Accounts Receivable

Chapter 3 Accounts Receivable

B Overview

Customer master records contain data that control how business transactions are recorded and
processed by the system. They aso include al the information about a customer that you
need to conduct business transactions with them.

Customer master data is separated into 3 sections:

General Data
contains information that applies to al sales areas such as customer name, address and
contact information.

Company Code Data
is specific to a company code and contain information such as reconciliation account,
payment and dunning procedures.

Sales Area Data
contains information relevant to the sales organization and distribution channels of your
company. It contains such information as order processing, billing and shipping.

MWR has the following types of customers:
Individuals and Groups
. Dues, e.g., club membership
Fees, e.g., marina berthing fees
Down payments (unearned income)
Customer deposits

Returned Checks
VQ (Visitor Quarters) have the following types of customers:
Individuas
Military
Civilians
Groups
Ships
Commands
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z Create A Customer Master Record Centrally

LOGISTICS> RETAILING > MASTER DATA > EDIT CUSTOMER > BUSINESS
PARTNER > CUSTOMER > CREATE > FULL

Transaction Code: XDO01

On the screen titled “ Create Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page:

Create Customer: Initial Screen

. Create Customer: Initial Screen jed |

Account group A? [Select) LI
Cugtarner tﬁ

Company code

rSales area

I_
Sales organization I
I_
I_

Diztribution channel

Divizion

Al zales areas... I Customer's sales areas... I

- Reference

Custorner @I

Company code

|

I_
Sales orgarization I

I_

I_

Distribution channel

Reference division

Wlfal(ﬁl@‘?lﬁl
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Fiedld Name Description R/O/C User Action and Values
Account Y ou must assign each R Enter appropriate Account Group:
group account to an account group. Active Duty Military

The account group ensures Ship Customers

that only the relevant screens Civilians

and fields are displayed and Military Commands

ready for input for each of Trade (and Others)

the customer’ s different

partner functions This field is NOT regired if you
decide to use areference

For example, the address, customer/company code.

communication, and bank

data fields are omitted for the

account group for one-time

accounts.

Customer C Do NOT enter customer number — the
system will assign a customer number
when you save the master data.
CIVL =60000 - 69999
COMM = 10000 — 19999
MILT =30000 - 39999
SHIPS =20000 —29999
OTHR = 50000 - 59999

Company The company code ID R | Enter company code

code Company code must be entered to
create Accounting screens.

Sales An organizational unit R Enter Sales Organization

organization | responsible for the sale of Sales Organization mirrors Company

certain products or services. Code
The responsibility of a sales
organization may include
legal liability for products
and customer claims.
Distribution | The way in which products R Enter 01

channel

or services reach the
customer. Typical examples
of distribution channels are
wholesale, retail, or direct
sales.
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Division A way of grouping materials, Enter 01
products, or services. The
system uses divisions to
determine the sales areas and
the business areas for a
material, product, or service.
Reference The customer account that is The system copies the master data
Customer being used as a reference as from the reference master record.
an aternative way in which However, not al datais copied (e.g.,
to create a customer account. address information is not copied
Can save time in data entry if over).
customers share many data
fields. All screens should be reviewed before
saving any data.
Reference The company code Select if you want to copy the default
Company associated with the values
code referenced customer
Reference The sales org associated with Select if you want to copy the defaults
Salesorg the referenced customer
Reference The distribution channel Select if you want to copy the defaults
Distribution associated with the
channel referenced customer
Reference The division associated with Select if you want to copy the defaults
Division the referenced customer
Press ﬂ to continue.

You will now see a screen titled “ Create Customer: General Data’. Enter information in the
fields as specified in the table below. There are several tabs on this screen. Y ou can toggle
between the tabs using the Tab Control or via the menu paths Goto>Next tab (F8) and

Goto>Previoustab (F7).

NOTE: Remember that the fields that are displayed and required will vary depending on the
account group chosen.

WARNING: ALWAYS enter customer name, address, search term, etc., in ALL

Version 3 — March 2001

-4

capitals using NO punctuation. Punctuation must be excluded to comply
with central mail facility processing requirements.




Accounts Receivable

Create Customer: General Data

™ Create Customer: General

ustomer  Edit  &oto

Extras Enwvironment Swstem  Help

=131 x|

& |l flBleee DM anaalPAR @
” qﬁ “:’ General data Company code data Sales area data .55' @
Customer I IMTERHAL

Address | Control data |

% B Peview | g8

Mame
Title =
Mame T
|
Search terms T
Search term 142 I?
Street address
Haouse no. fstreet I ?
< ' ' o |
[Ev2 (1] [200) * | mwrsapS [O%R [ 09:50
Address | nformation
Field Name Description R/O/IC User Action and Values
Form of address R Rank or title used when creating
MILT
Customers.
Title E1-D9
O1- 010
NOTE: O10isout of order in
the drop down menu. It appears
directly under O1.
Name Customer name R Enter customers last name, first
name and initial
Short name which is used to R Enter customer’s last name
Search term | set up a match code for as asearch term
search criteria
Street address R Enter proper mailing address
Street information.
Do NOT enter PO Box here.
City / City / State / Postal Code R Enter complete address
Regional / information
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Postal code
Country Two digit country identifier R |EnterUS
Enter appropriate country code
L anguage English R Should default to “English”
Telenhone O Enter customer’s home
Ry phone number
Fax O Enter customer’s fax number
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Navigate to the Control Data tab.

Control Data

Field Name Description R/O/C User Action and Values

Express Use this field for train station R Must enter “."

Train Station Required for account
groups SHIPS and
COMMS.

Unit Using this fidd for UIC R Required for account

| dentification | number (Unit | dentification groups SHIPS and

Code Code) COMMS: Enter UIC
number

Tax Codel | Social Security Number R Required for MILT and

CIVL customers.
Enter customer’s social
security number. Use
format: XXX-XX-XXXX
The account group will
determine if thisfield is
required.

SHIPSand COMMS do
NOT require thisfield.
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. Company code data .
Click the “Company Code Data’ button to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto ® Company code data (Ctrl + F2) can be used.

=181

™ Create Customer: Compan: |
Customer Edit Goto  Extras  Enviromment  Swstem Help .

@ || e lecce2HMk anaa | PRE| @

[g} ‘f/’ Gereral data  Company code data Sales area data @ @

Custorner |INTERNHL [¥AMNA PISAPIE BARTLETT

Company code 1034 MR NAS JACKSOMYILLE

Account management | Fayrnent tranzactions | Correspondence

Accounting information

Fiecon. account I? Sort key I?

Reference data

Prewv.acct no. |

|Dv2 (1] (200) = [rmwrsapS [O%FR | 0955
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Account Management tab

Field Name Description R/O/C User Action and Values
When you post itemsto a R Enter the appropriate account.
subsidiary ledger, the
system automatically For all MWR/NFC Customers
posts the same data to the use:
generd ledger. 131005
Each subsidiary ledger has For VQ customers use:
one or more reconciliation 131002 for City Ledger
accounts in the general Ind Billing

Reconciliation | ledger. These 131003 for Fair Mkt

Account reconciliation accounts Billing
ensure that the balance of 133002 for City Ledger
GIL accounts is aways Group Billing
zero. This means that you or 133003 for Operation
can draw up balance Serv Contract
sheets at any time without
having to transfer totals
from the subledgers to the
genera ledger.

Sort Key Key for sorting according R Enter 000

to assignment numbers

Navigate to the Payment Transactions tab.

-9
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ik System  Help

-1 8|

COQ | CHE anaa AR ®

G3 ©7 Generaldata Compang code dats Sales areadata [ [B)
Custarer [INTERNAL 1vana PISARE BARTLETT
Company coda [183n  Mwr NaS JACKSDRVILLE
Account management  Fayment ranzactions | Conezpondence I
r Payment data
Terms of payment Iﬁ
rAutomatic papment transactions
Payment methods IE:— Payment block IF
|Dv2 (1] [200) = | mwrzaph [OVE | D957
Payment Transactions tab:

Field Name Description R/O/IC User Action and Values
Terms of Terms in which the customer R Enter COO3 Net due
Payment must pay the invoice Immediately is always used!

Procedure (check, bill of R Enter “C” for Check
Payment exchange or bank transfer
Methods abroad for example) by which
payments are made.
Block key used to block an R Enter “D” for Specid AR
open item or an account for block.
payment
transactions. This blocks an open item or
Payment ?rn a;:;(iynrt] for payment
Block ansactions.
If you need to prepare a
"Check" for a credit due the
customer, the payment block
should be removed.

Navigate to the Correspondence tab.
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g
& D0 eae DMK |anaa IR ®
"E‘ o Genew dats Corp 12 Gelesawadas O By
Cugdomes THTERHRL fakls FISAPIE BARTLETT
Compang cods 1834 'R &5 JACKSONVLLE
Aecoun! menagemernl | Faymantpareachios Cosspondsrcs I
Drunming data Tt
Dunn proceduse Ih_ Dunning block |_
[runn. eecapant Lee cuar poc:
Last durmed Dunnnglevel |_
Dunning deik |r_ Giouping ke [_ Coxri L
Capecsp ondemcs
Ak chalmment F?F
Lcke telro |
et lan | L
O’ inkmnel | =
L | ¥
D2 00 = Izt DR 08:57
Correspondence tab:

Field Name Description R/O/C User Action and Values
Dunning This field contains the key for R Enter “2000” for Military
Procedure the dunning procedure to be Customers (account group

used. MILT) only! 1f 2000is
entered, grouping key must
be 01.
Dunning Key which reflects the reason O Leave blank
block for a dunning block indicator
Dunn Leave Blank O Leave Blank
Recipient
Leg Dunn Leave Blank O Leave Blank
Proc
Last Dunned | System will populate this field O Leave Blank
as Dunning Procedures are
run.
Dunning System will populate this field O Leave Blank
L evel as dunning processes are run.
System will enter "0" if never
dunned, "1" if 1% level of
dunning has been completed,
etc.
Dunning Leave Blank O Leave Blank
Clerk

1-11
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Grouping Leave Blank O Leave Blank

K ey Must be“01” when dunning
procedur e = 2000 for active
military (MILT) customers.

Account Indicator for periodic account R Enter “2” for monthly

Statement statements account statements

Acct Clerk Enter accounting Clerk @) Enter data if appropriate

Tel telephone number

ClerksFax | Enter Accounting Clerks Fax O Enter data if appropriate

Number

Clerks Enter Accounting Clerks O Enter data if appropriate

I nter net emall aderS

Account Enter special note or details O Enter data if appropriate (e.g.

Memo regarding account extended payment plan or

similar)

Click the “Sales Area Data’ button

Sales area data

to view the sales area related information

groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,
Billing document, Partner functions. Alternatively, the menu path Goto ® Sales Area data
(Ctrl + F2) can be used.

= Creal =18 x|
[& ¥ onment  Syskem  Help E
@] Clecee2upananBE| @
” qﬁ "7 Generaldata Company code data  Sales area data @ @
Cugtamer IIHTERNHL [\aMA PISAPIE BARTLETT
Salez org. 16834 MAS Jackzonvile
Distr, chariel [o1 MR Distr Ch
Diiwigion !ﬁ Ciurnrmy
Orders I Shipping i Billing document I Partrer functions I
Sales order
Currency usp American Dollar
PP cust. proc. I_
Product attributes |
Pricing/Statizti
Cust.pric. proc. F
[Dv2 1) (200) = [mwrsaps [OVR | 0353
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Use the tab control to toggle between the Sales Area Data information groups. Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto ® Next
tab (F8) and Goto® Previoustab (F7) can be used.

Orders:
Field Name Description R/O/C User Action and
Values

Currency Currency R Defaults to USD
PP Cust Proc Not Used O Leave Blank
Customer pricing | Determineswhich R Enter “1” for
Procedure pricing procedure the Standard

system should apply

when you

create a sales document

for the customer.

Navigate to the Shipping tab.
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| ™ Create Customer: Sales

o ol i
Customer  Edit Goto  Extras  Environment  System  Help H
|G | 8o DMk anaa BE|@
|I ES “’% Generaldata  Company code data  Sales area data @ @
Customer IIHTERNHL IVaNA PISAPIE BARTLETT
Sales org. 1834 MAS Jacksonville
Distr. channel [o1 MR Distr. Ch.
Division 'H Dy
Orders  Shipping | Billing document I Partner functions
Shipping conditions l_ [ FRelevant for POD :]
Delivering site I
Partial deliveries
[ Complete delivery reqd by law
Partial delivery per item I_ Partial delivery allowed
tax. partial deliveries I;
[ Unlimited tal.
Underdel. tolerance
Owerdeliv. tolerance
1| | &

Shipping: No data needsto be entered on thistab!

