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1. Accounts Receivable 

1.1. Post Down payment request 
 

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

Transaction code F-37 

 

  

Compulsory field: 

Document date: 
Posting Date: 
Document Type: DZ 
Company Code:  
Reference: 
 
Customer Code:   
Final Special GL indicator: 
 

Put Spl Gl Indictor 
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Click  

 

 

 

1.2. Post down payment from Customer 
 

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

Transaction code F-29 

Put advance amount 

Put due date 
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Compulsory Field: 

Document date: 
Posting date: 
Document type : KZ 
Vendor Code: 
Special GL Indicator 
Amount: 
 

Click    
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Select the open down payment request created earlier. 
 

 

Click     
 
 

 
 
 
 

Click    
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1.3. Post Customer FI Invoice in Parked mode  
 

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

Transaction code FV70 

 

 

 

 

Put the following header details: 

 

 

Fill up the line items details as follows: 

 

Put Invoice amount. This amount should match with total amount of all line items amount(Expenses Amount) 

 



 

9 
 

 

Sensitivity: Confidential (C2) 

CLICK ON PAYMENT TAB:   

 

 

 

 

 

 

 

 

 

 

 

 

Fill in the following details: 

Base line date: 
Payment Terms 
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CLICK ON:          

 

 

 

 

Select Complete to park or save to post the document. 

`  

 

1.4. Release Park Document 
 

SAP R/3 menu Sap SAP Business Workflow 

Transaction code SBWP 
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CLICK ON Message then click Release or Reject. 
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1.5. Post Revenue in foreign currency without Purchase 
Order  

 

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

Transaction code FB70 

 

  

 

 

 

If you want change rate defaulted by the system then  

Select Local Currency Tab: 

Put foreign currency 



 

13 
 

 

Sensitivity: Confidential (C2) 

 

 

 

 

Put Exchange Rate 
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GO TO DETAILS TAB IF NECESSARY AND PUT THE FOLLOWING: 

 

 

 
    

 

CLICK ON :    
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CLICK ON :   

 

 

 

1.6. Post Credit Memo 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Receivable  Document Entry  Credit Memo 

Transaction code FB75 
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CLICK ON :   
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1.7. Payment from Customer in foreign currency. 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Receivable  Document Entry  Incoming Payment 

Transaction code F-28 

 

 

 

CLICK ON :  

 

 

Put foreign currency 

Put Bank Account 

Put Amount 

Put Customer 
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Select the open item/items to be paid . Double click on other line amount to deselect, it will become in black 
color. 

 

CHOOSE:   
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Entries in local currency 
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CLICK ON  :   

 

 

 

1.8. Dunning 
 

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

Transaction code F150 

 

Press to see Amount in 
Local Currency 
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Every Dunning run is identified by two fields 

1. Run date 
2. Identification 

 

In the Parameters Tab 

1. Enter the Dunning Date 
2. Enter the Date upto which the documents for dunning are to be considered 
3. Enter the Company Code for dunning 
4. Enter customers and vendors to be dunned 
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In the Free Selection Tab , We Can select document Number 

 

2 

1 

3 

4 
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System displays log of processing based on this screen. 

 Account Required – You can scope vendor/customer that need system to display log. 

 

Save the Parameters Entered 
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Schedule the Dunning run by pressing the Schedule button  

In the next screen select the printer to print the dunning notices generated

 

 In the next screen schedule the time of dunning run 



 

25 
 

 

Sensitivity: Confidential (C2) 

 

 

 

Click on  to change dunning proposal. 
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Dunning block can be applied on whole customer or on the individual invoice. 

 

Select Dunning Reason for dunning block. 



 

27 
 

 

Sensitivity: Confidential (C2) 

 

Press  for dunning form. 

In the next screen select the printer to print the dunning notices printed.

 

 In the next screen schedule the time of dunning print 
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From SAP Easy Access go to menu System- Services-Output control 
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Execute to see the list of prints for user. 

 

Click on type to see the preview 
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Select the Spool NO and go to menu spool request-forward-export as pdf to save spool to pdf 

 

Give name and place to save 
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1.9. Customer Clearing 
 

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

Transaction code F-32 
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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 Customer Account 

Put Spl Gl Indicator 
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CHOOSE : 
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CLICK ON   

 

 

 

1.10. Interest Calculation 
 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Receivable  Periodic Processing  Interest Calculation Item 
interest Calculation Item interest Calculation 

Transaction code FINT 
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1. Enter the Customer  
2. Company Code 
3. Interest Indicator 
4. Interest calculation To 
5. Test Run 
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 Status shows Interest Can be posted/Printed. 

Remove the Test Run from the selection screen and run again. 

 

 

Below is the customer ledger before interest calculation. 
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Below is the customer ledger after interest calculation. 

 

 

1.11. Bills of Exchange 

1.11.1. Bills of Exchange Payment 

 

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

Transaction code F-36 
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1.11.2. Discounting 

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Receivable  Bill of Exchange  Discounting 

Transaction code F-33 
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1.11.3. Reverse 

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Receivable  Bill of Exchange  Reverse 

Transaction code F-20 
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1.11.4. Display Line Item  

 

SAP R/3 menu Sap Menu  Accounting  Financial Accounting  Accounts 
Receivable  Accounts Display/Change Line Item Customer 

Transaction code FBL5N 
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Assign the Customer Number, Company Code and Select the Line Item Selection : 
Open Item- for all uncleared Items 
Cleared Item- for all Cleared Items 
All Items- For viewing all Cleared and Open Items 
 
Now Execute(F8) 
 

 
 
We Can see that all the Line Item are Red in Colour as all are Open / Uncleared  
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Same Transaction if we hit by selecting Cleared Item we can see that all line item will be displayed as Green. 
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