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Fl - Accounts Receivable and Accounts Payable

Introduction to Accounts Receivable and Accounts Payable [Page 20]

Master Records, Account Balances and Line Items
Customer Master Records [Page 27]
Vendor Master Records [Page 102]

Account Balances and Line ltems [Page 207]

Processes
Clearing [Page 499]

Payments [Ext.]
Dunning [Page 617]

Interest Calculation [Page 609]

Special General Ledger Transactions

Special G/L Transactions: Down Payments and Credit Limits [Page 688]

Special G/L Transactions: Bills of Exchange [Ext.]

Workflow
Document Parking [Page 397]

Payment Release [Ext.]

Correspondence and Internal Evaluations [Page 768]

Check Management [Ext.]

Payment Advice Notes [Page 600]

Information on the Contents of the Online FI Manuals [Ext.]
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Introduction to Accounts Receivable and Accounts
Payable

The following topics are an introduction to the Accounts Receivable and Accounts Payable
application components. They also explain how to make system settings for these components.

Accounts Receivable and Accounts Payable: Overview [Page 21]

Current Settings and the Implementation Guide [Page 22]
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Accounts Receivable and Accounts Payable: Overview

Accounts Receivable and Accounts Payable: Overview

The Accounts Payable application component records and manages accounting data for all
vendors. It is also an integral part of the purchasing system: Deliveries and invoices are
managed according to vendors. The system automatically triggers postings in response to the
operative transactions. In the same way, the system supplies the Cash Management application
component with figures from invoices in order to optimize liquidity planning.

Payables are paid with the payment program. The payment program supports all standard
payment methods (such as checks and transfers) in printed form as well as in electronic form
(data medium exchange on disk and electronic data interchange). This program also covers
country-specific payment methods.

If necessary, dunning notices can be created for outstanding receivables (for example, to receive
payment for a credit memo). The dunning program supports this function.

Postings made in Accounts Payable are simultaneously recorded in the General Ledger where
different G/L accounts are updated based on the transaction involved (payables and down
payments, for example). The system contains due date forecasts and other standard reports that
you can use to help you monitor open items.

You can design balance confirmations, account statements, and other forms of reports to suit
your requirements in business correspondence with vendors. There are balance lists, journals,
balance audit trails, and other internal evaluations available for documenting transactions in
Accounts Payable.

The Accounts Receivable application component records and manages accounting data of all
customers. It is also an integral part of sales management.

All postings in Accounts Receivable are also recorded directly in the General Ledger. Different
G/L accounts are updated depending on the transaction involved (for example, receivables, down
payments, and bills of exchange). The system contains a range of tools that you can use to
monitor open items, such as account analyses, alarm reports, due date lists, and a flexible
dunning program. The correspondence linked to these tools can be individually formulated to suit
your requirements. This is also the case for payment notices, balance confirmations, account
statements, and interest calculations. Incoming payments can be assigned to due receivables
using user-friendly screen functions or by electronic means, such as EDI.

The payment program can automatically carry out direct debiting and down payments.

There are a range of tools available for documenting the transactions that occur in Accounts
Receivable, including balance lists, journals, balance audit trails, and other standard reports.
When drawing up financial statements, the items in foreign currency are revalued, customers
who are also vendors are listed, and the balances on the accounts are sorted by remaining life.

Accounts Receivable is not merely one of the branches of accounting that forms the basis of
adequate and orderly accounting. It also provides the data required for effective credit
management, (as a result of its close integration with the Sales and Distribution component), as
well as important information for the optimization of liquidity planning, (through its link to Cash
Management).
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Current Settings and the Implementation Guide

Current Settings and the Implementation Guide
You can make system settings in various ways:
e You can use the current settings option in Accounts Receivable or Accounts Payable.

e You can use the Implementation Guide (IMG).

Maintaining Current Settings [Page 23]

Configuring the System Using the Implementation Guide [Page 24]
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Maintaining Current Settings

You access current settings by choosing Environment — Current settings in the Accounts
Receivable or Accounts Payable menu.

You can then carry out the following activities:

e Specify currency translation rates

e Enter planned amounts for the payment program

e Open and close posting periods

e Create worklists for processing open items and displaying line items and balances

To carry out one of these activities, click the Execute icon next to it. You can display
documentation about each current setting by placing the cursor on the title of the activity and
choosing Extras — Display document.
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Configuring the System Using the Implementation Guide

Some system settings for Accounts Receivable and Accounts Payable, such as those for check
management, must be made in Customizing.

The following descriptions are based on the SAP Reference IMG. If you are working with an
Enterprise IMG or your own projects, you may see slightly different paths than the ones listed
here.

The SAP Reference IMG lists all the activities that you need to carry out to configure your SAP
System.

You can execute functions and display documentation about these functions from the IMG
structure.

For more information about system settings (function descriptions and instruction manuals), see
the CA - Customizing Manual.

See also:
Calling Up the SAP Reference IMG [Page 25]
Searching for Activities in the SAP Reference IMG [Page 26]
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Calling Up the SAP Reference IMG

To display the SAP Reference IMG, proceed as follows:

1.

From the SAP System main menu, choose Tools — Accelerated SAP — Customizing
— Edit project, then SAP Reference IMG.

The IMG structure appears.

Place the cursor on Financial Accounting and choose Edit — Expand, or click on the plus
sign to display the subheadings under Financial Accounting.

You will see the IMG for Financial Accounting Global Settings, General Ledger
Accounting, and Accounts Receivable and Accounts Payable.

Place the cursor on either Financial Accounting Global Settings, General Ledger
Accounting, or Accounts Payable and Accounts Receivable, and expand the structure
until you find the configuration activity you require.

To display the documentation for the activity, double-click the text icon next to the
activity. You can maintain the settings by double-clicking the Execute icon.

Make the required configuration settings and save them.

Return to the IMG structure display by choosing Gofo — Back.
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Searching for Activities in the SAP Reference IMG

Using the Find function, you can search for a specific word or character string within the IMG’s
structure titles.

Proceed as follows:

1.

2.
3.
4

From the IMG structure display screen, choose Edit — Find.
Enter your search term (word or character string).
Select the type of search and hit list display.

Confirm your entries.

26
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Customer Master Data

Customer Master Data

Purpose

In the SAP System, all business transactions are posted to and managed in accounts. You must
create a master record for each account that you require. The master record contains data that
controls how business transactions are recorded and processed by the system. It also includes
all the information about a customer that you need to be able to conduct business with him.
Implementation Considerations

For information about the system settings necessary for creating master records, see the
Implementation Guide (IMG) for Accounts Receivable and Accounts Payable.

Integration

Both the accounting (FI-AR) and the sales (SD) departments of your organization use customer
master records. By storing customer master data centrally, you enable it to be accessed
throughout your organization, and avoid the need to enter the same information twice. You can
also avoid inconsistencies in master data by maintaining it centrally. If the address of one of your
customers changes, for example, you only have to enter this change once, and your accounting
and sales departments will always have up-to-date information.

You have to implement the Sales and Distribution (SD) application component in order to enter
and process customer master records for order processing, shipping, and billing. For more
information, see the Sales and Distribution documentation.

Features

Specifications you make in master records are used:

e As default values when you post items to the account

For example, the terms of payment you specify in the master record are defaulted for
document entry.

e For processing business transactions
Account control data, such as the number of the G/L reconciliation account

For example, the dunning procedure, the date of the last dunning notice, and the address
are required for the automatic dunning process.

e For working with master records

You can prevent certain users from accessing an account by setting up authorization
groups.

e For communication with the customer
For example, the address and telephone and fax numbers.
e For the sales department

Order processing, shipping, and billing data.
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Basic Functions of Customer Master Records

Basic Functions of Customer Master Records

The following topics explain the function and structure of customer master records.
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Customer

Customer

Definition

Business partner from whom receivables are due as a result of services rendered. Examples of
these services are:

e (Goods delivered
e Services performed
e Rights transferred

Use

A customer is represented in the SAP System by means of a master record.
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Defining an Account Group

Use

You must assign each account to an account group. The account group ensures that only the
relevant screens and fields are displayed and ready for input for each of the customer’s different
partner functions. For example, the address, communication, and bank data fields are omitted for
the account group for one-time accounts.

Prerequisites

You maintain the account groups in Customizing (IMG), or copy the defaulted account groups.

Features
The account group controls:
e The type of number assignment used for the account number

e A number interval from which the account number is chosen. The system uses the account
number to identify the customer.

e Which fields are displayed when you enter or change customer master data and whether or
not an entry must be made in these fields (field status)

o \Whether the account is a one-time account

Activities
To create a master record, you have to specify an account group. The account group cannot be

changed once you have created the master record. Your system administrator, however, can
change the above account group specifications.

For more information about account group specifications, see the Define Account Groups with
Screen Layout activity in the Implementation Guide (IMG) for Accounts Receivable and Accounts
Payable.

For instance, if you implement Sales and Distribution (SD) after implementing Financial
Accounting (Fl), changes to an account group may be necessary if you wish to add fields that
were previously hidden in the master record.
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Numbering Master Records

Use

Each master record has a unique number. You need this number to call up the master record or
to post to the customer account.

Prerequisites

The account group determines the type of number assignment used and the valid number range
for a customer master record.

Features

The customer master record number is assigned either internally or externally. Internal numbers
are assigned by the system, whereas you enter external numbers yourself when creating the
customer master record. External numbers can be alphanumeric.

The system ensures that the numbers assigned are always unique. With internal assignment, the
system selects the next number from the interval. With external assignment, the system prevents
you from entering the same number twice.

A customer account has the same account number in all company codes.

Activities

You create number ranges in Customizing. For more information about number ranges, see the
Create Number Ranges for Customer Accounts [Ext.] activity in the Implementation Guide (IMG)
for Accounts Receivable and Accounts Payable.

32 April 2001



Il SAP AG Fl Accounts Receivable and Accounts Payable

Defining Screen Variants

Defining Screen Variants

Use

The Accounts Receivable (FI-AR) application component is delivered with predefined screens on
which to enter your master data. You can configure these screens by specifying which fields
should appear on the screens, and how those fields are to be processed. You do so by
specifying the status of the fields. The following statuses exist:

e Hidden field (not visible)
e Required entry field (the field contains a question mark and an entry has to be made)
e Optional entry field (you can make an entry)

e Display field (cannot be changed)

=

The screens for master records of one-time accounts should have a different layout
to the screens for all other master records. Fields for address, communication, and
bank data are not required in the master record for one-time accounts since you
enter this information directly in the document. You should therefore hide these fields
for one-time accounts.

Example:
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= Create customer: Address ﬂ!
Custom.| | 3000000060
Search term
Title A
Name Julie Winter -
Street address
Street/House number | Park Street 11 I
Postal code/City 12345 [ Philadelphia
District
Country ﬁ H Create one-time customer: Address -u
Region
Cust. | [INTERNAL
PO box address
PO box Search term
] 2
Postal code Name Hi Al?
District
Communication Street address
Language EN ’T
Telephone Colnty .
Fax
Communication
Comments H Language EN  English ‘

Some fields are grouped together so that you do not have to make a separate setting
for each of them.

=

Fields for interest calculation are grouped together. If you hide this field group, the
fields for interest calculation frequency and the last key date are not displayed on the
master record screen.

When defining or changing an account group, you specify the status of a field group by simply
selecting the required status for the fields or field groups as shown in the illustration below:
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= Maintain field status group: Address

Account group ALL %
Customers general
General data

- Address
Hide Req. entry Opt. entry Display

Name 1 .

Title

Search term .
Name 2

Name 3 and 4

Postal code, city .
Street

District

Region

PO box

PO box postal code

Country .
PO box city )

The layout of screens can be affected by several field status definitions. Usually you define the
status of a field based on the account group. You can, however, also define the status of a field
based on the activity or company code.

Prerequisites

You make the necessary settings for defining the field status in Customizing (IMG) for Financial
Accounting.

For more information about field status control dependent on the account group, see the Define
Account Groups with Screen Layout (Customers) [Ext.] activity in the Implementation Guide
(IMG) for Financial Accounting.

For more information about field status control dependent on the activity, see the Define Screen
Layout per Activity (Customers) [Ext.] activity in the IMG for Accounts Receivable and Accounts
Payable.

For more information about field status control dependent on the company code, see the Define
Screen Layout per Company Code (Customers) [Ext.] activity in the IMG for Accounts Receivable
and Accounts Payable.

Features
The layout of the master data screens can be affected by several field status definitions:
e Account group-dependent control
Example: The layout for one-time accounts is different to the layout for normal accounts.

e Activity-dependent control
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Example: The layout for creating is different to the layout for displaying.
e Company code-dependent control

Example: Withholding tax fields are displayed for Italy but not for Germany.

Account Group-Dependent Field Status Control

You set the status of screen fields when defining and maintaining account groups. In the account
group table, you can define the field status separately for the various areas of the master record.
You can define the field status for:

e General data area
e Company code area. These settings affect all company codes.

e Sales area. These settings affect all sales organizations.

=

In master records for one-time accounts, you want to hide the fields for address, communication,
and bank data. You set the status of these fields in the general data area, because this is where
the fields appear. You have to set the Reconciliation account field in these master records as a
required entry field, since a reconciliation account must also be specified for one-time accounts.
This field is dependent on the company code, and you specify its status in the company code
data area.

The status of a field group can also be determined based on the activity. This is possible for the
following activities:

o Display
e Create
e Change

For each activity, you can define the status of fields separately in the individual areas of a master
record in the same manner as account groups:

e General data area
e Company code area. These settings affect all company codes.
e Sales area. These settings affect all sales organizations.

You can set the display status as well as the other field status settings.

=

An entry must be made in the Reconciliation account field when creating a master
record. You therefore define this field as a required entry in the account group. The
reconciliation account entry should not be changed once the master record has been
created. You therefore define this field as a display field for the change activity. The
field cannot be changed in the change function.

Field status definitions for activities are already set in the standard system. If you want to change
the standard settings, SAP recommends the following:

e For the Create activity, set the optional status for all field groups.
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e For the Display activity, set the display status for all field groups unless you want to hide a
particular field group for all account groups.

e For the Change activity, set the optional status for all field groups, unless one of the field
values entered when creating the master record should not be changed in any master
records. Set the status of these fields to either display or hidden.

Company Code-Dependent Field Status Control

The field status can also be defined based on the company code, as well as the account group
and activity. This is useful if you wish to assign a status to field groups in one company code that
differs from the field group status in other company codes. When defining the status of these
fields, you have to enter the number of the company code in question.

=

=

In one company code, you do not need the fields for export credit insurance in the
master records for your customer accounts. In this case, you would hide these fields
by defining their status for that particular company code.

=

In the standard system, the default field status is set for all company codes. If you do
not change this setting, all field groups in the company code area of master records
have the optional entry status.

Linking Field Status Definitions

When you create, display, or change a master record, the settings you make for the various field
status definitions are linked with each other. This means that the fields in a field group adopt the
status that has the highest priority.

Hidden status has the highest priority, followed by display, required, and optional status. The
table below contains different field status definitions and shows what the actual status would be
once they are combined.

Specification for Field status definition

Account group | Hide | Required entry | Required entry | Optional entry |

Activity | Display | Display | Optional entry | Display |

Company code | Required entry | Optional entry | Optional entry | Optional entry |

Result | Hide | Display | Required entry | Display |
Activities

You make the field status settings in Customizing.
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Defining Reconciliation Accounts

Use

You must specify a reconciliation account in the master record so that all postings made to a
subsidiary ledger are also posted to the general ledger.

Prerequisites

You have created reconciliation accounts in the General Ledger (FI-GL) and have indicated that
they are reconciliation accounts.

Features

When you post items to a subsidiary ledger, the SAP system automatically posts the same data
to the general ledger at the same time. Each subsidiary ledger has one or more reconciliation
accounts in the general ledger. These reconciliation accounts ensure that the balance of G/L
accounts is always zero. This means that you can draw up financial statements at any time
without having to transfer totals from the subledgers to the general ledger.

~ ~
Q Sub- Q General
| ledger | ledger
® ®
Receivables from
iqi & Customer account )
Original doC. goods and services
[ |
Payables for
Original doC. Vendor account goods and services

You can use the reconciliation accounts to make settings:

e You can use the reconciliation account to configure the screens for posting items to customer
or vendor accounts. Using the reconciliation account you could, for example, suppress the
fields for entering exchange rate hedges if these types of transaction are not made. For more
information, see Screen Layout [Page 448].

e You can also use the reconciliation account to specify which currencies you can use when
posting to the corresponding customer or vendor accounts.
You usually enter the local currency in the master record. Postings can then be made in all
currencies to the customer and vendor accounts that the reconciliation account is assigned
to. However, you can also enter a foreign currency key in the master record of the
reconciliation account. If you do this, you can only post to the relevant customer and vendor
accounts in the foreign currency specified.
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Activities

Make an entry in the Reconciliation account field in the master record.

April 2001 39



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Special Functions in the Customer Master Record

Special Functions in the Customer Master Record

The following fields in customer master records have special functions:

e Alternative Dunning Recipient [Page 41]

e Alternative Payer [Page 42]

o Affiliated Companies: Customer Master Data [Page 43]

e Clearing between Customer and Vendor [Page 44]

e Group: Customer Master Records [Page 45]

e Accounting Clerk: Customer Master Records [Page 123]
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Defining an Alternative Dunning Recipient

Use

If you do not want to send the dunning notices to the customer that owes the receivable in
question, specify an alternative dunning recipient in the master record.

Prerequisites

You must have already created a master record for the customer who is to receive the dunning
notice. You must create a separate master record for the dunning recipient you specify here,
even if your company does not do any business with him or her.

Features

The Dunn.recipient field is found in the correspondence area of the company code data of the
master record. Each company code can thus specify its own alternative dunning recipient.

Activities

Enter the account number of the customer to be dunned in the Dunning recipient field in the
master record.
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Defining an Alternative Payer

Use

If payments are not to be made by the customer that owes the receivable in question, specify an
alternative payer in the customer master record. Automatic debits and refunds by bank transfer,
for example, are then made using the banks of this account, rather than of the original customer.

Prerequisites

If you wish to enter an alternative payer, you must first create a customer master record for the
alternative payer. You also require the authorization of this alternative payer to collect from his or
her account by direct debit.

Features

You can specify an alternative payer in both the general and the company code area of the
master data. If you specify an alternative payer in the general data, that alternative payer is valid
for the customer in all company codes. If you specify an alternative payer in both areas, the
specification in the company code area takes precedence.

In exceptional cases, it may be necessary to enter the payer only in the document. You can
choose this option by selecting the Payer in document indicator in the general data area. When
you enter a document, there is a field on the screen in which you can enter an alternative payer.
If this field is selected, the system displays a screen for the payer’s master data.

The system always uses the entry that is most specific. This means that if you enter a payer in
the document, this always has priority over the entry in the master record.
Activities

Enter the account number of the alternative payer in the Alternative payer field in the payment
transactions section of the original customer master record.
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Identifying Affiliated Companies

Use

If invoices are sent to companies that are members of your consolidation group, you have to
include these companies in consolidation. All sales revenues originating from business
transactions within the corporate group have to be eliminated (elimination of intercompany sales).
You enter a number in the Trading partner field of the master record so that the system can
identify which accounts are to be included.

Prerequisites

If you use this function, you should define the company ID (which is standard throughout the
group) and inform the clerks involved before creating master records.

Features

The system eliminates intercompany sales for those business partners that are identified by the
same number in the Trading partner field of the master record.

Activities
Enter the company ID in the Trading partner field of the customer master record for each
affiliated company.
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Defining Clearing Between Customer and Vendor

Use

If a customer is also a vendor, or vice versa, you can have the payment program and the dunning
program offset the customer and vendor open items against each other. You can also select the
vendor line items when you display the customer line items for this account.

Prerequisites

You can only offset the items against one another if you have carried out the steps under
“Activities”.

Features

The system offsets the open items of the selected customers and vendors against one another in
the dunning program and in the automatic payment program.

Activities

Before you can clear items between a vendor and customer account, you must:

1. Create a customer master record for the vendor that is also a customer.

2. Enter the vendor account number in the Vendor field in the control section of the general
data in the customer master record.

3. Enter the customer account number in the Customer field in the control section of the
general data in the vendor master record.

4. Choose Clrg with vend. and Clirg with cust. in the company code data in both the
customer and vendor master records. In this way, each company code can decide
separately whether it wants to offset the customer against the vendor.
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Defining the Group to Which the Company Belongs

Use

You wish to assign a unique key to all business partners that belong to the same corporate
group. You identify those customers that belong to the same group via the Group field in the
master record.

Prerequisites

If you use this function, you should define the company ID (which is standard throughout the
group) and inform the clerks involved before creating master records.

Features

The system can run evaluations for the business partners that are identified in the master record
as belonging to the same group, or search for these business partners using a matchcode.

Activities

Enter a user-defined key in the Group field in the general data section of the customer master
record.

April 2001 45



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Accounts Receivable Pledging

Accounts Receivable Pledging

Use

As part of financing, you can set an accounts receivable pledging indicator [Ext.] for receivables
from goods and services. You can set this indicator in the customer master record or in the
document, and then display the receivables separately in the line item display and the open item
list.

Integration

This function can be used in Accounts Receivable (FI-AR).

Prerequisites

To select receivables for subsequent evaluations, you must make the following settings in
Customizing:

e Choose Accounts Receivable and Accounts Payable — Customer Accounts — Master
Records — Preparations for Creating Customer Master Records — Define Accounts
Receivable Pledging Indicator.

e Choose Financial Accounting Global Settings — Company Code — Activate Accounts
Receivable Pledging Procedure per Company Code.
Features

The pledging indicator you define in Customizing is saved in the customer master record and
automatically transferred to the customer line item on posting.

The indicator can therefore be displayed in the customer line item display and in the customer
lists.

You must have activated the accounts receivable pledging procedure for the company code to be
able to display accounts receivable pledging [Ext.].

=

In certain cases — such as when alternative master record details are entered — you
can also enter the pledging indicator manually when posting, or change it in the
document at a later date.

You can use the following programs to display receivables that have been pledged in list form
and to carry out evaluations:

e RFDOPO00
e RFDOPO10
e RFDAPOO0O
e RFDEPLOO
Activities

Activate the accounts receivable pledging procedure for the company code in Customizing. Set
the indicator in the customer master record.
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Customer Master

Definition

Specifications that control how an account is processed. The master record contains data that
controls how business transactions are recorded and processed by the system. It also includes
all the information about a customer that you need to be able to conduct business with him or
her.

Use

You must create a master record in the system for each account that you require.

Structure

Master records are divided into the following areas so that each company code and each sales
organization can store its own information for doing business with customers:

Fl General data | SD
Accounting data for Sales data for
company code 0001 sales organization 1000
Company code 0002 Sales organization 2000 |
Company code 0003 Sales organization 3000 |

1. General data

This is data that applies to every sales organization in your company. The general area
includes, for example, the customer's name, address, language, and telephone data.

2. Company code data

This is data that is specific to an individual company code. Company code data includes,
for example, the reconciliation account number, terms of payment, and dunning
procedure.

3. Sales area data

This is data relevant to the sales organizations and distribution channels of your
company. Data that is stored in this area includes, for example, data on order
processing, shipping, and billing.

=

In one company there are two company codes that do business with the same
customer. The general data, such as the address, is stored in the general area. Both
company codes use this data for communication with the customer. Each company
code maintains specific data for financial accounting (such as the reconciliation
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account) and for their business relationship with the customer (such as terms of
payment) in their own company code area.

The system provides separate functions for maintaining master records, depending on how you
organize them. You can maintain master records centrally for all areas or separately for Financial
Accounting and Sales and Distribution.

Integration

You need the Sales and Distribution (SD) application component in order to enter the sales data
and print invoices.
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Access Authorization for Customer Master Records

You can restrict access to master records in order to prevent unauthorized changes from being
made. Depending on how you organize your master data, you can assign authorizations for
maintaining this data. For example, one user may have authorization to maintain all master data,
while another may have authorization to maintain only accounting master data.

You can also assign different authorizations for different types of processing. All users could
have authorization to display master records, while only a limited group of users may be able to
create and change master data.

Authorizations are specified during system configuration and assigned to each user in his or her
user master record. If you have any other questions on this subject, you should contact your
system administrator. The Implementation Guide (IMG) for Financial Accounting explains how to
set up authorizations.
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Creating a Customer Master Record

Use

You wish to create a customer master record.

Integration

Customer master records are used by both the Financial Accounting (FI) component and the
Sales and Distribution (SD) component. If your company also uses the SD application
component, you can create and maintain customer master records either together or separately
as follows:

e Separately for the company code

e Separately for the sales area (order processing, shipping, and billing information about the
customer)

e Centrally for both the company code and sales area in one step

You need the Sales and Distribution (SD) application component in order to enter data in the
sales area. There are three different ways of processing master records since they are often
created and maintained by different departments. In some companies, accounting and sales
personnel maintain the general area together and their own areas separately. In other
companies, customer master records are maintained centrally.

Prerequisites

Before creating a customer master record, you have to make certain system settings, or check
existing settings, such as the authorizations [Page 50]. For more information about system
configuration, see the activities under Preparations for Creating Customer Master Records in the
Implementation Guide (IMG) for Accounts Receivable and Accounts Payable.

Before you create a new master record, you need to check whether a master record already
exists in the system for that customer. You can either use the system’s search facilities to do so,
or you can switch on the automatic duplication check via Customizing (IMG).

For more information about the duplication check, see the Change Message Control for
Customer Master Data activity in the IMG for Financial Accounting.

Features

The following section explains how to create a customer master record centrally for both the
sales and accounting departments, or just for accounting. Creating a customer master record
centrally involves entering data for both accounting and sales in one step. This method is
possible only if you have also installed and configured the Sales and Distribution (SD) application
component. For more information, see the Sales and Distribution documentation.