[OV2 ({72000 = [ mwwrsaps [0V | 0959

Field Name Description R/OIC

User Action and Values

Order Combination | Indicates whether you R
are allowed to
combine orders during
delivery

processing.

Defaults “ Selected” .
DO NOT CHANGE!

M ax. Partial The maximum number R
Deliveries of partial deliveries
you can make
(including the

first delivery) to
satisfy the order
quantity for an item.

Defaults to “9”.
DO NOT CHANGE!

Navigate to the Billing Document tab.
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Create Customer: Sales area data

™ (Create Customer: Sales are == %]
Customer  Edit Gobo Extras  Enwitonment  Swstem Help n
| r s
el FB¢ceQDHR anaaFEA@
“ B 7 Gereraldsta Companycodedata Salesaeadstz fd B
Custarmner | INTERNAL [WANA PISAFIE EARTLETT
Sales arg. 1834 MAS Jacksonvile
Distr. charnel [o1 MR Distr Ch.
Divizion IE Durmmy

Orderz | Shipping  Biling document |Partner functions

Billing d
Invoicing dates |_
InvoicingListDiates I_
Delivery and pay t terms
Incoterms I_ I
Terms of payment F?_

[DVZ (1] (2000 | mwrsapS [OVR | 10:00

BILLING DOCUMENT: ONLY TERMSOF PAYMENT FIELD NEEDSTO BE
POPULATED ON THIS TAB!

Field Name Description R/O/C User Action and
Values
Terms of Payment Terms in which the R Enter CO03 always!
customer must pay
the invoice

Navigate to the Partner Functions tab.

The system will default with the customer’s Name for partner functions: Sold to; Bill to;
Ship to; Payer.

You do not have to enter any data on this tab!
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To save the customer master record, select Customer ® Save or select the '=! Save icon.
The system will display a message indicating the account number that was created and
the company code it was created in.

-0

STOP! This completes the procedure for Creating a Customer Master
Record Centrally.
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Z Change A Customer Master Record Centrally

LOGISTICS> RETAILING > MASTER DATA >EDIT CUSTOMER > BUSINESS
PARTNER > CUSTOMER > CHANGE > FULL

Transaction Code: XD02

WARNING: Do this procedure when a change needs to be made to the customer
master record.

If it is determined that the Account Group is incorrect, a new customer master record
MUST be created. The old (incorrect) customer master record should be marked for
deletion (as long as no open items are pending) and blocked for posting.

If open items exist, contact MWR HQ for assistance in transferring open items to the
new (correct) customer prior to marking for deletion/blocking.

Likewise if a customer's reconciliation account is determined to be incorrect, the
incorrect customer account must be marked for deletion and blocked for posting. A
new customer master record should be created!

A locally developed form can be created for the use in requesting changes to customer
master records or the Customer Master Request Form provided in the User Handbook
can be adopted.

On the screen title “Change Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page.
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Change Customer: Initial Screen
itial Scoeen ;lilﬁ

& || Cimcee DMk | snan mF|@
EE
CLsterer ﬂ! [IHTERHAL
Compsny code [ eiwR HaSJADHSOAILLE
Sales aiea
Sk cegrizaine) [ s ackeonle
Distitamn chenns f1 Wi Disk.Ch,
Diisian [o Dy
Al b e Cugnmel’s s3es @ass
o |ab| %] %
D2 (172000 |mmizapd OWR | 10:23
Field Name Description R/O/C JEE AVELER S
Values
The system will assign a R Enter customer
customer number when you number or use down
save the master data. arrow to search.
Customer CIVL = 60000 — 69999
COMM = 10000 — 19999
MILT  =30000 - 39999
SHIPS  =20000 — 29999
The company code ID R Enter company code
Company code must
Company code be entered to change
Accounting screens.
An organizationa unit R Enter Sales
responsible for the sale of Organization
certain products or services. Sales Organization
The responsibility of a sales mirrors company
Sales organization may include code
or ganization o '
g legal liability for products
and customer claims.
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Distribution
channel

The way in which products
or services reach the
customer. Typical examples
of distribution channels are
wholesale, retail, or direct
saes.

Enter 01

Division

A way of grouping
materials, products, or
services. The system uses
divisons to determine the
sales areas and the business
areas for a material,
product, or service.

Enter 01

Press i‘ to continue.

On the screen titled “ Change Customer: General Data”, change information in the fields as
specified in the table below.

Remember that the fields displayed will vary depending on the account group chosen

™ harge Lt ik Gotoesd it =l8] =
; P Frre b VL S el -]
g T Blece 2HE wsan IR @
B e Comparycnd data  Sak aa s (5 B
Eustome ELLE] s, AR BARTLETT
ddmis Il?mmld.ale |
B B Feies | b S
Hams
Titke | =
Hars [Pams, FisaFIE
I
Lanch nrms
Smarch ey 172 |PTSAFTE
Liread acdiass
Hoza no.zieet |I|.'I'-' | WAIN STREET
: — «
4 | d

I-19

L ) |20

meazaph MR | 103
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Use the tab control to toggle between the ” General Data’ information groups. Address
and Control data. Alternatively, the menu paths Goto ® Next tab (F8) and Goto ®

Previoustab (F7) can be used.

Address
Field Name Description R/O/C User Action and Values
Form of address Ol Rank or title used when
changing MILT account
Title groups
E1-E9
01-10
Name Customer name O Change customers last
name, first name and initial
Short name which is used @) Do not change search term
Search term to set up a match code for unless last name of
search criteria customer has changed
Street address O Change mailing address
Street information.
Do not enter PO Box here
City / Regional / | City / State/ Postal Code O | If changing city and region,
Postal code ensure you enter correct zip
code
Two digit country O Do not change
Country identifier Enter appropriate country
code
L anguage English Do not change
O Change customer’s
Telephone home phone number
Fax O Change customer’s fax
number
Navigate to the Control Data tab.
Control Data
Field Name Description R/OIC User Action and Values
Train Station R Must enter “."
Required for account
groups SHIPS and
COMMS.
Unit Using this field for UIC R | Required for account
| dentification number (Unit Identification groups SHIPS and
Code Code COMMS.
Tax Code 1 Social Security Number R Do not change unless

incorr ect!
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. Company code data .
Click the “*Company Code Data’ button to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto ® Company code data (Ctrl + F2) can be used.

| ™ Change Customer: Company code data =181 x|
C stnmerlEdit Goko  Extras Ensdronment  System  Help -

|& ] S H Qe DMK anaa DR @

" §Y 77 Generaldata Compang code dats Sales areadata [ [

Custorner |3 8178 [WaMa PISAPIE BARTLETT

Campany code 1834 MR NAS JACKSOMVILLE

Account management | Payment tranzactions | Corespondence

Accounting information

Recon. account |1 31885 Sort key |l3l]l] Allocation number

r Reference data

Frew.acct no. I

[OVZ {17 (200) = [mwrsaps [OVE [ 10:37
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Account Management:

Field Name Description R/O/C User Action and Values
Reconciliation | When you post itemsto a o
account subsidiary ledger, the
system automatically posts
the same data to the
general ledger. Each
subsidiary ledger has one
or more reconciliation
accounts in the general CANNOT BE CHANGED
ledger. These Changing of this field will
reconciliation accounts |mpact customer’'s A/R
ensure that the balance of items
G/L accounts is dways
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.
Sort Key Key for sorting according O Changing this field to
to assignment numbers another sort sequence will
impact A/R line item
sequence. DO NOT
CHANGE.
Payment Transactions:
Field Name Description R/O/C User Action and Values
Termsof Terms in which the O
Payment customer must pay the DO NOT CHANGE
invoice
Payment Procedure (check, bill of O
M ethods exchange or bank transfer
abroad for example) by DO NOT CHANGE
which payments are made.
Block key used to block an O DO NOT CHANGE

Payment Block

open item or an account for
payment transactions.

blocks an open item or an
account for payment
transactions
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Navigate to the Correspondence tab.

Correspondence:
Field Name Description R/O/C User Action and Values
This field contains the key O DO NOT CHANGE unless
Dunning for the dunning procedure military customer dunning
Procedure to be used. procedure does NOT
equal 2000!!
Key which reflects the O Leave blank
Dunning block | reason for a dunning block
indicator
Indicator for periodic O Change this field is you
account statements want customer to receive
statement in different period
(ie., weekly instead of
Account monthly)
Statement “2" = monthly account
statements
This field designates how
often customers will be
receiving statements

Sales area data

Click the “Sales Area Data’ button to view the sales area related information
groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,
Billing document, Partner functions. Alternatively, the menu path Goto ® Sales Area data
(Ctrl + F2) can be used.

Use the tab control to toggle between the Sales Area Data information groups. Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto ® Next
tab (F8) and Goto ® Previoustab (F7) can be used.
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ment  Swskem Help

e || IBceeDHp anaa IR @
“ [ 77 Generaldata Compary codedata Sales aea data & [
Customer [3B178  nvaNaPISAPE BARTLETT
Sales org. lm Ma%5 Jacksonville
Dist. channel [o1 MR Distr Ch.
Divizion IE Dummy
Orders | Shipping I Biling docurment I Partner functions
Sales order
Currency usp Amenican Dollar
PP cust. proc. l_
Praduct attibutes |
-Pricing/Statizti
Cust. pric. proc. F Standard
[DVZ ) 2000 [rmensaps [O%R | 1033
Orders:
Fidd Name Description R/O/C User Action and
Values
Currency Currency R DO NOT CHANGE
Determines which pricing R DO NOT CHANGE
Customer procedure the system should apply
pricing when you
Procedure create a sales document for the
customer.
Navigate to the Shipping tab.
Shipping:
. Description R/O/C User Action and
Field Name values
o Indicates whether you are allowed to R DO NOT CHANGE
rder combine orders during delivery
Combination or ing,
The maximum number of partial R DO NOT CHANGE
Max. Partial deliveries you can make (including
e the
Deliveries

first delivery) to satisfy the order
guantity for an item.
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Navigate to the Billing Document tab.

Billing Document:

Field Name Description R/O/IC User Action and Values
Terms in which the R DO NOT CHANGE
Terms of
Payment customer must pay the
invoice

Navigate to the Partner Functions tab:
The System will default with the customer’s partner functions: Sold to; Bill to; Ship to;

Payer.

Do not change any fields on thistab!

To save the customer master record, select Customer ® Save or select the Saveicon.

The changes you make to the customer master will only impact any transactions made after the

change.

0

STOP! This completes the procedure for Changing a Customer Master Record

Centrally.

25
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z Display a Customer Master Record Centrally

LOGISTICS>RETAILING >MASTER DATA >EDIT CUSTOMER > BUSINESS
PARTNER > CUSTOMER >DISPLAY > FULL

Transaction Code: XDO03

On the screen titled “Display Customer: Initial Screen”, display information in the fields as
specified in the table on the next page.

™ Display Customer: Initial Screen EET = 18l %
ustomer Edit Goto  Extras  Environment  System  Help .
el I WCoe DMK enan FR| 0
|
- pisplay Customer: Initial Screen | x|
Customer )| [30170 VA PISAPIE
Company code I MR MNAS JACKSOMYILLE
Sales area
S alez organization I MaS Jackzonville
Distibution channel [61  MwRDistch
Divizion IE Doy
All zales areas. . | Customer's zales areas...
¢|gs| 02| %]

[DVZ (1120017 [ mwrsapb [OWR [ 13:28
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Field Name Description R/OIC User Action and Values
The system will assign C Enter customer number or
a customer number use drop down to search.
when you save the
Customer master data. CIVL = 60000 - 69999
COMM = 10000 - 19999
MILT = 30000 - 39999
SHIPS = 20000 - 29999
OTHR = 50000 - 59999
The company code ID R Enter Company Code
Company code
An organizationa unit R Enter Sales Organization
responsible for the Sales Organization mirrors
sale of certain Company Code
products or services.
Sales The responsibility of a
or ganization sales organization may
include legal liability
for products and
customer claims.
The way in which R Enter 01
products or services
reach the customer.
Distribution Typical examples of
channel distribution channels
arewholesale, retail,
or direct sales.
A way of grouping R Enter 01
materials, products, or
services. The system
uses divisons to
Division determine the sales
areas and the business
areas for a material,
product, or service.
Press ﬂ to continue.
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On the screen titled “Display Customer: General Data’, display information in the fields as

specified in the table below.

