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1. Accounts Payable 

1.1. Post Down payment request 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Document Entry  Down PaymentRequest 

Transaction code F-47 

 

  

Compulsory field: 

Document date: 
Posting Date: 
Document Type: KA 
Company Code:  
Reference: 
 
Vendor Code:  
Special GL indicator:  A-Oprn. Advance with ref to PO,  

B-Oprn. Advance without PO/SO 

Put Spl Gl Indicator 
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Click  

 

 

 

1.2. Post down payment to vendor 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Periodic Processing  Payments 

Transaction code F110 

 

Automatic Payment program will be used to post down payment to vendor. For Automatic Payment program 
follow section 1.8 . 
 
 

Put advance amount 

Put due date 

Enter Business Place & 
Section 

Enter Profit Center 

Put Purchase order for 
indicator A 
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1.3. Park Vendor FI Invoice in Parked mode with TDS 
deduction 

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Payable Document-> Parked DocumentsChange single screen 
transaction (Park or Edit Invoice) 

Transaction code FV60 

 

 

 

 

Put the following header details: 

 

 

Fill up the line items details as follows: 
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Put Invoice amount. This amount should match with total amount of all line items amount(Expenses Amount) 

 

CLICK ON PAYMENT TAB:   

 

 

 

 

 

 

 

 

 

Put expense G/L Put Amount Put Cost Center 

Put Amount 

Put HSN code 
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Fill in the following details: 

Base line date: 
Payment Terms 
 

 

 

Click on Withholding tax tab      
 
 
 
Select the applicable TDS from drop down menu 
 
 
Fill up the following details 
 
TDS Code  
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Put TDS  base amount if you want to modify the base amount on which tax amount is being 
calculated. 
 
If you do not want system to calculate the TDS   automatically then manually put TDS  base 
amount and amount. 
 
 

CLICK ON:          

 

 

 

Click to Park Document 
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Select Complete to park or save to post the document. 

 

Once document has been parked, sender cannot edit or delete it. 

 

1.4. Release Park Document 
 

SAP R/3 menu Sap SAP Business Workflow 

Transaction code SBWP 

 

 

 

CLICK ON Message then click Release or Reject. 

 

Click Complete to park 
document  
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 Once document has been parked, recipient cannot edit it. They can either accept or reject it. 

 
 
 
 
 
 
 
 

1.5. Post Expenses in foreign currency without Purchase 
Order  

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Document Entry  Invoice 

Transaction code FV60 
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If you want change rate defaulted by the system then  

Select Local Currency Tab: 

 

 

Put foreign currency 



 

12 
 

 

Sensitivity: Confidential (C2) 

 

 

 

GO TO DETAILS TAB IF NECESSARY AND PUT THE FOLLOWING: 

 

 

Put Exchange Rate 
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CLICK ON :    

 

 

 

 

CLICK ON :   

 

 

 

1.6. Vendor Credit Memo 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Document Entry  Invoice 

Transaction code FB65 
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CLICK ON :   

 

 

1.7. Payment to supplier in foreign currency. 
 



 

15 
 

 

Sensitivity: Confidential (C2) 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Periodic Processing  Payments 

Transaction code F110 

 

 

Automatic Payment program will be used to post Payment in foreign currency. For Automatic Payment 
program follow section 1.8 . 
 

1.8. Automatic Payment Program 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Periodic Processing  Payments  

Transaction code F110 

Note: Pre-requisites for Running APP 

• VENDOR MASTER update with Payment Method  

• Line Item is Due for Payment 

 

 

Every Payment Program run is identified by two fields 
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1. Run date 
2. Identification 

 

In the Parameters Tab , We have to define the following 

1. When will the payments be made - Posting Date  
2. What is to be paid  - Docs. Entered Up to 
3. Which company codes will be considered - Company Codes 
4. What payment methods will be used - Payment Methods 
5. Next Payment Date: If an item is already overdue on the date of the next payment run, or would lose 

cash discount, the system pays the item in this payment run. 
6. Vendor Account 
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In the Free Selection Tab , We Can select document Number 

 

2 
1 

3 
4 

5 

6 
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System displays log of processing based on this screen. Normally, we tick “Due Date Check”, Payment Method 
selection if not successful” and “Line items of the payment documents”. 

 Account Required – You can scope vendor/customer that need system to display log. 
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Save the Parameters Entered 
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After the Parameters are Entered we execute the Program by pressing the proposal button in Application 
Toolbar 

 

In the next dialog box , Check the "Start Immediately" and press Continue 

 

 

https://www.guru99.com/images/sap/2012/07/Autopay20.png
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Click on  to se updated status. 

A payment proposal is generated based on the parameters. 

 

 We can view the Proposal Log for possible errors by Pressing  the Proposal Log Button. Correct the error if any 
delete the proposal and rerun the proposal. 
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We can edit the proposal to block the some payments if we want, Press the Edit Proposal Button 

 

 In the next screen , the Proposal List of Vendors is generated who are to receive the Payments 

 

After edit the Proposal , and then run the payment run to release the payments. We can schedule the payment 
run by coming back to main screen pressing the Payment Run button 

 

 In the next Dialog box , Check "Start Immediately" to start the payment run instantly and Press continue 

 

We can check the status of the Payment run on the Status Tab 

Goto Edit-Payment-Display Log to get the Details of the Payment Each line Item and Vendor Wise. 
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We can see the Full Payment List on this Screen. 

1.9. Vendor Clearing 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Account  Clear 

Transaction code F-44 
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You can restrict selection with additional selection criteria 

CLICK ON :   

 

 

 

 

Select the line items to be cleared. Sum total of all line items selected should be zero.  

For deselect any item double click on amount, it will become in black color. 

Put Vendor Account 

Put Spl Gl Indicator 
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CHOOSE : 
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CLICK ON   

 

 

1.10. Bills of Exchange 

1.10.1. BOE payment for vendor 

 

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Bill of Exchange  Payment 

Transaction code F-40 
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Save the document. 

1.10.2. Outgoing Payment for BOE 

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Document Entry  Outgoing Payment  Post  

Transaction code F-53 
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1.11. Display Line Item 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts Payable 
 Account  FBL1N (Display/Change Line Item)  

Transaction code FBL1N 

  
 

Enter the details for which you want to run this report. 

1- Vendor number– This is the vendor for who you want to fetch the line items. You can also enter a range of 
vendors or select multiple vendors in here. 
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2- Company Code– Enter the company code that you want this report to be restricted to. 

3- Select the date range. In this example, I have chosen the option of Open items, but you can also enter cleared 
items and all items. 
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Once you hit execute, you will see all the Open items. 

The status of these invoices is Red. 

 

In the screen above, hit execute once you enter all the information. 

You will get all the open items, i.e., the invoices that have not been paid. 

The red icon shows that the invoices are still open. Once they are paid, they will change to green. 
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