If you wish to enter master data for the accounting department only, use the appropriate
functions in Financial Accounting (Fl).

There are a number of maintenance functions that you can use to maintain the master data. For
more information, see Maintenance Functions for Customer Master Data: Overview [Ext.]
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Activities

The following functions are available for creating customer master records:

To carry out the following maintenance
function...

Choose...

Create a master record using a reference

From the Accounts receivable main menu,
choose Master records -> Create and enter an
existing customer in the Reference field.

Create a master record centrally (for
accounting and sales)

Master records -> Maintain centrally -> Create.

Create a master record for accounting only

From the Accounts receivable main menu,
choose Master records -> Create.

Create a one-time account

From the Accounts receivable main menu,
choose Master records -> Create, and enter
“one-time account” in the Account group field.
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Creating a Customer Master Record Centrally

Use

You wish to create a customer master record for both Financial Accounting (FI-AR) and Sales
and Distribution (SD) at the same time.

Prerequisites

You must have installed and configured the Sales and Distribution (SD) application component.

Procedure

1. From the Accounts receivable menu, choose Master records — Maintain centrally —
Create.

The initial screen for creating a customer appears.
2. Select an account group.

Depending on the type of number assignment (internal or external) used for the account
group, you also enter an account number.

3. If you wish to maintain the company code data or the sales data as well as the general data,
also enter

- A company code for maintaining the FI data (accounting data)
- A sales area for maintaining sales data

4. To continue, choose Continue.
The Create customer: General data screen appears.

=

When you create a customer master record for which the general data has already
been created, the first screen for the company code data or the sales data appears.

5. Enter the customer data. The pushbuttons at the top of the screen enable you to change
between general data, Fl data (company code data), and SD data (sales area data).

The title of the tab page tells you which data area you are in.

6. When you have made all the necessary entries, save the customer master record.

Result

You have created a customer master record centrally. The system returns to the initial screen
and displays a message to confirm that the master record has been created.
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Creating a Customer Master Record for a Company
Code

Use

You wish to enter a customer master record for accounting (FI-AR) only.

Procedure
Create a master record for accounting only as follows:
1. From the Accounts receivable menu, choose Master records — Create.
The initial screen for creating a customer appears.
Select an account group.

Depending on the type of number assignment (internal or external) used for the account
group, you also enter an account number.

4. Enter the company code and choose Enter.
The first screen for entering master data appears.

5. Enter your customer data and then save.

Result

The system returns to the initial screen and displays a message to confirm that the master record
was created successfully.

=

If you have created master records in one company code and require exactly the
same master records in another company code, you can distribute the newly-created
master records to other company codes by comparing the company codes with one
another. To do this, choose the following path from the Accounts receivable menu:
Master data — Compare — Company codes — Send.
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Creating a Customer Master Record Using a Reference

Use

You wish to create a master record by referring to an existing master record.

Prerequisites

The system copies the master data from the reference master record. However, it does not copy
all of the data. A number of factors affect which data is copied:

The system only copies data that is not customer-specific. For example, the address or a
block indicator is not copied from the reference master record.

e In general, if you have already maintained data, the data is not overwritten with data from
the reference record. For example:

— If you have already created the general data, such as the name, address, and
telephone number, only the company code data is copied when you enter the
company code data. To copy only the company code data, you must specify the
company code of the reference master record. When you create the data for the
sales organization, again only the corresponding data is copied from the reference
master record.

— If you have not yet created the general data, only the language and the country are
copied from the reference master record.

You determine which data is copied by specifying which areas are to be copied from the
reference master record. If you do not specify a sales organization for the reference, for
example, the sales data is not copied.

=

When you create a new customer master record, you can choose whether you want
to use the account group of the reference master record. In this case, do not enter an
account group for the master record to be created. The system automatically copies
the account group from the reference master record.

Procedure

1.

From the Accounts receivable menu, choose Master records — Create or Maintain centrally
— Create.

Enter an existing customer in the Reference field. You can use a customer master record
from any company code as a reference.

Depending on the type of number assignment to be used, you may be required to enter an
account number. To continue, choose Continue.

The Create customer screen appears.

Check the various tab pages and add to or change the default data.

Save the master record.
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Result

You have created a customer master record using a reference. The system confirms this with a
message.
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The following documentation describes the particular types of information you can maintain in

master records. This information includes:

Bank details

Payment methods

Dunning procedures

Texts for the customer

Assigning documents to the customer

Classifying customers

Features of Customer Master Record Creation
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Entering Bank Details

Use

For each customer, you can specify as many banks as you require. You need the bank details of
a customer if you intend to use the payment program to collect payment from your customer (for
example, if you have automatic debit authorization).

To enter bank details in the customer master record, enter the bank country, the bank key, and
the bank account number in the general data area. For control purposes, the system then
displays the name of the bank.

The fields Country and Bank key serve to clearly identify a bank in the SAP system. With these
keys you can enter further bank data, such as the address.

Normally banks are managed by bank number. This is entered as the bank key. In certain
countries, for example, the Netherlands, the account number is used for this function. In this
case, you should enter the account number as the bank key.

Prerequisites

When you enter your customer's bank details, the system checks whether master data already
exists for this bank. If not, the system goes to the maintenance screen for bank master data.

Procedure
To enter bank details, proceed as follows:

1. Create a customer master record by choosing Master records — Create from the Accounts
receivable menu.

2. Select the account group, enter an account number (if necessary) and the company code,
and choose Enter.

Enter the address and control data.

Select the tab page for Payment transactions. On this screen, enter the bank country, the
bank key, the account number, and a control key (required in France, for example). In
addition, you can enter a bank type for the payment program and indicate that automatic
debit authorization is allowed.

a) If no master data exists yet for the specified bank, the system displays an additional
window, in which you can enter bank master data.

b) Enter the master data for the bank.
c) Choose Enter to return to the entry screen for customer master records.

If you want to change or add to the bank master data, position the cursor on the
appropriate bank and choose Bank data. The system displays the dialog box for entering
and maintaining master data. You can enter details about customers’ payment cards
under Payment cards.
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Result

The bank details entered appear immediately in the list of bank details in the Payment
transactions screen. However, they are not saved until you save the corresponding customer
master record.
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Entering Payment Methods

Use

You enter payment methods in the master record so that the system can process payments
automatically.

Prerequisites

The payment methods must be defined in Customizing.

Procedure

1. When entering or changing master data for the company code, select the tab page for
Payment transactions.

2. Use possible entries to display possible payment methods, and select the required payment
methods. If you already know the indicators for your payment methods, you can enter them
directly in the Payment methods field.

Result

The system transfers the selected payment methods to the Payment methods field. You can
overwrite these entries.

=

-

If you enter a specific payment method in the item to be paid, then this specification
has priority over the entry which has been made in the master record. You may also
enter payment methods that are not listed in the master record in the item.
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Entering a Dunning Procedure

Use

You enter a dunning procedure which the system uses for automatic dunning. This dunning
procedure is used for the standard dunning area. You can divide your company into dunning
areas, such as wholesale transactions and retail transactions. If you use other dunning areas in
your company, you must enter them in a separate entry screen.

Prerequisites

The dunning procedure must be defined in Customizing. You do this in the Define Dunning
Procedures activity in the Implementation Guide for Accounts Receivable and Accounts Payable.
Procedure

1. When creating or changing customer master records, choose the tab page for
Correspondence in the company code area. Enter the key for your standard procedure in the
Dunning procedure field. You can select this via possible entries.

If you do not use dunning areas, skip steps 2-4.

2. To define dunning procedures for other dunning areas, choose Dunning areas.
The screen for maintaining dunning areas appears.

3. Enter the data for your dunning areas.

This data includes the dunning area and the dunning procedure. You can also enter a
dunning block for the dunning area or an alternative dunning recipient, if the dunning
notice is not to be sent to the customer for whom the receivable exists.

4. Choose Goto — Back.

You return to the Create Customer: Correspondence screen.

Result

You have defined the dunning procedure to be used for dunning this customer. The system
saves your entries when you save the customer master data.
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Classifying Customers

Use

For evaluation purposes, it is possible to group your customers by industry or by sales figures.

Prerequisites

Possible classes have been defined in Customizing.

Procedure

When maintaining the master data, choose Extras — Classification.
Result

You have classified the customer and can now search by this category.

Further Information

For more information about classification, see CA — Class System [Ext.].
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Entering Texts for a Customer

Use

It is possible to enter explanatory texts for each customer. In the general data area, you can
enter central (i.e. non-accounting-specific) information, whilst accounting-specific text types, for
example on payment transactions or dunning, are entered in the company code area.
Prerequisites

The text types that are relevant are specified using text IDs when the system settings are made.
For each text type, you can create a new text in a different language.

Procedure

Enter text on the customer as follows:

1. When entering a customer master record, choose Extras — Texts.

2. Choose one of the suggested text types and enter text in the column Line 1.

3. To enter the text in a language other than your logon language, specify the key for the
required language in the column La.

The symbol * in front of a line signifies that the text has already been edited.

If this symbol appears at the end of a line, it means that there is more text for this text
type than can fit into a single line.

To add text in a different language to a particular text type, place the cursor on the

relevant text type and choose Edit — Create text. You can then enter the language key
and the relevant text.

4. Choose Edit — Detailed text to call up the text editor. The editor allows you to enter any
length of text.

5. Before leaving the text editor, choose Text — Save.
6. Choose Goto — Back.

The initial screen for text entry appears. The first line of your text is displayed.
7. Choose Goto — Back again.

You return to the screen you started from.

Result

You have entered a text in the system for the customer. The system saves your entries when you
save the customer master data.
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Assigning Documents to a Customer

Use

You can assign to each customer documents that have been scanned into the system, such as
business reports, newspaper articles, or graphics.

Prerequisites
In order to be able to use the document management system, however, you must be using SAP
ArchiveLink.
Procedure
To assign a document to a customer, proceed as follows:
1. When entering or changing a customer master record, choose Extras — Documents.
The Customer - Link to Documents dialog box appears.

2. Enter a document type and name here. If you do not know the name, you can display a list of
all the documents in the system using the function Find document. Select the document you
require. The document is assigned to the customer and then displayed on the Customer -
Link to Documents screen.

Result

You have assigned a document to the customer. To display the document, choose the Display
originals function.

Further Information

For more information on the functions of the document management system, see the SAP
Library under CA — Document Management.
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One-Time Accounts

Use

For customers whom you only supply once or rarely, you can create a special customer master
record, the master record for “one-time accounts”. In contrast to other master records, no data
specific to a single customer is stored in the one-time master record, since this account is used
for more than one customer. The customer-specific entries such as address and bank details are
not entered until the document for the transaction is entered into the system.

You invoice a customer who purchased goods from you because his main vendor
could not supply them. In this case, you post the invoice to a one-time vendor
account instead of creating a separate master record.

Features

When you post to a one-time account, the system automatically goes to a master data screen.
On this screen, you enter the specific master data for the customer, which is stored separately in
the document. This includes name, address, and bank data, for example.

You process the master record for a one-time account in the same way as you process all other
customer master records. You can dun open items from it with the dunning program or pay items
using the payment program. The functions for one-time customers are only different in a few
aspects. For example, you cannot clear amounts with a vendor.

Account Group

Customer master records for one-time accounts are created with their own account groups. Via
this account group the customer-specific fields (such as Name, Address and Bank details) are
hidden from display when you enter the customer master record. You enter this data when you
enter the document.

Reference Account Group

You can specify a reference account group in the Control group in the general data area. This
account group determines the status of fields when posting to the one-time account, that is, what
fields are displayed and which ones require an entry. The fields are controlled in the same
manner when you display or change a one-time document, although the document change rules
also determine whether a field can be changed or not.

If you do not specify a reference account group, every field on the one-time account screen is
ready for input during document entry.

You can use an existing account group as your reference account group or you can create an
account group especially for this purpose. For more information on this, see the Define Account
Groups with Screen Layout (Customers) activity in the Implementation Guide (IMG) [Page 24] for
Accounts Receivable and Accounts Payable.

Reconciliation Accounts

To create one-time master records, you have to specify a reconciliation account. If you
differentiate between reconciliation accounts in your company, you will need to take this into
account when creating one-time master records. You may, for instance, have different
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reconciliation accounts for domestic and foreign receivables. You would then have to create two
one-time master records.
Line Item Display

For line item display, you should enter a key for sorting line items in the Sort key field. Keys 022
and 023 are provided in the standard system. You may define other keys that are specific to your
company. Keys 022 and 023 have the following meanings:

e Enter 022 to have the system sort and display line items by name and city.

o Enter 023 to have the system sort and display line items by city and name. The line items of
customers in the same city are displayed together.

Sort criteria can also be specified when entering a document. These criteria will override the sort
keys specified in the master record.
Activities

When creating a one-time account, use the appropriate account group (such as “one-time
account” in the standard system).
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Setting Up Head Office and Branch Accounts

Use

Customers in some industries place orders locally (i.e. via their branches), but pay invoices
centrally (from headquarters). You can represent this business relationship with head office and
branch accounts.

Features

For example, assume you have linked a branch account to a head office account. You can enter
an invoice for goods delivered to a branch, but have the system automatically post the sales
figures to the head office account. The system records the customer account number of the
branch in the document. You collect payment from and dun the head office account. As a result,
you can collect payments for several branches in one step.

You create, display, change, delete, and block head office and branch accounts in the same way
as all other customer master records.

Paying
Head office
‘M ——
T TE
|
————  Sales/trans.figures
|
Branch 1 Branch 2 Branch 3

N N ]
™ T Ty
hj h) N}
T T TR
T I 110
T T 17T
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Post document

Ordering

Activities

To link a branch account to the head office account, enter the account number of the head office
account in the Head office field in the customer master record of the branch account. You can
use customer accounts that are not one-time or branch accounts as head office accounts.
Branch accounts and head office accounts must belong to the same company code.
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For line item display, enter the key 004 in the Sort key field in the customer master record of the
head office account. The system uses this key to sort the line items in the head office account
according to branch account. This key is defined in the table for assignment rules. For more
information on line item display and the Sort key field, see Sorting Line Iltems [Page 232].

To send account statements or dunning notices to the branch instead of the head office, select
the Local process. field in the screen Create Customer: Correspondence.
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Displaying a Customer Master Record

Use

Both the accounting and sales departments use a customer master record. You can display
either the general and company code data (the accounting data) or the entire customer master
record (with sales data). Employees in the sales department can display the data about order
processing, shipping, and billing for a customer.

This topic describes how you display a customer master record either centrally or for accounting.
You can find further information on the sales functions and data in the Sales and Distribution
(SD) documentation.

There are a number of maintenance functions that you can use to maintain the master data. For
more information, see Maintenance Functions for Customer Master Data: Overview [Ext.]

Prerequisites
You have installed both the Financial Accounting (Fl) and Sales and Distribution (SD) application
components.

Procedure

1. From the Accounts receivable menu, choose Master records — Maintain centrally —
Display to display a master record centrally, or choose Master records — Display if you only
want to display the general data and, if applicable, the company code data.

The initial screen for displaying master data appears.

2. Enter the account number, the company code, and the sales organization.
Depending on the data you want to display, you can omit the company code or the
specifications on the sales organization.

Result

The screen for displaying master data appears. You can use the pushbuttons to display the
general data, the Fl data, and the SD data and, from these screens, you can use the tab pages
to display further information.
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Changing a Customer Master Record

Use

Provided you have the relevant authorization, you can change any of the fields in a master record
at a later date, except for the account number and account group.

If authorizations have been created for changing master records, you may not be able to change
certain fields.

If you wish to change sensitive fields, you may need a second user to approve your changes. For
more information, see Dual Control for Changing Master Records [Page 153]

Integration

If you have also implemented the Sales and Distribution (SD) application component, you can
also change the sales data. For more information about the sales functions, see the
documentation for the Sales and Distribution (SD) application component.

Prerequisites

Your system administrator can use field status specifications or authorizations [Page 50] to
restrict some fields from being changed. These fields are then just displayed. This is
recommended for the reconciliation accounts, for example, so that they cannot be changed by
mistake. For more information about how to restrict authorizations for changing data, see the
Maintain Profiles activity in the Implementation Guide (IMG) [Page 24] for Financial Accounting
Global Settings.

When changing master data, you should note the following:

e If you change the sort key for line item display, all line items posted after the change are
sorted according to the new sort key.

e If you change the date of the last dunning run or the last interest calculation, this change will
affect the next interest calculation or dunning run for the account. As a result, the account
may be dunned or interest may be paid on the account sooner or later than if you had not
made the changes.

e |f after posting to the customer account, you change the reconciliation account number
specified in the customer master record, you will have to make an adjustment to the
receivables accounts at the fiscal year end in order to create your financial statements. You
make this adjustment by running the balance sheet adjustment program.

e If you do not set the Record payment history indicator when first creating the master record
and then later decide to set it, bear in mind that payments made prior to setting the indicator
are not included in the payment history analysis.

Features

A customer master record spans several screens. Accordingly, it is possible to change data on a
number of different screens. You can:

e Change data centrally (general, company code, and sales data)
e Change accounting data

e Change sales data (order processing, shipping, and billing data)

70 April 2001



> SAP AG

Fl Accounts Receivable and Accounts Payable

Changing a Customer Master Record

The system logs all changes. For each field, it stores the time of change, the name of the user,
the current and the previous field contents. You can display the changes made to the entire
customer master record or to a specific field. For more information, see Displaying Changes to

Customer Master Records [Page 74]

There are a number of maintenance functions that you can use to maintain the master data. For
more information, see Maintenance Functions for Customer Master Data: Overview [Ext.]

Activities

To carry out the following maintenance
function...

Choose...

Changing a Customer Master Record
Centrally [Page 72]

Master records -> Maintain centrally -> Change

Changing a Customer Master Record for
Accounting [Page 73]

From the Accounts receivable main menu,
choose Master records -> Change
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Changing a Customer Master Record Centrally

Change a master record centrally as follows:

1. From the Accounts Receivable menu, choose Master records — Maintain centrally —
Change.

The system displays the initial screen to change master data.
2. Enter the customer account number, the company code and the sales organization.

Depending on the data that you want to change, you can omit the company code or the
sales organization.

Customer master records span several screens. It is likely that you only want to change
certain data. To do this, in the initial screen, select the screens in which you want to
make changes. The system then issues only these screens.
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Changing a Customer Master Record for Accounting

Change a customer master record for accounting as follows:
1. Choose Master records — Change from the Accounts Receivable menu.
You reach the initial screen for changing master data.
2. Enter the customer account number and the company code.
Choose the screens of the customer master record you want to display.

Customer master records span several screens. Generally, you want to change certain
data only. You can select the screens to make changes directly in the initial screen.

4. Choose ENTER to reach the next screen.
The master data from the account is displayed.

5. Change the required data by overwriting it or adding to it and then save your entries.

If you have changed master records in one company code and want to make exactly
the same changes in other company codes, you can distribute these changes to the
required company codes by comparing the company codes. To do this, choose the
following path from the Accounts Receivable menu: Master data — Compare —
Company codes — Send.
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Displaying Changes to Customer Master Records

If you change a master record, the system logs the changes and generates change documents.
For every field, it records the time at which the change was made, the user's name, and the
previous contents of the field.

You can display all the changes for the following:
e A certain field
e A master record
e For several customer master records
The following changes are displayed separately:
e Overwritten field contents
e Bank details and dunning areas added after the master record has been created
o Deleted bank details and dunning areas

You can call up the change display from the screen for master data maintenance under
Environment — Field changes or Environment — Account changes.

From the Accounts Receivable menu, you can display the changes as follows:

1. Choose Master records — Display changes.
The initial screen for displaying changes appears.

2. Enter the customer account number, the company code and, if required, a dunning area.
You can also limit the changes display by entering a change date and a user name.

3. Choose ENTER.
The system displays a list of the types of changed fields.

4. Select the changes you want to see:

e Todisplay a field change, place the cursor on the required field and select it.

e Todisplay all changes, choose Gofo — All changes.

e Todisplay the entered bank details or dunning areas, choose Goto — Entries.

e Todisplay the deleted bank details or dunning areas, choose Goto — Deletions.

e Todisplay the change document, choose Goto — Change document.

5. Leave the changes display by choosing Account changes — EXxit.

Displaying Changes in Several Customer Master Records

You can use program RFDABLOO to list the changes made in several customer master records.
To start the program, proceed as follows:

From the Accounts Receivable menu, choose Periodic processing — Info system —
Report selection — Adequacy and documentation — Master data — Changes —
Display changes to customers.

Choose Program — Execute.
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Dual Control for Changing Master Records

Use

You can use dual control to provide more security when changes are made to sensitive data in
your customer and vendor master records.

Integration

This function can be used for changing customer master records (FI-AR) and vendor master
records (FI-AP).

Prerequisites

You must define the required sensitive fields in the customer or vendor master record in
Customizing (IMG) for Financial Accounting. To do so, choose Financial Accounting — Accounts
Receivable and Accounts Payable — Customer Accounts — Master Records — Preparations for
Creating Customer Master Records — Define Sensitive Fields for Dual Control.

You must be authorized to change master records. You also define authorizations in Customizing
(IMG) for Financial Accounting. To do so, choose Financial Accounting — Financial Accounting
Global Settings — Maintain Profiles. The person who makes the changes is never allowed to
confirm his or her own changes.

Features
You can define the required master data fields as sensitive in Customizing.

When an authorized accounting clerk changes a sensitive field in the customer or vendor master
record (such as Alternative payee), the relevant account is automatically blocked for the payment
run.

The account remains blocked until a second authorized person confirms the master data
changes. However, it is still possible to make a further change to an account that is already
blocked.

The second authorized person is informed of the changes by mail or by other means, and then
uses the function Master records — Confirmation of change — Single (or — List) to edit the
changes.

If the second authorized person cannot confirm the change to the master data, the master data
object is returned to the clerk. Where this happens, the reply contains an explanatory text
requesting that the clerk alters his or her change, or resets the master data.
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Confirm or Refuse Master Record Changes

Use

You are using dual control for master data maintenance and wish to confirm changes made to
sensitive fields in the master record.

Prerequisites

You are authorized to confirm changes and have not changed the sensitive master data fields in
question yourself.

Procedure
You can edit changes to master data either individually or in lists.

1. From the Account receivable menu, choose
Master records — Confirmation of change — List or
Master records — Confirmation of change — Single. This procedure describes the List
editing function.

If you choose List, the Display/Confirm Critical Customer Changes dialog box appears.

Select the required accounts (for changes to the general data) and, if necessary, the required
company codes (for changes to the company code data).
Select the changes you wish to edit and choose Continue.

4. The Display/Confirm Critical Customer Changes dialog box appears with a list of the
changed accounts. Stoplights indicate the status of each account:

Green = Change confirmed
Yellow = Change not yet confirmed
Red = Change refused

Select an account from the list to edit it. The Confirm Customer Change screen appears. You
then have the option of viewing the changes one more time before either confirming or
refusing them.

If you refuse the changes, you can send a workflow note to the relevant clerk explaining why
you did so, and suggesting how best to proceed. Choose System — Workflow — Send
object with nofte.

When you have edited an account, save your entries. Choose Back to go back to the
displayed list.

Result

When you have edited and saved the changed account, the message “Changes have been
made” appears, and the stoplight shows the new status of the account.

April 2001 77



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Requesting a Master Data Change in the Intranet/Internet (AC)

Requesting a Master Data Change in the
Intranet/Internet (AC)

Purpose

You can request the change to the following master data from the Intranet/Internet:

Object Type of change

Cost centers [Ext.] create, change, lock

Internal orders [Ext.]. |date

G/L accounts [Ext.] create, change

Vendors [Ext. Address change

Enter, delete, change bank details

Customers [Ext.] Address change

Enter, delete, change bank details

=

You can only request changes to master data for customers and vendors via the
Internet.

You do not have to know the name of the processor, since the system automatically determines
it. The request is transferred to the SAP System and can be processed there with the functions of
the message processing.

You can call up the individual request forms from the various SAP application (depending on the
object) and from the workplace.

Start change request for <Object>
From the Employee Workplace [Ext.] launchpad Cost centers, internal orders, G/L
accounts, customers, vendors

from the Enterprise Organization [Ext.] Cost centers

From Editing the standard hierarchy [Ext.] Cost centers

From the cost center master data report [Ext.] Cost centers

From the web transaction Create internal order [Ext.] Internal orders

From the web transaction Display internal order [Ext.] Internal orders

From Editing G/L account master data individually [Ext.] | G/L accounts

Prerequisites
e In a scenario, you have defined the process for request a master data change.

To do so, in Customizing choose Cross-Application Components — Internet/Intranet
Services — Internal Service Request — Definition of Scenarios with Specific
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Customizing — Request For Change to Master Data — Define Own Scenarios For
Request For Change To Master Data [Ext.].

e For cost centers and G/L accounts, you have determined which requests can be started from
the aforementioned SAP applications.

To do so, in Customizing choose (for example) Cross-Application Components —
Internet/Intranet Services — Internal Service Request — Definition of Scenarios with
Specific Customizing — Request For Change to Master Data — Assigh Own Scenarios
For the Request For Change To Master Data [Ext.].

Process Flow
1. You call up the request form for a master data change.

a. To call up the form from the Employee Workplace launchpad, choose Create internal
service request.

b. To call up the form from the SAP System, for the application choose Extras Change
request for <object>.

In the master data directory, specify that a cost center has to be changed.

From the directory, you can go to the request form for master data changes by
choosing Extras — Change request for cost centers.

2. You request a change to or a new master record using the form in the Intranet/Internet (see
Processing Request Forms [Page 158]).

When you send the request, the information is transferred to the SAP R/3 System. The
system determines the responsible processor based on entries made in Customizing
(see Define Own Scenarios For The Request For Change to Master Data [Ext.]).