Remember that the fields that are displayed will vary depending on the account group

chosen.
| W Display Customer: General data & x]
Custommer  Edit Gobo Extras  Enwiconment  System  Help -
| flEecea@ DM anaallRm| @
“ Iﬁ” ﬁﬁ General data Companp code data Sales area data 1_' @
Custorner [301780 [WANA FISAPIE BARTLETT
Addiess | Control data I
:_| 3 Preview | -|_'.| =
HName
Title |4 =]
Hame [N PISAPIE
|
Search terms e
Search term 1.2 |PIsAPIE
Street address
Houze no.fstreet I'ID? MAIM STREET
T T -
J w |
(B2 )00~ [mwsaps [OVE | 13.26
Address I nformation
Field Name Description R/O/C User Action and Values
Form of address R Rank or title used when creating
MILT
Title Customers.
E1-ES
01-010
Name Customer name R View customers last name, first
name and initial
Sf]ort name Wh'Ch is uwd R V|aN Cuﬁomer’ S |aSt name as a
Sear ch to set up a match code search term
term for search criteria
Street address R View proper mailing address
Street information. Do NOT display PO
Box here.
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City / City / State / Postal Code R View complete address information
Regional /
Postal code

Two digit country R Display US
Country identifier Display appropriate country code
Language | English R Should default to “English”
Tdlephone O Display customer’s home phone

number

Fax 0] Display customer’s fax number

Use the tab control to toggle between the "General Data” information groups: Address
and Control data. Alternatively, the menu paths Goto ® Next tab (F8) and Goto ®

Previoustab (F7) can be used.

NOTE: Customer name, address, search term, etc., will ALWAY Sbeentered in
ALL capital lettersusing NO punctuation. Punctuation must be excluded to central
mail facility processing requirements.

29
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Navigate to the Control Data tab.

Control Data

Field Name

Description

R/O/C

User Action and
Values

Train Station

Use thisfield for Train
Station

Required for account
groups SHIPS and
COMMS, enter “."

Unit
| dentification
Code

Use this field for UIC

number (Unit Identification

Code

Required for account
groups SHIPS and
COMMS, enter unit
identification code

Tax Code 1

Social Security Number

Display customer’s
social security
number. Format: xxx-
XX-XXXX

The account group
will determine if this
field is required.
SHIPS and COMMS
do NOT requirethis
fidd.

Thisfield must be
populated for MILT
or CIVL customers

Company code data

Click the “Company Code Data’ button
information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto ® Company code data (Ctrl + F2) can be used.
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Display Customer: Company code data

BE @
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Account Management:

Fidd Name Description R/O/C User Action and
Values
When you post items to a R Display the
subsidiary ledger, the system appropriate account
automatically posts the same For al MWR/NFC
data to the general ledger. Customers use:
Each subsidiary ledger has one 131005
or more reconciliation accounts
in the general ledger. These For VQ customers
reconciliation accounts ensure use:
that the balance of G/L accounts 131002 for City
is always zero. This means that Ledger Ind Billing
Reconciliation | YoU €@ draw_up bal ance sheets _
account at any time without having to 131003 for Fair Mkt
transfer totals from the Billing
subledgers to the general ledger.
133002 for City
Ledger Group Billing
133003 for Operation
Serv Contract
Sort Key Key for sorting according to R Display 000

assignment numbers
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Payment Transactions:

™ Display Customer: : ==l %]
s s Environment  System  Help -
& | eecQ DMK anaa BRI @
“ B 7 Genealdata Company code data Sales areadata (& (21
Custarnes |3 a7a [vaHA PISAPIE BARTLETT
Company code 1834 MwR NAS JACKSONYILLE

Account management  Papment branzactions | Correspondence I

Pay t data
{ Terms of payment Iﬁ
- Aut tic pay LE tions
Payment methods I[: Fayment block I-D- Special &/F block
|DW2 (1] [200) |mwrsap5 ,W| 1328
Fidd Name Description R/OIC User Action and
Values
Terms in which the R Display CO03 Net
Terms of . )
P customer must pay the due Immediately is
ayment o
invoice always used!
Procedure (check, bill of R Display “C” for
exchange or bank transfer Check

abroad for example) by
which payments are made.

Payment
Methods
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Payment Block

Block key used to block an
open item or an account for

payment

transactions.

Display “D” for
Specia AR block.

Blocks an open item
or an account for
payment transactions.
If you need to prepare
a"Check" for a credit
due the customer, the
payment block should
be removed!

™ Display Customer: Co

Display Customer: Company code data

C tornetlEdit Goko  Extras  Environment  Swskem  Help

=8|

@]

e DR anas IE|®

" B %7 Generaldata Company code dats Sales areadata (& )

Company code

Cuistomer I3 8178

10834

Account management | Payment tranzactions

[WaMa PISAPIE
MR NAS JACKSONYILLE

Corespondence

BARTLETT

Dunning data
Dunn. procedure
Dunn.recipient
Last dunned

Dunning clerk

zo00
| ol
|_|

Durning block
Leg.dunn.proc.
Dunning level

Grouping key

| »

Diunning areas.

Correspondence

Act.clk tel.no.
Clerk's fax

Clik's internet

<

Acct statement

r
—
[
&

7

| f
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Fidd Name Description R/OIC User Action and
Values
This field contains the key R Display “2000” for
Dunning for the dunning procedure Military Customers
Procedure to be used. (account group
MILT) only!
Key which reflects the 0] Leave blank
Dunning block | reason for a dunning block
indicator
Dunn Recipient | Leave Blank O Leave Blank
Leg Dunn PI’OC Lea/e Blmk O L%.Ve Blank
System will populate this 0] Leave Blank
Last Dunned field as Dunning
Procedures are run.
System will populate this 0] Leave Blank
field as dunning processes
arerun. System will
Dunning Level | display "0" if never
dunned, "1" if 1% level of
dunning has been
completed, etc.
Dunning Clerk Leave Blank O Leave Blank
Leave Blank O Leave Blank
. If dunning procedure
Grouping Key is* 2000” ggrloouping
key must be “01.”
Indicator for periodic R Display “2" for
account statements monthly account
Account sta_tements .
Statement Thisfield designates
how often customers
will receive
statements.
Display accounting Clerk O
Acct Clerk Tel telephone number
Display Accounting Clerks @]
Clerks Fax Fax Number
Display Accounting Clerks @]
ClerksInternet email address
Display special note or 0]

Account Memo

details regarding account

I - 35
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=55 dat . i i
SRR {0 view the sales area related information

Click the “Sales Area Data” button
groups (if you have displayed the Sales org, Distr channel and Division): Sales, Shipping,

Billing document, Partner functions. Alternatively, the menu path Goto ® Sales Area data
(Ctrl + F2) can be used.

isEamne ment  System  Help n
&l DJHece DR avnanRE| @
” Qf* % General data  Company code data  Sales area data @ @
Customer |3 8178 IWaMA PISARIE BARTLETT
Sales org. 1834 MAS Jacksonville
Distr. channel [a1 MR Distt.Ch
Divizion IE Dummy
Orders | Shipping I Biling docurment I Partrer functions
Sales order
Currency usp American Dollar
PP cust, proc. I_
Product attibutes |
Pricing/5tatistics
Cust. pric. proc., F Standard
[Dv2 (1) (2000~ | mwrsaps [INS | 12:33
Navigate to the Orders tab.
Orders:
Field Name Description R/O/C User Action and Values
Currency Currency R Defaults to USD
PP Cust Proc Not Used O Leave Blank
Determines which pricing R Display “1” for Standard
Customer procedure the system should
pricing apply when you create a
Procedure sales document for the

customer.

Use the tab control to toggle between the Sales Area Data information groups. Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto ® Next
tab (F8) and Goto ® Previoustab (F7) can be used.
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Navigate to the Shipping tab.

Shipping:

Field Name Description R/OIC User Action and Values
Order Indicates whether you are R Defaults “Selected”. DO
N allowed to combine orders NOT CHANGE.

Combination . : )
during delivery processing.
The maximum number of R Defaults to “9”. DO NOT
Max. Partial pa;l'[(lal .delllvsrl&zou can CHANGE.
Daliveries | Meke (induding the
first delivery) to satisfy the
order quantity for an item.
Navigate to the Billing Document tab.
Billing Document:
Field Name Description R/O/C LEE! AElEn @Te
Values
. . . |
Terms of Ie;rgfn |er; vr\r/]hl ;h thethe R Display C003 always!
Payment u Ust pay

invoice

Navigate to the Partner Functions tab.
Partner Functions:
The system will default with the customer’s Name for partner functions: Sold to; Bill

to; Ship to; Payer. Do NOT make any changes on thistab!

-0

STOP! This completes the procedure for Displaying A Customer

Master Record Centrally.
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z Display Changes to a Customer

LOGISTICS>RETAILING >MASTER DATA >EDIT CUSTOMER >BUSINESS
PARTNER >CUSTOMER >DISPLAY CHANGES > FULL

Transaction Code: XD04

On the screen titled “ Customer Account Changes: Initial Screen”, enter information in the fields
as specified in the table on the next page.

™ Customer Account Changes: Initial Screen == x|
Changes Edit Goto  Enwvironment  System  Help -
2N ClHlece CHE anaaEE| @

Cuztarner I A

Company code I

Diunning area I_

Sales organization I

Digtribution channel IE

Diivizion IH

Period of change
From change date
Tirne: m
Changed by

|

Field selection

[T Sensitive fids onlp
[T Comp.code-specific figlds anly

(D2 (17020007 [mwnsaps [ING | 1353
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Field Name Description R/OIC User Action and Values
Customer Unique number that Enter Customer Number or
identifies the select match code to search
customer. for specified customer
number with other key
values.
Company code Organizational unit Enter Company Code
within external
accounting.
Dunning area Sub-structure of the Not used

company code.

I - 39

Sales Organizational unit Sales Organization mirrors
Organization responsible for the company code.
sales of acertain
product.
Distribution The way in which the 01
channel product reach the
customer.
Division Group of products or sej 01
From change Display changes that Leave blank to display all char
date were only from this
date.
Time Display changes that
were only from this
time.
Changed by Name of the user who Leave blank to display
made the change. changes made by any person
Sensitive Flds Display changes that
Only are field sensitive
only.
Comp. Code- Display changes that
Specific Fields are company code
Only specific.
Seect | €

Version 3 — March 2001




Retail (MM)

On the screen titled “Customer Changes: Entries’, alist of changes to the customer account is
displayed :

~181 %)
feooabchenges Edit Gobo Settnr  Erndrormet. System. el .
|| ZIHec@ DHE (D000 DR

||ﬂi &l changes Erhi=x  Delsions  Field names:

|

Custoner BDOUDBRIEAFE IVAHA FISAPIE

Address texts (central addreess adnin.)

Addresses {central address admin.)

Conmunication data text (central address adnmdnistration)
Customer Master (Gompany Code)

Customer Master Fartner Functions

Custoner Master Sales Data

Customer master (dunning data)

Beneral Data in Costoner Master

Telephone numhers {(central addeess adndn.)

1 [+

DV 112000 = [meazacS (N5 | 1815
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Perform one of the following if applicable:

TO VIEW: DO THE FOLLOWING:

1. Sdect the desired fiad from the list.

2. Click on the Choose Icon (F2) % Thiswill display the
“Customer Changes. Overview” screen which shows the
selected field, change history date and the user who

changed it lagt.

Individual field changes

3. Select thefield and click on the Choose Icon (F2) again or double click
on the linefor further details.

4. The*“ Details’ dialog box appears with detailed change history related
to the selected field. Hit Enter to return to the previous screen.

5. Click the Green Arrow Back (F3) or select the Changed Fields
Icon (F9) to return to the “Customer Changes: Changed Fields”
screen.

Al changes
1. Click All Changes Icon (F6) -+ This will display the

“Customer Changes: Overview” screen.

&
2. Select thefield and click on the Choose Icon (F2) — or double click

All of the fields that were onthelinefor further details.

changed for the

customer account. 3. The" Details’ dialog box appearswith detailed change history related

to the selected field. Select Enter to return to the previous screen.

4. Select the Green Arrow Back (F3) or select the Changed Fields
Icon (F9) to return to the “Customer Changes: Changed Fields”

screen.
The fields which have Enri
. . rtres

been added to a Click the Entries Icon (F7)
customer that were not
originally used.
Any deletions of the Pl
customer master Click the Deletions Icon (F8)
information.

£ STOP! This completes the procedure for Displaying Customer Changes

Centrally.

specified in the table on the next page:
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Z Block/Unblock Customer

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
MASTER RECORDS > BLOCK/UNBLOCK

Transaction Code: FDO05
This screen is used to block/unblock a customer from further processing. Blocking

Customers is a means of ensuring no further invoices are entered against a customer with
outstanding debts.

Customer: Enter Customer Number

Company Code: Enter appropriate company code

Press Enter or click on .

The next screen to appear is Block/unblock Customer: Details Accounting.
Click whether the customer is to be blocked for all Company Codes or just this specific

Company Code. (Normally the customer will be blocked for all company codes, as his/her
customer number is unique at the client level).

=
Click on the SAVE Button =l

Press Enter or click on . You will get a message that the account ##### has been blocked
by your User Id.

Z Mark for Deletion (Customer)

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
MASTER RECORDS> MARK FOR DELETION

Transaction Code; FD06

Thisis to be used to mark a customer for deletion for the archiving program.

