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Course Information e |
Course ID AP500
Course Description Cheque Maintenance
Course Duration 4 Hrs.

Course Pre-requisite SAP Overview




BETAGRO

Course Information e - .

wwuni1lns d3da wwasidiga

Course Objective
(TmaUszan)

1.

2.

Understanding of the process of printing checks and manage

checks lot.
Glving basic knowledge of SAP Technical Term terminology used

in check printing and check management processes.
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Table of Content 1. Create Check Lot
GREIAY) 2. Assign Check to Payment Document
3. Void / Cancel Check
4. Display Check
5. Check Register Report.
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Output

| User understand on process and can perform below :-
(WaTime Az lesu)

Create Check Lot

Assign Check to Payment Document
Void / Cancel Check

Display Check

Check Register Report.
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Course Overview

Process Overview

Create Check Lot

Cheque Management

Q&A
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IB-C-FIAP-020-070 : Cheque Printing and Check Management
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Transaction Code in Summary
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o Display
o FCH1 - For Check
o FCHZ2 - For Payment Document
o FCHN — Check Register
o Change
o FCH6 — Additional Info/Cash
o FCHT — Assignment to Payment
o Create
o FCH5 — Manual Checks

o Create Check Lot

o FCNI Create Check Lot
o Void

o FCH3- Unused Checks

o FCH9 - Issued Checks

o FCH8 — Cancel Payment
o Reset Cleared Items

o FCHR — Reset Clear Items
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Create Check Lot

T-Code: FCHI
Check Lot

10



FCHI : Create Check Lot
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Check Lots

G ¢ Changestatus  Archive information

-
Paying Company Code 1035 I_BETAGRO (CAMBODIA]
House bank KHOOL | ACLEDA BANK PLC.
Account ID ° CUROT | Acleda Bank Plc. Mao Tse Toung Bid. (USD)

Create Check Lot.
1.
2.

Company Code = 1035, 1037

House Bank : Input House Bank
Number

Account ID : Input Bank Account ID

Click on change Icon to create check
lot

11



FCHI : Create Check Lot BETAGRO
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Maahecklots Create Check Lot.
@D ki 5. Click on create icon to add check

. lot
Paying Company Code 1033 RETAGRO {CAMRODIA
— AR 6. Input Check Lot Number and
House bank KHOOL | ACLEDA BANK PLC, Ch k b f h k b k
Account D CURDL | Acleda Bank PIc. Mao Tse Toung Bhvd. (USD) eck number from chec OO0K.
7. Input additional information for

Check it check lot number.
Lot Nu... Shart Info Chack no. from Check number to Next bt Number Status Non-sequental Pt Meths L‘u

8. Then click enter to continue.
1 ACLEDA Bank 100000001 100000030 100000001 i

= Create Lot L

Lot
Lot Murmber o 2

Check Mumber 100000051

To 100000100

Control data

Mext lot number [ IMon-sequential

Prmnt Meths List

Additional information

'y oLl
Short Info °LACLEDA Bank Check Lot#2 1,
Purchase date

OIEIIZI '
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802000 0F

=

"«Hene

Maintain Check l.otso

RO spickt

=
1035 LBETAGRO(CAMEODLHIH

Ackeda Bank PIc, Mag Tse Toung Bivd., (USD)

ACLEDA Bank Check Lot#2 100000051

Create Check Lot.

9. Click on save icon to save check lot.
System will show below message.

Check nurmbers have been saved

Maintain Check Lots
S T Splt lot

Paying Company Code
House bank
Account ID

Number Status Non-sequental  Prn Meths List Purchaﬁ
100000001 4

M v

Check lots
Lot Mu...

1
2

Check numbers have been saved

r i
1035 I_EETAGRO (camBoDIA)| I
KHO01 ACLEDA BANK PLC.
CURO1 Acleda Bank Plc. Mao Tse Toung Blvd. (USD)
Check no. from Check number to Next lot Nurmber Status
100000001 100000050 100000001

ACLEDA Bank Check Lot#2 100000051 100000100

¢
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Process Overview
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Cheque Management
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o Display o Create Check Lot
o FCH1 - For Check o FCNI Create Check Lot
o FCHZ2 - For Payment Document
o FCHN — Check Register o Void
o Change o FCH3- Unused Checks
o FCH6 — Additional Info/Cash o FCH9 - Issued Checks
o FCHT — Assignment to Payment o FCHS8 - Cancel Payment
o Create o Reset Cleared Items

o FCHS5 — Manual Checks o FCHR - Reset Clear Items




Cheque Management - Display Cheque
FCH5 — Assign Check Number to Payment %
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Create Check Information
¢