3. The processor receives the request for a master data change in his/her worklist or workflow
inbox (see Task Processing [Page 166]).

4. The following options are available to the processor:

a. They may require additional information, should the request be incomplete. They attach
a note to the requests and enter the person making the request as the processor.

b. The processor rejects the request for a master data change.

c. They approve the request and makes the necessary adjustments in the SAP R/3
System.

d. They forward the request.
In the second decision level, the options a to d are available again.

In the last three cases, the processor can enter a text to explain the reason for
his/her decision.

=

You can check the current state of the request at any time (see Status Query of a
Request [Page 169]).
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Request for Master Data Change

Intranet/ SAP R/3 System Decision

Internet
Decision

Request
being

Forward

Yy

Request form

for

- Creating Reject
master data

- Changing ) Request
master data being
- Deleting processed
master data
- Locking Execute Request

master data

I /4

=l

Master data
Check request status
Database

Result

The master data change is either completed or the request is rejected.

For more information, see the SAP Library under Cross-Application Components — Internal
Service Request [Ext.].
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Processing Request Forms

Use

With a request form, you can request a master data change from the Intranet/Internet.

The standard system comes with predefined formulas with which you can request changes to
various objects. This form is divided into various areas, but you can adjust the layout and the
individual fields individually.

<Objekt > to be changec{

Explanation

Processor

Initiator Created by

[ Check | [Send request |

Prerequisites
e You defined in Customizing which fields are to be available on the form.

For more information, see Cross-Application Components — Internet/Intranet Services —
Definition of Scenarios With Specific Customizing — Request For Master Data Change
— Define Own Scenarios For The Request For Master Data Change [Ext.]

e You have defined the layout of the form
a. Using the SAP@Web Studios [Ext.]
b. Using the Web Application Builder [Ext.] in the ABAP Development Workbench

e If you access the form via Create an Internal Service Request from the launchpad of the
Employee Workplace, you first have to select the right request from, such as a request for a
new cost center or a change to customer bank details (see Creating an Internal Service

Request [Ext.]).
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Procedure

1.

Enter the data for the object.
i
PN
iy
For the request Create a new cost center, your are required to make the following
entries:
- Controlling area
- Cost center key
- Valid from ... to
- Name
- Responsible person

For the request Change an existing cost center, your are required to make the
following entries:

- Controlling area
- Cost center key

- Valid from ... to

2. Enter a text to describe the problem.
This is an optional entry.
3. If you know the name of the processor for this problem, enter it in the processor field.
If a processor or a standard role was entered in Customizing, these fields contain the
corresponding entries. The partner role setting in Customizing controls whether an
individual employee or a department is entered as the problem processor. You can find
additional information about roles in Defining Roles based on Responsibilities [Ext.].
If an entire department was entered in Customizing as the processor, you cannot
overwrite the Processor field. The system displays a list of the processors.
4. The fields for Created by contain your data.
If you make the request on behalf of someone else (for example, for a colleague or boss),
you can also list the initiator.
The processor of the request can then contact the initiator directly should any questions
arise.
6. Check your entries.
7. Send the request.
Confirm the message, that your request has been saved.
Result

The request is transferred to the SAP R/3 System and assigned to a processor.
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Processing a Request in the SAP System

Use
You have made one of the following requests using an Intranet/Internal request form:

e Request Change to Master Data [Page 155]

e Request an Adjustment Posting [Ext.]

The request is automatically transferred to the SAP System and assigned to a processor.

Integration

The system creates a message [Ext.] when the request form is sent. The following functions are
available for processing messages [Page 162] in the SAP System.

e Task processing [Page 166]

The following jumps to the following activities are available in task processing:
— Access to the request form
— Access to the processing transactions in the SAP R/3 System
that were set up in Customizing for the related requests.

See Cross-Application Components — Internet/Intranet Services — Internal Service
Request — Definition of Scenarios with Specific Customizing — Request for a
Master Data Change (Request for an Adjustment Posting) — Define Own Scenarios
For The Request For Master Data Change [Ext.] (Define Own Scenarios For The
Request For Adjustment Postings [Ext.]).

e Status query [Page 169]

e Document Flow Display [Ext.]

The document flow display is only relevant for the request for an adjustment posting.

Activities
To call up the functions for message processing, in the SAP Easy Access Menu choose Office —
Message.

You can find additional information about messages in the SAP Library under Cross-
Application Components (CA-NO) — Messages [Ext.].
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Processing Notifications

To process the internal service request [Ext.], you can do the following:

e Processing notifications [Page 163]

e Processing notifications using the worklist [Page 165]

You call up processing via:
e Office = Notification — Worklist — Notifications or

e Office — Notification — Change
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Use

Put notification in process

Once you have created a notification and entered all relevant information, you can put the
notification in process. When you put a natification in process, you release the notification for
processing.

A notification can be put in process in the following ways:
e You can put a notification in process manually.

e The system puts a notification in process automatically if an order was created for the
notification.

When a notification is put in process, the system changes the status of the notification from
“outstanding” (OSNO) to “notification in process” (NOPR).
Postpone notification

In some cases, it may be necessary to delay the processing of a notification (for example, if the
assigned tasks cannot be carried out yet).

Using this function, you can postpone the processing of a notification. When you postpone a
notification, it receives the status NOPO (notification postponed).

=

You cannot postpone a notification that has already been put in process.

Complete notification

You complete a notification when the problem has been solved and no further processing is
necessary. Once you complete a notification, you can no longer change any data in the
notification. You can then only display the notification.

When a notification is completed, it receives the status NOCO (notification completed).

=

You cannot complete a notification if outstanding tasks still exist in the notification.
Categorizing a notification problem

When you complete a notification, the system displays a dialog box with the current date and
time. You can accept the displayed date and time as the completion time or you can change it. In
this dialog box, you must specify whether the problem arose because of an internal or external
cause. For example, if a vendor delivers a defective product, your are dealing with an externally
caused problem.

Put notification in process again

You can put a completed notification in process again, if you determine that additional processing
is necessary.

Archive completed notification
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Completed natifications are automatically archived and are deleted from the database after a
specific, predefined time interval. This time interval is defined in Customizing. Therefore, make
sure you have finished processing the notification before you complete it.

Delete notification

In some cases, you may want to delete a notification. You cannot, however, delete a notification
directly. You must set a deletion flag in the notification which identifies it as one that can be
deleted.

A company typically runs an archiving program at regular intervals. This program searches for
the notifications with deletion flags, converts the deletion flags to deletion indicators, and copies
the notifications to an archive. The system then deletes the notifications from the database.

—
v

Before you delete a notification, make sure that it is no longer needed.

Once you set a deletion flag for a notification, you can no longer change the data in the
notification. It then receives the status Deletion flag and Completed. You can now only display
the notification. For more information about notification statuses, see Status Management [Ext.].

If you set a deletion flag in the notification header, the system also sets deletion flags for the
individual notification tasks.

You can cancel the deletion flag as long as it has not been converted to a deletion indicator. You
can then put the notification back in process and change or display it in the usual manner.

Procedure

Desired processing type | What you should know

Put notification in process Call up the notification in the create or change mode and then
choose Notification — Functions — Put in process.

Postpone notification Call up the notification in the change mode, choose Notification —
Functions — Postpone, and then save the notification.

Complete notification Call up a notification in the change mode and choose Notification
— Functions — Complete.

Specify the completion date/time and the cause of the problem;
then close the dialog box and save the notification.

Delete notification To set a deletion flag, call up the notification in change mode and
then choose Notification — Functions — Deletion flag — Set.

To reset the deletion flag, choose Notification — Functions —
Deletion flag — Deselect.
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Processing Notifications Using Worklist

Use

Using the worklist for notifications, you can select notifications on the basis of different criteria
and process them. You can select the notifications as follows:

e You select the notifications using the My worklist function. The system then displays the
following notifications for further selection and processing:

— All notifications to be processed by you as the "person responsible" or that fall within your
department's area of responsibility

— All notifications to be processed by you as a <Partner function>
— All notifications you created
— All notifications that were last processed by you
e You select the notifications using the General selection function. The system then displays all
notifications for further selection and processing. Make sure the preset selection criteria
contain the values you want (for example, notification status, selection period).
Prerequisites
If you use the General selection function and you want to process notifications for which you are
not responsible or which you did not create, you must have the corresponding authorization.
Activities
You choose Logistics — Central Functions — Notification — Worklist — Notifications to call up
the worklist for notifications.
You enter the required data and choose Execute.
See also:

Select and Process Notifications Using Worklist [Ext.]
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Purpose

Using the functions for task processing, you can change or display the tasks [Ext.] in a
notification independently of the notification itself. In this way, you can:

o Process tasks quickly and easily
e Execute tasks using the functions of the action box

e Access the information in the associated notification at any time

Process Flow

1. You process the tasks using one of the following options, depending on your job duties or
method of working:

- Worklist [Page 167]

You call up the worklist for tasks to determine whether tasks exist that you must
process.

- Workflow [Page 168]

You check your workflow inbox determine whether tasks exist that you must process.

— Functions for Task Processing [Ext.]

If you want to process a specific task in a specific notification, use the transactions
for processing or displaying a task.

2. After you have selected and executed one of the above options, you process a task by either:
— Forwarding the task to another person, if you cannot process the task yourself
— Carrying out the instructions specified in the task

— Documenting the information for a task that has just been executed; for example, as a
task long text or via a follow-up function in the action box (internal remark)

— Setting the status of the task to "completed," once you have carried out the instructions
specified in the task

— Executing additional follow-up functions in the action box, if additional tasks need to be
implemented

Result

Once you have processed and completed a task, you can complete the notification (provided
there are no other tasks in the notification that need to be processed).
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Processing Tasks Using Worklist

Use

Using the worklist for tasks, you can select notification tasks on the basis of different criteria and
process them. You can select the tasks as follows:

e You select the tasks using the My worklist function. The system then displays the following
tasks for further selection and processing:

All outstanding tasks to be processed by you as the "person responsible"
All tasks to be processed by you as a <Partner function>
All tasks you created

All tasks you completed

e You select the tasks using the General selection function. The system then displays all tasks
for further selection and processing. Make sure the preset selection criteria contain the
values you want (for example, selection period, outstanding tasks only).

Prerequisites

If you use the General selection function and you want to process tasks for which you are not
responsible or which you did not create, you must have the corresponding authorization.

Activities

You choose Logistics — Central functions — Notification — Worklist — Tasks to call up the
worklist for tasks.

You enter the required data and choose Execute.

See also:

Select and Process Tasks Using the Worklist [Ext.]
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Processing Tasks Using Workflow

Use

If a task is created in a notification or if the person responsible for a task is changed, the system
can automatically notify the person or department responsible via the SAP Business Workflow
that a task needs to be processed.

You receive the information about the task that needs to be processed as a work item in your
inbox (Business Workplace). Your inbox provides an overview of all tasks that you are
responsible for processing. You can begin processing the work item directly from your business
workplace.

Integration

You can access your business workplace by choosing Office — Workplace from the SAP menu.
Then choose Inbox — Workflow to display any work items that may be present.

Prerequisites

The required system settings to activate the SAP Business Workflow have been made.
Activities

If there is a work item in your inbox, proceed as follows to begin processing the work item:

e You double click the work item to display a description of the task to be executed.

e You choose Execute to process the work item. The system calls up the transaction to
process the task.
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Status Query For Request

Use

You can call up the status of the request at any time during its runtime.

See also:

Status Management For Notifications [Ext.]

Display Status Information [Ext.]

System Status Assignment [Ext.]

Assigning And Changing User Statuses [Ext.]

Status Management For Tasks [Ext.]
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Blocking a Customer Account

Use

In Accounts Receivable you can block a customer account so that postings are no longer made
to that account. You have to block a customer account before marking a customer master record
for deletion, for example. You would also block a customer that you use only as an alternative
dunning recipient, so that nobody can post to that customer by mistake.

Integration

If you have also implemented the Sales and Distribution (SD) application component, you can set
the following blocks for a customer:

e Posting block
e Order block

o Delivery block
e Invoicing block

For more information, see the Sales and Distribution (SD) documentation.

Prerequisites

Only block an account if there are no more open items in the account. Otherwise, you can no
longer clear the open items.

Features

This topic describes how to block a customer account centrally (for posting and order
processing), and how to block an account for posting only. Whether you block centrally or for
posting only, you can block the customer account in one company code or in all company codes.
You can also block an account for dunning and paying.

You can cancel a customer account block at any time. To do this, simply remove the relevant
indicator.

Activities

To carry out the following maintenance Choose...
function...

Blocking a Customer Account Centrally [Page | Master records -> Maintain centrally -> Block

95]

Blocking a Customer Account for Posting From the Accounts receivable main menu,
[Page 96] choose Master records -> Block/unblock
Blocking a Customer Account for Payments From the Accounts receivable main menu,

and Dunning Notices [Page 97] choose Master records -> Change, and choose

Payment transactions (for the payment block)
or Correspondence (for the dunning block).
Then enter the relevant key in the Payment
block or Dunning block field.
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Blocking a Customer Account Centrally

Use

When you block an account centrally, you can prevent both posting and order processing, if you
have installed the Sales and Distribution (SD) application component.

Prerequisites

You can only use this function if you have installed the Sales and Distribution (SD) application
component.

Only block an account if there are no more open items in the account. Otherwise, you can no
longer clear the open items.

Procedure

Block a customer account centrally as follows:

1. Choose Master records — Maintain centrally — Block/unblock.

The initial screen appears. On this screen, you can specify the areas that you need to
block by entering the company code, sales organization, distribution channel, and
division. If you do not specify the key for an area, the corresponding block fields are not
set.

2. Enter the customer's account number and the company code. If you wish, you can also enter
the sales organization, distribution channel, and division.

3. Choose Continue.
The Block/Unblock Customer: Details screen appears.

4. To block posting, select the company code of the displayed customer master record, or
select all company codes by selecting the corresponding field.

5. To block orders, deliveries, and invoices, select either the displayed sales area or all sales
areas. Save your entries.

Result

You have blocked the account centrally for the selected activity.
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Blocking a Customer Account for Posting

Use

You wish to block a customer account so that postings are no longer made to that account.

Prerequisites
Only block an account if there are no more open items in the account. Otherwise, you can no
longer clear the open items.
Procedure
Block a customer account for posting as follows:
1. Choose Master records — Block/unblock.
The initial screen appears.
2. Enter the customer's account number and, if required, the company code.

If you do not enter a company code, you can only block posting for this customer in all
company codes.

3. Choose Continue.
The entry screen for the block indicators appears.

4. Select either all company codes or those company codes you wish to block. Save your
entries.

Result

You have blocked the account for posting.
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Blocking a Customer Account for Payments and
Dunning Notices

Use

You wish to block a customer account for payments and dunning notices. To block a customer
account for the payment program or for the dunning program, you must change the customer
master record.

Prerequisites

You block an account by specifying a block key. These keys represent reasons for blocking: You
use them to show why an account was blocked.

You define blocking reasons in Customizing (IMG).

Procedure

Block the account for paying or dunning as follows:

1. Call up the master record to be changed by choosing Master records — Change.
The initial screen for changing a customer master record appears.

2. From the initial screen, select either Payment transactions or Correspondence from the
company code data area.

The Payment block field is on the Change Customer: Payment Transactions screen. The
Dunning block field is on the Change Customer: Correspondence screen.

3. Choose Continue.
The first screen with a blocking field appears.

4. Depending on which option you have selected, enter the appropriate blocking key either in
the Payment block field or the Dunning block field. Save your entries.

Result

The account is blocked for dunning notices and payments.

When you have blocked an account for dunning, the dunning program still analyzes the open
items in the account during the dunning run, but it does not create a dunning notice. When you
have blocked an account for the payment program, the payment program still processes the
open items in the account during the payment run, but it does not pay any open items from the
blocked accounts. You can display a list of customers blocked for the payment program.
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Archiving and Deleting a Customer Master Record

Purpose

You can archive customer master records that you no longer need. When data is archived, it is
extracted from the SAP database, deleted, and placed in a file. You can then transfer this file to
an archive system.

For more information on archiving customer master data, see the CA - Application Data Archiving
and Reorganization documentation.

The following section explains how to mark master records and their customer accounts for
deletion. The deletion process is described in the FI - Closing and Reporting documentation.

Prerequisites

The master record of a customer account cannot be archived immediately. The system first has
to check whether the following requirements have been met:

e The account must not contain any transaction figures in the system. Transaction figures from
previous years that have not been archived will also prevent the system from deleting the
account master record.

e The account must be marked for deletion in its master record.

=

You should block an account for posting before you mark it for deletion. The only
effect this deletion flag has is to cause a warning to be issued every time you
subsequently try to post to this account.

You can delete the test data before going live with your system. For more
information, see the Delete Customer Master Data activity in the Implementation
Guide (IMG) for Accounts Receivable and Accounts Payable.

Process Flow

The organization of master data in your system is also an important part of marking master
records for deletion. When you mark a customer master record for deletion, you can set the
deletion flag for all company codes or just for one specific company code. Using the central
function, you can set a deletion flag for both the Financial Accounting (Fl) and the Sales and
Distribution (SD) application components.

You can cancel a deletion flag at any time as long as the master record has not yet been
physically deleted from the system.

=

If all open items in the customer account you are deleting have been cleared, you
should block the account for posting so that no further postings can be made to it.
For more information on this, see Blocking a Customer Account [Page 93].
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Result
To carry out the following maintenance Choose...
function...
Marking a Customer Master Record for Master records -> Maintain centrally -> Mark
Deletion Centrally [Page 100] for deletion
Marking a Customer Master Record for From the Accounts receivable main menu,
Deletion for Accounting [Page 101] choose Master records -> Mark for deletion
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Marking a Master Record for Deletion Centrally

Use

You wish to delete a customer master record centrally. First you must set the deletion flag, and
the master record is then deleted during the next archiving run.

—
v

After you mark a master record for deletion, you can still post to the account. This is
necessary, since you might still need to clear open items. When you post, the system
issues a warning that you are posting to an account that is marked for deletion.
Procedure
Mark a customer master record for deletion centrally as follows:
1. Choose Master records — Maintain centrally — Mark for deletion.
The initial screen appears.

2. Enter the customer's account number and, if required, the company code and a sales
organization. If you do not specify a key for a sales organization, the system does not mark
this area for deletion.

3. Choose Continue.
The screen for specifying data for deletion appears.
4. Choose which areas should be marked for deletion by selecting the relevant field.

5. Save your entries.

Result

The selected master data is marked for deletion and is deleted during the next archiving run.
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Marking a Master Record for Deletion for Accounting

Use

You wish to delete a customer master record. First you must set the deletion flag, and the master
record is then deleted during the next archiving run.

—
v

After you mark a master record for deletion, you can still post to the account. This is
necessary, since you might still need to clear open items. When you post, the system
issues a warning that you are posting to an account that is marked for deletion.
Procedure
If you want to mark the customer master record for deletion in accounting, proceed as follows:
1. From the Accounts receivable main menu, choose Master records -> Mark for deletion.
The initial screen appears.
2. Enter the customer's account number and the company code.
3. Choose Continue.
The screen appears on which you select which data is to be marked for deletion.
4. Select the Chosen company code or All areas to be marked for deletion.

If you select the All areas field, the system will later delete all data for all company codes
and for all sales organizations in this customer master record.

5. Save your entries.

Result

The selected master data is marked for deletion and is deleted during the next archiving run.
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Vendor Master Data

Business transactions are posted to accounts and managed using those accounts. You must
create a master record for each account that you require. The master record controls how
business transactions are recorded and processed by the system.

Specifications you make in master records are used:

e As default values when you post items to the account. For example, the terms of payment
you specify in the master record are defaulted for document entry.

e For processing business transactions For instance, bank details and the payment methods
(check or bank transfer, for example) are required for automatic payments.

e For working with master records. You can prevent certain users from accessing an account
by setting up authorization groups.

In addition, line item display and open item management are defined automatically for each
vendor account.

This section explains the concept of vendor master data and describes how to create, display,
change, block, and delete vendor master data.

For more information about system settings for creating vendor master records, see the
Implementation Guide [Page 24] for Financial Accounting under Accounts Receivable and
Accounts Payable.
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Vendor Master Records: Environment

The following topics explain the function and structure of vendor master records.
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What Data is Contained in the Vendor Master Record?

Data in vendor master records controls how transaction data is posted and processed for a
vendor. The vendor master record also contains all the data you require to do business with your
vendors.

The master record is used not only in Accounting but also in Materials Management. By storing
vendor master data centrally and sharing it throughout your organization, you only need to enter
it once. You can prevent inconsistencies in master data by maintaining it centrally. If one of your
vendors changes their address, you only have to enter this change once, and your accounting
and purchasing departments will always have up-to-date information.

A vendor master record contains:

e Vendor's name, address, language, and phone numbers

e Tax numbers

e Bank details

e Account control data like the number of the G/L reconciliation account for the vendor account
e Payment methods and terms of payment set up with the vendor

e Purchasing data

If you implement Materials Management (MM), you will need purchasing data. For more
information on this, see the documentation for Materials Management. In Materials
Management, vendors are represented as suppliers.
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How is the Data Organized?

Master records are divided into the following areas so that each company code and each
purchasing organization can store its own information for doing business with vendors.

Fi General data | MM
Accounting data for Purchasing data for
company code 0001 purchasing organization 1000
for company code 0002 purchasing organization 2000 |
for company code 0003 purchasing organization 3000 |

1. General data

This is data that applies to every company code and every purchasing organization in
your company. The general area includes, for example, the vendor’'s name, address,
language, and telephone number.

2. Company code data

This is data that is specific to an individual company code. Company code data includes,
for example, the reconciliation account number and payment terms.

3. Purchasing organization data

This is data relevant to the purchasing organization of your company. For example,
requests for quotations, purchase orders, and invoice verifications are stored in this
section. You need the Materials Management (MM) application component in order to
enter this data and print purchase orders.

=

Two company codes within an organization do business with the same vendor. The
general data, such as the address, is stored in the general area. Both company
codes use this data for communication with the vendor. Each company code
maintains specific information for financial accounting (for example, the reconciliation
account) and for their business transactions with the vendor (for example, payment
terms) in their own company code area.
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What is the Function of the Account Group?

Account groups determine:
e The type of number assignment,
e A number range for assigning account numbers,

e Which fields are displayed and whether their entry is optional or required (field status) when
you enter or change vendor master data.

e Whether the account is for one-time vendors

To create a master record, you have to specify an account group. The account group cannot be
changed after you create the master record. Your system administrator, however, can change
the above-mentioned account group specifications. For more information on account group
specifications, see the Define account group with screen layout activity in Customizing for
Accounts Receivable and Accounts Payable. For information about system configuration, see
Configuring the System Using the Implementation Guide [Page 24]. A change in the account
group specifications may be necessary if you want to add fields to the master record that were
previously hidden. For instance, if you implement Materials Management after implementing
Financial Accounting, you will need to have additional fields displayed in the master record.
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How are Master Records Numbered?

Each master record has a unique number. You need this number to display or change the master
record and to post to the vendor account.

The vendor master record number can be assigned either internally or externally. Internal
numbers are assigned by the system, whereas you enter external numbers yourself when you
create the vendor master record. External numbers can be alphanumeric.

The account group determines whether account numbers are internal or external and what the
valid number interval for a vendor master record is.

The system ensures that the numbers assigned are always unique. With internal assignment, the
system selects the next number from the interval. With external assignment, the system prevents
you from entering the same number twice.

A vendor account has the same number for all company codes. You can find more
information about number ranges in the Implementation Guide for Financial
Accounting. For more information about configuring the system, see Configuring the
System Using the Implementation Guide [Page 24].
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Screen Layout for Vendor Master Records

Depending on what type of data you keep about your vendors, you can adapt the screens for
entering and maintaining vendor master records to meet the requirements at your company.

There are four types of field status:

o Field is ready for input (optional field)
e Field must be filled (required field)

e Field is displayed only (display field)
e Field is hidden

The account group determines the status of the fields in a vendor master record. You have to
specify an account group when creating a master record.

When you enter a vendor master record, you must makes an entry in some of the fields. These
are indicated by a question mark (?). You can only continue onto the next entry screen after you
have made an entry in these fields.
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Field Status Definition: Vendor Master Records

The Accounts Payable (FI-AP) application component is delivered with predefined screens on
which to enter your master data. You can change the layout of these screens by defining the
status of the fields in the account group. You can:

e Hide a field

e Make it a required entry (required field)

e Make it an optional entry (optional field)

e Set it for display only

The screens for master records of one-time accounts should have a different layout
to the ones for all other master records. Fields for address, communication, and bank
data are not required in the master record for one-time accounts since you enter this
information directly in the document. You should therefore hide these fields for one-
time accounts. The following graphic shows one screen screen containing all fields,
and another for one-time master records:

R create Vendor: Address (Standard screen)) [ -] 4]
Vendor | | 3000000060
Search terms
Title |
Al
Name James White 8 u
Street address
Street/House number Park Street 11 I
Postal code/City 12345 | Philadelphia
District
Country us = Create Vendor: Address (One-time accounts screen) “
Region
Vendor| [ INTERNAL
PO box address
Search term
PO box Name ﬂa
A |?
Postal code u
District
c icati Street address 4|
ommunication
Language EN Country ?
Telephone
Fax -
Communication
Language EN  English
Comments
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Some fields are grouped together so that you do not have to make a separate setting for each of
them.

_ &y

=

—_

Fields for interest calculation are grouped together. If you hide this field group, the

fields for interest calculation frequency and the last key date are not displayed on the
master record screen.

When defining or changing an account group, you specify the status of a field group by simply
selecting the required status for the fields or field groups as shown in the illustration below:

= Maintain field status group: Address

Account group ALL %
Vendors general
General data

- Address

Hide Req.entry Opt.entry Display

Name 1 .