:”/ NOTE: The customer cannot be marked for deletion if there are any open or parked
items.

Customer: Enter Customer Number

Company Code: Enter appropriate company code

Press Enter or click on .
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The next screen to appear is Flag for deletion Customer: Details Accounting.

Only use the box titled ‘Deletion flags'. (The other box ‘ Deletion blocks' is used for more
sophisticated deletion where certain customer data may be left undeleted — there should not
be a use for thisat MWR/V Q).

Click on all areasif the Customer isto be deleted in all areas (Company Codes), click on the

specified Company Codeif it is only to be deleted in that Company Code. Normally at
MWR/VQ the customer will be deleted in al company codes.

[ ]
Click on the SAVE Button )
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Accounts Receivable Document Entry

Topics:

Invoices.
Generd Invoices
Returned Checks
Fast Entry Invoices

Other AR Documents:

Credit Memos

Write-offs

Sale of Assets

Down Payments (Customer Deposits)
Customer Deposits
Clearing Down Payments
Refund of Deposit to Customer

Down Payments (Unearned Income)

Posting Keys for AR

Posting key Description Debit/Credit Account type
01 Invoice Debit Customer
02 Reverse credit memo Debit Customer
03 Service charges Debit Customer
04 Other receivables Debit Customer
05 Refund issued Debit Customer
06 Payment difference Dehit Customer
07 Other clearing Debit Customer
08 Payment clearing Debit Customer
09 Specia G/L debit Dehit Customer
11 Credit memo Credit Customer
12 Reverse invoice Credit Customer
13 Reverse charges Credit Customer
14 Other payables Credit Customer
15 Payment receipt Credit Customer
16 Payment difference Credit Customer
17 Write-off/other clr Credit Customer
18 Payment clearing Credit Customer
19 Specia G/L credit Credit Customer
40 Debit entry G/L account G/L account
50 Credit entry G/L account G/L account
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Document Types and Document Number Ranges

Docurment Tune

AR
AF
AR
AR
BR
DA
DG
DP
DR
Dy
DZ
EA
IC
P
15
KA
KG
KP
KR
K7
RE
Sh
5B
sC
sD
SE
56
sl
5.
SR
W
£C
£F
£
N

I nvoices

g

Asset Posting
Depreciation Posting
Asset Posting

Asset Reversal

Bank Reconciliation
Customer Return Check
Customer Credit Memo
Customer Account Maint
Customer Invoice
Receivahle Write-Off
Customer Payment Receipt
Allocations

Mellon credit card
Payroll Interface

POS Interface

Yendor Document
VYendor Credit Memo
Yendor Account Maint
Yendor Invoice
Yendor Pyment Receip
Yendor PO Invoice
Genera JvW

Accrual M

Accrual Reversal

DAR Journal

HQ Genera Jv
Recurring Joumal
Inventory Accrual
Inventory Reversal
Standard Reversal
Goods Receipt

Check Payment

Cash Concentration
EFT Payinent

Payment Clearing

Humber Ranae

il
1
il
73
60
20
21
24
23
25
26
40
47
45
46
30
s
34
35
36
a1
10
11
12
13
14
15
16
17
10
Gl
a0
81
g2
a3

MWR and VQ have the following invoice requirements (this list is not all-inclusive):

MWR

- Dues (club, etc) — use membership number in document header Reference field
Private Parties — use contract number in document header Reference field
Marina berthing fees — use dip number in document header Reference field

Document:

Manua line text — free fill, to a maximum of 50 characters. Note — that an asterisk *
at the beginning of the text on the text will cause it to be printed on the statement, receipt
or invoice. Entry of aplus sign + will bring text in from a previous line item/screen

Allocation field — use a term(s) that may be used for clearing the open item when

payment is received
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Use document header Reference field as suggested above. If no document number
exists to reference the invoice, enter "NA" (for not applicable).

VO

Hotel guest — folio number in the document header Reference field
Master record:

Name, rank/rate, SSN

Unit assignment (address)

Home address, phone
Use account groups: COMM, CIVL, MILT, SHIP

;/Note: All transactions require a "Document Date" and a "Posting Date”". The
document date is the actual date of the document (ie, the date the transaction occurred). The
posting date will determine which accounting period the transaction will be posted to.

-
Invoices

Invoices are used to post a receivable balance to a customer account. Posting an invoice does
not automatically produce an invoice (or account statement) to send to the customer.
Account statements will be discussed later.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY > INVOICE

Transaction Code: F-22

The first screen that appears is Create Customer invoice: Header Data.

Field Description
Document Date: Date transaction occurred
Posting Date: Thisfield defaults to current date. Change the

posting date if the document should be posted
in adifferent fiscal period.

Document Type: DR = Customer Invoice (should default)

Company Code: Enter appropriate company code

Period: Enter current fiscal period

Reference: This is mandatory with document type DR.
Use as specified in paragraph 1 of this chapter,
| nvoices

Pst Key: 01 = (Debit Customer — Invoice)

Account: Customer Number.

Use the drop down arrow to aid in the search EI to find Customer Number.
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Press Enter or click on .

The next screen that appears is Enter Customer invoice: Add Customer item.

Amount:

Total amount of invoice

Payment Terms:

Defaults from Customer Master Record. You
can override the payment term here if you wish
a different payment term for this particular
invoice.

Text: Enter text that is to appear on the invoice.
Post Key: 50 = Credit Entry
Account: General ledger revenue account that relates to

the receivable. Use match code search EI to
find General Ledger Account.

Press Enter or click .

The next screen that appears is Enter Customer invoice: Add G/L account item.

Amount: The amount to be the revenue account on the
previous screen.  If thisisthelast item a* can
be used to enter the balance of the document.

Cost Center: Thisis the cost center to receive the revenue.

Order: Thisis completed if the revenueisto be
charged to an internal order instead of a cost
center.

Text: Where the text is identical to the previous item,

usea + to drag the text from the previous line
item / screen.

Press Enter or click .

Click on the Overview Button “*

Ensure entries are balanced (debits equal credits).
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For example:

* Enter Customer invoice: Display Overview
Document  Edit Goto  Exiras  Setfings  Ernwironment  Systern Help

& |l “lglece cHE DDLD BE @
&3

”@ Dizplay currency  Park document  Act azsgnmt model...  GAL item fast entry  Tares

Document date [83/83/2881  Type [or Company code  |1034
Posting date  [03/83/2001  Period [6~ Currency usD
Document number |INTERHAL Fiscal year i213l]1 Translation dte [83/83/2801
Reference 123145 Cross-CC no.

Doc.header text Trading part.Bn

Itemsz in document currency

PK BusA Acct usp Amount Tax amnt

861 a1 80A08AAA28 NAS JAX CLUB 450. 88

aa2 5@ 88087 81888 SUPPLIES 450, 88-

D 4508.088 C 458.00 8.88 = 2 Line items
Other line item

PstKy I_ 1|:cuunt| A Sp.B/L I_ Trans.typel Hew co.code I

Then post the document:

|
Menu Path:  Document - Post or Click on SAVE Button =l or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX’

E Returned checks

When a check is returned, the transaction is posted to Customer with the use of Special GL
indicator R

ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER >
DOCUMENT ENTRY > G/L ACCOUNT POSTING

Transaction Code: F-02

The first screen that appears is Enter G/L Account Posting: Header Data. The following
fields, which appear on the screen, require special mention:
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Document Date: Date transaction occurred. Recommend this be the
date the bank returned the check.
Posting Date: Thisfield defaults to current date. Change the

posting date if the document should be posted in a
different fiscal period.

Document Type: DA = Customer Returned Check

Company Code: Enter appropriate company code

Period: Enter appropriate fiscal period

Reference: Returned check date and check number (see Note
bel ow)

Doc Header Text: Bank name returned check was drawn on

Pst Key: 09 = (Special G/L Debit)

Account: Customer Number.

;/NOTE: In order for the returned check information to be printed on dunning notices,
the date of the check and check number should be entered in a specific way. For example, a
check dated July 13, 1999 with check number 123 should be entered "071399/123.

Use the drop down arrow to aid in the search EI to find Customer Number if necessary.

Sp. G/L: R (for returned check)

Press Enter or click on .

The next screen that appears is Enter Customer return check: Add Customer item.

Amount: Total amount of returned check
Due on: Same as document date

Post Key: 50 = Credit Entry

Account: Cash account

Press Enter or click .

The next screen that appears is Enter Customer returned check: Add G/L account item. The
following fields, which appear on the screen, require special mention:

Amount: The amount to be charged to the cash account on the previous
screen. If thisisthe last item, a* can be used to enter the
balance of the document.

Valuedate: Same as document date

o
Click on the Overview Button “*

Ensure entries are balanced (debits equal credits).
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Then post the document:

=
Menu path: DOCUMENT - POST OR CLICK ON SAVE BUTTON OR
PRESS F11 TO POST DOCUMENT.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

Fast Entry Invoices

Fast entry invoices are used to record invoices with multiple line items (the debit is to the
customer account, but there are several credit entries to various revenue accounts.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY >INVOICE

Transaction Code: F-22

The first screen that appears is Create Customer invoice: Header Data. The following fields,
which appear on the screen, require special mention:

Field Description
Document Date: Date transaction occurred.
Posting Date: Thisfield defaults to current date. Change the

posting date if the document should be posted
in a different fiscal period.

Document Type: DR = Customer Invoice

Company Code: Enter appropriate company code

Period: Enter current fiscal period

Reference: This is mandatory with document type DR.
Use as specified in paragraph 1 of this chapter,
“Invoices’

Pst Key: 01 = (Dehit Customer — Invoice)

Account: Customer Number.

Use the drop down arrow to in the search =] to find Customer Number, if necessary.
Press enter or click on .

The next screen that appears is Enter Customer invoice: Add G/L account items

Amount: Total amount of invoice
Payment Terms: Defaults from Customer Master Record. You
can override the payment term here if you wish
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adifferent payment term for this particular
invoice.

Text: Enter text that is to appear on the invoice
(account statement).

Click on G/L Item Fast Entry Button _of- item fast entry |

The next screen that appears is Enter Customer invoice: Add G/L account items. The
following fields, which appear on the screen, require special mention:

Pst Key: 50=CR

Account: Genera ledger account to receive revenue

Amount: Amount to be recorded against that account

Cost Center: Cost center to receive revenue

Order: Thisis completed if the revenue isto be
charged to an internal order instead of a cost
center.

Company Code: Enter appropriate company code

Continue until al line items have been entered

Click on the Overview Button \ﬁg
Ensure entries are balanced (debits equal credits).

Then post the document:

]
Menu Path:  Document - Post or Click on SAVE Button = or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”
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Other AR documents

Credit Memos

Credit memos are used to reduce a customer's amount owed (a credit is applied to the
customer's account reducing the total amount due) due to events occurring after the
receivable was set up (i.e., invoice amount was posted in error).

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >

DOCUMENT ENTRY > CREDIT MEMO

Transaction Code: F-27

The first screen that appears is Enter Customer Credit Memo: Header Data.

Field Description
Document Date: Date transaction occurred
Posting Date: Thisfield defaults to current date. Change the

posting date if the document should to be
posted in a different fiscal period.

Document Type:

DG = Customer Credit Memo

Company Code: Enter appropriate company code (or use match
code search E to find Company Code.)

Period: Current period

Pst Key: 11 = (Credit Memo — Credit Customer)

Account: Customer Number.

Use the drop down arrow to search |E| for the Customer Number.

Click on or Press Enter

The next screen that appears is Enter Customer credit memo: Add Customer item.

Amount: Total amount of credit memo

| nvoice Ref: The invoice that this credit memo relates to.
Text: Enter text that is to appear on the credit memo.
Post Key: 40 = Debit Entry

Account: General ledger revenue account that relates the

original invoice. Use match code to find
General Ledger Account
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Click or Press Enter

The next screen that appears is Enter Customer credit memo: Add G/L account item.

Amount: Total amount of invoice or *

Cost Center: Thisis the cost center to debit against the
revenue.

Text: *Credit for xxxxx or + to bring text from
previous line item.

)
Click on the Overview Button \&
Ensure entries are balanced (debits equal credits).

Then post the document:

E=
Menu Path:  Document = Post or Click on SAVE Button =l or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

Sale of Assets

Write-off of assets is covered in the Asset Management chapter of this Manual.

Down Payments (Customer Deposits)

A customer deposit may be required from a customer in certain situations, e.g., for rental of
equipment at an activity. This deposit may either be refunded to the customer after the entire
invoice has been settled, or it may be applied against the final billing.

