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1. Start the transaction using the menu path or transaction code.

SAP Easy Access

Edit Favorites Extras

SAP Easy Access

OIS oo NI NG o N o [ o T

b [J Document Entry
b (3 Document
b [J Account
= & Master Records:

) FKOZ - Change
&2 FK03 - Display
£ FK0S - Block/Unblock
£ FK0G - Set Deletion Indicator
P (13 confirmation of Change

2 FK04 - Display Changes

b (J compare
b (3 Bank
P (3 Maintain Centrally
b [ Periodic Processing
b (J Reporting

b (] Withholding Tax

b (3 Information System
b (3 Environment
b [CJBanks.

b. (] Fixed Assels

b (] Special Purpose Ledger

[ [ session_tanacer Bl Preove s | |7

2 HLITIL
) ter Records
Double-click control K02 - Chanae
3. Click Master Records tree item P L] Master Records
4. Click FKO1 - Create tree item T FKO1- Create,
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Create Vendor: Initial Screen

= (=c:]E)
| Vendor Edit Gots Exras Envionment System Help = w
|e 3 0ECoeCHE 000 NneF

Create Vendor: Initial Screen

[ U[Fro1 B[ PreDve [ns [ [ 7
5. As required, complete/review the following fields:
Field R/O/C Description
Vendor R Example:
1
6. As required, complete/review the following fields:
Field R/O/C |Description
Company R Example:
Code pkgs
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Create Vendor: Accounting information Accounting

vender Edit Goto Extras Environment System Help

Qw

G| 340 €@e CHl hon BE e

Create Vendor: Accounting information Accounting

‘Vendor 118485 Testvendor 55

Accounting information
Recon, account | (@ sorkey ]
Head office |

Releaseqrop [ |
Interest calculation
Interestingie. || Lastrey date ‘
Interestreq. [ | Lastinterest run |
Reference data
Prevacctne. [ | Personnel number |

| Default data for tax reparts ‘

| Activity Code Distr. Type

U Fro1 B[ PRGDVF [ NS |

17

7. Press "F4".
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Reconciliation acct (1) 12 Entries found

I@Recnnciliatinn acct (1) 12 Entries found

R EEEE

GIL Ac_|Long Text

371001 Trade Creditors - Local

371002 Trade Creditors - Foreign

271003 Trade Creditors - Imprest

371004 Trade Creditors - Internal

372060 Vendor Statistical Account

384001 Ex-employvee Contral Account

444002 CWIP-Vendor Advance - Local

G42002 Imprest and advances tostaff

G42010 Employee vendor clearing account
G43001 Advances considered good -to suppliers
G43002 Balance Sheet FE Advance (Closing Procedure)vendor
653049 Interbank transfer-Contra account

12 Entries found

8. Double-click label
371001 | Trade Creditors - Local
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Create Vendor: Accounting information Accounting

vender Edit Goto Extras Environment System Help

Qw

G| 340 €@e CHl hon BE e

Create Vendor: Accounting information Accounting

‘Vendor 118485 Testvendor 55

Accounting information
Recon, account 371601 [&)  Sortkey ]
Head office |

Releaseqrop [ |
Interest calculation
Interestingie. || Lastrey date ‘
Interestreq. [ | Lastinterest run |
Reference data
Prevacctne. [ | Personnel number |

| Default data for tax reparts ‘

| Activity Code Distr. Type

U Fro1 B[ PRGDVF [ NS |

17

0. Press "Return".
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Create Vendor: Payment transactions Accounting

dor Edi Goto Exras Environment

]

m  Help

Bl

Qw

Create Vendor: Payment transactions Accounting

endor | 118465 Testvendor
GompanyGode |

S| Packages Limited

Paymentdata -~

patems [ [

Crmemoterms | |

Chk doubleinv. [
onkcssmgtime | |

Tolerance group |

Automatic payment ransactions

Free for payment

Alt payee(dac

Paymentmethods | | Paymentblock | |
Atematpavee | | House Bank ]
Individual pmnt [ Grauping key [ ]
Boenimt [ [PR

Permitted Payee

| Invaice verification

Tolerance group

11.