Title

Search term .
Name 2

Name 3 and 4

Postal code, city .
Street

District

Region

PO box

PO box postal code

Country .
PO box city .

The layout of screens can be affected by several field status definitions. Usually you define the
status of a field based on the account group. You can, however, also define the status of a field
based on the activity or company code.

Field Status Definition for Account Groups

You set up the status of screen fields when defining and maintaining account groups. You can
use the account group to define the field status separately for the various areas of the master
record. You can define the field status for:

e General data area
e Company code area. These settings affect all company codes.

e Purchasing area. These settings affect all purchasing organizations.

=

In master records for one-time accounts, you want to hide the fields for address,
communication, and bank data. You set the status of these fields in the general data
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area, because this is where the fields appear. You have to set the Reconciliation
account field in these master records as a required entry field, since a reconciliation
account must also be specified for one-time accounts. This field is dependent on the
company code, and you specify its status in the company code data area.
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Field Status Definition for Activities: Vendor Master
Records

The status of a field or field group can also be defined based on the following transactions or
activities:

e Display
e Create
e Change

For each transaction, you can define the status of fields separately in the individual areas of a
master record in the same manner as account groups:

e General data area
e Company code area. These settings affect all company codes.
e Purchasing area. These settings affect all purchasing organizations.

You can set the display status as well as the other field status settings.

f

The reconciliation account field must be entered when creating a vendor master
record. You therefore define this field as a required entry in the account group. The
reconciliation account entry should not be changed once the master record is
created. You therefore set the status of the field in the change transaction to display,
so that it cannot be changed when users access the change function for master
records.

Field status definitions for transactions are already set in the standard system. If you want to
change the standard settings, SAP recommends the following:

e For the Create transaction, set the optional status for all fields.

e For the Display transaction, set the display status for all field groups unless you want to
suppress a particular field group for all account groups.

e For the Change transaction, set the optional status for all field groups except those that you
do not want users to change once they are specified. Set the status of these fields to either
display or suppressed.
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Field Status Definition for Company Codes: Vendor
Master Records

In addition to defining a field status for account groups and activities, you can define field status
based on company codes if you want to set the status of fields in one company code differently
from all other company codes. When defining the status of these fields, you have to enter the
number of the company code in question.

[}

]

Suppose that for a given company code, you do not need the fields for export credit
insurance in vendor master records. In this case, you would suppress these fields by
defining their status dependent on that company code.

In the standard system, the default field status is set for all company codes. If you do
not change this setting, all field groups in the company code area of master records

have the optional entry status.
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Linking Field Status Definitions

When you create, display or change a master record, the settings you make for the various field
status definitions are linked with each other. This means that the fields in a field group adopt the
status that has the highest priority.

Hidden status has the highest priority, followed by display, required, and optional status. The
table below contains different field status definitions and shows what the actual status would be
once they are combined.

Specification for Field status definition

Account group | Hide | Required entry | Required entry | Optional entry |
Activity Display | Display | Optional entry | Display |
Company code Required entry | Optional entry | Optional entry | Optional entry |

Result | Hide | Display | Required entry | Display |
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Functions of the Reconciliation Account: Vendor Master
Records

When you post items to a subsidiary ledger, the system automatically posts the same data to the
general ledger (see the following illustration). Each subsidiary ledger has one or more
reconciliation accounts in the general ledger. These reconciliation accounts ensure that the
balance of G/L accounts is always zero. This means that you can draw up balance sheets at any
time without having to transfer totals from the subledgers to the general ledger.

Sub-
ledger ‘

e /1

General
ledger

o /1l

- \ Receivables from
Original do¢” Customer account goods and services
] —
| |
N Payables for
Original do€. Vendor account goods and services
-] -

You have to specify a reconciliation account in every vendor master record. Settings made in a
reconciliation account also affect the vendor accounts:

e You can use the reconciliation account to configure the screens for posting items to vendor
accounts. Using the reconciliation account you could, for example, hide the fields for
exchange rate hedges if these types of transaction are not made. For more information, see
the documentation on Document Posting.

e You can also use the reconciliation account to specify which currencies you can use in
posting to the corresponding vendor accounts.

For more information on reconciliation accounts, see the documentation on General
Topics in Financial Accounting.
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Access Authorization

You can restrict access to master records in order to prevent unauthorized changes. Depending
on how you organize your master data, you can assign authorizations for maintaining this data.
For example, one user may have authorization to maintain all master data, while another may
have authorization to maintain only accounting master data.

You can even assign authorizations for different types of processing. All users could have
authorization to display master records while only a limited group of users may be able to create
and change master data.

Authorizations are specified during system configuration and assigned to each user in her user
master record. The Implementation Guide for Financial Accounting explains how to set up
authorizations. For more information on configuring the system, see Configuring the System
Using the Implementation Guide [Page 24].
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Special Fields in Vendor Master Records

The following fields in vendor master records have special functions:

Search Term: Vendor Master Records [Page 118]

Alternative Payee [Page 119]

Affiliated Companies: Vendor Master Records [Page 120]

Clearing Between a Customer and Vendor [Page 121]

Group: Vendor Master Records [Page 122]

Accounting Clerk: Vendor Master Records [Page 123]
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Search Term: Vendor Master Records

If you do not know a vendor account number, you can search for the vendor master record using
certain fields in the master record. Most of the time you will want to search for an account using
the vendor's name. The R/3 System uses the Search term field, which is independent of the
name and address fields, for this type of search. A search term is required since the vendor's
name for search functions is formulated differently from how it is formulated in the address.

Your company should have rules on how to enter this field to keep it consistent. The search term
usually consists of only the most important parts of a vendor’s name. Before you make any entry
in this field in the master record, find out how your company wants this field filled. The system
does not distinguish between upper and lower case letters.

[}

The name of the vendor's business is Dr. Dwight Evans & Sons, Limited. You
enter the full name of the company in one of the Name fields for the address format.
To keep the search terms consistent, your company has decided that supplementary
name data (such as "Dr" and "& Son") is not to be entered in the Search term field.
Therefore, all your accounting personnel know that supplementary name data is not
required for a search and accordingly enter only the name EVANS in the Search
term field.
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Alternative Payee

The payment program can make payment to a vendor other than the one to which the invoice
was posted. Payment is made to an alternative payee, which must be specified in the master
record.

You can specify an alternative payee in the general data area and in the company code data
area. The alternative payee specified in the general data area is used by every company code. If
you specify an alternative payee in both areas, the specification in the company code area has
priority.

To always make vender payments to an alternative payee, proceed as follows:
1. Create a vendor master record for the alternative payee. Block this account against posting.

2. Specify the account number of the alternative payee in the Alternative payee field within the
payment transactions section of the vendor master record.

When making payments for this vendor, the payment program will always access the
name and address of the alternative payee.

In some instances it may be better to specify a payee in the document. To do this, you have to
activate this function by selecting the Payee in document indicator in the general data area.
When you enter documents for this account, the system displays a field in which you can enter
an alternative payee.

The system always uses the payee which is most specific. This means that when you enter a
payee in a document, it has priority over payees specified in the master record.
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Affiliated Companies: Vendor Master Records

If invoices are sent to companies which are members of your consolidation group, you have to
include these companies in consolidation. All sales revenues originating from business
transactions within the corporate group have to be eliminated (elimination of intercompany
revenue and expense). To enable the system to eliminate these revenues, you need to specify a
standard, corporate-wide company ID in the Trading partner field in every vendor master record
set up for an affiliated company. The consolidation system uses this number to identify
intercompany revenues and expenses for consolidation purposes.
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Clearing Between a Customer and Vendor

If a vendor is also a customer, or vice versa, you can have the payment program and the dunning
program clear the vendor and customer open items against each other. You can also select the
customer line items when you display the vendor line items for this account.

Before you can clear items between a vendor and customer account, you must:
Create a customer master record for the vendor who is also a customer.

2. Enter the customer account number in the Customer field in the control section of the general
data in the vendor master record.

3. Enter the vendor account number in the Vendor field in the control section of the general data
in the customer master record.

4. Select Clrg with vend. and Clrg with cust. in the company data in both the customer and
vendor master records. In this way, each company code can decide separately whether it
wants to clear the customer with the vendor.
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Group: Vendor Master Records

If several vendors belong to a group, you can define this information in the master record. To do
so, enter a user-defined key in the Group field in the general data section of the record. You can
use this key when running evaluations, or use the field as a matchcode.
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Assigning Master Records to Accounting Clerks

Use

You wish to assign a specific accounting clerk to customers or vendors for processing their
master data.

Prerequisites

You can assign every user an ID based on the company code in Customizing.

Features

In Customizing, you enter the accounting clerk’s name under the ID. The clerk enters the ID in
the customer and vendor master records for which he or she is responsible. The accounting
clerk’s name is then printed in any correspondence with the customers or vendors. Dunning lists
and payment proposal lists are sorted by clerk.

Activities

Enter the accounting clerk’s ID in the master record.
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Functions for Maintaining Vendor Master Data

The following functions are available for processing vendor master records:

e Create
e Change
o Display

e Block/unblock
e Mark for deletion/remove mark

If your company also has the Materials Management (MM) application component, you can
create and maintain vendor master records either together or separately as follows:

e Separately for the company code
e Separately for the purchasing area
e Centrally for both the company code and purchasing area at the same time

To enter data in the purchasing area, you need the Materials Management (MM) application
component. There are three different ways to process master records since they are often
created and maintained by different departments. In some companies, accounting and
purchasing personnel maintain the general area together and their own areas separately. In other
companies, vendor master records are maintained centrally.

Depending on how your company organizes its vendor information, authorizations will be
assigned for creating and maintaining vendor records. This means that not every user may be
able to use every function.

See also:

Selecting Screens to Display Vendor Master Data [Page 125]

Additional Functions for Maintaining Vendor Master Data [Page 126]
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Selecting Screens to Display Vendor Master Data

You can select certain individual screens when you want to display or change information in the
vendor master record (screen selection). Instead of having to go through every screen, you go
directly to the necessary screen.

[
—_

You want to display data for payment transactions. To do this, you select the
payment transaction screens on the initial screen. You then go directly to the
corresponding screens.
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Additional Functions for Maintaining Vendor Master
Data

The following functions are available for maintaining vendor master data:

Change the editing function

Under the Vendor menu, you can branch from the display function to the change
function. You can also retrieve another master record to change or display. You can exit
the function at any time.

Save the master record

You can save the vendor master record in any screen and return to the initial screen.
When you create a master record, the system ensures that you fill out all the required
fields. Choose Vendor — Save from the menu bar.

Dual control for changes to the master record

You can protect important fields in your vendor master records against incorrect or
unauthorized changes. When a “sensitive” field is changed, the vendor account remains
blocked for the payment run until the field changes have been confirmed by a second
authorized person.

The second authorized person confirms the changes to the master record under
Confirmation of change in the main menu for vendor master records.

Go to another screen

The data in a vendor master record spans several screens. When displaying or changing
a vendor master record, you can branch between screens by choosing Goto and then
the required screen.

Administrative data, blocking data, and deletion flags
Under the menu bar option Extras, you can choose the following functions:
— Administrative data shows you who created the master record and when.
— Blocking data shows you whether the account is blocked.
— Deletion flags show you whether the master record is marked for deletion.

— In the Blocking data and Deletion flags functions, you can also set and remove the
flags for blocking or deleting the master record. To do this, however, you have to be
in the change function.

Texts

You can use the Texts function to enter texts about the vendor. This function is found
under Extras.

Documents

You can use the Documents function to allocate documents that were scanned into the
system (business reports or newspaper articles) to a vendor. This function is found under
Extras.

Address versions

126
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You can use this function to manage addresses in several scripts. This function is used
in Japan, for example. The address versions are not, however, read by the system when
it is configured to the standard settings.

e Purchasing data

By choosing Gofo — Purchasing data, you can display the vendor’s purchasing data
and partner functions.

o Field and account changes

You can use the functions Field changes and Account changes to display changes to a
certain field or to the entire vendor master record. Choose these functions via the menu
bar option Environment.

¢ Reference account

You can use the Reference account function to display the master record of an account
specified as a reference in the vendor master record. If your vendor is also a customer,

for example, you can switch to the customer master record. If you keep head office and

branch accounts, you can also display the master record of the head office. Choose this
function from the menu bar option Environment.

e Bank details

When you enter, change, or display bank details in a vendor master record, you can
display the master data of the banks specified in the master record. Choose this function
from the menu bar option Environment.
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Creating a Vendor Master Record: Overview

Before you create a vendor master record, you will have to make and check over some system
settings. For more information, see the activities under Preparations for Creating Vendor Master
Records in Customizing for Accounts Receivable and Accounts Payable. For more information
on configuring the system, see Configuring the System Using the Implementation Guide [Page

24].

Vendor master records are used by both the Accounting component and the Purchasing
component. Before you create a vendor master record in Accounting, you need to make sure that
the master record is not already created in Purchasing. You can use the system’s search
facilities to do this. See the document Getting Started with the R/3 System for more information
about these search facilities. You can also switch on the automatic duplication check to ensure
that users do not create the same master record twice. For more information about this system
check, see the Change message control for vendor master data activity in Customizing for
Accounts Receivable and Accounts Payable. For information about system configuration, see
Configuring the System Using the Implementation Guide [Page 24].

The following topics explain how to create a vendor master record centrally for both Accounting
and Purchasing and how to create a master record for just Accounting. Creating a vendor master
record centrally involves entering data for both Accounting and Purchasing in one step. This
method is possible only if you have purchased and installed the Materials Management (MM)
application component. See the Materials Management (MM) documentation for more details
about this.

To enter master data for the accounting department only, use the corresponding functions in
Accounting.

See also:

Creating a Vendor Master Record Using a Reference [Page 129]

Creating a Vendor Master Record Centrally [Page 131]

Creating a Vendor Master Record for a Company Code [Page 133]

Special Features in Data Entry [Page 134]

Creating Head Office and Branch Accounts [Page 141]

Creating One-Time Accounts [Page 143]
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You can create a master record by referencing an existing one, in which case the system copies
certain data from the reference master record. However, the system does not transfer all data;
which data is transferred depends on several factors:

e The system only transfers data that is not vendor-specific. For example, the address or a
block indicator is not transferred from the reference master record.

e The transfer of data depends on the data you have already entered for your vendor. In
general, if you have already maintained data, the data is not overwritten with data from the
reference record.

— For example, if you have already created the general data, such as the name,
address, and phone number, only the company code data is transferred when you
enter the company code data. To transfer the company code data only, you must
specify the company code of the reference master record. When you create the data
for the purchasing department, again only the corresponding data is transferred from
the reference master record.

— If you have not yet created the general data, only the language and the country are
transferred from the reference master record.

e You determine which data is transferred by specifying which areas are to be transferred from
the reference master record. If you do not specify a purchasing organization for the
reference, for example, the purchasing data is not transferred.

When you create a new vendor master record in this way, you can choose whether
you want to use the account group of the reference master record. In this case, do
not enter an account group for the master record to be created. The system
automatically transfers the account group from the reference master record.

You can use a vendor master record from any company code as a reference. The data from the
reference is used merely for default values. You should check each screen before saving and, if
necessary, add data or change the default data.
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Creating a Vendor Master Record Centrally

If you have purchased, installed, and configured MM Materials Management, you can create a
vendor master record centrally as follows:

1. From the Accounts Payable menu, choose Master records — Maintain centrally — Create.
The initial screen for creating the vendor appears.
2. If you use external number assignment, enter the vendor's account number.

If you use internal number assignment, the system assigns a number when you save the
vendor master record. Until then, the word "INTERNAL" appears on the screen in place
of the account number.

3. Enter a company code and a purchasing department, depending on the data areas you want
to maintain.

You can only enter data in a company code or a purchasing department, if you specify
one or the other. Otherwise, you can only enter the general data of the vendor master
record.

4. Enter an account group and select ENTER.

The first screen for entering vendor master data appears.

When you create a vendor master record for which the general data has already
been created, the first screen for the company code or purchasing department data
appears.

5. Enter the vendor data and select ENTER to reach the next entry screen.

In each screen the system displays, in the upper left-hand corner, which data area you
are entering data for. When you enter company code or purchasing data, the company
code or the purchasing organization is displayed. If neither of these is displayed, you are
in the general area.

6. Inthe last screen, save your master data by choosing Vendor — Save.
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The system displays the initial screen again, with a message confirming that the data is saved.
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Creating a Vendor Master Record for a Company Code

Create a master record for accounting only as follows:

1. From the Accounts Payable menu, choose Master records — Create.
The initial screen for creating the vendor appears.

2. If you use external number assignment, enter the vendor's account number.

If you use internal number assignment, the system assigns a number when you save the
master data.

3. Enter the company code and the account group and select ENTER.
The first screen for entering master data appears.
4. Enter your vendor data and then select ENTER to reach the next entry screen.
5. Save your master data by choosing Vendor — Save.
The system displays the initial screen again and a message that confirms that the data is saved.

If you have created master records in one company code and require exactly the
same master records in another company code, you can distribute the newly created
master records to other company codes via the following menu path in the Financial
Accounting Configuration screen: Tools — Data distribution — Accounts payable
— Send.

For more information on this topic, consult the Implementation Guide.
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When you create a vendor master record, you must enter certain data in special entry screens.
This is data you need to enter in exceptional cases only. This data includes:

e Bank data, in cases where there is no bank master data yet
e Dunning procedures

e Texts

e Documents

The system also offers a special selection function for entering payment methods. This function
is described below.

See also:
Entering Bank Details [Page 135]

Entering a Payment Method [Page 136]

Entering a Dunning Procedure [Page 137]
Entering Text [Page 138]
Assigning Documents [Page 139]

Classifying Vendors [Page 140]
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For each vendor, you can specify as many banks as you require. To pay a vendor by bank
transfer using the payment program, you must enter the vendor's bank country, bank key, and
bank account number) in the vendor master record. For control purposes, the system then
displays the bank name data.

When you enter your vendor's bank address, the system checks whether master data already
exists for this bank. If not, the system goes to the maintenance screen for bank master data. You
maintain your vendor's postal giro accounts in exactly the same way as other bank accounts.

Whilst maintaining vendor master records, you can enter bank address details by carrying out the
following steps:

1. In the screen for payment transactions, enter the bank country, the bank key, the bank
account number, and a control key (required in France).

If appropriate, you can indicate whether direct debiting is allowed for this account. You
can also enter a unique bank key of your choice for the payment program in the field
BnkType. With the help of this bank ID, you can specify in the document line item which
of the business partner's banks is to be used.

2. Press ENTER.

If there is no master data for the specified bank yet, the system displays a pop-up
window where you can add bank master data.

a) Enter the master data for the bank.
b) Select ENTER to return to the entry screen for vendor master records.
The bank data is saved when you save a vendor master record.

To change or add to bank master data, place the cursor on the required bank and choose
Environment — Bank data. The system displays a window for entering and maintaining master
data.
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Entering a Payment Method

You can enter payment methods in the payment transactions screen for company code data.
Each payment method is represented by a single letter or number.

If you already know the characters for payment methods, enter one or more in the field Payment
methods.

If you do not know the characters, choose the possible entries button (F4) in order to display the
values you can enter. Select the payment methods you require from this list.

The system transfers the selected payment methods to the field Payment methods. You can
overwrite these specifications.

If you enter a specific payment method in the item to be paid, then this specification
has priority over the entry which has been made in the master record. You may also
enter payment methods which are not listed in the master record in the item.
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Entering a Dunning Procedure

You can enter a dunning procedure for your vendor in the screen for correspondence. This
dunning procedure is used for the standard dunning area. If you use other dunning areas in your
company, you must enter them in a separate entry screen. To do this, proceed as follows:

1. Enter the key for your standard procedure in the company code data in the field Dunning
procedure in the Create vendor: Accounting Correspondence screen. If you do not have
dunning areas, skip steps 2 and 3.

2. To define dunning procedures for other dunning areas, choose Details — Dunning areas.
The screen for maintaining dunning areas appears.
3. Enter the data for your dunning areas.

This data includes the dunning area and the dunning procedure. You can also enter a
dunning block for the dunning area or an alternative dunning recipient, if the dunning
letter is not to be sent to the vendor from whom the receivable is due.

4. Choose Goto — Back.

You return to the screen Create Vendor: Correspondence Bookkeeping. The system
saves your entries when you save the vendor master data.
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Entering Text

For each vendor, you can enter explanatory texts. You enter central information under general
data, and accounting-specific texts, such as "information on withholding tax", on company code
level.

The text types which are relevant will be specified during system setting. For each text type, you
can create a new text in a different language.

Enter text about the vendor as follows:

1. From the menu bar while entering a vendor master record, choose Details — Texts.
A window appears, in which you can enter text.

2. Select one of the suggested text types and enter text in the column Line 1.

To enter the text in a language other than your logon language, specify the key for the
other language in the column Lng.

The symbol * in front of a line signifies that the text has already been edited.

When this symbol is at the end of a line, it means that there is more text for this text type
than can fit into a single line.

In order to add text in a different language to a particular text type, place the cursor on
the relevant text type and choose Edit — Create text. Then you can enter the language
key and the text for it.

3. Choose Edit — Detail text to call up the text editor. The editor allows you to enter any
length of text.

4. Before quitting the text editor, choose Text — Save.
5. Choose Goto — Back.

The initial screen for text entry appears. The first line of your text is displayed.
6. Choose Goto — Back once more in order to quit the window for text entry.

You return to the screen at which you started. The system stores your entries when you save the
vendor's master data.
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Assigning Documents

You can assign documents that have been scanned into the system, such as business reports,
newspaper articles, or graphics, to each vendor. In order to be able to use the document
management system however, you must be using the SAP Archive Link.

To assign a document to a vendor, proceed as follows:
1. When entering or changing a vendor master record, choose Extras — Documents.
The dialog box Vendor - Link with documents appears.

2. Here you enter a document type and name. If you do not know the name, you can display a
list of all the documents in the system with the function Find document. Double click on the
document you want to select; it is immediately assigned to the vendor and subsequently
displayed in the dialog box Vendor - Link with documents.

3. You can display a document that you selected for a vendor with the function Display.

For more detailed information on the functions of the document management system, refer to the
Logistics documentation, MM Production Planning under Master Data and Central Functions,
Document Management.
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Classifying Vendors

When maintaining master records, you can classify vendors by choosing Environment —
Classification from the menu bar. Which classes are possible will have been defined in
customizing.

In Financial Accounting, you can use this function to group your vendors by sales figures or
sectors, i.e. to classify them.

You can find more information on classifying in the MM Vendor Evaluation and MM Classification
Guides.

140 April 2001



Il SAP AG Fl Accounts Receivable and Accounts Payable

Head Office and Branch Accounts

Head Office and Branch Accounts

In some industries, branches of a company sell their goods independently but the accounting for
these sales is performed centrally (at the head office). You can represent this type of
organizational structure in the R/3 System by using head office and branch accounts.

First you need to create head office and branch accounts. The sales orders are managed in the
branch account. The sales and transaction figures, however, are not posted to this account but
rather automatically to the head office account. Payments are cleared centrally by the head
office, meaning that outgoing payments can be made for several branches in one step, using the
head office account.

Paying
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Link between Branch Accounts and Head Office Account

To link branch accounts to a head office account, you must enter the number of the head office
account in the Head office field in the branch account master record. This field is contained in the
company code area of the master record.

The head office account can be any vendor account except one-time accounts or branch
accounts themselves. Branch accounts and head office accounts must belong to the same
company code.

Line Item Display

When you are entering the parameters for line item display, you should note the following: for
head office accounts, enter the key 004 in the field Sort key. This instructs the system to display
the line items for the head office account sorted by branch. This key is defined in the table for
allocation rules.

For more information on line item display and the Sort key field, see Sorting Line Items [Page

232]
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Correspondence

You can set up your system to cater for written correspondence with vendors a) for the
head office, broken down per branch or b) for each branch individually. If you want to
create correspondence (such as dunning notices and account statements) for the
individual branches instead of the head office, you have to select the Local processing field
in the vendor master record of the head office on the Create Customer: Correspondence
screen. You can also define payment methods in the master records of the branches and
head offices. For example, if you want to have certain payment methods for particular
branches, enter these in the master records of the branches concerned and do not enter
any payment method in the head office master record. If you enter payment methods in
both head office and branch master records, all payment methods are possible.
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Creating One-Time Accounts

For vendors with whom you do business only once or rarely, you should create one and only one
vendor master record. This “one-time account” makes it possible to enter the vendor name,
address, phone number, and bank address data when you enter the invoice. This conserves
space on the disk drive, since you do not enter an entire vendor master record for each vendor
from whom you make only one purchase.

=
You purchase from a vendor, because your main vendor could not supply you. In this

case, you post the invoice to a one-time vendor account. You do not create a
separate master record for this vendor.

In contrast to other vendor master records, a one-time vendor master record is used for several
vendors, so that you do not have to create a large number of vendor master records that are
used only once. As a result, you do not store any vendor-specific data in the vendor master
record for one-time accounts. When you post to a one-time account, the system automatically
goes to a master data screen. In this screen, you enter the specific master data for the vendor,
which is stored separately in the document. This includes name, address and bank address data,
for example.

You create, display, block, and delete one-time vendor master records in the same way as all
other vendor master records. You can find more information in the appropriate topics of this
section. The next sub-topics describe the special features of one-time accounts only.

Account Group

Each vendor master record for one-time accounts must have its own account group. Via this
account group, the vendor-specific fields, such as name, address, and bank address data, are
suppressed from display when you enter the vendor master record. You enter this data when you
enter the document.

Reference Account Group

You can specify a reference account group in the Control group in the general data area. This
account group determines the status of fields when posting to the one-time account, that is, what
fields are displayed and which ones require an entry. The fields are controlled in the same
manner when displaying or changing a one-time document, although the document change rules
also determine whether a field is changeable or not.