A Customer Deposit will normally be handled through a direct General Ledger posting to
Account 203000. When processed thisway, it is strongly recommended that when the
document is posted, the alocation field be completed on the DAR using the payer's name.
Thiswill be the easiest way to identify the amount of funds recorded in 203000 to a specific
"customer”. While a customer master record may be set up at this point of the transaction
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(with subsequent transactions recorded through the Accounts Receivable module), it is less
time consuming to post the deposit directly to the 203000 account. In theory, thereis no
receivable at this time since the individual does not owe any money. A true receivable
should be created if, in fact, the "customer” does not pay what is owed at the time of the sale

of theitem or service.

If you wish to create a customer account at the time a deposit is received, a master record
must be created (see the beginning of this chapter for instructions).

The customer deposit will be handled in SAP by means of a Special G/L indicator “D” which
diverts payment of the deposit from the customer’s G/L reconciliation account to the

Deposits Payable reconciliation account, 203001.

The customer deposit (called a Down Payment in SAP) is posted as follows:

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY > DOWN PAYMENT > DOWN PAYMENT

Transaction Code: F-29

The first screen that appears is Post Customer Down Payment: Header Data.

Field Description
Document Date: Date Transaction occurred
Posting Date: Thisfield defaults to current date. Change the

posting date if the document should be posted
in adifferent fisca period.

Document Type:

DZ = Customer Payment

Company Code: Enter appropriate company code (Or use match
code search =1 to find Company Code.)
Reference: Optional — should be, for example, the contract

number or deposit receipt number.

In the block marked Customer:

Account:

Customer account number

Sp. G/L Ind.:

D for Customer Deposit

In the block marked Bank :

Account:

Bank account number

Amount:

Amount of deposit

Value date:

Enter the date that the deposit was made

Click or Press Enter
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The next screen that appears is Post Customer Down Payment: Add Customer item.

Amount: Total amount of invoice or *

Due on: Enter event (sale) date for which deposit was
made.

Text: Enter text that is to appear on the invoice
(account statement)

)
Click on the Overview Button \ﬁ
Ensure entries are balanced (debits equal credits).

Then post the document:

[ ]
Menu Path: Document = Post or Click on SAVE Button

document.

or press F11 to post

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

The result of this posting is:

Credit to Deposits Payable recon, 203001 and to the customer account.
Debit to Cash

To take this process to the logical conclusion, the following steps would normally then occur:

A customer invoice would be created for the whole expense that the customer incurred (at
time of sale). Follow the general invoice procedure detailed in the I nvoices section

Note that on the screen Enter Customer invoice: Add customer item, a warning message (for
example, USD 100.00- Security Deposit - to 203001 exists) will appear to show that on the
account, special G/L transactions exist which, if necessary, are to be cleared with the posting
you are currently entering.

The result of this posting is:

Credit total invoice amount to the revenue account (from the invoice)
Debit total invoice amount to the customer account (and GL recon account)

The next step could be handled in one of two ways:

Option 1. The deposit may be refunded to the customer after the entire invoice has been
settled (paid). Customer makes payment in full against the invoice amount (amount of sale).

Option 2. The deposit may be applied against the final billing. This option is discussed
in alater section.
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ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY >INCOMING PAYMENT

Transaction Code: F-28

The first screen that appears is Post Incoming Payments: Header Data.

Document Date:

Deposit date

Posting Date:

Thisfield defaults to current date. Change the
posting date if the document should be posted
in adifferent fisca period.

Document Type:

DZ = Customer payment

Company Code:

Enter appropriate company code

Reference:

Optional — should be for example the contract
number or deposit receipt number.

In the block marked Bank :

Account: G/L account number
Amount: Amount of payment
Value date: Enter the date that the deposit was made.

In the block marked Open item section:

Account:

Customer account number

Sp. GIL Ind.

D for Customer Deposit

Click on Process Open Items Button

Frocezs open items

* Post Incoming Payments: Process open |tems _l=ix
Cocument. Edit Goto Settings Brwironment  System Help 2
Qther dooument Shift+FS |c. ERoHE DOOO @A i
Post Cirl+5 S e
Exit =hift+F3 Wk |
Aecount e 3182 FIZZELLL, JOHH
Aefeierce Dn-cuntrtmm{ I'.‘n.J| Drocuament -dalti F‘c| Diays | USD Gioss Cashdiscrt! CanhDi 1
CUST 0132 |ZZ0D00O0EEZ DR 0271452 001 0117 186 06 B
12385 Z3000RREES DR U5 02 0 09 B h50, a0
K1 [+]
% E B & ? [lﬂl Bﬂ.ﬁm:\ml MEmpﬁ}Hel f_ﬂ Cunercy [ lens h Iteme: 1 Dise |] Dirn.
Edding stabtus
Humber ol |lems [z Fmd svemd [ 550. 80
Drizplay From ilam |'I e ed | S50 @8
Reasan cods I_ Differ=nce posing: I
Dieplay in cheing cureray Mk assioned [ [T
1| .

The next screen that appears is Post incoming payments. Process open items
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This screen will appear where the customer open item whose amount equals the total
incoming payment is to be selected to clear the invoice.

Depending on the user defaults that have been set up, select or de-select the relevant open
item(s) (invoice items) by double clicking on that line item, on the amount field.

P
,,/ NOTE: Sedlected amounts are colored blue and de-selected amounts are colored
black.

Check: The field Not assigned: should be 0.00
Then simulate the clearing by: Menu path: Document - Simulate
Ensure entries are balanced (debits equal credits).

Then post the document:

[ ]
Menu Path:  Document = Post or Click on SAVE Button _—
document.

or press F11 to post

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

The result of this posting is:

Credit =  baance of tota invoice amount to the customer account (and the GL
recon account 131005)
Debit =  balance of total invoice amount to the cash account

Before refunding the customer deposit to the customer, the down payment isfirst cleared.

m Clear Down Payment

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY > DOWN PAYMENT > CLEARING

Transaction Code: F-39

The first screen that appears is Clear Customer Down Payment: Header Data. The following
fields, which appear on the screen, require special mention:

Document Date: Date transaction occurred

Posting Date: Thisfield defaults to current date. Change the
posting date if the document should be posted
in a different fiscal period.

Document Type: DP = Customer account maintenance
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Company Code: Enter appropriate company code
Reference: Optional — should be, for example, the contract
number or down payment receipt number.

In the block marked Customer:

| Account: | Customer account number

In the block marked Relevant invoice:

| Invoice ref . | Ensure this field is blank

Click on Process down payments button.

The next screen that appears is Clear customer down payment: Choose down payments

™ Clear Customer Down Payment: Choose down payments
Document  Edit Goto  Settings  Enwircnment  Svstem Help

& THece|bme anon BE| @
L4

“ Dizplay currency

Account i3ﬂ182 Currency UsD

Down payments

Document Itm D Amount Available Transfer posting
v i26ﬂﬂﬂﬂﬂ125 ae1 U 25.80 25.88 I 25.80
[~ |2688808127 @81 U 30.08 30.00 |

This screen will appear where customer down payments are to be selected to clear against the
Customer Deposits.

Depending on the user defaults that have been set up, select or de-select the relevant open
item(s) (invoice items) by double clicking on that line item, on the amount field.

/ NOTE: Sdlected amounts are colored blue and de-selected amounts are colored
black.

Check: The field Total: should be equal to the amount of the down payment.
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Then simulate the clearing by: Menu path. Document - Simulate
Ensure entries are balanced (debits equal credits).

Then post the document:

|
Menu Path: Document = Post or Click on SAVE Button

document.

or press F11 to post

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

The result of this posting is:

Credit down payment to the AR recon account 131005
Debit down payment to the Deposits Payable recon account 203001

Then payment would be made of this deposit amount to the customer.

m Refund of Deposit Amount to a Customer

To be used to refund a customer deposit.

ACCOUNTING > FINANCIAL ACCOUNTING >ACCOUNTSPAYABLE >
DOCUMENT ENTRY > OTHER > OUTGOING PAYMENT > POST + PRINT
FORMS

Transaction Code: F-18

The first screen that appears is Post Outgoing Payment: Header Data. The following fields,
which appear on the screen, require special mention:

b
;’/NOT E: The following screen only appears the first time that a user uses this
transaction. When used subsequent times, the second screen (after clicking on the Enter
payments button) appears. To get back to this screen, (which may be necessary if anything
needs to be changed, e.g., which printer is to be used), click on the green arrow or press F3 to
get back into this screen.

In the block marked Payment method and form specifications:

Company code: Thisis the paying company code & must
always be 7900 (except for Navy Flying
Clubs)

Payment method: C for check

House bank: NBDIS

Check lot number: 0001
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In the block marked Processing type:

Calculate pmnt amnt:

Flag this (This will then allow payment amount
to be left blank on the following screenif it is
not known in advance).

In the block marked Printer:

Printer:

Check printer 1D — make sure that the correct
printer is chosen (including the base location),
otherwise the check may not print.

In the block marked Output Control:

Print immediately: (Flag this, otherwise the check will be placed in the spool queue and will

not print right away.)

Click on Enter payments button.

The next screen that appears is Payment with Printout: Header Data. The following fields,

which appear on the screen, require special mention:

Document Date:

Date of payment

Posting Date:

Thisfield defaults to current date. Change the
posting date if the document should be posted
in adifferent fiscal period.

Document Type:

ZC = Check payment (default)

Period: Current period

Company Code: Defaults from value entered in previous screen
Reference: Leave blank

Header text: Leave blank

In the block marked Bank posting details:

Amount:

Amount of check payment — in this case the
amount to be refunded. If open items are to be
selected, but the total amount is not known,
leave thisfield blank. If the total payment
amount is known, such as for payment on
account, enter the desired dollar amount.

Value date:

Current date

Text:

Enter some description if required

In the block marked Payee:

Customer:

If open items are to be selected, enter the
appropriate customer account number.

Company code:

Will be the company in which the customer
exists to whom the payment is owing, e.g.,
1019 —it will never be 7900
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Payment on account: Flag this checkbox if payment is not related to
an existing open item, but instead is smply a
payment on account. In text box, enter a
description that can be printed on the check.
To have the text print, simply prefix it with an

In the block marked Paid items:

Standard Ols: Activated (default). This indicates that the
standard open items are to be taken into
consideration during clearing.

Special GL indicator: Leave the field blank for when items with no
specia G/L indicator are to be cleared, for
example, invoices or credit memos.

In the block marked Additional selections

Accept the default value of ‘None'.

]
If a payment on account is being made, press the SAVE Button to post the payment
document. The check will automatically be printed to the printer specified on the first screen.

If open items are to be selected instead, for this payment, click on ‘ Process Open Items

Process open items
button i

Double click on the open items (payments) that relate to the refund

o
Click on the Overview Button “* .

Menu Path: Document = Simulate

Then post the document:

]
Menu Path: Document - Post or Click on SAVE Button or press F11 to post

document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

The result of this posting is:

Credit =  balance of total invoice amount to the Payables Checks account
Debit =  baance of total invoice amount to the customer account and GL recon account
131005
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At the same time, a check will be cut for payment to the customer for refund of the customer
deposit.

Option 2. The Down Payment (customer deposit) may be applied toward the final invoice
amount (total amount of sale).

On receipt of customer payment for the invoice balance (total sale less the previously paid
deposit), the down payment isfirst cleared and the payment accepted.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY > DOWN PAYMENT > CLEARING

Transaction Code: F-39

The first screen that appearsis Clear Customer Down Payment: Header Data. The following
fields, which appear on the screen, require special mention:

Document Date; Date transaction occurred

Posting Date: Thisfield defaults to current date. Change the
posting date if the document should be posted
in adifferent fiscal period.

Document Type: DP = Customer acct maintenance

code search =1 to find Company Code.)

Company Code: Enter appropriate company code (Or use match

Reference: Optional — should be for example the contract
number or deposit receipt number

In the block marked Customer:

| Account: | Enter Customer account number

In the block marked Relevant invoice:

| Invoice ref: | Ensure this field is blank

Click on the *Process down payments’ button.

The next screen that appears is Clear customer down payment: Choose down payments

This screen will appear where customer deposits are to be selected to clear against the
Deposits Payable recon account.

Depending on the user defaults that have been set up, select or de-select the relevant open
item(s) (invoice items) by double clicking on that line item, on the amount field.

P
;/N OTE: Sdected amounts are colored blue and de-sel ected amounts are colored black.
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Check: The field Total: should be equal to the amount of the customer deposit.
Then simulate the clearing by: Menu path: Document - Simulate
Ensure entries are balanced (debits equal credits).

Then post the document:

=
Menu Path: Document - Post or Click on SAVE Button = or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

The result of this posting is:
Credit deposit to the AR recon account 131005
Debit deposit to the Deposits Payable recon account 203001

The customer would then make a payment for the balance of the invoice. See Chapter 3,
Payment Receipts, for receiving payments.

Down Payments (Unearned Income)

A down payment may be required from a customer in certain situations, (e.g., payment in
advance for membership dues). This down payment is normally applied against the final
billing.