12. Asrequired, complete/review the following fields:

Click Chk double inv. check box ©hk double inv.

L.

U Fro1 B[ PRGDVF [ NS |

17

Field R/O/C

Description

Payt Terms R

Example:

13. Press "F4".
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Terms of Payment (1) 71 Entries found

III?Terms of Fayment (1) 71 Entries found

BROEEEE

PayT

| Own explanation

ooo
nooz

noo3

ooo4

0005

nooa

noov

FPayahle immediately Due net

Within 14 days 2 % cash discount

Within 20 days Due net

Within 14 days 3 % cash discount

Within 20 days 2 % cash discount

Within 20 days Due net

Fayvahle immediately Due net

Baseline date on End of the month

Fayable immediately Due net

Baseline date on 10 of next month

Before End of the month 4 % cash discount
Befare 15 of the next month ;; 2 % cash discount
Before 15 in 2 months Due net

Forincoming invaices until 15 of the month
Before 15 of the next month ;; 2 % cash discount
Before End of the next month ;; Due net
Forincoming invaices until End ofthe month
Before End of the next manth ;; 2 % cash discoun
Before 15 in 2 months Due net

|[«]D]

71 Entries found |

Nalo]

14. Double-click label

0001 [Payable immediately Due net

Tuesday, July 26, 2011

AP Vendor Master.udc

8/14




®

Create Vendor: Payment transactions Accounting

=

Edit Goto Exras

QW

Vendor 118485

| Testvendor ss
‘Gompany Gode |PKGS|  Packages Limited
Paymentdata -~
PaTenms L C) Tolerancegroup ||
crmemoterms || Chk double inv.
onkcssmgtime | |
Automatic payment transactions
Paymentmethods | | Paymentblock | | Free forpayment
Attematpaves | | House Bank el
Individual pmnt [ Grauping key [ ]
Beenimt | JpR

Altpayeeidoc) [

| Invaice verification

Tolerance group

15. Press "Return’
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Create Vendor: Correspondence Accounting
ot Et_oo b Ewrent Sgwem pop sl SAP
@ sladeaeCHE G000 B8 08
Create Vendor: Correspondence Accounting

‘Vendor mﬁE | Testvendor =5
Gompzny Gade [PKGS|  Packages Limied
Dunning data
Dunnproceaure | [3) Dunning Block ]
Dunn.recipient | Legal dunn.proc.
LastDunned | Dunning Level []
Dunningclert || Grouping key [ ]
Tarespondence
Local process. [
ectwivengor |
Accountmems |

[ U[Fro1 B[ PreDve [ns [ [ 7

" "
15. Press "Return".
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Create Vendor: Withholding tax Accounting

= EEE
vender Edit Goto Extras Environment System Help

@ 300 eee Ll bopo B0 @F

Create Vendor: Withholding tax Accounting

Vendor [118485 | Testuendor ss
Gompany Gode _[PKGS|  Packages Limited
VWH Tax Country [
Withiax Information
Wihttipe [Wiatco [Liable  |Recty [Exemption number|Exem. |Exmptr_|ExemptFrom _|ExemptTo |Description i
[]
O
O
O
[} 4]
[m]
[ I <[]
Page 1 from 1

[ U[Fro1 B[ PreDve [ns [ [ 7

16. Press "F4".

17. Press "Return”.

18. Asrequired, complete/review the following fields:

Field R/O/C Description

Wth.t.type R Example:

19. Press "F4".

20. As required, complete/review the following fields:

Field R/O/C ‘Description

W/tax code R ‘ Example:

21. Press "F4".

22. Asrequired, complete/review the following fields:
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‘Field R/O/C Description
W/tax code R Example:
01
23. Press "Return”.
24. Click Liable check box v2 [
25. Click button .
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You have %s.
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