If you do not specify a reference account group, every field on the one-time account screen is
ready for input during document entry.

You can use an existing account group as your reference account group or you can create an
account group specially for this purpose. For more information on this, see the Define account
groups with screen layout (vendors) activity in Customizing for Accounts Receivable and
Accounts Payable. For information about system configuration, see Configuring the System
Using the Implementation Guide [Page 24].

Reconciliation Accounts

To create one-time master records, you have to specify a reconciliation account. If you
differentiate between reconciliation accounts in your company, you will need to take this into
account when creating one-time master records. Your company may have different reconciliation
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accounts for domestic and foreign payables. You would then have to create two one-time master
records for these accounts.

Line Item Display

You post line items to a specific vendor account. Later, you can display the line items in the line
item display screen. The Sort key field in the vendor master record determines how the displayed
line items are sorted. If you enter a search term in the vendor master record, the system makes
an entry in the Allocation field on the basis of the sort key you specified, when you post line items
to the vendor account. When you display line items in the account, the system sorts the line
items according to the Allocation field. You can change the sort sequence while you display line
items.

For line item display, you should enter a key for sorting line items in the Sort key field. Keys 022
and 023 are provided in the standard system with the following meanings:

e Enter 022 to have the system sort and display line items according to vendor name and city.
o Enter 023 to have the system sort and display line items according to city and vendor name.

Sort criteria can also be specified when entering a document. These criteria will override the sort
keys specified in the master record.
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Displaying a Vendor Master Record

Both the accounting and purchasing departments can have access to a vendor master record.
You can display either the general and company code data (the accounting data) or the entire
vendor master record (with purchasing data). Personnel in the purchasing department can
display the data about purchasing, invoice verification, and inventory control for a vendor.

This topic describes how you display a vendor master record either centrally or for accounting.
You can find further information on the purchasing functions in the MM Materials Management
documentation.

Display a Vendor Master Record Centrally

If you have purchased, installed, and configured the MM Materials Management application
component, you can display a master record centrally as follows:

1. From the Accounts Payable menu, choose Master records — Maintain centrally —
Display.

The system displays the initial screen for displaying master data, Display Vendor: Initial
screen.

2. Enter the account number, the company code and the purchasing organization.

Depending on the data you want to display, you can omit the company code or the
purchasing organization.

A vendor master record spans several screens. If you want to see particular data only,
you can select the screens you want to see in the initial screen. The system then shows
you the corresponding screens only.

Select the screens you wish to display.
4. Select ENTER.
The vendor master record is displayed.
5. To leave the display, choose Vendor — Exit.

You return to the area menu.

Display a Vendor Master Record for Accounting

If you want to display only that vendor master data required by the accounting department,
proceed as follows:

1. Choose Master records — Display.
The system displays the initial screen for entering a vendor master record.
2. Enter the vendor account number and the company code.

A vendor master record spans several screens. To display particular data only, select the
screens in the initial screen. The system then displays the corresponding screens only.

3. Select one or more screens to display by clicking in the field before the name of the screen.
4. Select ENTER to reach the next screen.

The system displays the next screen that you have selected in the vendor master record.
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5. To leave the display, choose Vendor — Exit.

This returns you to the Accounts Payable menu.
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Changing a Vendor Master Record

Except for a few fields, you can change all data in a vendor master record. The restrictions on
changing data are explained in "Notes on Changing" below. Authorizations may restrict changing
master data, so you may not be allowed to change some fields. Ask your system administrator
for more information about authorizations.

As already explained, vendor master records span several screens. Correspondingly, the system
has several change functions. You can:

e Change data centrally (general, company code, and purchasing data)
e Change accounting data only (general and company code data)
e Change purchasing data (general and purchasing data)

Your authorizations determine the functions that you may use. The following describes the first
two change functions. Read the MM Materials Management documentation for detailed
information on the purchasing functions.

Vendor master records span several screens. Generally speaking, you will only want to change
certain data. You can select the screens to make changes directly in the initial screen.

The system logs all changes. For each field, it stores the time of change, the name of the user,
the current and the previous field contents. You can display changes to the entire vendor master
record or to a special field. You can find further information in Displaying Changes to Vendor
Master Records [Page 151].

Notes on Changing Master Records

After you create a vendor master record, you can not change the account number and the
account group. You can change all other fields. Your system administrator can restrict some
fields from being changed via field status specifications or via authorizations. These fields are
then merely displayed. This is recommended for the reconciliation accounts, for example, so that
they cannot be changed by mistake. See the FI System Administration Guide for details about
how to restrict change authorizations. For more information on configuring the system, see
Configuring the System Using the Implementation Guide [Page 24].

When changing master data, you should note the following:

e If you change the sort key for line item display, all line items posted after the change are
sorted according to the new sort key.

e If you change the date of the last dunning run or the last interest calculation, this change will
affect the next interest calculation or dunning run for the account. As a result, the account
may be dunned or interest may be paid on the account sooner or later than if you had not
made the changes.

e |f after posting to the vendor account, you change the reconciliation account number
specified in the vendor master record, you will have to make an adjustment to the payables
accounts at year end in order to create your financial statements. You make this adjustment
by running the balance sheet adjustment program.

e If you do not set the Record payment history indicator when first creating the master record
and then decide later to set it, keep in mind that payments made prior to setting the indicator
are not included in the payment history analysis.

See also:
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Changing a Vendor Master Record Centrally [Page 149]

Changing a Vendor Master Record for Accounting [Page 150]

Displaying Changes to Vendor Master Records [Page 151]
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Changing a Vendor Master Record Centrally
Change a master record centrally as follows:

1. From the Accounts Payable menu, choose Master records — Maintain centrally —
Change.

The system displays the initial screen for changing master data.
2. Enter the vendor account number, the company code and the purchasing organization.

Select which screens of the vendor master record to display by clicking in the field next to the
name of one or more screens.

Depending on the data that you want to change, you can omit the company code or the
purchasing organization.

Vendor master records span several screens. Generally speaking, you will want to
change only certain fields. You can select the screens to make changes directly on the
initial screen.

4. Select ENTER to reach the next screen.

The system displays the vendor master record.
5. Change the required data by overwriting it or adding to it.
6. Save your changes by choosing Vendor — Save.

You return to the area menu. The system confirms that the data has been saved with a
message.
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Changing a Vendor Master Record for Accounting

If you want to change only the accounting data in a vendor master record, proceed as follows:
1. Choose Master records — Change from the Accounts Payable menu.

You reach the initial screen for changing master data.
2. Enter the vendor account number and the company code.

Vendor master records span several screens. Generally, you wish to change certain
fields only. You can select the screens to make changes directly in the initial screen.

3. Select which screens of the vendor master record to display by clicking in the field before the
name of one or more screens.

4. Choose ENTER.

The master data from the account is displayed.
5. Change the required data by overwriting it or adding to it.
6. Save your changes by choosing Vendor — Save.

You return to the area menu. The system generates a message, confirming that the data
has been saved.

If you have changed master records in one company code and want to make exactly
the same changes in other company codes, you can distribute these changes to the
required company codes using the Send function. To access this function, choose
Master records — Compare — Company codes — Send from the Accounts
Payable menu. For more information on this topic, refer to the Implementation Guide.
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Displaying Changes to Vendor Master Records

When you change a master record, the system logs these changes and generates change
documents. For each field, it stores the time of change, the name of the user, and the previous
field contents.

You can display all the changes for the following:
e A certain field
e A master record
e For several vendor master records
The following changes are displayed separately:
e Overwritten field contents
¢ Any bank details and/or dunning areas entered after the master record was created
e Any bank details and/or dunning areas that have been deleted
Using the change documents, you can see which changes were made when.

From the Accounts Payable menu, you can display changes to a vendor master record as
follows:

1. Choose Master records — Maintain centrally — Display changes.
The system displays the initial screen for displaying changes.

2. Enter the vendor's account number and the company code and, optionally, a dunning area, a
purchasing organization, a date after which the account was changed, or a user that made
the changes.

You can limit the changes display by specifying a change date and a user name.
3. Choose ENTER.
The system displays a list of types of changed fields.
4. Select the changes you want to display:
— Todisplay a field change, place the cursor on the required field and select it.
— Todisplay all changes, choose Goto — All changes.
— Todisplay the entered bank data or dunning areas, choose Goto — Entries.
— Todisplay deleted bank data or dunning areas, choose Gofo — Deletions.
— Todisplay the change document, choose Gofo — Change document.

5. Leave the display of changes by choosing Account changes — Exit.

Displaying Changes in Several Vendor Master Records

You can use program RFKABLOO to produce a list of the changes made to a certain specified
number of vendor master records. To start this program, proceed as follows:

1. Choose from the Accounts Payable menu Periodic processing — Info system — Report
selection — Adequacy and documentation — Master data — Changes.
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2. Choose Program — Execute.
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Dual Control for Changing Master Records

Use

You can use dual control to provide more security when changes are made to sensitive data in
your customer and vendor master records.

Integration

This function can be used for changing customer master records (FI-AR) and vendor master
records (FI-AP).

Prerequisites

You must define the required sensitive fields in the customer or vendor master record in
Customizing (IMG) for Financial Accounting. To do so, choose Financial Accounting — Accounts
Receivable and Accounts Payable — Customer Accounts — Master Records — Preparations for
Creating Customer Master Records — Define Sensitive Fields for Dual Control.

You must be authorized to change master records. You also define authorizations in Customizing
(IMG) for Financial Accounting. To do so, choose Financial Accounting — Financial Accounting
Global Settings — Maintain Profiles. The person who makes the changes is never allowed to
confirm his or her own changes.

Features
You can define the required master data fields as sensitive in Customizing.

When an authorized accounting clerk changes a sensitive field in the customer or vendor master
record (such as Alternative payee), the relevant account is automatically blocked for the payment
run.

The account remains blocked until a second authorized person confirms the master data
changes. However, it is still possible to make a further change to an account that is already
blocked.

The second authorized person is informed of the changes by mail or by other means, and then
uses the function Master records — Confirmation of change — Single (or — List) to edit the
changes.

If the second authorized person cannot confirm the change to the master data, the master data
object is returned to the clerk. Where this happens, the reply contains an explanatory text
requesting that the clerk alters his or her change, or resets the master data.
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Confirm or Refuse Master Record Changes

Use

You are using dual control for master data maintenance and wish to confirm changes made to
sensitive fields in the master record.

Prerequisites

You are authorized to confirm changes and have not changed the sensitive master data fields in
question yourself.

Procedure
You can edit changes to master data either individually or in lists.

5. From the Account receivable menu, choose
Master records — Confirmation of change — List or
Master records — Confirmation of change — Single. This procedure describes the List
editing function.

If you choose List, the Display/Confirm Critical Customer Changes dialog box appears.

7. Select the required accounts (for changes to the general data) and, if necessary, the required
company codes (for changes to the company code data).
Select the changes you wish to edit and choose Continue.

8. The Display/Confirm Critical Customer Changes dialog box appears with a list of the
changed accounts. Stoplights indicate the status of each account:

Green = Change confirmed
Yellow = Change not yet confirmed
Red = Change refused

Select an account from the list to edit it. The Confirm Customer Change screen appears. You
then have the option of viewing the changes one more time before either confirming or
refusing them.

If you refuse the changes, you can send a workflow note to the relevant clerk explaining why
you did so, and suggesting how best to proceed. Choose System — Workflow — Send
object with nofte.

When you have edited an account, save your entries. Choose Back to go back to the
displayed list.

Result

When you have edited and saved the changed account, the message “Changes have been
made” appears, and the stoplight shows the new status of the account.
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Requesting a Master Data Change in the
Intranet/Internet (AC)

Purpose

You can request the change to the following master data from the Intranet/Internet:

Object Type of change

Cost centers [Ext.] create, change, lock

Internal orders [Ext.]. |date

G/L accounts [Ext.] create, change

Vendors [Ext. Address change

Enter, delete, change bank details

Customers [Ext.] Address change

Enter, delete, change bank details

=

You can only request changes to master data for customers and vendors via the
Internet.

You do not have to know the name of the processor, since the system automatically determines
it. The request is transferred to the SAP System and can be processed there with the functions of
the message processing.

You can call up the individual request forms from the various SAP application (depending on the
object) and from the workplace.

Start change request for <Object>
From the Employee Workplace [Ext.] launchpad Cost centers, internal orders, G/L
accounts, customers, vendors

from the Enterprise Organization [Ext.] Cost centers

From Editing the standard hierarchy [Ext.] Cost centers

From the cost center master data report [Ext.] Cost centers

From the web transaction Create internal order [Ext.] Internal orders

From the web transaction Display internal order [Ext.] Internal orders

From Editing G/L account master data individually [Ext.] | G/L accounts

Prerequisites
¢ In a scenario, you have defined the process for request a master data change.

To do so, in Customizing choose Cross-Application Components — Internet/Intranet
Services — Internal Service Request — Definition of Scenarios with Specific
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Customizing — Request For Change to Master Data — Define Own Scenarios For
Request For Change To Master Data [Ext.].

e For cost centers and G/L accounts, you have determined which requests can be started from
the aforementioned SAP applications.

To do so, in Customizing choose (for example) Cross-Application Components —
Internet/Intranet Services — Internal Service Request — Definition of Scenarios with
Specific Customizing — Request For Change to Master Data — Assignh Own Scenarios
For the Request For Change To Master Data [Ext.].

Process Flow
2. You call up the request form for a master data change.

c. To call up the form from the Employee Workplace launchpad, choose Create internal
service request.

d. To call up the form from the SAP System, for the application choose Extras Change
request for <object>.

In the master data directory, specify that a cost center has to be changed.

From the directory, you can go to the request form for master data changes by
choosing Extras — Change request for cost centers.

5. You request a change to or a new master record using the form in the Intranet/Internet (see
Processing Request Forms [Page 158]).

When you send the request, the information is transferred to the SAP R/3 System. The
system determines the responsible processor based on entries made in Customizing
(see Define Own Scenarios For The Request For Change to Master Data [Ext.]).

6. The processor receives the request for a master data change in his/her worklist or workflow
inbox (see Task Processing [Page 166]).

7. The following options are available to the processor:

a. They may require additional information, should the request be incomplete. They attach
a note to the requests and enter the person making the request as the processor.

b. The processor rejects the request for a master data change.

c. They approve the request and makes the necessary adjustments in the SAP R/3
System.

d. They forward the request.
In the second decision level, the options a to d are available again.

In the last three cases, the processor can enter a text to explain the reason for
his/her decision.

=

You can check the current state of the request at any time (see Status Query of a
Request [Page 169]).
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Request for Master Data Change

Internet

Request form

for

- Creating
master data

» Changing
master data

- Deleting
master data

- Locking
master data

I /4

Check request status >

Result

Intranet/ SAP R/3 System

Decision

Decision

Request

Forward being

Reject

Request
being

processed

Execute Request

=l

Master data

Database

The master data change is either completed or the request is rejected.

Yy

For more information, see the SAP Library under Cross-Application Components — Internal

Service Request [Ext.].
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Processing Request Forms

Use

With a request form, you can request a master data change from the Intranet/Internet.

The standard system comes with predefined formulas with which you can request changes to
various objects. This form is divided into various areas, but you can adjust the layout and the
individual fields individually.

<Objekt > to be changeci

Explanation

Processor

Initiator Created by

[ Check | [Send request |

Prerequisites
e You defined in Customizing which fields are to be available on the form.

For more information, see Cross-Application Components — Internet/Intranet Services —
Definition of Scenarios With Specific Customizing — Request For Master Data Change
— Define Own Scenarios For The Request For Master Data Change [Ext.]

e You have defined the layout of the form
c. Using the SAP@Web Studios [Ext.]
d. Using the Web Application Builder [Ext.] in the ABAP Development Workbench

e If you access the form via Create an Internal Service Request from the launchpad of the
Employee Workplace, you first have to select the right request from, such as a request for a
new cost center or a change to customer bank details (see Creating an Internal Service

Request [Ext.]).

158 April 2001



Il SAP AG Fl Accounts Receivable and Accounts Payable

Processing Request Forms

Procedure
8. Enter the data for the object.
My
PN
iy
For the request Create a new cost center, your are required to make the following
entries:
- Controlling area
- Cost center key
- Valid from ... to
- Name
- Responsible person

For the request Change an existing cost center, your are required to make the
following entries:

- Controlling area
- Cost center key
- Valid from ... to
9. Enter a text to describe the problem.
This is an optional entry.
10. If you know the name of the processor for this problem, enter it in the processor field.

If a processor or a standard role was entered in Customizing, these fields contain the
corresponding entries. The partner role setting in Customizing controls whether an
individual employee or a department is entered as the problem processor. You can find
additional information about roles in Defining Roles based on Responsibilities [Ext.].

A

If an entire department was entered in Customizing as the processor, you cannot
overwrite the Processor field. The system displays a list of the processors.

11. The fields for Created by contain your data.

12. If you make the request on behalf of someone else (for example, for a colleague or boss),
you can also list the initiator.

The processor of the request can then contact the initiator directly should any questions
arise.

13. Check your entries.
14. Send the request.

Confirm the message, that your request has been saved.

Result

The request is transferred to the SAP R/3 System and assigned to a processor.
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Processing a Request in the SAP System

Use
You have made one of the following requests using an Intranet/Internal request form:

e Request Change to Master Data [Page 155]

e Request an Adjustment Posting [Ext.]

The request is automatically transferred to the SAP System and assigned to a processor.

Integration

The system creates a message [Ext.] when the request form is sent. The following functions are
available for processing messages [Page 162] in the SAP System.

e Task processing [Page 166]

The following jumps to the following activities are available in task processing:
— Access to the request form
— Access to the processing transactions in the SAP R/3 System
that were set up in Customizing for the related requests.

See Cross-Application Components — Internet/Intranet Services — Internal Service
Request — Definition of Scenarios with Specific Customizing — Request for a
Master Data Change (Request for an Adjustment Posting) — Define Own Scenarios
For The Request For Master Data Change [Ext.] (Define Own Scenarios For The
Request For Adjustment Postings [Ext.]).

e Status query [Page 169]

e Document Flow Display [Ext.]

The document flow display is only relevant for the request for an adjustment posting.
Activities

To call up the functions for message processing, in the SAP Easy Access Menu choose Office —
Message.

You can find additional information about messages in the SAP Library under Cross-
Application Components (CA-NO) — Messages [Ext.].
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Processing Notifications

To process the internal service request [Ext.], you can do the following:

e Processing notifications [Page 163]

e Processing notifications using the worklist [Page 165]

You call up processing via:
e Office - Notification — Worklist — Notifications or

e Office — Notification — Change

162

April 2001



Il SAP AG Fl Accounts Receivable and Accounts Payable

Process Notification

Process Notification

Use

Put notification in process

Once you have created a notification and entered all relevant information, you can put the
notification in process. When you put a natification in process, you release the notification for
processing.

A notification can be put in process in the following ways:
e You can put a notification in process manually.

e The system puts a notification in process automatically if an order was created for the
notification.

When a notification is put in process, the system changes the status of the notification from
“outstanding” (OSNO) to “notification in process” (NOPR).
Postpone notification

In some cases, it may be necessary to delay the processing of a notification (for example, if the
assigned tasks cannot be carried out yet).

Using this function, you can postpone the processing of a notification. When you postpone a
notification, it receives the status NOPO (notification postponed).

=

You cannot postpone a notification that has already been put in process.

Complete notification

You complete a notification when the problem has been solved and no further processing is
necessary. Once you complete a notification, you can no longer change any data in the
notification. You can then only display the notification.

When a notification is completed, it receives the status NOCO (notification completed).

=

You cannot complete a notification if outstanding tasks still exist in the notification.
Categorizing a notification problem

When you complete a notification, the system displays a dialog box with the current date and
time. You can accept the displayed date and time as the completion time or you can change it. In
this dialog box, you must specify whether the problem arose because of an internal or external
cause. For example, if a vendor delivers a defective product, your are dealing with an externally
caused problem.

Put notification in process again

You can put a completed notification in process again, if you determine that additional processing
is necessary.

Archive completed notification
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Completed natifications are automatically archived and are deleted from the database after a
specific, predefined time interval. This time interval is defined in Customizing. Therefore, make
sure you have finished processing the notification before you complete it.

Delete notification

In some cases, you may want to delete a notification. You cannot, however, delete a notification
directly. You must set a deletion flag in the notification which identifies it as one that can be
deleted.

A company typically runs an archiving program at regular intervals. This program searches for
the notifications with deletion flags, converts the deletion flags to deletion indicators, and copies
the notifications to an archive. The system then deletes the notifications from the database.

—
v

Before you delete a notification, make sure that it is no longer needed.

Once you set a deletion flag for a notification, you can no longer change the data in the
notification. It then receives the status Deletion flag and Completed. You can now only display
the notification. For more information about notification statuses, see Status Management [Ext.].

If you set a deletion flag in the notification header, the system also sets deletion flags for the
individual notification tasks.

You can cancel the deletion flag as long as it has not been converted to a deletion indicator. You
can then put the notification back in process and change or display it in the usual manner.

Procedure

Desired processing type | What you should know

Put notification in process Call up the notification in the create or change mode and then
choose Notification — Functions — Put in process.

Postpone notification Call up the notification in the change mode, choose Notification —
Functions — Postpone, and then save the notification.

Complete notification Call up a notification in the change mode and choose Notification
— Functions — Complete.

Specify the completion date/time and the cause of the problem;
then close the dialog box and save the notification.

Delete notification To set a deletion flag, call up the notification in change mode and
then choose Notification — Functions — Deletion flag — Set.

To reset the deletion flag, choose Notification — Functions —
Deletion flag — Deselect.
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Processing Notifications Using Worklist

Use

Using the worklist for notifications, you can select notifications on the basis of different criteria
and process them. You can select the notifications as follows:

e You select the notifications using the My worklist function. The system then displays the
following notifications for further selection and processing:

— All notifications to be processed by you as the "person responsible" or that fall within your
department's area of responsibility

— All notifications to be processed by you as a <Partner function>
— All notifications you created
—  All notifications that were last processed by you
e You select the notifications using the General selection function. The system then displays all
notifications for further selection and processing. Make sure the preset selection criteria
contain the values you want (for example, notification status, selection period).
Prerequisites
If you use the General selection function and you want to process notifications for which you are
not responsible or which you did not create, you must have the corresponding authorization.
Activities
You choose Logistics — Central Functions — Notification — Worklist — Notifications to call up
the worklist for notifications.
You enter the required data and choose Execute.
See also:

Select and Process Notifications Using Worklist [Ext.]
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Purpose

Using the functions for task processing, you can change or display the tasks [Ext.] in a
notification independently of the notification itself. In this way, you can:

o Process tasks quickly and easily
e Execute tasks using the functions of the action box

e Access the information in the associated notification at any time

Process Flow

2. You process the tasks using one of the following options, depending on your job duties or
method of working:

- Worklist [Page 167]

You call up the worklist for tasks to determine whether tasks exist that you must
process.

—  Workflow [Page 168]
You check your workflow inbox determine whether tasks exist that you must process.

—  Functions for Task Processing [Ext.]

If you want to process a specific task in a specific notification, use the transactions
for processing or displaying a task.

3. After you have selected and executed one of the above options, you process a task by either:
— Forwarding the task to another person, if you cannot process the task yourself
— Carrying out the instructions specified in the task

— Documenting the information for a task that has just been executed; for example, as a
task long text or via a follow-up function in the action box (internal remark)

— Setting the status of the task to "completed," once you have carried out the instructions
specified in the task

— Executing additional follow-up functions in the action box, if additional tasks need to be
implemented

Result

Once you have processed and completed a task, you can complete the notification (provided
there are no other tasks in the notification that need to be processed).
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Processing Tasks Using Worklist

Use

Using the worklist for tasks, you can select notification tasks on the basis of different criteria and
process them. You can select the tasks as follows:

e You select the tasks using the My worklist function. The system then displays the following
tasks for further selection and processing:

All outstanding tasks to be processed by you as the "person responsible"
All tasks to be processed by you as a <Partner function>
All tasks you created

All tasks you completed

e You select the tasks using the General selection function. The system then displays all tasks
for further selection and processing. Make sure the preset selection criteria contain the
values you want (for example, selection period, outstanding tasks only).

Prerequisites

If you use the General selection function and you want to process tasks for which you are not
responsible or which you did not create, you must have the corresponding authorization.

Activities

You choose Logistics — Central functions — Notification — Worklist — Tasks to call up the
worklist for tasks.

You enter the required data and choose Execute.

See also:

Select and Process Tasks Using the Worklist [Ext.]
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Processing Tasks Using Workflow

Use

If a task is created in a notification or if the person responsible for a task is changed, the system
can automatically notify the person or department responsible via the SAP Business Workflow
that a task needs to be processed.

You receive the information about the task that needs to be processed as a work item in your
inbox (Business Workplace). Your inbox provides an overview of all tasks that you are
responsible for processing. You can begin processing the work item directly from your business
workplace.

Integration

You can access your business workplace by choosing Office — Workplace from the SAP menu.
Then choose Inbox — Workflow to display any work items that may be present.
Prerequisites

The required system settings to activate the SAP Business Workflow have been made.
Activities
If there is a work item in your inbox, proceed as follows to begin processing the work item:

e You double click the work item to display a description of the task to be executed.

e You choose Execute to process the work item. The system calls up the transaction to
process the task.
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Status Query For Request

Use
You can call up the status of the request at any time during its runtime.
See also:

Status Management For Notifications [Ext.]

Display Status Information [Ext.]

System Status Assignment [Ext.]

Assigning And Changing User Statuses [Ext.]

Status Management For Tasks [Ext.]
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Blocking a Vendor Account

Within Accounts Payable, you can block a vendor account for posting. You have to block a
vendor master record before you can mark it for deletion. You would also block a vendor that you
use only as an alternative payment recipient, so that nobody can post to it by mistake.