As with Customer Deposits, Down Payments (Unearned Income) will normally be handled
through a direct General Ledger posting to Account 251000. When processed thisway, it is
strongly recommended that when the document is posted, the allocation field be
completed on the DAR using the payer's name. Thiswill be the easiest way to match the
amount of funds recorded in 251000 to a specific "customer”. While a customer master
record may be set up at this point of the transaction (with subsequent transactions recorded
through the Accounts Receivable module), it is less time consuming to post the unearned
income directly to the 251000 account. In theory, there is no receivable at this time since the
individual does not owe us any money. A true receivable should be created if, in fact, the
"customer” does not pay what is owed at the time of the sale of the item or service.

The down payment will be handled in SAP by means of a Special G/L indicator “U” which

diverts payment of the deposit from the customer’s G/L reconciliation account (131005 or
133005), to the Unearned Income reconciliation account, 251001.
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,/ NOTE: TheVQ advance on room rentals would work exactly the same way except
that the Special G/L indicator used would be “ A” and the ‘ recon’ account would be 251002,
Unearned Income Guest Adv. Payments.

Please refer to the procedures discussed under the “Down Payments (Customer Deposits)
section. The procedures are identical with the following exceptions:

1. The Specia G/L indicator is“U” for Unearned Income or “A” for VQs for

advance room rental charges.
2. The affected GL account is 251001 vs 203001.
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Payment Receipts

Topics:

Post an Incoming Payment from a Customer
Partial Payments

Overpayments

Deposits without Clearing

Refund Payments

Manual Clearing Where Payments Differ from Receivable Amount

m Post an Incoming Payment from a Customer

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT ENTRY > INCOMING PAYMENT

Transaction Code: F-28

The first screen that appears is Post Incoming Payments: Header Data. The following fields,

which appear on the screen, require special mention:

Document Date:

Date transaction occurred

Posting Date:

This field defaults to current date. Change the
posting date if the document should be posted
in a different fiscal period.

Document Type:

DZ = Customer payment

Company Code: Enter appropriate company code (Or use the
drop down arrow search =1 to find Company
Code.)

Reference: Optional — should be for example the contract

number or deposit receipt number.

In the block marked Bank :

Account: Bank account number
Amount: Amount of payment
Value date: Enter the date that the deposit was made.

In the block marked Open item section:

Account:

Enter customer account number

Sp. GIL Ind.:

Leave blank unless the payment if for a
returned check (Use R), a Customer Deposit
(use D) or Unearned Income (use U).

Click on Process Open Items Button

65

Procesz open items
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® Post Incoming Payments: Process open items i ﬁli_x_
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The next screen that appears is Post incoming payments. Process open items.

The following screen will appear where customer open items whose amounts together equal
the total of the incoming payment are to be selected to clear the invoice.

Depending on the user defaults that have been set up, select or de-select the relevant open
item(s) (invoice items) by double clicking on that line item, on the amount field.

NOTE: Selected amounts are colored blue and de-selected amounts are colored

black.

Check: The field Not assigned: should be 0.00
Then simulate the clearing by: Menu path. Document - Simulate
Check entries are balanced for all lines.

Then post the document:

||
Menu Path: Document = Post or Click on SAVE Button

document.

or press F11 to post

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”
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The result of this posting is:

Credit
Debit

E Partial Payments

ACCOUNTING > FINANCIAL ACCOUNTI

balance of total invoice amount to the AR recon account 131005.
balance of total invoice amount to the cash account.

NG > ACCOUNTS RECEIVABLE >

DOCUMENT ENTRY >INCOMING PAYMENT

Transaction Code: F-28

The first screen that appears is Post Incoming Payments: Header Data. The following fields,

which appear on the screen, require special mention:

Document Date:

Date payment received

Posting Date:

Thisfield defaults to current date. Change
the posting date if the document should be
posted in a different fiscal period.

Document Type:

DZ = Customer payment

Company Code:

Enter appropriate company code

Refer ence;

Optional — should be, for example, the
invoice number.

In the block marked Bank :

Account: Bank account number
Amount: Amount of partial payment
Value date: Enter the date that the deposit will be made to

the bank.

In the block marked Open item section:

Account:

Customer account number

Account type:

D for customers.

Sp. G/L Ind.:

Leave blank unless the payment if for a
returned check (Use R), Customer Deposit
(use D) or Unearned Income (use U).

Click on Process Open Items Button

Froceszs open items

The next screen that appears is Post incoming payments: Process open items.
This screen will appear where customer open items whose amount equals the total incoming

payment is to be selected to clear the invoice.

Depending on the user defaults that have been set up, select or de-select the relevant open
item(s) (invoice items) by double clicking on that line item, on the amount field.

I - 67
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/ NOTE: Sdected amounts are colored blue and de-sal ected amounts are colored black.

In this case the partial payment amount is not going to be equal to the amount of the open
item.

NOTE: The Not Assigned amount is not zero. The amount entered, $100.00, does
not equal the open invoice amounts total of $550.00

The next step is: TAB to Partial Pmt

* Post Incoming Payments: Process open items -5

Cocument  Edit Goto Ssttings Ewironment  System Help
& ] CH @@ @ R 00D AR @
" b Distibute cif Charge off difl. 2@ Editing options

Stzecad  Paneipmt | Fasiteme | Witkbig e |
- _ .ﬂ.am._ﬂ:llzrm Inaz F'{EELIJ__JI:IHH _
Rfarapmms Diceumene r'u11|:| I:ch Diccumert cahe Pcl Dlaps et amount F‘a}rwtunuunll F":A:I.
CUST 3182 2300A0BA02 [IRI 2SS 20a1 a1 17 |'| oA oA 1no_na
12345 2IRRaRRANA bR B3 63208101 0 450. pa
A |
G [H El El & w E H.ﬂmu.w: ih GraesiiHe | i Cunency 5 dhems B leems | [ D [
- Bufibing #hatus
Hurnber of ileme IZ Amounl enleied 1@a. Be
Dizpley from tem F1 Azeigred 100. Be
Rieceon oo [rifferceca poehinge
Cumascy k13
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On the line that relates to the payment received invoice item, the payment amount field
equals the payment amount being receipted, $100.00
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Menu Path:

Then post the document:

Menu Path: Document = Post or Click on SAVE Button

document.

o

Document = Simulate OR sdlect “* to check balances.

]
or press F11 to post

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn

was posted in company code XXXX.”

Z Overpayments

FINANCIAL ACCOUNTING > ACCOUNTSRECEIVABLE > DOCUMENT ENTRY

>INCOMING PAYMENT

Transaction Code: F-28

The first screen that appears is Post Incoming Payments. Header Data.

Document Date:

Date payment received

Posting Date:

Thisfield defaults to current date. Change
the posting date if the document should be
posted in a different fiscal period.

Document Type:

DZ = Customer payment

Company Code:

Enter appropriate company code

Refer ence;

Optional — should be, for example, the
invoice number.

In the block marked Bank :

Account: Bank account number
Amount: Amount of payment
Value date: Enter the date that the deposit was made to

the bank.

In the block marked Open item section:

Account:

Customer account number

Account type:

D for customers.

Sp. GIL Ind.:

Leave blank unless the payment if for a

Version 3 — March 2001




Retail (MM)

returned check (Use R), Customer Deposit
(use D) or Unearned Income (use U).

. Froceszs open items
Click on Process Open Items Button g

The next screen that appears is Post incoming payments. Process open items
This screen will appear where customer open item whose amount equals the total incoming
payment is to be selected to clear the invoice.

Depending on the user defaults that have been set up, select or de-select the relevant open
item(s) (invoice items) by double clicking on that line item, on the amount field.

e

o

V7
black).

NOTE: Selected amounts are colored blue and de-sel ected amounts are colored

s

s

i NOTE: The Not Assigned amount is not zero. It shows that the amount entered
does not equal the invoice amount.

TAB to Partial Pmt

On the line that relates to the payment received invoice item, change the payment amount
field to the amount being receipted.

Press enter or click on .

A warning appears. W: Partial payment amount greater than net amount

Press Enter or click on .

When enter is pressed, the Not Assigned amount changes to 0.00.
Menu Path: DOCUMENT - SIMULATE
Check document bal ances.

Then post the document:

[ ]
Menu Path: DOCUMENT = POST OR click on the Save Icon

post the document.

OR press F11to
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Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

s

F)

7 Note: See Refund Payments sections to refund overpayments to customers.

Z Refund Payments

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS PAYABLE >
DOCUMENT ENTRY > OUTGOING PAYMENT > POST + PRINT FORMS

Transaction Code: F-18

The first screen that appears is Post Outgoing Payment: Header Data.

p

:f/ NOTE: The following screen only appears the first time that a user uses this
transaction. When used subsequent times, the second screen, after clicking on the Enter
payments button, appears. To get back to this screen, (which may be necessary if anything
needs to be changed, for example which printer is to be used), click on the green arrow or
press F3 to get back into this screen

In the block marked Payment method and form specifications:

Company code: This is the paying company code & must
always be 7900, except for Navy Flying
Clubs

Payment method: C for check

House bank: Select the house bank from possible entries

(currently NBDIS). Thiswill be the
appropriate disbursement house bank from
which any disbursement (EFT, check, etc)
may be made — for customers checks will be
used and not EFT

Check lot number: Enter appropriate check lot number for the
new check. Currently MWR has only asingle
check lot for regular system checks. 0001.

In the block marked Processing type:

Calculate payment amount: Flag this (This will then allow payment
amount to be left blank on the following
screen if it is not known in advance.)

In the block marked Printer:

Printer: Check printer ID — make sure that the correct
printer is chosen (including the base
location); otherwise, the check may not print.
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In the block marked Output :

Print immediately:

Flag this otherwise the check will be placed
in the spool queue.

Click onEnter payments button.

The next screen that appears is Payment with Printout: Header Data. The following fields,

which appear on the screen, require special mention:

Document Date:

Date of payment

Posting Date:

Thisfield defaults to current date. Change
the posting date if the document should be
posted in a different fiscal period

Document Type:

ZC = Check payment (default)

Period: Current period

Company Code: 7900 (defaults from value entered in previous
screen)

Reference: Leave blank

Header text: Leave blank

In the block marked Bank posting details:

Amount:

Amount of check payment —in this case the
amount to be refunded. If open items areto
be selected, but the total amount is not
known, leave this field blank. If the total
payment amount is known, such as for
payment on account, enter the desired dollar
amount.

Value date: Current date

Text: Enter adescription if required.

In the block marked Payee:

Customer: If open items are to be selected, enter the

appropriate customer account number

Company code:

Will be the company in which the customer
exists to whom the payment is owing e.g.,
1019 —it will never be 7900

Payment on account:

Flag this checkbox if payment is not related
to an existing open, item but instead is smply
a payment on account. In text box enter a
description that can be printed on the check.
To have the text print simply prefix it with an

*

In the block marked Paid items:

Standard Ol s;

Activated (default). This indicates that the
standard open items are to be taken into
consideration during clearing.
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Special GL indicator: Leave the field blank to clear items with no
specia G/L indicator for example invoices or
credit memos. Otherwise, enter applicable
Specid G/L/ indicator.

In the block marked Additional selections:

Accept the default value of ‘None'.

L]
If a payment on account is being made, press the SAVE Button to post the payment
document. The check will automatically be printed to the printer specified on the first screen.

If open items are to be selected instead, for this payment, click on Process Open Items Button

Froceszs open items

Double click on the open item that relates to the refund. If there is no invoice matched to the
invoice and payment, see Note for additiona information.

o
Click on the Overview Button “* .

Menu Path: DOCUMENT - SIMULATE

‘ Warning: If you have received a payment for $125.00 and have an invoice for
$100.00 and the Customer indicates that the payment amount does indeed belong
to the invoice, and that a refund of $25.00 is due and payable to the Customer, you
are required to double click on both the invoice amount and payment amount.

Document = Smulate
Check document balances.

Then post the document:

DOCUMENT -> POST or click on the Saveicon or press F11 to save the document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”
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E TO MANUALLY CLEAR OPEN ITEMS WHERE PAYMENT DIFFERS
FROM RECEIVABLE AMOUNT

This method is to be used when the payment received differs from the receivable that was
previously set up. Itisnot to be used when areceivable is to be written off as uncollectible
(see Write-offs) or if a credit memo should be issued to reduce a valid receivable (see Credit
Memos).

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSRECEIVABLE >
ACCOUNT > CLEAR

Transaction Code: F-32
1. Enter Customer Number, Clearing Date and Company Code
2. In Open Item Selection block, ensure the Special G/L indicator is entered if applicable.