Payment Document Number : Z7aqoaoooe :
Paying Company Code :1035 : BETAGRO (CAMBODIA)
I I
Fecal Year LEUEI____u
Check n
R p e 1
House bark P ACLEDABANK PLC
]
Account 1D : (R0t Adeda Efnk Plc, Mao Tse Toung B, (USD)]
I 7 T
Check number : LlUUUUDUUl J 1
[ ™

Assign Check to Payment Document.
1. Input Payment Document, Company
Code and Year.
2. Input Check Information
 House Bank:
* AccountID
* Check Number

3. Click on Create Icon to
assign Check number.
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Cheque Management - Display Cheque
FCH5 - Assign Check Number to Payment
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o v | « ece
.Accnmpanylng docs Payment docurment
Payment Document Murnber 2700000008
Paying Company Code 1035
Fiscal Year 2021
Payment Date 20.12.2021
Issuing amount

Currency usD

Amount Paid 110.00

Cash discount amount

Address
Title

Payee name

Street
City
Country

Angkor Data Communication

1L
, Phanom Phen|

KH

House bank
Account ID

Check number

HE @

PO Box
PO box post cde
Post.code

Regional code

KHOO1
CURD1
100000001

Check vendor information and
input data if required.

4. Click on save icon to save.
System will show below
message.

Check 1033 KHOO1 CUROL 100000001 created manualy

17



Cheque Management - Display Cheque  grracro
FCH5 — Assign Check Number to Payment i | Bemacro

Ba Payrment docurment B

Display Document: Data Entry View

W 5 & & Yoy Coreny T General Ledger View

Data Entry View

Document Number [P?UDUUDDUS j Company Code 1035 Fiscal Year

Document Date 20.12.2001 Posting Date 0122021 Period

Reference PAYMENT CHECK Cross-Camp.Ho.

Currency UsD Taxts Bt ] Ledger Group

QIEERER]E R ER & E @

Co. ImPK SCAccount  Descripton (Cost Center Proft Center|=  Amount Cum.  =LC Amount LCur

1035 150 1239181012 BGCC/AUSD A, 330000001 10.00- U0 10.00- USD
225 500001040 Angor Data Co. 1000 USD 110,00 USD

« 000 USD « 0.0 USD

Check 1035 KHO001 CURGC1 100000001 created manually

Pl

Accumpanying docs n
Checkfne tems

/T 8EQ Vet BER Y

=
(=]

Vendot UMM
Company ot (15

Mare g et oo
i

B 'Short * Tstpe! e GlAcomt  tielde Aot " Ty Do ¢ AmantOCCngc.” Cesdg Doc e Panolte P Dvelee 0. G n
Il S0 A1) 1 10000 2700000 2012021 1122021 1612021 PO, 135150 150

AL b
1 1 11 [V QAP

10 15 19

i T 15
11 Tl 15 150
4 w00 50 15D
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FCH1 - Display Cheque Information

Display Check Information Display Check (Input Check Number)
V4 1. Paying Company Code: Company Code
2. Enter Below Information

R * House Bank
=
Paying Company Code n LI_DES_::E-J BETAGRO (CAMBODIA) . Account ID
——— * Check Number
eCK dd
""" b Display Check Informatio
House bank n : KHOO1 1 Bank Key it ? "
1 - ) )
Account ID : CURDL 1 Bank Account & | =]check recipient  Check issuer... Accompanwng docs Qapayment document
1 7 T
Check number L]_DDDDDDD]_ 1 dayng Company Code I_1035 J Payment Doc.No. 2700000008
_____ ]
Bank details
. House bank KHOO1 Bank Key 857
3. Then “"Enter” SyStem will show check Account ID CUROL Bank Account 3100104787777
M M Bank Name ACLEDA BANK PLC.
lnfo rm atlo n City SANGKAT TUMNOP TUEK, KHAN CHAMCARMON

Check information

Check number 100000001 Currency Usp
Payment Date 20.12.2021 Amount Paid 110.00
Check encashment Cash discount amount 0.00
Check recipient

MName Angkor Data Communication

City Phanom Phen

Payee's country KH
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DIGITAL SERVICES BETAGRO