There are several fields in the vendor master record available to you. You can set the following
blocks:

e Posting block for certain company codes or for all company codes

e Purchasing block for certain purchasing organizations or for all purchasing organizations.
This is of course only if you have purchased and installed the purchasing application
component.

This topic describes how to block a vendor account and blocking an account for the accounting
department only. A separate topic explains how you block a vendor from being paid.

You can cancel a vendor account block at any time. To do this, simply remove the relevant
indicator.

Only block an account if there are no more open items in the account. If an account
is blocked, you cannot clear any open items in it.

See also:

Blocking a Vendor Account Centrally [Page 171]

Blocking a Vendor Account for Posting [Page 172]

Blocking a Vendor Account for Payments [Page 173]

170 April 2001



Il SAP AG Fl Accounts Receivable and Accounts Payable

Blocking a Vendor Account Centrally

Blocking a Vendor Account Centrally

When you block an account centrally, you can prevent both posting and order processing, if you
have purchased, installed, and configured the Materials Management (MM) application
component.

Block a vendor account centrally as follows:
1. Choose Master records — Maintain centrally — Block/unblock.

The system displays the initial screen. On this screen, you can specify the areas that you
need to block by entering the company code and purchasing organization. If you do not
specify the key for an area, the corresponding block fields are not set.

2. Enter the vendor's account number and the company code. Optionally enter the purchasing
organization.

3. Select ENTER.
The Block/Unblock Vendor: Details screen is displayed.

4. To block posting, select the company code of the displayed vendor master record or select
all company codes by clicking in the corresponding field.

5. To block purchasing, select either the displayed purchasing area or all purchasing
organizations by clicking next to the corresponding field.

6. Save your entries by choosing Vendor — Save.

The system displays the initial screen and a message that confirms that the data has been
saved.
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Blocking a Vendor Account for Posting

When you block a vendor master record for posting, you prevent the system from posting to this
account.

Block a vendor account from posting as follows:
1. Choose Master records — Block/unblock.
The system displays the initial screen.
2. Enter the vendor's account number and, if required, the company code.

If you do not enter a company code, you can only block posting for this vendor in all
company codes.

3. Select ENTER.
The system displays the entry screen for the block indicators.

4. Select for blocking either all company codes or the specified company code by clicking the
appropriate field.

5. Save your entries by choosing Vendor — Save.

The system displays the initial screen and a message that confirms that the data has
been saved.
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Blocking a Vendor Account for Payments

To block a vendor master record for the payment program or for manual payments, you have to
change the vendor master record. When you block the vendor account for the payment program,
the payment program still processes the open items in the account during the payment run, but it
does not pay any open items from the blocked accounts. You can display a list of vendors
blocked from the payment program.

To block a vendor for the payment program, enter a block key in the vendor master record.
These keys represent reasons for blocking. You use them to show why an account was blocked.

Block the account for the payment program as follows:
1. Choose Master records — Change.

The system displays the initial screen for changing a vendor master record.
2. Enter the vendor account number and the company code.

Select the payment transaction data screen in the company code data area by clicking in the
appropriate field and then selecting ENTER.

4. To block this vendor for the payment program (or manual payments), enter the appropriate
blocking key in the Payment block field.

5. Choose Vendor — Save to save the vendor master record.

The system displays the initial screen and a message that confirms that the data has been
saved.
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Archiving and Deleting Vendor Master Records

You can archive vendor account master records that you no longer need. Archiving data entails it
being extracted from the SAP database, deleted and placed in a file. You can then transfer this
file to an archive system. For more information on archiving vendor master data, see the manual
Application Data Archiving and Reorganization.

Vendor master records may not be archived immediately. For you to archive a customer master
record, the following requirements must be met:

e The account cannot contain any transaction figures in the system. Transaction figures from
prior years that have not been archived will prevent the system from deleting the account
master record.

e The account must be marked for deletion in its master record.
=—:=

You should block an account for posting before you mark it for deletion. The only
effect this deletion indicator has is to cause a warning to be issued every time you
subsequently try to post to this account.

Prior to going live with your system, you can delete the test data. For more
information, see the activity Delete customer master data in Customizing for
Accounts Receivable and Accounts Payable.

The topics in this section explain how to mark master records and their accounts for deletion. The
deletion process is described in the document F/ Closing and Reporting.

The organization of master data in your system is also an important part of marking master
records for deletion. You can set the deletion flag for all company codes or just one specific
company code.

You can reset a deletion flag at any time as long as the master record has not been physically
deleted from the system.

=

If all open items in the vendor account you are deleting are cleared, you should block
it for posting so that other users cannot post to it. For more information on this, see
Blocking a Vendor Account for Posting [Page 172]

See also:

Marking a Master Record for Deletion Centrally [Page 175]

Marking a Master Record for Deletion for Accounting [Page 176]
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Marking a Master Record for Deletion Centrally

Mark a vendor for deletion centrally as follows:

1.

4.
5,

Choose Master records — Maintain centrally — Mark for deletion.
The initial screen appears.

Enter the vendor account number and, if you wish, the company code and a purchasing
organization.

If you do not specify the key for a purchasing organization, you cannot delete this area at
a later date, should you wish to.

Select ENTER.
The screen for specifying data for deletion appears.
Select data to mark for deletion by clicking next to the appropriate field.

Save your entries by choosing Vendor — Save.

The system displays the initial screen, with a message confirming that the data has been saved.

April 2001 175



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Marking a Master Record for Deletion for Accounting

Marking a Master Record for Deletion for Accounting
Mark a vendor master record for deletion for the Accounting Department as follows:
1. Choose Master records — Mark for deletion.

The system displays the initial screen.

N

Enter the vendor's account number and the company code.

w

Select ENTER.
The system displays the screen for selecting areas to mark for deletion.
4. Select the data either in the company code or in all areas to mark for deletion.

If you click next to the All areas field, the system will later delete all data for all company
codes and for all purchasing areas in this vendor master record.

5. Save your entries by choosing Vendor — Save.

After you mark a vendor master record for deletion, you can still post to the vendor
account. This is necessary, since you might still need to clear open items. When you
post, the system issues a warning that you are posting to an account that is marked
for deletion.
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Automatic Transfer of Vendor Master Data

You can transfer vendor master data automatically using batch input. The system carries out the
function of creating a vendor master record for each master record. By doing this, the data is
transferred to the screen fields and checked.

You should first maintain in the system all the appropriate keys and indicators, and any other
master records which are referred to. If you do not do so, errors may occur when you transfer
data.

You should check in any case whether the field status definitions are correct. Errors
occur if you suppress fields via the field status definition and then provide field
contents when you transfer data.

For more information, see the Data Transfer section in the document General Fl Topics.
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Business Partner Master Data (LO-MD-BP)

Purpose
The following types of business partner are defined in the R/3 System:
e Partner type customer

A customer is a business partner with whom you exchange goods and services. Two
types of customer are defined in the R/3 System:

— Internal customers (own sites)
— External customers
e Partner type vendor

A vendor is a business partner from whom goods and services can be procured. Two
types of vendor are defined in the R/3 System:

— Internal vendors
Normally you only maintain distribution centers as internal vendors.
— [External vendors

You select external vendors from companies offering an assortment of goods and
services on the market, with the help of guidelines drawn up by your Purchasing
department.

e Other partner types

A contact person [Page 191] is an example of another business partner in the R/3
System.
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Examples of Business Partner

Other partner types,
for example:
Contact persons,
Sites, Personnel

Customers Vendors

Data on business partners is stored in master records. The system uses this data in a number of
business transactions, proposing the data in the appropriate fields when, for example, you create
sales or purchase orders.

Implementation Considerations

Storing the master records centrally and making master data the only source of information for all
system functions means that you enter data only once. If a business partner changes address,
you enter the new address once.

Integration

Because customers are also debit-side business partners in accounting, customer master
records are used in Financial Accounting and Sales and Distribution.

Because vendors are also credit-side business partners in accounting, vendor master records
are used in Financial Accounting and Purchasing.

Because sites are customers from the point of view of delivery, each site has a customer master
record. Sites use purchase orders to order goods from external vendors. A distribution center is a
site that is also an internal vendor, as it supplies merchandise to other sites.

Additional Information
For additional information on business partners, see the following sections of the SAP library:

e Fl Accounts Receivable and Accounts Payable [Page 19]
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SD Basic Functions and Master Data in Sales and Distribution [Ext.]

MM Purchasing [Ext.]

Retail:
Business Partner Master Data [Ext.]
Site [Ext.

Cross Application
CA Mass Maintenance [Ext.]
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Business Partners

Definition
Business partners are legal or natural persons with whom you have a business relationship.

— "
=

Customers and vendors are business partners with whom you have a relationship
involving the transfer of goods and services.

Use

Business partners have a number of different functions, described as partner functions, in
connection with your company. You use partner functions to define the rights and responsibilities
of each partner type in a business transaction. When you sell or order goods, for example, your
business partners can assume partner functions such as:

Customer Partner Functions | Vendor Partner Functions
Sold-to party Ordering address

Ship-to party Goods supplier

Bill-to party Invoice presented by

Payer Alternative payee

Different business partners may carry out one or more partner functions. For this reason, you can
assign individual business partners a number of partner functions.

You manage data on business partners in master records. Data on partner functions is stored in
these master records and used in Financial Accounting and Logistics.

Integration

A business partner can be a customer and a vendor at the same time if, for example, your
customer also supplies goods to you or if a vendor is also one of your customers. In this case,
you must create a customer master record and a vendor master record for the business partner.
You can create a link between the two master records by entering the vendor number in the
customer master record and the customer number in the vendor master record.
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Business Partner Master Data Structure

Use

You enter data on business partners with whom your company has a business relationship in
master records. Master records contain all data necessary for processing business transactions.
This is known as master data.

If you enter all master data, you spend less time processing business transactions because the
system proposes the master data in these transactions.

Financial Accounting and Logistics use master data. General data and data relevant to both
departments is stored in shared master records to avoid duplication.

Features

You can create and change master records using groups of data that differ in the level of detail.

Master records for business partners who are customers or vendors have the following
structures:

Customer Master Records Vendor Master Records
General data General data
Company code Sales and Company code Purchasing
data distribution data data organization data

e General Data

General data does not depend on the company code, the sales and distribution
organization or the purchasing organization. General data applies to one business
partner for all company codes, and in all sales areas and purchasing organizations. It
includes:

— Company name
— Address
— Telephone number

General data is not limited to information used by both Financial Accounting and
Logistics. The unloading point, for example, is unique for a customer and is only relevant
for Sales and Distribution. However, because it is not part of the sales and distribution
organization of your company, it is not sales and distribution data. It is general data.
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If you edit a master record using the customer or vendor number without specifying a
sales area, a purchasing organization, or a company code, the system displays only
general data screens.

The department that creates the master record for a business partner also enters general
data. If Financial Accounting creates the master record, it must also enter general data,
such as the address. When Logistics then enters data, the general data for the business
partner exists. Logistics can display the general data.

e Company Code Data

Company code data only applies to one company code. This data is only relevant to
Financial Accounting, and includes:

— Account management data
— Insurance data

If you edit a master record, you must specify the customer or vendor number and
company code to access the screens containing company code data.

You can only invoice a business transaction if the data on the payer partner function is
entered in the Financial Accounting view.

e Sales and Distribution Data

The data for one customer can differ for each sales area. The sales area is a
combination of sales organization, distribution channel and division. This data is only
relevant to Sales and Distribution, and includes:

— Pricing data
— Delivery priority
— Shipping conditions

If you edit a customer master record, you must enter the customer number and the sales
area in order to access screens containing sales and distribution data.

You can only process sales and distribution transactions, for example, a sales order,
after entering the sales and distribution data for a customer.

e Purchasing organization data

The data for one vendor can differ for each purchasing organization. This data is only
relevant to Purchasing, and includes:

— Purchasing data
— Partner functions
— Other data retention levels within the purchasing organization

In addition to data that is valid for the whole purchasing organization, you can enter
information on the Purchasing data and Partner functions screens that is only valid
for a particular site or vendor sub-range. This includes terms of payment or
incoterms that differ from those valid for the purchasing organization. Such data is
retained at the following levels:

e Vendor sub-range
e Site

April 2001 183



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Business Partner Master Data Structure

e A particular combination of vendor sub-range and site

[
—_

You negotiate better prices and conditions for a particular vendor sub-range than
those valid for the purchasing organization. You create a vendor sub-range and
maintain the different terms of payment for it.
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Use

When you create a master record for a business partner, you must enter an account group. The
account group determines:

e Which screens and fields are necessary for entering master data
e Whether you can or must make an entry in these fields

e How master record numbers are assigned (externally by you or internally by the system) and
the number range from which they are assigned

e  Which partner functions are valid
o Whether the business partner is a one-time customer or one-time vendor
Additionally, for vendor master records only, the account group determines:

o \Whether default purchasing data [Ext.] in the vendor master is to be transferred to article
master records and purchasing information records

o Whether there are any other data retention levels [Ext.] below the purchasing organization
level (for example, site or vendor sub-range level) at which data can be retained in the
vendor master, and if so, what these are

In the standard R/3 System, if you create a master record for the partner function ship-to party,
for example, the system proposes an account group. You can also use account groups to define
all other partner function combinations (for example, if the ship-to party is also the payer for the
goods).

Prerequisites

In Customizing, you define account groups available in the following activities:

o Logistics Basic Data: Business Partners

— Define Account Groups and Field Selection for Customers [Ext.]

— Define Account Groups and Field Selection for Vendors [Ext.]

e Accounts Receivable and Accounts Payable (Financial Accounting)

— Define Account Groups with Screen Layout (Customers) [Ext.]

— Define Account Groups with Screen Layout (Vendors) [Ext.]

Additional Information
Changing an Account Group [Ext.]

April 2001 185



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Number Assignment

Number Assignment

Use

A unique number is assigned to each business partner master record. You can use this number
to access the master record, or to refer to the business partner when processing business
transactions.

Features

The number for a business partner master record can be assigned in one of the following ways:
o Externally

You assign the number. In this case, you define a number range that allows for
alphanumerical number assignment. The system checks whether the number you enter
is unique and within the number range defined by the account group.

e Internally

The system assigns a consecutive number automatically from a number range defined
by the account group.

The account group determines whether external or internal number assignment is allowed for a
business partner master record. For account groups 0001 to 0005, for example, only internal
number assignment is allowed in the standard R/3 System.

Number Range

A number range can be valid for more than one account group.

=

You can use the number range to assign different numbers to a head office and
subsidiaries.

In the standard R/3 System, the account groups for the following customer partner
functions are in the same number range so the numbers for these customer master
records are assigned consecutively:

e Sold-to party
e  Ship-to party
e Bill-to party

e Payer

Integration

A customer's number is unique for all sales areas and company codes. A vendor's number is
unique for all purchasing organizations and company codes.

=

You first create a master record for your business partner in one sales area. You
then create a second master record for the same business partner in another sales
area. In this case, the system identifies the business partner number and does not
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display the existing general data from the first master record for maintenance. You
can use the change and display functions to access the general data.

Prerequisites

In Customizing you define the number ranges that are to be available. You do this in the following
activities:

e Logistics Basic Data: Business Partners

— Define and Assign Customer Number Ranges [Ext.]

— Define Number Ranges for Vendor Master Records [Ext.]

e Accounts Receivable and Accounts Payable

—  Create Number Ranges for Customer Accounts [Ext.]

— Assign Number Ranges to Customer Account Groups [Ext.]

— Create Number Ranges for Vendor Accounts [Ext.]

— Assign Number Ranges to Vendor Account Groups [Ext.]
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Use
Use partner functions to define the rights and responsibilities of each business partner in a
business transaction. You assign partner functions when you create a master record for a
business partner.
Features
The following are examples of partner functions that are defined in the standard R/3 System:
e Partner functions for partner type customer
Sold-to Party [Ext.]

Contains data on sales, such as the assignment to a sales office or a valid price list
Ship-to Party [Ext.]

Contains data for shipping, such as unloading point and goods receiving hours
Bill-to Party [Ext.]

Contains the address and data on document printing and electronic communication

Payer [Ext.

Contains data on billing schedules and bank details

e Partner functions for partner type vendor
— Ordering address
— Invoice presented by
— Goods supplier
— Alternative payee
e Partner functions for other partner types, for example, personnel (HR master records)
Employee responsible

You can use this partner function, for example, to assign a buyer within your company to
a vendor.
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Examples of Business Partner | Types | and |Functions

Other partner types,
for example:

Customers Vendors

Contact persons,

Personnel, Sites
» SP Sold-to party * VN Vendor .
* SH Ship-to party * OA Ordering address (D [ERIRCT funf:tlons,

. . for example:
* BP Bill-to party » GS Goods supplier
. CP Contact person

* PY Payer * Pl Invoice presented by ER Emplovee responsible
* Other partner functions » Other partner functions ploy P

Activities
Customer partner functions

The company or person who places an order can be the same company or person who receives
the goods and the invoice and pays. Because this customer assumes all partner functions, you
create one master record for the customer. You create a customer master record for the sold-to
party in which you enter data required for the other partner functions.

A subsidiary office can place an order and its head office can pay the invoice. In this case, you
divide partner functions among the different offices. You need a corresponding number of
customer master records. In one master record you enter, for example, the address of the sold-to
party for correspondence, in the other, the address of the ship-to party for delivery. You establish
a link between the partner functions in the customer master record of the sold-to party by
entering the customer number of the respective partner functions.

Prerequisites

When creating master records, you define the partner functions for business partners by
assigning an account group. For partner types customer and vendor, you define which account
group can be used for which partner function. You do this in Customizing in the following
activities:

e Customer
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In Customizing for Basic Functions (SD) in the activity Assign partner functions on the
debit side to account groups [Ext.].

e Vendor

In Customizing for Purchasing (MM) in the activity Define permissible partner roles per
account group [Ext.].

The partner determination procedure specifies the partner functions that are allowed or
mandatory for processing a particular business transaction, such as a sales or purchase order.

Additional Information

Partner Determination in Sales and Distribution [Ext.]

Vendors: Partner Determination [Ext.]
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Contact Persons

Use

Contact persons are people in a business partner company with whom you are in contact by
telephone, mail, or in person to perform business transactions. You store detailed information on
contact persons in master records for business partners.

Features

The information you need about contact persons is not the same as the information you need
about a business partner company. Important data includes:

e Name
e Telephone number

e Department

Activities

Because the contact person is part of the business partner company, you enter contact person
data in the respective customer or vendor master record. You do not need a separate master
record for contact persons. You assign a new number to each contact person in a master record.
You can enter as many contact persons as desired for each business partner.

In the standard R/3 System, you can only enter the data on a contact person in the customer
master record of the sold-to party because the system only proposes contact persons from this
master record in the sales order.

Contact persons in the vendor master can be used in their partner role (partner function CP) at
various data retention levels with the data available for associated functions in Logistics and
Financial Accounting.
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Use

A consumer is a natural, private business partner with whom you have a relationship involving
the transfer of goods and services. You create customer master records for business partners
who are consumers.

Features

Reference Customer

To create consumer master data and to process sales, you require reference data known as the
reference customer. You can create a maximum of one reference customer per client. When you
create the reference customer, you must enter company code data and sales area data.
Company code data and sales area data is used with master records for consumers as follows:

e Company code data

When you create a master record for a consumer, the company code data for the
consumer is copied from the reference customer. Once the master record is created, you
can maintain the data for this company code and additional company codes.

e Sales area data
— Sales area data is not maintained for a consumer.

You create a master record for a consumer and you do not enter sales area data.
During operative business transactions, for example, when you create an order for a
consumer, the sales area data is copied from the reference customer.

— Sales area data is maintained for a consumer.

You create a master record for a consumer and you enter sales area data. During
operative business transactions, this sales area data is used by the system.

=

A consumer cannot be a reference customer.

Maintenance of Consumer Master Data
You have the following options for maintaining consumer master data:

e You can maintain the minimum number of fields for consumer master data maintenance on a

tab [Ext.].

e You can maintain all fields for consumer master data maintenance on an extended tab with
additional tab pages.

When you maintain consumer master data, you can switch between these options without
leaving the transaction. As for customer master data maintenance, standard tabs appear as
defaults or you can create your own tab layouts for both consumer master data maintenance
options.
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Prerequisites

In customizing for Business Partners, you can create your own tab layouts for consumer master
data maintenance. You do this in the activity Create Tab Layouts for Consumers.

Activities
Processing Operative Business Transactions

e Document Entry

You have not maintained sales area data for a consumer. During document entry, the
sales area data is copied from the master data of the reference customer.

e Partner Determination
When you create an order, for example, partner functions are determined as follows:
— You have not maintained sales area data for a consumer.

The following partner functions are automatically assigned to the consumer who is
ordering:

e Sold-to party
o Payer
o Bill-to party
e Ship-to party
The reference customer is used to determine other partner functions, for example:
e Forwarding agent
o Employee responsible
— You have maintained sales area data for a consumer.
All partner functions are determined from the master record for the consumer.
e Output
You have to set output determination for consumer master data processing using the
condition technique (that is, the print proposal does not originate in the customer master
data).
Additional Information
Creating and Changing Business Partner Master Data [Page 197]
Partner Determination in Sales and Distribution (SD-BF-PD) [Ext.]
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One-Time Customers and One-Time Vendors

Use

Your company does business with some business partners for a long time. For example, you
have special price agreements with long-term customers and their deliveries get preferential
treatment. At the end of the fiscal year, you can honor the loyalty of these customers with rebate
payments. In other cases, you have only one contact with a business partner. For example, you
order merchandise from a different vendor once, because your preferred vendor cannot deliver.
In the R/3 System you can distinguish between:

e Customers and vendors
You create a master record and assign partner functions for each business partner.
e One-time customers and one-time vendors

Business partners who have a business transaction with you only once are called one-
time customers and one-time vendors. You do not have to create a master record for
one-time customers or one-time vendors because you do not need this master record
after the business transaction, and it uses space. You create collective master records
for one-time customers and one-time vendors.

o

You create a collective master record for a dummy customer that only includes data
for all customers in a certain region. This collective master record can include the
following fields:

e Master record name

e Language

e Currency

e Sales office processing the data

If a one-time customer from this region orders goods from your company, use the
customer number of the collective master record when processing the sales order.
You enter the address and other data that is not in the collective master record in the
sales order.

Prerequisites

The account group can restrict the number of screens accessed in the collective master record
for one-time customers and one-time vendors. If only some of the screens and fields for one-time
customers and one-time vendors are relevant for your company, change the account group CPD
or set up a new account group. You do this in the Customizing activities listed in the section on
account groups [Page 185].

Activities

When you create a collective master record, the system proposes the account group CPD. This
ensures that you can access screens from different partner functions relevant for one-time
customers and one-time vendors. The system only displays fields that can be identical for all
one-time customers and one-time vendors. For example, all address fields are suppressed
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because the master record is collective for data on several business partners who can have
different addresses.
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Common Sales and Distribution Master Data

Use

You can define that customer master records, which have been created for each sales
organization for a distribution channel (or division), are also valid in other distribution channels (or
divisions). As a result, you create and change customer master records that are required in
different distribution channels or in different divisions only once. This makes it easier to create
and change master records.

—,

=

You can also use the same function to process article master data and prices.

Activities
In the standard R/3 System, you can define common master data for the following:
e Distribution channels

In Customizing, you can specify other distribution channels in which the customer master
data (and article master data and prices) from the reference distribution channel are also
valid.

e Divisions

In Customizing, you can specify other divisions in which customer master data (and
article master data and prices) from the reference division are also valid.

Prerequisites
You do this in Customizing for Master Data (Sales and Distribution) in the following activities:

e Define Common Distribution Channels [Ext.]

e Define Common Divisions [Ext.]

Example

Customer master record Sales organization | Distribution channel | Customizing: Data is

has been created also valid for these
distribution channels

Yes 0001 01 02

No 0001 02

You create a customer master record for the sales organization 0001 and distribution channel 01.
In Customizing, you specify that this customer master data is valid for the distribution channel 02.
When you process a sales order for a customer in the sales organization 0001 and distribution
channel 02, the system uses the customer master data entered for distribution channel 01.
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Creating and Changing Business Partner Master Data
Use

Business partner master data from Financial Accounting and Logistics is stored in shared master
records that can be accessed from both views. This function lets you create and change master
records for business partners centrally, that is, including the following data:

e Customer master records and vendor master records
— General data

General data is independent of company code, sales area, and purchasing organization
and is therefore valid for business partners for all company codes, all sales areas, and all
purchasing organizations.

— Company code [Ext.] data

The company code data is defined separately for individual company codes. You can
only bill for a transaction if the payer has been maintained from a Financial Accounting
view (company code data).

e Customer master records only

— Sales area [Ext.] data

e Vendor master records only

— Purchasing organization [Ext.] data

Features

Reference Master Records

If you create a new master record, and a master record with similar data exists, you can use the
existing master record as a reference. You enter the number of the existing business partner in
the Customer or Vendor field in the reference section of Create Customer: Initial Screen [Ext.] or
Create Vendor: Initial Screen [Ext.]. The system copies data from the existing reference master
record to the new master record.

If you only enter the customer or vendor number in the reference section, the system copies the
general data only. If you also enter the company code, sales area or purchasing organization in
the reference section, the corresponding data is also copied. Only data that can be identical for
both master records is copied. For example, country, language and account group are copied.
The address is not copied. You can change copied data.

Search Help

You can use matchcodes to search for vendor, customer, and consumer master records. An
additional search help lets you search using address attributes such as:

¢ Name
e Street
e Zip code
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=

If you enter any character (including *) in the search help field First name when
searching for customer master records, only those for consumers are found. This is
because you can only maintain first names for customers who are consumers and
not for companies.

