
Knowledge Transfer ProgramKnowledge Transfer Program
Accounts Receivable Breakout Session 5



Agenda: What do we know as SMEs? 

We know how the AR Process works.
We know how to Create Customer Invoices.We know how to Create Customer Invoices.
We know how the IDT process works. (Live to Live & Live to 
Non-Live)
We know how to Generate Correspondence (customerWe know how to Generate Correspondence. (customer 
statements, IDTs and invoices)
We know how to Post Incoming Payments.
We know how to receive in Cash & Check Receipts. (Misc. 
Cash)
We know how to Reverse a Document.We know how to Reverse a Document.
We know how to Create a Deposits.
We know how to do a Customer Account Analysis by running 
Reports
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Reports.
We know how the Customer Master file will work. 



Accounts Receivable



Accounts Receivable, cont.

Transactional Data
AR D t TAR Document Types
– DA Customer Document
– DR Customer Invoice
– DG Customer Credit Memo
– DZ Customer Payment
– ZW ACH/Wire DepositsZW ACH/Wire Deposits 
– ZD General deposits (cash & checks)
– ZJ IDT Invoice Billing

ZK IDT C di M– ZK IDT Credit Memo
– ZF IDT Receipts
– ZN Deposit Reversals
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Accounts Receivable Overview, cont.

SCEIS uses several standard transactions to process to a 
specific document type.

T ti C d U D f lt t d tTransaction Code Use Defaults to document 
type:

FB70 – Enter Customer 
Invoice

Non-State accounts 
receivable invoices

DR (customer invoice)
Invoice receivable invoices

FV75 – Enter Customer 
Credit Memo

Credit memo for all 
customers

DG (customer credit 
memo) or ZK (State 
agencies)agencies)

F-04 – Post with 
Clearing

Create and post deposits Blank – Must use ZD or 
ZW

FBL5N – Customer 
Line Item Display

To view customer account 
line items – open, cleared or 
both

NA
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FD10N – Customer 
Balance Display

To view customer account 
balances

NA



Accounts Receivable Overview, cont.

SCEIS uses several “Z” (customized) transactions to 
default to a specific document type.

C t t ti S f D f lt t d tCustom transaction Screen copy of: Defaults to document 
type:

ZAR_REV
R i t t f

F-28 (post incoming 
payment)

DZ (customer payment)
Receipt payments from 
customers (AR)

payment)

ZREV
Receipt of miscellaneous 

FB50 (post G/L document) SK (cash documents)

payments

ZARIDT
Live agency billing 
Live agency

FB70 (enter customer 
invoice)

ZJ (IDT invoice billing)

Live agency

ZIDTREC
Live agency receipting 
payment from Live agency

F-28 (post incoming 
payment)

ZF (IDT receipts)
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ZIDTPAY
Live agency billing 
Non-live agency

FV50 (park G/L document) ZF (IDT receipts)



Accounts Receivable, cont.

Transactional Data
Posting Keys

Debit Credit

*General Ledger                  40 50
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Customer Invoices



Question???

What Transaction do you use to create a 
Customer Invoice?
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Enter Customer Invoice FB70

Create a customer invoice using transaction FB70 when you 
want to bill a non state agency for the cost of good and services 
renderedrendered. 
All SAP documents have two components:
– Document header
– Line item

The document type, found in the document header, identifies the 
t f b i t titype of business transaction.

All customers have a payment term of 0001 – Pay immediately.

System generated Document number is displayed after posting.
Notes tab - Free form that will print on Correspondence type 
Z007.
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Enter Customer Invoice FB70

Required Header Fields:
•Customer
•Invoice Date
•Posting Date
•Document Type
•Amount
•Reference

Required Fields:
•G/L Account
•Amount•Amount
•Cost Center
•Functional Area
•Fund
•Grant 
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•Grant 



Question??

What transaction do you use to invoice an 
agency that is also Live on SAP (IDT) ?agency that is also Live on SAP (IDT) ?
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IDT Live to Live – Invoice Process

Record invoice for live to live State agency with 
ZARIDTZARIDT
– MUST USE “*” in reference field, this will default to the 

SAP doc number used for trackingSAP doc number, used for tracking
NO IDT form necessary.
Send Invoice document to live agencySend Invoice document to live agency
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Enter Customer Invoice – ZARIDT 
Live to Live

Required Header Fields:
•Customer
•Invoice Date
•Posting Date•Posting Date
•Document Type
•Amount
•Reference

Required Fields:
•G/L Account
•Amount
•Cost Center
•Functional Area
•Fund
•Grant 
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Question??