FCH2 - Display For Payment Document

Payment Document Checks Display Check (Input Payment Document)
4 1. Input Payment Document Information
n * Payment Document
i « Paying Company Code: Company Code
Payment Document Number :LE?EIDDEIDEIDS ! : ° Fiscal Year
Paying Cornpany Code : 1035 : BETAGRO (CAMBODIA)
i 5 5
Fscal Year : 201 ' Display Check Information
L _______ : & | =|check recpient | Checkissuer... [ili] Accompanying docs  [¢:Payment document
Paying Company Code [1035 j Payment Doc.No. 2700000008
" " Bank detais
2. Then Enter House bank KHOO1 Bank Key 857
Account ID CURD1 Bank Account 31001047877777
Bank Name ACLEDA BANK PLC,
City SANGKAT TUMNOP TUEK,KHAN CHAMCARMON

Check information

Check number 100000001 Currency Uso
Payment Date 20.12.2021 Amount Paid 110.00
Check encashment Cash discount amount 0.00

Check recipient

Name Angkor Data Communication
City Phanom Phen
Payea's country KH

20
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FCH6 - Update Vendor Pick Up Cheque Date- e | 5574k

Change Check Information / Cash Check Update Pick Up Date.
Gy 1. Paying Company Code:

2. Check Information
*  House Bank

Paying company code Agro — 1 Co., Ltd.

Check data
House bank Bank Key ACCOU nt I D
Account ID Bank Account . Check Number
Check number
3. Click "Enter"” to see detalls Change Check Information / Cash Check
Check issuer... Accompanying docs Bapayment document
4 . Input Check Encashment Date Paylng cormpary code Lot House bank 20201
) Fiscal Year 2020 Account ID CURO1
Payment Document Number 2600000004 Check number 09081262
" " Payment Date 14.07.2020
5. Then SAVE tO upd ate. Check encashment ET_SZJE_ED-EE:
Issuing amount
Currency THB
More Information can check via Amount Paid 6,398, 000.00
FCHN : Report Check Register Cash discount amount

21
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FCHN - Display Cheque Register

Check Register 1. Input Check Information.
B@ H _!_'__‘ + Paying Company Code : Company
] —
Paying Company Code : 1035 : to |i| Code
House bank : I_I'(HDUI | : to |i| i House Bank
Account ID I _}CURDIJI to |i|
" IPayroll Checks - ® Account ID.
~/ General Selections | Further Selections 2 General Selections °
General Selactions ° Bank Key
Bank Key to
Bank Account n to ° Bank Account
Check number to - ° Check number
Currency to | |
Amount to 3 « Cu rrency
*  Amount
Output Control

Lt of Qutstandng Checks 3. Click on Execute to see report.

Additional Heading

Ttems paid
*)W/out line ftams
Layout
“)With Line ITtems
Layout

22



Cheque Management - Display Cheque

FCHN - Display Cheque Register
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3. Check Register Report

Check Register

RI&STFTPF ERBEDO

[BETAGRO (CAMBODIA)

@ 4T @& T g B E &g | [

Check Register B

A

M 4 M

0 20.12.2021 / 22:19:08
Phrom Penh User: AECFIOZ
Company code 1035 Page: 1
Bank KHOO1 ACLEDA BANK PLC. SANGKAT TUMNOP TUEK,KHAN
Bank Key 857
Acct number CURO1 3100104787 7777
Checks created manualy
Check Murmber from To Payment Pmnt Date Croy Amount Paid (FC) Recipient/Void Reason Code ‘;Enm.f\.r'nid :
1 1
100000001 2700000008 20.12.2021 JsD 110.00 Angkor Data Communication Pha X |: :
* Pmt Method Checks created manually Jsh 110.00 |:________=
Total of all entries Check Register 20.12.2021 / 22:19:08
Uszer: AECFID2
Page: 2
Check Murmber from To Payment Pmnt Date Croy Amount Paid (FC) Recipient/Void Reason Code Enca./Void
** sD 110.00

4. Encashment Date update from FCH6

23



Cheque Management - Change Cheque
FCHT - Change Assignment of Cheque
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Change Assignment of Checks to Payments

P ——
. Tevsral
Paying company code n Ll_[]iﬂl_'

Data on the first check

Agro — 1 Co., Ltd.

1
House bank 1 00201 :
Account ID a : CURO1 1
Check Number : 09081261 :

BANGKOK BANK PUBLIC COMPANY LTD.
C/A 101-3-15000-1

Data on the second check

House bank : 00201 :
Account ID ] CURO1 :
Check Number 09081262 1

E

BANGKOK BANK PUBLIC COMPANY LTD.
C/A 101-3-15000-1

4. Click on “Change assignment”

5. System will show below

Check info for XXXXXX and YYYYYYY reallocated

Change Check Assignment
in Payment document.