[
[
I
Customer master record search criteria:
Name Smith
First name Thomas

In the search help field Name, you enter Smith. In the search help field First name,
you enter Thomas. The consumer master record Thomas Smith is located, and not
the customer master record for the company Thomas Smith (Ltd.).

Prerequisites

In customizing for Business Partners, you can create your own tab [Ext.] layouts for customer
and consumer master data maintenance. You do this in the activities under Create Tab Layouts.

Activities

Creating Business Partner Master Records

1. Assign an account group and specify the partner function the business partner is to fulfill (for
example, sold-to party or one-time vendor).

Enter the business partner number or the system assigns the number.

If a master record with similar data already exists that you want to use as a reference, search
for and enter data on the existing master record in the reference section.

4. Enter and save the following data in the master record as appropriate:

e General data (for example, address, payment cards, receiving points and
departments)

e Company code data (for example, account management data)
e Sales area data (for example, sales, shipping, and billing data)

e Purchasing organization data (for example, partner functions)

Changing Business Partner Master Records

1. Enter the business partner number or search for the business partner master record you
want to change.

2. Change and save the master data as appropriate.

Additional Information
FI Accounts Receivable and Accounts Payable:

Creating a Customer Master Record Centrally [Page 53]
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Changing a Customer Master Record Centrally [Page 72]

Creating a Vendor Master Record Centrally [Page 131]

Changing a Vendor Master Record Centrally [Page 149]

SD Basic Functions and Master Data in Sales and Distribution:

Creating a Customer Master Record [Ext.]

Processing a Customer Master Record [Ext.]

MM Purchasing:
Maintaining Vendor Master Records [Ext.]
Retail:

Customers: Creating a Customer (Sold-To Party) Master Record [Ext.]

Vendors: Creating a Vendor Master Record [Ext.]

Site Processing [Ext.]
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Blocking Activities with Business Partners

Us
The
[ )
[ )

e

re can be many reasons for blocking certain activities with business partners, for example:
Your business partner has outstanding debts or goes into liquidation

You want to stop all deliveries to or from a business partner

Your business partner fails to reach agreement with you on conditions

Your business partner repeatedly issues incorrect invoices

Features

To block activities with business partners you can use different blocks, such as:

Payment block

Prevents all payments, for example, prevents payment of credit memos and rebates to a
customer because of outstanding debts. You define blocking keys to specify the blocking
reason and the desired reaction of the system to the block.

For information on how to proceed, see Setting a Payment Block [Page 202].

Posting block

Prevents all postings to the customer or vendor account, for example, before you flag a
master record for deletion.

For information on how to proceed, see Setting a Posting, Sales and Distribution, or
Purchasing Block. [Page 203]

Sales and distribution blocks

You define blocking keys to specify the blocking reason and the desired reaction of the
system to the block. There are three types of sales and distribution block:

—  Order block
Prevents order type “credit memo request”
— Delivery block
Stops all deliveries to a customer
— Billing block
Prevents billing documents being created with incomplete prices

For information on how to proceed, see Setting a Posting, Sales and Distribution, or
Purchasing Block. [Page 203]

Purchasing block

Blocks purchase orders placed with the vendor, purchase requisitions involving the
vendor, and allocation tables that involve purchase orders being placed with the vendor

For information on how to proceed, see the following:
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— Setting a Posting, Sales and Distribution, or Purchasing Block [Page 203]

— Setting a Purchasing Block for Sites and Vendor Sub-Ranges [Page 205]

e Block for quality reasons

For information on how to proceed, see Setting a Block for Quality Reasons [Page 206].

Prerequisites

Payment blocks only affect manual payments if the blocking key has been assigned the
corresponding attribute in Customizing for Outgoing Payments (Financial Accounting) in the
activity Check Payment Block Reason [Ext.].

Activities

You can set blocks at different organizational levels as follows:

e Posting blocks and payment blocks for the whole client or for one or more company codes
e Sales and distribution blocks for the whole client or for one or more sales areas

e Purchasing blocks and blocks for quality reasons for the whole client or for one or more of
the following:

— Purchasing organizations
— Vendor sub-ranges

— Specific sites

Additional Information
FI Accounts Receivable and Accounts Payable:

Blocking a Customer Account Centrally [Page 95]

Blocking a Vendor Account Centrally [Page 171]
Retail:

Site Block [Ext.]
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Setting a Payment Block

1. On the Change Customer: Initial Screen [Ext.] or the Change Vendor: Initial Screen [Ext.]
enter the customer or vendor number and the company code for which the block is valid.

—  For blocking payments to customers, proceed as follows:
Choose Enter. The Change Customer: General Data tab appears.

Choose Company code data. The Change Customer: Company Code Data tab
appears.

Choose the tab page Payment transactions.
— For blocking payments to vendors, proceed as follows:

Select the Payment transactions view in the Company code data section of the
screen and choose Enter.

The Change Vendor: Payment Transactions Accounting screen appears.

2. Set the blocking key in the Payment block field in the Automatic payment transactions field
group.

Save. The payment block for one company code is effective as soon as it is set.

If you have assigned a business partner to more than one company code, repeat steps one
to three to block the business partner for individual company codes.

=

To delete a payment block, follow the same procedure.

=

If you set a payment block to stop a vendor from being paid, you can still post to the
vendor account (for example, at goods receipt).

If you set a posting block for a vendor, this also prevents you from paying any open
items for the vendor. In this case, the posting block also acts as a payment block.

If, however, you have entered an alternative payee for the vendor, you can set a
posting block for the vendor and still effect payment by posting the payment to the
alternative payee (if bankruptcy proceeding are instituted against the vendor, for
example).
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Setting a Posting, Sales and Distribution, or Purchasing

Block

1. On the Change Customer: Initial Screen [Ext.] or the Change Vendor: Initial Screen [Ext.]
enter the following data, if it is relevant to the block:

Customer number or vendor number
Company code
Sales area (sales organization, distribution channel, division)

Purchasing organization

— To set blocks for customers, proceed as follows:

Choose Enter. The Change Customer: General Data tab appears.

— To set blocks for vendors, proceed as follows:

Select any view, for example, the Address field in the General data section of the
screen. The system needs one entry to display the screen that contains the blocking
data.

Choose Enter. The Change Vendor: Address screen appears.

2. Choose Extras — Blocking data.

The Change Customer: Blocking Data screen or Change Vendor: Blocked Data screen
appears.

3. Make the following selections or entries as appropriate:

— Posting block

Select the All company codes field in the Posting block field group to set a posting
block for all company codes. Select the Selected (or Specified) co. code field to set a
posting block for one company code only, (the posting block is set for the company
code entered on the initial screen).

— Sales and distribution blocks

Enter a blocking key for one or more of the following blocks in the Sales and
distribution blocks field group:

Sales Order block
Delivery block
Billing block

Enter the blocking key in the All sales areas field to set a block for the customer in all
sales areas. Enter the blocking key in the Selected sales area field if the block must
only be valid in one sales area (the block is set for the sales area entered on the
initial screen).

Select the All sales areas field or the Selected sales area field for Block sales
support to set a block for customer sales support in all sales areas or in individual
sales areas.

— Purchasing block
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Select the All purchasing organizations field in the Purchasing block field group to set
a block for all purchasing organizations. Select the Selected purchasing organization
field to set a block for one purchasing organization only, (the block is set for the
purchasing organization entered on the initial screen).

4. Save. The blocks are effective as soon as you set them.

—,

=

To delete a posting, sales and distribution or purchasing block, follow the same
procedure.
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Setting a Purchasing Block for Sites and Vendor Sub-
Ranges

Prerequisites

You can only set a vendor purchasing block specific for a particular site or vendor sub-range if
you have maintained data at these organizational levels, and if this data is different from the data
maintained at the purchasing organization level.

Procedure

1. On the Change Vendor: Initial Screen [Ext.] enter the vendor number and the purchasing
organization for which the block is valid.

Select the Purchasing data view in the Purchasing organization data section and choose
Enter.

The Change Vendor: Purchasing Data screen appears.
2. Choose Extras — Alternative data.
The Change Vendor: Different Data screen appears.

3. Select the organizational level (at which the different data is maintained) which you want
to block for purchasing activities. You can select:

— A vendor sub-range

— Asite

— Both a vendor sub-range and a site
4. Choose Purchasing details.

The Change Vendor: Dif. Purch. Data screen appears.
5. Choose Extras — Purchasing block.

The Change Vendor: Purchasing Block pop-up appears.

Select the field Purchasing block and choose Enter.

7. Save.
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Setting a Block for Quality Reasons

Prerequisites

In the vendor master, a block for quality reasons is only of importance in connection with Quality
Management (QM). The QM procurement key must be entered in the article master.

Procedure
1. On the Block/Unblock Vendor: Initial Screen [Ext.] enter the vendor number. Choose
Enter.

The Block/Unblock Vendor: Details screen appears.
2. Choose the blocking key for the Block for quality reasons field.

Save.
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Account Balances and Line ltems

Purpose

When you post business transactions to accounts, the system automatically updates the account
balance, and notes which items from the document were posted to the account. It is therefore
possible to view the account balance and line items for every customer account.

Features

The following section describes what is displayed in the account balance and how you can call

up this display. It also describes how to display line items and use additional functions while in
the display function.

April 2001 207



Fl Accounts Receivable and Accounts Payable HlF SAP AG

Account Balances

Account Balances

An account balance shows the:
e Opening balance (carry forward balance from the previous year)

e Total of all transactions per posting period, broken down into debits and credits (transaction
figures)

Using these figures the system also calculates the:
e Balance per posting period
e Accumulated account balance

In addition to the above balances, the system displays the gross sales/purchases per period for
each account. The balances from special G/L account transactions are also included in an
account balance. These include bills of exchange and down payments.

While displaying account balances, you can view document amounts posted in foreign currency
in the respective local currency. You can also choose between:

e Account balances of both the items that are part of sales or purchases and the items that are
not part of sales or purchases

e Account balances of only items that are part of sales or purchases

e Account balances of special G/L transactions
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Displaying Account Balances
To display account balances, proceed as follows:

1. From the Accounts Receivable or Accounts Payable menu, choose Account — Display
balances.

2. Select the account by specifying an account number, a company code, and a fiscal year.
For example, enter account number 12300, company code US01, and the fiscal year.

If you are not sure what the account number is, you can find it using the search function.
For details about the search function, see the Getting Started with the SAP System
documentation.

The system then displays the balances by posting period for the specified account in this
company code.
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Displaying Line Items in Account Balances

To display the line items that make up the account balance, proceed as follows:

1. Depending on which line items you wish to display, place the cursor on an entry in the
account balance display. You have the following options:

Displaying Line Items to Explain the Account Balances

To display: Place the cursor on:

Line items from previous year ... Balance carryforward

Line items from a period ... The required period

Debit or credit line items from a period ... The required period in the debit or credit
column

All debit or credit line items ... The debit or credit total

All line items ... The current account balance, the last
entry in the Account balance column

All line items from the previous year up to a |... The Account balance column in the

specific period required period

2. Choose Edit — Line Items.
The line items for a specific balance are displayed.

3. Toreturn to the balance display, select Exit or Back.
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Options for Displaying Account Balances

You have the following options for displaying account balances:
e Account Balance (debits and credits for the individual posting periods)

You can display the balances (credit and debit amounts) sorted according to posting

periods. To do this, choose Goto — Account balances.
The special G/L transactions are not displayed.

o Sales/Purchases (by posting period)

To display the sales/purchases per posting period (debit minus credit of the

sales/purchases-related postings), choose Goto — Sales/purchases. The posting key
you specify when you enter the line items determines whether a particular posting is part
of sales or purchases.

Invoices and credit memos, for example, are part of sales and purchases, but payments
are not.

e Special G/L Transactions

You can display the accumulated balances from all business transactions that were

posted using a special G/L indicator. To do this, choose Goto — Sp. G/L transactions.
The system displays the total amounts that were posted to this account for each special
G/L indicator. This could include any of the following special G/L transactions:

— Down payments

— Guarantees

— Individual value adjustments
—  Security deposits

— Interest receivable
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Line Item Display

Use
You can display the line items for one or more accounts.

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.

You can display the following line items:

e Open items

e C(Cleared items

e Noted items

e Parked items

e |tems with special G/L transactions (in Accounts Receivable and Accounts Payable)
e |tems with customer or vendor items (in Accounts Receivable and Accounts Payable)
You can display the line items for the following account types:

e Customer accounts

e Vendor accounts

e G/L accounts

Prerequisites

In order to display the line items for an account, the account must be managed with line item
display. This means that you have set the indicator Line item display in the master data of the
account.

e This setting is mandatory for customer and vendor accounts.
e For G/L accounts, you have to make this setting in the account master data.

For more information about the Line item display indicator, see Defining "Line Item

Display" [Ext.]
Features

If you have posted a business transaction and want to display the line items, you have the
following options:

e Display the document and then the line items. For more information, see Displaying
Documents [Page 419].

o Display the account and then the line items.
You can use the following functions to display line items:
e Line Item Display with the SAP List Viewer (ALV) [Page 214]
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This is the standard function. The line items are displayed in a list where you can use the
functions of the SAP List Viewer (ALV) [Ext.] for creating the layout, for example, sorting,
creating totals, and so on.

e Classic Line Item Display [Page 222]

You can only use the classic line item display as a modification solution.
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Line Item Display with the SAP List Viewer (ALV)

Use

The line item display using the SAP List Viewer (ALV) displays the selected line items for one or
more accounts in a list. You can configure the layout of this list using the functions of the SAP
List Viewer (ALV) [Ext.]

Features

You have the following options in the line item display with the SAP List Viewer (ALV):
e You can display the line items for all accounts in a company code in one list.

e You can save your selection criteria as a user-specific selection variant.

e You can change the layout [Ext.] of the line item list using the functions of the SAP List
Viewer.

e From the line item list, you can branch to functions for editing line items, for example, you
can carry out mass changes to several line items.

e You can also define special fields that you can display in the line item list. To define these
fields, you can use all the functions of the SAP List Viewer.

Activities

To call up the line item display with the SAP List Viewer (ALV), from the SAP Easy Access menu,
choose Accounting — Financial accounting — General ledger/Accounts receivable/Accounts
payable — Account — Display/change line items.
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Displaying Account Line ltems

Use

On the initial screen of the line item display, you can use selection criteria to restrict the number
of items displayed. You can also specify on this screen exactly how the line items are to be

displayed.

You cannot enter selection criteria for special fields.

Procedure

1. Enter the accounts and company codes for which you want to display line items. You can
specify several accounts or company codes.

=

You can display the line items for all accounts in a company code.

2. Restrict the number of line items to be displayed. You can use the following selection criteria
to do this:

— You can display only those line items that have a specific status (for example, open
items, cleared items, or parked items).

You can further restrict the number of items by specifying a date, for example, a key
date for open items.

— You can also display a specific type of line item (held items, parked items, or normal
items, that is, items that have not been held or parked.

3. Specify how the line items are to be displayed. You have the following options for this:

— You can select the layout for displaying the line items in a list.

=

The SAP standard system contains various layouts. The technical names of these
layouts begin with 1SAP.

In the standard variants, the line items are sorted and totaled according to account
and company code. You can define layout variants from the line item list.

— You can restrict the number of line items displayed to a maximum number. The system
selects items according to your selection criteria until it reaches the maximum number.

4. You can save your selection criteria as a selection variant [Ext.]. The next time you call up
the line item display, the system automatically defaults the parameters you have set. To
save your settings, choose Goto — Variants — Save as variant...

For more information about saving selection variants, see Creating Variants [Ext.]

5. Todisplay line items, select @
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Result

The line items you selected are displayed in a list.
You can use various functions in this list. See Functions in the Line Iltem Display [Page 217]
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Functions in the Line Item Display

Use

After you have entered your selection criteria for the line item display, the line items you selected
are displayed in a list.

You can use various functions in this list, for example, to edit the layout of the line item list, or to
branch to other functions, such as displaying the document for a line item.
Prerequisites

The line item list contains a selection of standard fields from the document. In this selection, you
can also include additional special fields.

You do this in Customizing for Financial Accounting under: General Ledger
Accounting/Accounts Receivable and Accounts Payable — G/L Accounts/Customer
Accounts/Vendor Accounts — Line Iltems — Line Item Display with ALV — Define Special Fields
for Finding and Sorting Data.

Features

Various icons classify the line items displayed in the list. These classifications are:

Line item status

Icon | Item status | Description

= | Open The item was posted by the key date specified. It was either cleared
after the key date, or has not been cleared yet.

@ Cleared The item was posted and cleared by the key date specified.

&y | Parked The item was parked.

Net due date or cash discount deadline for the open items

Icon | Net due date or cash Description
discount deadline

Overdue The net due date or cash discount deadline has been
exceeded at the key date. The payment is in arrears,
or cash discount can no longer be taken.

&y | Due The item is due on the key date for payment with no
cash discount, or cash discount can be taken on the
key date.
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B2 | Notdue The net due date, or cash discount deadline is after the
key date.
==
=

The system determines the cash discount deadline using maximum cash discount
terms (cash discount 1, or cash discount 1 due date), that is, maximum cash
discount can be taken up to the cash discount deadline.

The following options are available in line item display:

Editing the layout of the line item display

The functions for editing the layout of the line item display are standard functions of the SAP List
Viewer (ALV) [Ext.]. The list below contains links to the documentation for the SAP List Viewer

that applies to the individual functions.

Button | Function Description
B Setting Filters [Ext.] You can restrict the display to those line items that fulfil
specific criteria in one or more columns.
= Sorting in Ascending Order | You can sort the line items in ascending order by one
[Ext. or more columns.
T Sorting in Descending You can sort the line items in descending order by one
Order [Ext. or more columns.
=2=| Changing Layouts [Ext.] You can change the layout of the line item list, that is,
you define which columns are displayed, how they are
sorted, for which columns totals are created, and so on.
g Selecting Layouts [Ext.] You can choose a different layout to the one displayed.
ol Saving Layouts [Ext.] You can save the layout under a different name.
Creating Totals [Ext.] You can create totals for the values for one or more
columns.
o Creating Subtotals [Ext.] You can create subtotals for one or more selected

columns that are not value columns. You can also use
this function for fields that are not in the list.

Branching to other functions

Button | Function Description
e Displaying the Document for a Line You can display the document for a specific
ltem [Page 229 line item.
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ey Changing Documents [Page 434] You can change the document for a line item
as long as you have the appropriate
authorization.

= Mass Changes [Page 439] You can change the document items for
several line items at once.

g Check information You can display the check information that
belongs to the line item.

Gl Displaying Account Master Data You can display the master data for the

[Page 246] account for which you are displaying the line

items.

I&]

Change Requests [Ext.]

You can request an adjustment posting for a
line item via the Internet.

Credit Management [Ext.]

You can branch to credit management.

Choose Environment — Credit management.

Correspondence and Internal

Evaluations [Page 768]

You can request, display, and print
correspondence.

Choose Environment — Correspondence.
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Displaying the Document for a Line Item

Use

You can display all the account assignments for a line item.

Procedure

1. You can select a line item either by double-clicking it, or by highlighting the item and then
choosing *# (or & in the classic line item display).

2. The system displays the account assignments for the line items selected. You have the
following options:

Pushbutton Function Description
S5 Change document | You can change the document as long as you have
the appropriate authorization.
s Other document... | You can display another document.
o2 Document You can branch to the document overview.
overview
- Next item You can display the details of the next item in the line
item list.
-~ Previous item You can display the details of the previous item in the
line item list.
& Document header | You can display the document header.
o More More data You can display additional account assignments for
data the line item.

3. Toreturn to the line item display, choose &
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Displaying Account Master Data

Use

From the line item list, you can also display the account master data. This applies for the
following master data:

e G/L Account Master Data [Ext.]

e Customer Master Data [Page 27]
e Vendor Master Data [Page 102]

Procedure

To display account master data, proceed as follows:
1. Select the required line items.

2. Choose Environment — Account master data.

The system displays the master data for the account specified.

3. Toreturn to the line item display, choose &

=

In the Classic line item display, you can also display information about the account.
This information includes, for example, the company code and the currency. Choose
Environment — Master record information.

The system displays this brief information according to a layout defined in
Customizing. You can copy and modify this layout so that other or additional master
record fields are displayed.
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Classic Line Item Display

Use

You should only use the classic (old) line item display if you use it as a modification solution, that
is, if you have modified it to meet your requirements.

Prerequisites

For the classic line item display, you have to make various settings in Customizing. These
settings are in Customizing for Financial Accounting under: General Ledger
Accounting/Accounts Receivable and Accounts Payable — G/L Accounts/Customer
Accounts/Vendor Accounts — Line ltems — Display Line Items (without ALV).

Features
You have the following options in the classic line item display:

e On the initial screen, you can restrict the display to specific line items. For more information,
see Displaying Account Line Items [Page 223]

e You can save your user-specific selection criteria and settings in your user master. Every
time you call up the line item display, the information that is relevant for you is displayed.

=

For example, an accounts receivable clerk responsible for dunning requires dunning
information in the line item display. This clerk requires a line layout with the relevant
information. A credit controller requires summarized information. He will therefore
display the information he requires using a totals sheet [Page 247]

e You can use various functions in the line item display, for example, you can change the line
layout, sort the line items, create totals, and so on. For more information, see Functions in
the Line Item Display [Page 227]

e You can carry out mass changes to the items displayed, for example, to change a dunning
block or payment method. For more information, see Carrying Out Mass Changes to Line
Items [Page 439].
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Displaying Account Line ltems

Use

On the initial screen of the line item display, you can use selection criteria to restrict the number
of items displayed. You can also specify on this screen exactly how the line items are to be
displayed.

Procedure

To display line items, proceed as follows:

2. Enter an account number (for example, 78900) and the company code (such as US01), or
the worklist you require.

A worklist covers several accounts.
To define or display a worklist, select Settings — Worklist — Maintain or Display.

To use a worklist for the line item display, on the initial screen, select With worklist. Enter
the worklist required instead of an account number and company code.

3. Restrict the number of line items to be displayed. You can use the following selection criteria
to do this:

You can display particular types of items (that is, open items, cleared items, parked
items, items from special G/L transactions, or items with customer/vendor items). To do
this, select the required item type.

You can restrict the line items to be displayed by entering selection criteria. To do this,
choose Selection criteria....

For more information, see Editing Selection Criteria [Page 225].
Using selection criteria is particularly recommended for accounts with a lot of items;

this reduces processing time. You can also use selection criteria, for example, to
display all the items for a certain branch that were posted to the head office.

3. Specify how the line items are to be displayed. You have the following options for this:

You can select the line layout in the line item display.

For more information, see Changing the Line Layout [Page 240].

You can select the totals variant for the line item display.

You can use the totals variant to define how totals are created in the line item
display.

You can select the sort variant for the line item display.

The sort variant determines the field according to which the line items will be sorted.
You can also specify whether you want to sort in ascending or descending order.

You can specify whether the data is displayed as line items or as totals. To do this, on
the initial screen under the heading List begins with, select either Line items or Totals.
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5. You can save the settings you make for line item display in your user master record. The
next time you call up the line item display, the system automatically defaults the parameters
you have set. To save your settings, select Settings — Change user master.

The system confirms that the settings were saved with a message. The message long
text lists the individual parameters that you saved.

5. Todisplay line items, select Execute.

Result

The line items you selected are displayed in a list.

You can use various functions in this list: See Functions in the Line Iltem Display [Page 227]
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Editing Selection Criteria

Use

To improve performance, you can restrict the number of line items displayed by entering
selection criteria. This is particularly useful if you want to display items from an account that
contains lots of line items.

5

To improve performance, make entries in the following fields:

Procedure

Document number
Document date

Posting date

Branch account number

Reference document number

1. Choose Selection criteria.....

You can choose up to three fields from the list. To display the technical names of the
fields, choose Technical names.

2. Then choose Execute.

The screen Selection criteria: Values appears.

3. For each of the search fields selected, enter a value or value interval.

— You can also enter a character string to search for in a particular field. For instance, if
you want to search for all line items that contain the character string 99 within their
document numbers, enter 99 in the From value field for the document number selection
criterion, and select the String check box.

— If you specify more than one selection criteria, for example, date and amount, you can
determine how they are logically linked to one another by choosing And — Or. This
means that you define whether the line items found have to fulfil both search criteria at
the same time (logical link: And), or whether the line items found only have to satisfy one
of the criteria specified (logical link: Or).

4. Choose Execute. You thereby save your selection criteria for the line item display.
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Noting Selection Criteria

Use

You can save your user-specific selection criteria for the line item display.

Prerequisites
To save your user-specific selection criteria, make the following settings in your user parameters:

1. From the General Ledger, Accounts Receivable, or Accounts Payable menu, select
Environment — User parameters — Editing options.

2. Choose Line items.

3. Set the User-specific selection indicator and save your entries.

Procedure

After you have activated your selection criteria, you can enter the specific selection conditions.
To do this, proceed as follows:

1. Under Selection criteria, enter your user-specific criteria.

For more information, see Editing Selection Criteria [Page 225].

2. Return to the initial screen for the line item display and select Edit — Note selection.
The system then saves your selection criteria.

3. If you want to access the selection criteria you saved at a later date, set the indicator User-
specific selection on the initial screen of the line item display. Your selection criteria are then
applied.

Result

You have noted your selection criteria.

You can delete them when you no longer need them. On the initial screen of the line item
display, choose Edit — Delete selection criteria.
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Functions in the Line Item Display

Use

After you have entered your selection criteria for the line item display, the line items you selected
are displayed in a list. You can use various functions in this list, for example, to edit the layout of
the line item list, to edit the line items themselves, or to branch to other functions, such as
displaying the document for a line item.