3. In Additiona Selections block, click on the field you will use for clearing.

4. Click on “Process Open Items’ s :

5. Fill in field selected for clearing.

6. Click on “Process Open Items’ e iy

7. Select (double click) the items to be cleared.

8. Note the difference in the lower right corner. If a credit amount appears, the customer
account should be credited by debiting the revenue account and cost center originally
credited when receivable was set up. If adebit appears, the opposite entry will be
required. Note that a separate entry will not need to be made to the customer account.
The customer entry will automatically be made as a contra-entry to “ Charge off Diff”
entry.

9. Click on “Charge off Diff.”

10. Use posting key 40 if difference was a credit. Use posting key 50 is difference was a
debit.

11. Enter revenue account.

12. Hit | & | and enter amount (difference amount) and cost center.

Froceszs open items

13. Click on “Process Open Items”

=
14. Save =
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AR Document Maintenance
Topics:

Searching for Documents
Deleting Documents

Reversing Documents
Resetting Cleared Items

Z Searching for Documents

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT > DISPLAY

Transaction Code: FB03

Enter Document number, Company Code and Fiscal year.

™ Display Document: Initial Screen

Document  Edit Goto View System  Help
&l W cceCHE anaa T0|@

“ Lizt M Firzt item ﬁ Editing options

K.evz for Financial Accounting

Document number |26 aaaa6153

Company code 1834

Fizzal pear |2 a1

If you do not know the document number, double click on the list icon.

Select criteriafrom the * General selections' section of the opening screen.
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= Document List

Program Edit Goto System Help

& | CDcee DMK anan AR @
| B
{7
Campatiy code 16834 ta I L=+
Document number I to I o2
Fizcal pear I ta I o
General zelections
Diocument type I_ ta I_ o
Fosting date IBS,’ az/2em ﬂ ta I (=]
Entry date I to I 4]
Reference rumber to o2
Reference procedure [0s] [=H
Feference key ta o
Logical zystem I ta I o
Also display noted items
[" Display noted items
Search for own documents
[ Own documents only

Click on the Execute icon :

A listing of the documents is produced based on the selection criteria established for this
report.

™= Document List

List Edit Goto Systern Help

| &l|] ~IWmeEae CHE DDL0 BE @

EN

Document List 1
CoCd Doc. no. Year DT Doc.date Post.dte Curr. Reference no.

1634 23000800063 2061 DR 83763761 B83/03701 USD 12345
16834 2600088153 2881 DZ2 83783761 83/03701 USD

Y ou may double click on aline item to view the original document.
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Z Deleting documents

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT - PARKED DOCUMENTS - POST / DELETE

Transaction Code: FBVO

:/‘NOTE: Only parked documents can be deleted.

™= Post Parked Document: Initial Screen
Document  Goto Systern Help

|l Imeee|DMB|aY

[

Company code I1 834 i|
Document nurmber I
Fizcal year I2 am

Company Code: Appropriate company code
Document Number : Parked Document Number
Fiscal year: Appropriate Y ear

Press Enter or click on the green check mark icon.

Menu path: DOCUMENT - DELETE DOCUMENT
A warning message will appear. Click on the Y es Button.
Message appears at the bottom of the screen.

“ Parked document nnnnnnnnnn XXXX YYYY deleted” nnnnnnnnnn = document number
XXXX =company code YYYY = year

- 77 Version 3 — March 2001




Retail (MM)

E Reversing Documents

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT > REVERSE > INDIVIDUAL DOCUMENTS

Transaction Code: FB08

,-/ NOTE: Only open posted documents can be reversed.

™ Reverse Document: Header Data |

Document  BEdit Goto Systern Help
&l FiBcce DMl anan BE| @

“ e Dizplay before reversal Find du:n:um&ts

Docurment o, Il
Company code 1834
Fizcal vear 28

-Reverze posting details

Reverzal reazan

Paosting date

_I‘rl

FPosting period

-Check management specifications

Yaid reason code

.

Document Number: 2300000020

Company Code: XXXX

Fiscal Year: XXXX

Rever sal Reason: XX, use drop down arrow to select

Posting date: Thisfield defaults to current date. Change
the posting date if the document should be
posted in a different fiscal period

Posting Period: Posting period

[ ]
Click on the SAVE Butto.
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/ NOTE: It might be best to verify the document and check the line items before

. . Display bef .
reversing. Click on Button % Dislwholointc e , click on Arrow Back Button and

[ ]
then click on the SAVE Button —_.

Message appears at the bottom of the screen. “Document nnnnnnnnnnnn was posted in
Company Code XXXX.”

Z Resetting Cleared Items

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
DOCUMENT > RESET CLEARED ITEMS

Transaction Code: FBRA

Only cleared posted documents can be reset and cleared.

™ Reset Cleared Items

Clearing Edit Goto  System Help
&l “lBeceece DR anan BR @
3

“ Accountz  ltems  Accompanying corsp.

Cleanng document ’m

Comparny code 1834

Fizcal pear W
Clearing Document: (this must be the clearing document number)
Company Code: XXXX
Fiscal Year: XXXX

/ NOTE: You can click on the Items Button to view the invoice document and payment
document. Then, double click on either to view the line items of these documents — click on

3
the Overview Button “* . Click on the Green Back Arrow Button until you get back to
the first screen.

[ ]
Click on the SAVE Button )
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™ Reversal of clearing document X

Az well az rezetting cleared

iteme, it iz alzo pozzible to Rezetting and revers |

reverze the clearing document.

% Cancel |

Here you have a choice. If you click on the Only Resetting Button, you will reverse the
clearing of the two documents (invoice and payment), and they will fall back to being open
items again.

However, if you click on the Resetting and Revers Button, you will reverse the clearing of
the two documents (invoice and payment), but you will also reverse the payment document
completely.

For this situation we want to Reset and Revers.
Click on Resetting and Revers button

x|

Rewverzal raason Iﬁ
Posting date |h3,' 03/2861 ﬂ
Pasting period I_

«|x|

i

Enter the posting date and period, then select the green check or hit enter.

x]

0 oEmEE
al]
Press Enter or click on .

* Information x|

O oo 10000 i pesiad oy o]
1054

|

Press Enter or click on .
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Customer Maintenance
Topics:

Viewing Customer Line Items

Manual Clearing of Open Items

Manual Clearing of Open Items when Payment Differs from Open Item Amount
Dunning

Account Statements

Bulk Printing of Account Statements

Reports

Frequently Used AR Reports

zViewing Customer Line Iltems

ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
RECEIVABLE>ACCOUNT>DISPLAY LINE ITEMS

Transaction Code: FBL5

Enter customer number and company code. Ensure line item selections open, cleared and
specia G/L transactions are selected.

® Customer Line Item Disg
Fraagram  Edit o SysEm Help

& -lBeaa|DhREe avan BFE| D

B HEH
Eullhﬂl anlschan
Custanet sccound ] = | =
Canpany code A= I =
Soleotion waing ssamh holy
Snachieip D (]
Suschaning [
Comple: sazich Fap =
- Lie b st
Shabis
& Npenilens
Op=n al key dain LK P ]
T Claaed ks
|
Clearrg date K o
Open al ke dale
T Aliems
Pceting dets S | =]
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zManual Clearing of Open Items

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
ACCOUNT > CLEAR

Transaction Code: F-32

= Clear Customer: Header Data

Doomert BdiE Gobo Setbmgs Systern Halp

@ | A\ eca2HE anaa DR @
Procws: opan fanis

i3
Dol I? * Jeaing dale 03320 Penod |'£'_
Compary code 1824 Cumarcy [1A1]

~IMpan ke el

¥ Bomal T Special G/l nd

Addiinnal sedeckinns
(® Mo

= bzmpment

(" Ameuni

™ Docament nunber
(" Pusting dak:

" Refererce

[ Dacamenl lp=
") Business a=a

(" Posting kep

7 Docaamerd daks
T Pk o debm

I S

Enter customer number and company code. Enter R in the Specia G/L indicator if you are
clearing areturned check. Enter D in the Special G/L indicator if you are clearing a
Customer Deposit. Enter U in the Special G/L indicator if you are clearing Unearned Income

Froceszs open items

Click on
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Clear Customer: Process Open ltems

™ Clear Customer: Process open items _|=

Document  Edit Golo  Seftings  Erwironment  System Help
&l SHlececHE Do BE @

“ o Digtribute diff.  Charge off dif. 42 Editing options

Standard | Partial prat I Rez.itemns | WWithhldg tax I

Account tems 30182 PIZZELLL JOHN

Feference Diocument humb Dd Document date | Pa Days USD Grass Cash dizent | CashDi

CUST 38182 2300000002 DR 08271472001 8117 10668.88

12345 2300000003 DR/ 837683/200101)8 458.88

O] [

ﬂ Eil @ QE @ @Amounw £5 GrosscsMet | £ Curency | 1 ltems B ltems | I Disc | 0 Dk
5

Editing status

Amount entered a.88
Hzzigned LLa. 88

Difference postings

Mumnber of iterms

Dizplay from item

—I?H

Reason code

Digplay in clearing curency Mot agzigned L. o8-

Select (by double-clicking) the items you want to clear, or “select all” as indicated to clear all
open items. Selected items will appear in blue.

Selected items must equal 0.00 (at bottom right corner of screen). In this case, no payment
was entered, so items cannot be cleared.

If clearing is possible, save
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Manual Clearing of Open Items when Payment Differs from Open Item
Amount

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
ACCOUNT > CLEAR

Transaction Code: F-32

1. Enter Customer Number, Clearing Date and Company Code

2. In Open Item Selection block, ensure the Special G/L indicator is entered if applicable.

3. In Additional Selections block, click on the field to be used for clearing.

4. Click on “Process Open Items”.

5. Fill field to be used for clearing.

6. Click on “Process Open Items’.

7. Select (double click) the items to be cleared.

8. Note the difference in the lower right corner. If a credit amount appears, the customer
account should be credited by debiting the revenue account and cost center originally
credited when receivable was set up. |f a debit appears, the opposite entry will be
required. Note that a separate entry will not need to be made to the customer account.
The customer entry will automatically be made as a contra-entry to “Charge off Diff”
entry.

9. Click on “Charge off Diff.”

10. Use posting key 40 if difference was a credit. Use posting key 50 is difference was a
debit.

11. Enter revenue account.
12. Hit enter and enter amount (difference amount) and cost center.
13. Click on “Process Open Items’. Amount at lower right should equal —0-.

14. Save (Post).
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z Dunning

At MWR and the VQs, dunning will mainly be used to attempt debt retrieval on bad checks
(or bad debts - overdue receivables) for the active duty military, retirees and reservists. For
all other groups of customers, an ad hoc statement of the account (account statement) will be
produced as required.

The procedure followed by MWR for retrieval of bad checksis as follows:

Step 1. Phone call to customer on receipt of bad check — at this stage,
perform posting outlined in paragraph on Returned Checks above

Step 2: L etter to customer (+10 days)

Step 3: Letter to CO (+7 days)

Step 4. Legal letter to customer (® DD139) (+13 days)

Step 5: Issue DD139 (+10 days)

Step 6: Follow-up on DD139 (dispersing officer)  (+45 days)

Step 7: Write-off (after 6 months)

Steps 2-6 above will be handled by dunning levelsin SAP.

The levels of dunning for active duty military, retirees and reservists are as follows:

Leve 1. L etter to customer (+10 days after
receipt of bad check)

Level 2 Letter to CO (+7 days)

Level 3: Lega letter to customer (® DD139) (+13 days)

Level 4: Issue DD139 (+10 days)

Level 5: Follow-up on DD139 (dispersing officer)  (+45 days)

Reminder - In dunning letters, include reference to service chargein text of letter.
Amount posted to Accounting system is only the face value of the returned check.

s

o

i NOTE: Before starting, the customer must have Dunning procedure 2000 filled in on
the customer master record, as indicated below. Also, note that if the Grouping key is
entered as 01, then when dunning occurs, each open item that qualifies for dunning will be
processed on a separate dunning notice. If the Grouping key is left blank, all open items that
qualify for dunning will appear as separate line items on one dunning notice.
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™ Change Customer: Company code data - = >

Customer Edit Goto Exiras Enwironment Swstem  Help !
@ |l FBjeceCHR anan AA| @
5
qﬁ ”f// Generaldata Company code data - Sales area data @ BI
Customer 3p182 PIZZELLI, JOHW FREEHOLD:
Company code 1834 MR NAS JACKSONVILLE
Account management | Payment ransactions  Corespondence
Dunning data 2]
Dunn.procedure 20008 Dunning block. I_
Diunn.recipient A Leg. dunn.prac. I
Last dunned Diunning lewvel I—
Diunning clerk ,_ Grouping key IE Diunning areas. .
Correspondence
Acct statement E
Act.clk tel.no. |
Clerk's fax

Clrk's internet =
1 | »

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >

PERIODIC PROCESSING > DUNNING
Transaction Code: F150

Dunning: Scheduling

Dunning notices  Edit Goto  Extras  Erwironment  Systern Help

||| SimecceDHE anan BE| @

5
“ [ Indiv.dunnnotice 2 Dunn history

Fiun an I? ﬂ
|dentification I?