1. Paying company code
2. Data on check no.1
* House bank :
« AccountID:
 Check number:
3. Data on check no. 2
* House bank :
« AccountID:
 Check number:

24



Cheque Management - Void Cheque

FCH3 - Void Unused checks
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Void Checks Not Used

I void :

Paying company code

House bank
Account ID
~ |Payroll Checks

Checks to be voided

Check Number From

Void reason code

Agro — 1 Co., Ltd.

C/A 101-3-15000-1 n

1 /09081263

1
IG4

mtaan Void Reason Code

Reason Reason why a check is voided Manual

01

| Test Printout

02
03
04
05
1]+
07
08
0o
10
11

Page Overflow

Form Closing

Ripped during printing
Printed incorrectly
Destroyed/unusable
Stolen

Incorrect lot inserted
Reversed check payment
Check voided after printing

A S]] ) |4 4]

BANGKOK BANK PUBLIC COMPANY LTD.

nsaisiodin1s Void vinnaaw Cheque v
galai la e lasanlsisiviunaae
Cheque Tutsy 50 Cheque vy

1. Input House Bank Data
+ Paying company code:
* House Bank:
* Account ID:

2. Input Check Information Void

e Check number from/To
that need to Void

 Volid reason code
3. Click on “Void”

4. System will show below message.

Check info for XXXXXX and YYYYYYY have
been voided

25
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FCH9 - Void Issued Checks DGITALSERVIEES | pETAGRO

Void Issued Checks Void Issued Cheque
RGN 3 1. Input house bank details
a n * Paying company:
- i i * House Bank:
Paying company code 1014 Agro — 1 Co., Ltd.
- i - H * Account ID:
I
Eenkyai : I *  Check number:
House bank 1 0ozo1 BaI'lk Key . d d .
Account ID : CURO1 Bal'lk Account Void reason code :
! ! 2. Click on @ to check details
Check to be voided 1 1 Ch b t d
Check number | (05081262 : eque perore vold.
Void reason code : 05 :
L

3. Click Void to void check.
5. System will show status check voided. But payment not yet

reverse. 4. System will show check

P] Check XXXXXX voided, payment document not reversed status.

6. If the check already update Vendor Encashment Date then
system will not allow to vold.

n Cashed checks cannot be processed
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FCH8 - Cancel Cheque Payment

Cancel Check Payment Case Void Cheque and reverse
6}{’ Cancel Paymentn Payment Document
B 1. Input Check Information

* Paying company code:
 House Bank:

I 00201 BhnkKey e Account ID:

CURO1 Bink Account . Check number'

* Void reason code:

Paying company code 1014 Agro — 1 Co., Ltd.

Bank data

House bank
Account ID n

Check payment to be reversed

(==
ol w
=1
[=]
[
551
[=2]
—
—— -

[Check number j

Void reason code 2. Input Reversal data
Reversal data P— . * Reversal reason:
Reversal Reason ] |01 1 . ' .
Poting Date a: : Posting Date:
Posting period L - * Posting period:

>. system will show below message. 3. Clickon & to display before cancel

F] Payment for check XXXXXX was cancelled, 4. Click Cancel Payment

to cancel.
reverse document 29XXXXXXXX
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Cheque Management - Delete Cheque
FCHE - Delete Cheque Info. Voided Cheque "5

BETAGRO

BETAGRO

Delete Check Information on Voided Checks

& 2 R?

l"'l
r
l.-—l

Paying company code

Check data
House bank
Account ID
Check number

noz01
CUROD1
09081263 o

3. System will show message to confirm.

4. Click on “Yes” if need to confirm.

[== Delete voided checks 3 »

Check 09081263-09081265
Should information be deleted ?

1
n: | Yes I No IE3 Cancel |
L L

I 1

5. STUUKAMND AN Doyavodrngnaunan

Check information XXXXXX-YYYYYY successfully deleted

assil I6 Void Unused Cheque ud
(FCH3) usinnavidanu Cheque slanann
ua? uazssiasnisavu Void Unused
Cheque iaiintaw Cheque Tuszuu
2nlBINudnAsa

1. Input Check Information
* Paying company code:
* House bank:
* Account ID:
* Check number:

2. Check on "Execute” to delete

28
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Course Overview

Process Overview
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L e 1 1 0y A0 Prerequisite for Automatic Payment
it 1 Print Cheque

TR BRIRLRIIEIRLL
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Cheque Management

Q&A
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