What transaction do you use to invoice an 
agency that is non-live on SAP?
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IDT Live to Non-Live Process

Use ZIDTPAY to invoice a non-live State Agency
- MUST USE “*” in reference field, this will default to the 
SAP document number, used for tracking
Print IDT (Correspondence type Z0005)Print IDT (Correspondence type - Z0005)

- SAP document number will be reported in Multi Purpose 
Code field of IDT 

Attach printed IDT to billing doc for non-live 
agency and mail to non-live agencyg y g y
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Enter Customer Invoice-ZIDTPAY 
Live to Non Live

Required Header Fields:
•Document Date
•Reference

Required Fields:

•Doc. Header Text (Optional)

q
•G/L Account to be credited
•Amount
•Cost Center
•Functional Area
•Fund
•Grant 
•G/L Cash on Deposit 
account 1000040000 to be 
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debited 
•Amount



Reminder:

You can print Invoices & IDTs.

18



Request correspondence – FB12

SAP allows you 
t tto request a 
correspondence 
such as:such as:
– AR Invoices

Account– Account 
statements

– IDT invoice for– IDT invoice for 
billing
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Maintain Correspondence F.64

Required Fields:
•Correspondence
•Company Code•Company Code
•Account Type
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Maintain Correspondence, cont.

Double-click to print.

Double-click view print 
preview.
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Maintain Correspondence, cont.

You canYou can 
now click  

your Printer 
Icon to Print 
the invoice.
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Question??

Which Transaction do you use to receive in 
a Customer Payment?
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Post Incoming Payment – ZAR_REV
The incoming payment transaction assigns incoming payment 
documents to a customer and clears open items from the customer 
accounts.

Required Fields:
•Document date
•Reference (Original Inv. No.)
Account (Undeposited cash)
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•Account (Undeposited cash)
•Amount
•Account (open item)



Post Incoming Payment, cont.

Yay!Yay!  
You  balance
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Question??

Which Transaction do you use to Receive in 
Miscellaneous Cash?
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Cash and Check Receipts - ZREV

Post document – DO NOT PARK
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R D tReverse a Document



Reverse Document FB08

If you created an invoice by mistake you can 
th d t b i FB08reverse the document by using FB08.  
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C t D it (C h/Ch k/Wi )Create a Deposit (Cash/Check/Wire)



Creating a Deposit

STO green deposit form is NO longer required
Scan deposit slip, ensure it’s legiblep p, g
Retrieve scanned slip from SAP Business Workplace 
inbox
Deposit transaction (F-04) launched automatically from 
Business Workplace
Remember Document date MUST equal validated bankRemember Document date MUST equal validated bank 
deposit date
STO Bank Account Codes are required in reference 
field

• E.g., Wachovia 03100011 or please see your 
agency’s STO Green Form
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agency s STO Green Form



Retrieve Images from SAP Business 
Workflow Inbox

Double-click an item to 
work the document

After paper documents are scanned they are launched 
into workflow and appear in users’ Business Workflow 
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Inbox.



Retrieve Images from SAP Business 
Workflow Inbox, cont.,

1. The scanned document 
image appears

2. A execution box appears.
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pp
Click on the execute check 

mark.



Post with Clearing F-04, cont.

Required Fields:q
•Document Date
•Doc Type (ZD or ZW)
•Reference – bank 

bnumber

Select

Required Fields:
•Posting Key = 40
Acco nt  1000030000•Account = 1000030000
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Post with Clearing F-04, cont.
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Post with Clearing F-04, cont.
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Post with Clearing F-04, cont.
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Post with Clearing F-04, cont.

WooHoo
You balance!!
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R tReports



Key Terms and Concepts

Drill-down
– A tool for evaluating the data of an application according 

to its characteristics. 
– Using a hierarchy structure users can view details of– Using a hierarchy structure, users can view details of 

information without having to create new work 
environments.
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Customer Account Line Item Display 
- FBL5N 

This transaction allows the user to view customer 
line items in various waysline items in various ways.
Items you may view are:
– Open itemsOpen items
– Cleared items
– All customer line items

Customer account balance display also has drill-
down capabilities that allow the user to see 
account details.
“Unblock customer for payment” may also be 
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accessed through this transaction.



Customer Account Line Item Display
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Customer Account Line Item Display
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Customer Account Balance Display -
FD10N

Customer account balance display is used:
T i l ti t b l b i d– To view cumulative account balances by period.

– View transactions at a high level with drill-down 
capabilities to view details.capabilities to view details.

Required fields for this transaction:
– CustomerCustomer
– Company Code (SC01)
– Fiscal Year
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Customer Account Balance Display 
cont.
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Customer Account Balance Display 
cont.
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C t M tCustomer Master



Customer Master File

It will work much like today’s AP Vendor Master 
FileFile
There will be portal that you will logon into
You will enter the Customer Information - NameYou will enter the Customer Information Name, 
Address, etc.
SCEIS AR team will approve/disapproveSCEIS AR team will approve/disapprove
Email will be sent for notification
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Any Questions?
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