Features
The following options are available in the line item display:

Editing the layout of the line item display

Function Description

Changing the Line You can determine which fields should appear in the line item display.
Layout [Page 240]

Adding Additional You can add an additional field in the line item display; the value of this
Fields [Page 243] field is then displayed for all of the line items displayed.

Selecting Currencies You can select the display currency for the line item display.

Page 245

Editing line items

Function Description

Searching for Line Items You can search for specific line items.

Page 230

Sorting Line Items [Page You can sort the line items displayed.

232]

Creating Totals for Line You can create subtotals according to selection criteria for the line
Items [Page 236] items displayed.

Displaying List Levels You can display an overview of the list levels.

Page 244

Branching to other functions

Function Description

Displaying the Document You can display the document for a specific line item.
for a Line Item [Page 229]
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Displaying line items from
another account

You can display line items from another account and use the same
selection criteria [Page 226] specified for the first account.

To do this, select Line items — Other line items with selection
criteria.

Displaying Account Master
Records [Page 246]

You can display the master data for the account for which you are
displaying the line items.

Displaying Totals Sheets
Page 247

You can display a totals sheet for the line items.

Correspondence and
Internal Evaluations [Page

768]

You can request, display, and print correspondence.

Choose Environment — Correspondence.

Credit Management [Ext.]

You can branch to credit management.

Choose Environment — Correspondence.

Check information

You display check information that belongs to the line item.

Choose Check information.

Customizing You can make settings in Customizing from the line item display, for
example, settings for the line layout or for the totals variants.
However, you need the appropriate authorization to do this.
Choose Settings — Customizing.
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Displaying the Document for a Line Item

Use

You can display all the account assignments for a line item.

Procedure

3. You can select a line item either by double-clicking it, or by highlighting the item and then
choosing *# (or & in the classic line item display).

4. The system displays the account assignments for the line items selected. You have the

following options:

Pushbutton Function Description
S5 Change document | You can change the document as long as you have
the appropriate authorization.
s Other document... | You can display another document.
o2 Document You can branch to the document overview.
overview
- Next item You can display the details of the next item in the line
item list.
-~ Previous item You can display the details of the previous item in the
line item list.
& Document header | You can display the document header.
o More More data You can display additional account assignments for
data the line item.

4. To return to the line item display, choose e.
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Searching for Line Iltems

Use

You can search for specific line items in the line item display. You have the following options for
this:

e Search using the field list

You can search for specific line items by selecting one or more search criteria from the
field list.

e Search using a displayed value
You can search for specific line items by selecting a specific value or a column heading
in the line item display as a search criterion.

Procedure
Search using the field list
1. Choose [H}

2. Select the required search criteria and choose v

Alternatively, you can display the technical field names in the field list. Choose Technical
names.

=

You can also add fields for the search in the field list. To add a field, choose Settings
—> Customizing — Field selection — Find.

3. Enter the values for the search criteria and choose W’.

If you specify more than one selection criterion, you can determine how they are logically
linked to one another by choosing And — Or. This means that you define whether the
line items found have to fulfil both search criteria at the same time (logical link: And), or
whether the line items found only have to satisfy one of the criteria specified (logical link:
Or).

=

As search criteria, you select Posting date and Amount, with the logical link And.
Only those line items are displayed where the posting date and the amount are
within the specified values.

Search using a displayed value
1. Select a column heading or a specific value in the list and choose [H}

2. If you have selected a column heading as search criterion, enter the value and choose v

=

For example, you can search for line items in a specific time interval. Select the
column Document date, and enter the required time interval.
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If you want to search for line items with a specific date, select the required document
date in the list.

Result

The system displays the line items in a list in list levels according to the criteria that you specified.

The system notes these list levels and you can display them from any line item display. For more
information, see Displaying List Levels [Page 244].
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Sorting Line Iltems

Use

You can sort the line items displayed according to your requirements. You have the following
options for this:

e Sort by column

e Sort according to several columns

Procedure

Sort by column

1. Select a column heading, or a value in the column that you want to sort by.
2. Select & to sort the values in ascending order, or & to sort the values in descending order.

Sort according to several columns

=

You can use a maximum of three columns to sort the line items.

1. Place the cursor outside the list and select 5 or ?

2. Enter the sort sequence for the required column in the field list. Enter 1 for the first sort field,
2 for the second, and 3 for the third.

Instead of entering digits for the sort sequence, you can also select the fields one after
another by double-clicking them. The fields will be marked in the sequence in which you
select them.

Alternatively, you can display the technical field names in the field list. Choose Technical
names.

=

You can also add fields for the search in the field list. To add a field, choose Settings
—> Customizing — Field selection — Find.

3. You can also use the following functions:

— You can sort the line items in descending order. Enter 1 for the required column and
choose Descending.

— You can specify that the system should calculate the total for each group. To do this,
choose With totals.
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Changing the Sort Sequence

Use

When you display or change line items, they are displayed in the standard sort sequence. The
standard sort sequence is determined internally by the system. To do this, the system uses the
following document fields:

e Clearing date

e Clearing document number

e Assignment

o Fiscal year

e Document number

The line items are then sorted as follows:

o Cleared line items are always sorted by Clearing date, Clearing document number, and the
remaining fields. Clearing transactions can therefore be considered together.

e Open items are always sorted by the Assignment field and the remaining fields, since the
Clearing date and Clearing document number fields are not filled for open items.

From the standard sort sequence, you can switch to another sort sequence. The system offers
you fields to sort from, from which you can select the fields you require. If you require additional
fields, you can add these to the selection.

Features
You have the following options for changing the sort sequence:
Grouping line items

You can flag account line items that are to be processed together. To do this, enter the same
indicator in the field Assignment for each line item in the group.

The contents of the Assignment field are used:
e To sort items when you display, clear, and change them
e As a selection criterion

— When clearing payments using the functions "posting with clearing" and "incoming or
outgoing payment"

— For maintaining accounts with the Account clearing function
— For displaying and changing line items
e Subdividing one-time accounts and head-office accounts
Entries for the Assignment field
You can define the contents of the Assignment field as you wish. You have the following options:

e The system can enter the contents automatically. To do this, in the account master
record, enter a key that represents the layout rule you want to use for making entries in
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the Assignment field. This allows you to set up account-specific sort sequences for line
item display.

e You can enter the contents of the field yourself when entering a document.

The layout rule determines which entry from the document header or line item should be entered
in the Assignment field at the time of posting. You define the keys and their layout rules in
Customizing. The standard system is delivered with pre-defined layout rules. SAP recommends
that you use these rules.

=

F
Layout rules for the Assignment field are valid for all clients.
5
=
In the master record for the special G/L account "Down payments received", you
have specified that the customer's account number should be entered in the
Assignment field at the time of posting. All documents posted to this account are
sorted by customer account number and displayed in ascending order in the line item

display.

Down payments received

Account control

Line items sort sequence Document posting

o
- Customer12300

Assgmt 12300

Assignment rules

Rule Name

031 | Customer No. I

You can change the layout rule key in the master record at any time. The new layout rule takes
effect from the time the change is made: That is, all line items posted afterwards are displayed
according to the new layout rule. The assignment remains unchanged, however, for the
documents already posted.

Layout rules for the Assignment field

To define your own layout rules for the Assignment field, you specify a key and up to four fields
for each rule. The contents of these fields are then copied to the Assignment field in the order
you define. You can use any document header or line item field in your layout rule.

You can also have the system copy just a part of the contents of a particular field to the
Assignment field. To do this, you have to specify the number of characters copied and the
position from which they are copied.
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=

A cost center number consists of 10 characters in the standard system. If your
company uses only six characters, you can omit the first four characters for the
display. Therefore, you specify for the Cost center field that six characters are
displayed as of the fifth character.
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Creating Totals for Line Items

Use
In the line item display, you can summarize items according to various criteria and create totals.

The criteria are defined in the system in the form of totals variants.

Prerequisites

The SAP standard system contains totals variants. You can change them or create your own.

To change a totals variant, or define a new one, proceed as follows in Customizing for Financial
Accounting; General Ledger Accounting/Accounts Receivable and Payable — G/L
Accounts/Customer Accounts/Vendor Accounts — Line Items — Display Line ltems (without
ALV) — Define Totals Variants.

Features
You have the following options for creating totals for line items:

e You can create totals for the line items according to a field that you select from the line item
display (for example, document type). Place the cursor on the column required and select

Subtotals are then created for all currency amounts that appear in the line layout.
e You can create totals for the line items according to other criteria that do not appear in the
line item display (for example, document type/posting key). Place the cursor outside the line
item display and select 5.

You can select a totals variant (for example, document type/posting key), and specify
whether you want to sort in descending order. To do this, select Descending.

When you select a totals variant, the system creates subtotals for the first key of the totals
variant. You have the following options when displaying the totals:

e Select a specific set of line items in the first list level by clicking on the required line item.

For example, if the totals variant is Document type/Posting key, place the cursor on a

document type (for example, AB, general document) and then choose Goto — Next list
level. The system then displays the subtotals for all documents by posting key within the
document type AB.

o Todisplay both the debits and the credits that make up a subtotal, choose Settings —
Debit/Credit - On.

o If you want to see the posted documents in another currency, choose Settings — Display
currency.

The document currency, the local currency, and any parallel local currency defined for
that company code are displayed. If you select the local or group currency as an
additional local currency, the posted totals are displayed in this currency.

For more information about currencies in the line item display, see Selecting Currencies

Page 245
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To display valuated amounts in local currency, choose Settings — Display currency — Local
currency (valuated amounts).

=

However, this is only worth doing if you have first valuated the items with the
valuation program.

To return to a previous level, choose &=,
To return to the line item list from the totals display, choose il Line items.

To go to a subtotals list, choose Line items and subtotals.

The system displays the line items for which a total has been created in a list in list levels
according to the criteria that you specified.

The system notes these list levels and you can display them from any line item display. For more
information, see Displaying List Levels [Page 244].
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Totals Variants

You can calculate various subtotals in the line item display. To calculate these subtotals, you can
use the pre-defined totals variants or select the necessary fields and their sequence yourself in
the line item display. The fields available for selection are already specified in the system. You
can change these specifications.

—

[ |
—_

The following figure shows the totals calculated using the totals variants Document
type/posting key. The figure shows subtotals for each posting key for document type

DA.

77 “
Customer EVANS Summary by: Document type DA Summary
Dwight Evans Posting key variant
Boston
Posting key Document currency Amount  Number
01 Invoice................. usD 1,000.00 1

....................... usSD 42,730.00 47

03 EXPENSES. . .....ooonon.. usD Second 322.30 2

11 Creditmemo............. usD SUI’;‘\’/*;T“Y 100.00- 1

14 Other payables. .......... uUsD 10,000.00- 1

15 Incoming payment. . ....... UsD 1,000.00- 1

16 Payment difference . ... ... USD| 1,140.00- 1
S A

For the totals variants, you define the fields and the sequence in which they are used for
calculating subtotals.

The following illustration shows how the totals variant used in the illustration above was defined.
The totals variant determines the criteria used for creating subtotals.

The SAP standard system contains totals variants. To change these totals variants, or to define
your own, you must

e Enter a name for your variant in your logon language (see 1 in the following figure)

e Specify the fields used for calculating the totals and their sequence (see 2 in the following
figure)

Totals variant . . ... .. SU1 [ Doc.type -  Posting key

Summarization fields ( in order of summary ) ---------------memeem-

Fieldname........... BLART Document type
Fieldname ........... BSCHL Posting key
Field name.............
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You can specify a maximum of three fields for each variant. The fields available for selection are
displayed when you maintain the totals variants.

You can also define which fields, in addition to totals variants, are available for selection for
creating subtotals. Specify the fields separately according to the account types, customer,
vendor, and G/L account. You therefore define which fields are required for each account type.

The following figure shows the fields that are offered for calculating totals in the line item display.
/] IR

Field selection Display list Total Customer

Field name Name

BLART Document type
GSBER Business area
BSCHL Posting key
BLDAT Document date
BUDAT Posting date
WAERS Currency
DMSHB Amount in LC
WRSHB Amount in FC
UMSKZ Special G/L ind.
ZLSCH Payment key

ZLSPR Payment block
ZUONR Assignment number
FILKD Branch account
BELNR Document number
FAEDT Net due date
NS J

Fields for calculating totals are defined in the system. If you want to use fields other than those
proposed by the system, you only have to include these for the required account types.
Furthermore, you can determine the sequence of the fields in the selection dialog box. You will
want to place the fields used most often at the start of the list.
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Changing the Line Layout

Use

You use the line layout to define the line item fields that appear in the line item display, the order
that they appear in, and the column heading. You can define several variants for the line layout
and change the displayed variant from the line item display.

For more information, see Line Layout Variants [Page 241]

Prerequisites

The SAP standard system contains variants for Accounts Receivable, Accounts Payable, and
General Ledger Accounting. You can change them or create your own.

To change a line layout variant, or define a new one, proceed as follows in Customizing for
Financial Accounting: General Ledger Accounting/Accounts Receivable and Payable — G/L
Accounts/Customer Accounts/Vendor Accounts — Line ltems — Display Line ltems (without
ALV) — Define Line Layout.

Features

You have the following options for changing the line layout:

e You can select the line layout on the initial screen for the line item display. Select a line
layout variant by double-clicking it.

The line items are then displayed according to the line layout variant requested.

e You can change the line layout that you selected on the initial screen in the line item list. To
do this, select Line layout...

Select the required standard variant with a double-click. You can also select a line layout
variant from the special variants. To do this, select [ Special variants...

e You can temporarily add an additional field to the line layout. See Adding Additional Fields

Page 243
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Line Layout Variants

In the line item display, you can choose from several line layout variants.

=

The standard line layout variant for a customer account displays the most important
information from the document header and line items, for example, the document
number, document type, dunning block, dunning key amount, and clearing document
number.

The variant for payment terms displays all information on the terms of payment for an
item in addition to the document number, amount, and clearing document number.

The SAP standard system contains the variants mentioned above and other line layout variants.
You can change them or create your own.

To define your own variants, you have to define the following for each variant:

e The fields for the variant, the order in which they are displayed (see 1 in the following figure),
and their display format (see 2 in the following figure).

The display format determines whether the entire field content is displayed.
e The name of your variant (see 3 below) and the column headings for the fields (see 4 below).

e The name and column headings in the foreign languages in which you want to use the

variant.

i ' ™,
Line layout. . . .. A0 Standard @
Field name Name Display format
ZUONR Assignment Clearing document
BELNR Document number e
BLART Document type Offset............ 7

G) BLDAT Document date Distgnce .......... )
BSCHL Posting key Decimal places . . . .. 0
UMSKZ Special G/L ind. Datatype .......... CHAR
WAERS Currency Reference table . . . . .
WRSHB Amount Reference field . . . . .
AUGBL Clearing document

e

-

=

The illustration above shows you how the standard line layout has been defined.
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Line layout . .. .. AO Standard

Column heading

9 Assignment Doc. No. DT Doc. date PK  G/L Curr.  Amount Cldoc.
A B C D E F_  G__ H |

Fields
A ZUONR Assignment BELNR Document number
C BLART Document type BLDAT Document date
E BSCHL Posting key UMSKZ Special G/L indicator
G WAERS Currency ANZMWAmount
| AUGBL Clearing document
N -

If you choose the standard line layout in the line item display, the system displays the
information about each line item as shown in the illustration below. The column
headings are displayed according to the way they are defined in the illustration
above (see 4). The Clearing document number field is abbreviated since only the last
three numbers are required. It is displayed as of the eighth position (offset 7), with
three characters (length 3), and a distance of 1 from the prior column (see 2 in the
above illustration).

7 —
Customer EVANS Basic list
Dwight Evans
Boston Line items 62
Assignment Doc. no. DT Doc. date PK G/L  Cur Amount ClDoc
19920110 | 0100001034 AB 01/10/92 01 USD  300.00 £T
19920318 | 1600000050 DA 03/18/92 01 usD 100.00 /
19920318 | 1600000050 DA 03/18/92 01 USD  200.00 -
19920319 | 0100000477 AB 03/19/92 16 USD  500.00- |Abbreviated
19920323 | 0100000502 AB 03/23/92 01 USD 1,000.00 |display
19920323 | 1600000051 DA 03/23/92 03 usD 100.00
Defined
- column iy
heading

You can define your own line layout variants for individual account types or for all account types.

If you require fields other than the ones proposed in the standard system, you have to specify
them separately by account type. Furthermore, you can determine the sequence of the fields in
the selection window. You will want to place the fields used most often at the top of the list.
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Adding Additional Fields

Use

You can add a field to the line layout temporarily. The system adds the field that you specify in
each item. This additional field overwrites the data already displayed if necessary.

Procedure
To add an additional field temporarily, proceed as follows:
1. Place the cursor where you want to insert the additional field.
2. Choose Additional field...
The system displays a dialog box containing the additional fields available.
3. Select the required field by double-clicking it.

The system then displays the line items in the field combination that you specified. The
original field is temporarily overwritten with the field value that you selected.

4. Toremove the additional field, choose Additional field off.

You can expand the list of fields for temporary display. To do this, make the settings in
Customizing for Financial Accounting as required: General Ledger Accounting/Accounts
Receivable and Accounts Payable — G/L Accounts/Customer Accounts/Vendor Accounts — Line
ltems — Display Line Items (without ALV) — Choose Additional Fields.
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Displaying List Levels

Use

When the system searches for, or creates totals for line items, it creates list levels. List levels are
levels or groups used to display line items.

You can display an overview of these list levels and select a previous list level. The system then
displays the line items in the list level that you selected.

Procedure

To display line items from a previous list level, proceed as follows:

1. Choose Goto — List level overview.

2. Select alist level.

=

Note that after you select a previous list level, you can no longer display a later list
level. For example, if you have searched or created totals for the line items four
times, the system creates four list levels. If you go back to the second list level from
the fourth list level, you cannot go forward to the fourth list level.
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Selecting Currencies

Use

In the line item display, you can display the totals in various currencies. The exchange rates at
the time of posting are used. You can choose from the following currencies:

e Transaction currency (document currency)
e Local currency
e Local currency (valuated amount)

=
=

To display the local currency valuated amount for the line item, you must have
previously valuated the open items with the valuation program.

e Parallel currencies (if you run parallel currencies in your system)

Features

You have the following options when selecting the display currency:

e You can display the subtotals in local currency.
Choose Settings — Display currency.

e You can display the line item totals in foreign currency as well as in local currency.
Choose the Currency totals variant. The line item subtotals are displayed by currency.

e You can display the amounts in the line item list in foreign currency as well as in local
currency.

To do this, define a line layout variant that includes columns for local currency and
foreign currency.
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Displaying Account Master Data

Use

From the line item list, you can also display the account master data. This applies for the
following master data:

e G/L Account Master Data [Ext.]

e Customer Master Data [Page 27]
e Vendor Master Data [Page 102]

Procedure

To display account master data, proceed as follows:
3. Select the required line items.

4. Choose Environment — Account master data.

The system displays the master data for the account specified.

4. To return to the line item display, choose e.

=

In the Classic line item display, you can also display information about the account.
This information includes, for example, the company code and the currency. Choose
Environment — Master record information.

The system displays this brief information according to a layout defined in
Customizing. You can copy and modify this layout so that other or additional master
record fields are displayed.
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Displaying Totals Sheets

Use

A totals sheet contains subtotals of the line items by account type (vendor, customer, and G/L
account) and special G/L indicator.

Procedure

To display a totals sheet, proceed as follows:

1. Choose Goto — Totals sheet.

2. Todisplay the details, select a line item.

3. To go back to the list of line items, select Back twice.
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Account Analysis for Customers

In addition to displaying customer account balances and line items, you can execute the
functions for account analysis.

Days in Arrears: Customers [Page 249]

Displaying Line Items: Customers [Page 251]

Net/Cash Discount Overview: Customers [Page 252]

Displaying Payment History: Customers [Page 253]

Simulating Payment History: Customers [Page 255]

Displaying Credit Limits: Customers [Page 254]
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Days in Arrears: Customers

The days in arrears display shows you the number of days the open items are overdue or the
number of days in which they are due. You can display:

o All open items
e Only overdue items
e Only items not yet due

For this display, you can use the due date for net payment or the date up to which the customer
can receive, or could have received cash discount. If some items are not yet due, the system
shows the number of days in which they are due by displaying negative numbers.
Displaying Days in Arrears and Due Dates for Open Items

To display the number of days open items are overdue, or the number of days in which they will
fall due, proceed as follows from the Accounts Receivable menu:

1. Choose Account — Analysis. The initial screen appears.

2. Enter the customer, company code, and fiscal year.

3. Choose Goto — Open items — All items — Net terms in order to see the days in
arrears, or the due date for net payment.

Choose Goto — Open items — All items — Cash discount terms in order to see the due
dates for payment and claiming cash discount.

Within the display, you can also change between net and cash discount terms by
selecting Edit = Net/Cash discount.

4. Choose Edit — Due/not due, to display only the due or not yet due items. In the display
itself, you can switch between the due items and the not yet due items.
Displaying Overdue Items

On the Customer Account Analysis initial screen, you can display either the overdue items,
or the items that are not due yet.

To see the days in arrears of overdue items, choose Goto — Open items — Overdue items —
Net terms or Cash discount terms.

If the list generated is longer than the first page for the screen display, the system shows the
number of additional items that are overdue at the end of each screen. Next to the number of
items, you will also see the total of all overdue amounts within this interval of days in arrears.

Displaying Open Items Not Yet Due

To view items not yet due, choose Goto — Open items — Items not due — Net terms or Cash
discount terms on the initial screen.

The next screen shows when the open items are due (number of days).
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Displaying Line Items: Customers

From the display of days in arrears, you can branch to line item display. To do this, position the

cursor on the relevant item, and choose Edit — Line items. The basic list appears. From here,
you can branch to the document overview.

For more information, see Displaying Account Line ltems [Page 223]
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Net/Cash Discount Overview: Customers

To get a complete overview of the account balance and amounts due, choose either Extras —

Net overview or Extras — Cash discount overview. A dialog box appears, showing the account
balance and sales/purchases. You also see the total amounts of items due and not yet due.
Depending on the settings (net or cash discount), the amount due at this point is different.
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Displaying Payment History: Customers

Recording your customers’ payment history helps you to make decisions about their liquidity and
their ability to make payments in the future.

You can display an overview of your customers' payment history. You can use it to find out:
e Whether or not the agreed cash discount terms were utilized.

e The average number of days items were overdue per period based on payment term, or the
average number of days open items were cleared prior to their due date per posting period.

e If there are any trends in the payment history, for example, if your customer is continuing to
miss payment for cash discount.

=

To display the payment history, you must select the Payment history record indicator
in the customer master record. Otherwise, payment history is not recorded, and you
cannot execute the payment history display function.

To display the payment history for a customer, choose Goto — Payment history from the
Account Analysis initial screen.
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Displaying Credit Limit: Customers
Within account analysis, you can also display your customer’s credit limit.

When you post a customer invoice, the system automatically adds the invoice amount to the
existing receivables or the receivables from special G/L transactions depending on the posting
key. When this customer makes a payment, the corresponding amount is deducted from the
existing receivables.

The system calculates and displays the following data for each customer in a credit control area:
e Receivables from sales/purchases

e Receivables from special G/L transactions that you have indicated as relevant for the credit
limit, for example, down payments, security deposits, and bills of exchange

e Total liabilities

e Total value of current orders if you have installed the Sales and Distribution (SD) application.

You can display a customer's credit limit by selecting Goto — Credit limit from the Account
Analysis initial screen.
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Simulating Payment History: Customers

You can simulate payment history for a customer by assuming that that customer will pay all
items due on the current day (or any day in the future). You can use the due date for net payment
or the date up to which your customer could receive a cash discount. You can switch between
the two types of display in the same manner as in open item display.

To simulate the payment history, proceed as follows from the Customer payment history screen:

1.

Choose Edit — Simulation.
A dialog box appears in which you can enter specifications for the simulation.

Enter the assumed payment date. The system proposes the current date as a default
value.

Select either items which are due net by this date or items which are due according to
cash discount terms 1.

The system then selects only those items due by the specified date and according to the
criteria.

Choose ENTER.

On the next screen, the payment history for the payment date specified appears. This
simulation allows you to see which amount the customer would pay by the payment date
you specified. This date may be either the due date for net payment, or the date for
payment when the customer is utilizing cash discount terms 1.

Within the display, you can also change between net and cash discount terms by selecting
Edit — Net/Cash discount simulation.
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Displaying Line Items via the Internet

Use

You can use the Internet to log on to your business partner’s system and display the line items in
your accounts.

Prerequisites

Your business partner has given you a user and a password for his or her SAP System. You
have also been given access to the Internet service Line item display on the Internet by means of
a URL. You will either have received this URL by e-mail, or it will be given as a link on an Internet

page.
Procedure

1. You have received a URL by e-mail, or it is given as a link on an Internet page. Use this link
to select the required service. Log on with the user and password given to you by your
business partner.

2. Select an account and a company code if necessary.
3. Select a posting period if necessary.

4. Choose Display.
Result

A list of your line items is displayed.
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Displaying Account Balances via the Internet

Use

You can use the Internet to log on to your business partner’s system and display the balance of
your accounts.

Prerequisites

Your business partner has given you a user and a password for his or her SAP System. You
have also been given access to the Internet service Balance display via the Internet by means of
a URL. You will either have received this URL by e-mail, or it will be given as a link on an Internet

page.
Procedure

1. Follow the link to the Internet service.
2. Log on with your user and password.
3. Select an account if necessary.

4. Choose Display.
Result

The balance of the account you have selected is displayed.
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Posting Business Transactions in Accounts Receivable

Purpose

You post accounting data for customers in Accounts Receivable. From there, the data is sorted
by customer and made available to other components, for example Sales and Distribution. When
you post data in Accounts Receivable, the system creates a document [Page 353] and passes
the data entered to the gener