Statuz | Parameter | Free selection I Additional Log |

Status

Mo parameters maintained
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Run Date istoday’s date (must be manually entered in thisfield). Identificationis
User initials and number, (e.g. RUNOOL).

77
:/ NOTE: Whenever you schedule a dunning run, the "Run Date" and "Identification”
number must not be the same. Y ou may run several dunning runs on the same date but the
"ldentification” name must be different. Alternatively, the "ldentification” name may be the
same as long as the "Run Date" is different.

Click on the “Parameters” tab.

j,/
:/ NOTE: Maintaining Parameters. Parameters are limiting criteria that include the date
of issue, dunning period, company codes and customer account numbers.
Click on the ‘Parameter’ tab.

The following screen appears:

™ Dunning: Parameters

Dunning notices  Edit Goto Bxiras  Erwironment  System  Help
& || “IBe@@oMR anan AR

“ D Indiv. duni. notice ‘2 Dunn.histary

Run on Il]3fﬂ3f2l]l]1
Identification IDUHB2

Statuz  Parameter | Free zelection | Additional Log*

Dunning date a3se3/2001
Dacrnts posted up o azs28/2001

Company code

Compary code 1819 !| ta I E:)l

Account restrictions

Cuztorn. account I A o I A o
Wendor account I A o I A 52

Date of Issue: Today’s date

Documents posted up to: This date defines the period covered in the dunning run.
Company Codes: XXXX

Customersfrom: 1

Customersto: 99999999999
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j«’
:/ NOTE: The above example will run the dunning program for al customersin that
company code. To run adunning on a single customer, just enter the customer's account
number in the "Customers from" field. To run a dunning on a select series of customers,
enter the appropriate range of customer numbers.

Click on * Additional Log' tab. Enter the range as follows:

™ Dunning: Additional Log

Dunning notices  Edit Goto Extras  Erwironment  Svstem HeI

&l

ZlBlece DMk anaa BFE
i

“ D Indiv. dunn. natice ‘2 Cruni. histary

Run on

|dentific:ation

IBSIB3!2BB1
IDUNB2

Statuz Palameterl Free selection  Additional Log |

Click on the SAVE Button

Click on ‘ Status' tab.

Additional log
Custarn. account |1 A o |9999999999| 2| o
Yendar aceount A o I A o

7

:/ NOTE: The parameters mentioned in the example will alow for the dunning of all
open items (normal invoices and returned checks) that meet the time frames established for
the various dunning steps. If you wish to dun only returned check items, before you click on
the Additional Log tab, click on the Free Selection tab. Enter BSEG-UMSKZ in the Field
Name. Enter R inthefirst Vauesfield. Then click the Additional Log tab and enter

customer number(s) to be included in this dunning and save.
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The screen will now appear as follows:
Durning notices  BEdit Goto  Exiras  Environment  System  Help

&l Zimcoe DHE ananEE[c
“ QFj” iX} Schedule Dlndiv.dunn.nutice ‘gDunn.histDr_l,l

by

Run on [83/03/2001 ﬂ
|dentification IDUNE12

Status | Farameter | Free selection I Additional Log I

Status

[k Parameters were maintained

. {5 Schedule
Clickon .= button.

Verify correct date and time
Click in Start immediately field

Enter printer name. Click on the ‘Start Immediately’ field when you select the printer.

2 Schedule Selection and Print X|
i Job parameters
[ Start date lm
Start time Im
Start immediately v
T arg. computer l—
Printout
Dunnprint with echeduling ? C
OutputD evice IHQTﬂ
5 Scfledulel ® Eancell

Scheduls
Pressthe 6— icon.
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The following screen appears:

Dunning motices  Edit Goto  Extras  Enwironment  System He
@l SimcoaDnkavnaa@m/¢

“ § L[] Indiv.dunnnotice 22 Dunn histary %

Run o [o3/03/2001 4|
Identification IDUNEI2

Status | Farameter I Free zelection I Additional Log I

Status

[ Parameters were maintained
{8} Dun.selection scheduled for 03/03/01 &t 11:57:21
{8} Dun.selection is scheduled

Select Edit > Refresh or press Enter until Dunning Selection is scheduled.

The following screen then appears showing that the Dunning selection process is complete:

“Dunning

Cunning notices BEdit Goto  Extras  Erwironment  Systemn Help
|G | FImecoeDHE anaaBE @

Q} ,g? Change QDunning printoLt Q Sample printout D Indiv. dunn. niotice ‘EDunn.hiﬂnw gy Log i Do

Fun on [b3/0372001 #|
Identification IDUHBZ

Status | Fararmeter | Free zelection | Additional Log |

Status

|L Parameters were maintained
(D) Dun.selection scheduled for 030301 at11:57:21

B} Dun selection is complste

The next step is to schedule the dunning notice printout run.

. Q Drunning printaut
Click on the button that reads .
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Enter start date, flag Start immediately and enter printer name.

A screen appears stating that the Dunning printout has been scheduled.

Dunning notices  Edit Goto Extras  Enwironment  System Help

|& || W pgeecHE anan AE(@
4

|

l._|'_3|’ E. Sample prinkout D [ndiv. dunn. notice ‘2 Dunrhistory &y Log &2 Dunning list

Fun an |33ma;23m #
|dentification |DUN[12

Statuz I Farameter | Free selection I Additional Log |

Status
[E  Parameters were maintained
(5 Dun selection scheduled for 03/03/01  at 11:57:21
() Dun selection iz complete
L3 Dunprintout scheduled for 0320301 at 12:00:21
B Dun. prinkout iz scheduled

Select Edit > Refresh or press Enter until Dunning has finished.

The bottom line above on the screen will then state that Dun. Printout is complete

. . L
Select Extras>dunning run log or hit button B |

The following is a small extract from the log, showing that customer number XXXXX has
been dunned:

Account D XXXXX dunning notice/dun.area. Dunning area Default is being processed.
Account D XXXXX dunning notice/dun.level. Dunning level 1 is being processed.
Account D XXXXX uses dunning procedure XX XX

Account D XXXXX / dunning procedure X XXX has no interest calculation indicator
Dunning level D XXXXX is used for account 1

Document XXXX000001/XXXX/001: Dunning level 1, daysin arrears 164, status <.Dpi>
Account D XXXXX dunning data has been generated.

The customers who have been dunned may be viewed as follows:

. Dunning f .
Menu path: GOTO > DUNNING LIST or hit button R . The following screen

appears:
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®Dunning List Variant | X|

Program [RFHAHN21

“Wariant name I

x|

Press Enter or click on the green check to get adisplay of customers who have been
dunned in that run.

If you were to display the customer master record at this point (Menu Path: ACCOUNTS
RECEIVABLE > MASTER RECORD > DISPLAY), it will show the date of dunning and
the highest level to which the customer has been dunned.
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E Account Statements

Account Statements are weekly or monthly statements that may be printed for mailing to
customers with outstanding receivable balances. This method should be used for printing
account statements for individual customers. See next section for bulk printing of account
statements.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
ACCOUNT > CORRESPONDENCE > REQUEST

Transaction Code: FB12

The first screen that appears is Request Correspondence. Enter:

Company Code: Enter the one that relates to the Customer.
Press Enter or click on .

* Correspondence selection X|

Corr. |(Type of correspondence

EHPﬂﬁ Customer Account Statement

ZAPB7 [Customer Inuoice

ZAPB8 |Customer Account Open Item List

ZAPGR |Customer Account 5tmt (excl Ret. Checks)
ZAP7R [Customer Invoice (excl Ret. Checks)

| 8|00 5] |

Select ZAPO6 Customer Account Statement

Click on Enter Button| v |
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IEustu:umer Azcount Statement

Campany code 1834
Customer "
Wendor I
IPustings fram I?
IPustings to I?

j

Continue | Cancel

Company Code: defaults

Customer: customer number

Postings from: first day of current statement period
Postingsto: last day of current statement period

Click on the Continue

Button Continue

Click on Green Back Arrow Button .

ACCOUNT > CORRESPONDENCE > MAINTAIN

Transaction code F.64

User: User who created the initial request will default.

Click the Executeicon

™ Mainlain Correspondence Requests -

Program  Edit  Gobo Ewlum_l—ldp
@ sl eaa DMk seam O ®

g-ﬁ- =B
i ween s

Corerparaiercs

Corgary cock

A rand g

e e gz

Cogen nande

sl ey

Lt |HE_Fasrer

D ol e P

T cl eyl |en-an:ne

Frist

Cah jounad rundas

ETTTT

P Fedagg gdda3d
ol ololofololo|o]o]s] o

ug

Fasths aeborimes
" Eptmzvaltcat pard dale
" Estmsvath perd date

&
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A report will appear listing all statements that have been requested.

™ Maintain Correspondence Requests

List Edit Goto System Help

& |

B CEe DHE DDOLHD R @

EraBERRaS

Unit Test Client Correspondence Date 8378372081
Hillington Maintain Page 1
Corr. CoCd Acct/doc. User Date Time Print date

Sort Corr. CoCd AcTyp Acct Doc.no. Fis.¥r Date Time Print

Correspondence ZAPBG Company code 1834 Customer Account Statement

ZAP B6[10834 38182 Cust HQ_P657E?

Postings from

83/83/701 12:08:39
82/81/2881 Postings to

a2/28/28m1

Correspondence ZAP7R Company code 1834 Customer Invoice (excl Ret. Checks)

ZAP7R 1834 2680008153 20861 HQ_P65T7E7

83/83/81 11:42:87

Double click on the report you wish to print.

This will generate the account statement.
Click the Print Button.

z Bulk Printing of Account Statements

Bulk printing will run a series of account statementsin one batch vs for an individual

customer.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTSRECEIVABLE >
PERIODIC PROCESSING > PRINT CORRESPONDENCE > PERIODIC ACCOUNT

STATEMENTS

Transaction Code: F.27

Company Code: Enter appropriate company code
Account type: D
Account: Customer account number(s) (or 1- 99999 for

all accounts)

Indicator in master record:

1-for weekly statements, 2-for monthly
account statements or Q-for quarterly
statements

Key datesfor acct statement:

Dates to include transactions on the account
Statement

Correspondence -

ZAPO6

Logto Printer -

Y our default SAP printer id.
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Retail (MM)

™ Periodic Account Statements

Frogram Edit Golo System  Help

& ||

=@

CeQ CHE anan AR @

"_@Lfo@.@

General selections
Company code
Account tupe
Account
Indicator in master record
Fey dates for acct statement

Accounting clerks

I@
|_|1

IB2IB1!2BB1

I_
I_
|9999999999

IB2!28!2BB1

& -

Output control

Correzpondence

[ Individual request

IZHP13

Program control

Delete if finizhed since

s

Print control

Log to prinker

|[1q_45?_'| _comp? ﬂ

Click the Execute Button i

= Information

ﬂ {98 periodic account statements were requested;

v|@®|

Click the LI or press the enter key

™ Correspondence requests

Click Yes.

Version 3 — March 2001

38 correspondence
requests were
zelected

Would vou like o izzue the

request?

Mo |ﬁ

Cancel
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Accounts Receivable

Statements will now be sent to SAP spooal.

Menu path: SYSTEM > OWN SPOOL REQUEST
Select the spool request number.

Click on the Print Button

Printing should take place in a few minutes.

z Reports

Generdl instructions:

The following menu path will bring you to the report tree where you may select the reports
you need.

ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS RECEIVABLE >
PERIODIC PROCESSING - INFORMATION SYSTEM - F.99 REPORT
SELECTION> > MWR ACCOUNTSRECEIVABLE

Select the report you wish to run.

-® Application Tree Report Selection Customers
Modes Edit Goto  Utilities Settings System  Help

@ || |
&
” _E_‘%l - Setfocus G2 |H

= HMWR Accounts Receivable Report

B o LDHE DDLD BEA @

= Haster Data

—E Customer List
Flexible Customer List
—Display Changes to Customers

—E Other Analysis

Open Items - Customer Due Date Forecast

Customer Open Item Analysis (Owverdue Items Balance)
Customer Aging Report

Customer Returned Check Aging Report

Classic Customer Due Date Aging List

— G Customer Outstanding Returned Checks Listing

— 3= fAccount Balances & Line Items

G Customer Open Items Report (with customer address details)
Customer Line Items Report

Customer Cleared Items Report

= Customer Account Balances

Customer Account Balances

There will be several fields in which to ask for information (e.g., for which customer(s) to
run the report, for which company codes, etc). Select the fields on which you would like to
base your report.

Click on the Execute Button 5

Il - 97 Version 3 — March 2001



