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Course ID AP500

Course Description Cheque Maintenance

Course Duration 4 Hrs.

Course Pre-requisite SAP Overview
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Course Information

Course Objective
(วตัถปุระสงค)์

1. Understanding of the process of printing checks and manage 
checks lot.

2. Giving basic knowledge of SAP Technical Term terminology used 
in check printing and check management processes.
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Table of Content
(สารบญั)

1. Create Check Lot
2. Assign Check to Payment Document
3. Void / Cancel Check
4. Display Check
5. Check Register Report.

Course Information
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Output
(ผลทีค่าดวา่จะไดร้บั)

User understand on process and can perform below :-
1. Create Check Lot
2. Assign Check to Payment Document
3. Void / Cancel Check
4. Display Check
5. Check Register Report.

Course Information



Course Outline
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Process Overview

Course Overview

Cheque Management

Q&A

Create Check Lot



Process Overview
IB-C-FIAP-020-070 : Cheque Printing and Check 

Management

IB-C-FIAP-020-070 : Cheque Printing and Check Management
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Version: V0.1   Created Date: 18/08/21    By: Supaporn P.   

SAP Implementation Project

Module: Accounts Payable

IB-L-FIAP-020-030
Outgoing Payment 

Summary Payment

Roles

06

Vendor 

Collect Check

13

Check Register 

Report

(FCHN)

Signature

12

Cancel Check

(FCH8)

01

Received 

Summary 

Payment

02

Prepare 

Check

03

Approve on 

Check?

05

Update Check 

Number in Payment 

Doc

(FCH5)

Approve

07

Download Bank 

Statement

09

Upload Bank 

Statement

FF67, FF_5, ZFIXXXX

10

Clear GL Bank 

FAGLL03, F.13

       

08

Automatic Converse 

File Format 

11

Check is Invalid?
Yes No

Not Approve

04

Check Lot Check in 

System

(FCHI)
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Process Overview

Course Overview

Cheque Management

Q&A

Create Check Lot



o Display 
o FCH1 – For Check
o FCH2 – 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

Cheque Management
Transaction Code in Summary

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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T-Code: FCHI
Check Lot

Create Check Lot

Create Check Lot
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FCHI : Create Check Lot

Create Check Lot.
1. Company Code = 1035, 1037
2. House Bank : Input House Bank 

Number
3. Account ID : Input Bank Account ID
4. Click on change Icon to create check 

lot

1

2

3

4
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FCHI : Create Check Lot

Create Check Lot.
5. Click on create icon to add check 
lot
6. Input Check Lot Number and 
Check number from check book.
7. Input additional information for 
check lot number.
8. Then click enter to continue.

5

6

7

8
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FCHI : Create Check Lot

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

9
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Process Overview

Course Overview

Cheque Management

Q&A

Create Check Lot



o Display 
o FCH1 – For Check
o FCH2 – 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

Cheque Management
Transaction Code in Summary

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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Cheque Management – Display Cheque
FCH5 – Assign Check Number to Payment

Assign Check to Payment Document.
1. Input Payment Document, Company 

Code and Year.
2. Input Check Information

• House Bank : 
• Account ID
• Check Number

3. Click on Create Icon to 
assign Check number.

3

1

2

3
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Cheque Management – Display Cheque
FCH5 – Assign Check Number to Payment

Check vendor information and 
input data if required.

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

4

5 6
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Cheque Management – Display Cheque
FCH5 – Assign Check Number to Payment

5 6
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Cheque Management – Display Cheque
FCH1 – Display Cheque Information

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

• House Bank 
• Account ID
• Check Number

3. Then “Enter” system will show check 
information

1

2
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Cheque Management – Display Cheque
FCH2 – Display For Payment Document

Display Check (Input Payment Document)
1. Input Payment Document Information

• Payment Document 
• Paying Company Code: Company Code
• Fiscal Year

2. Then “Enter”

1
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Cheque Management – Change Cheque
FCH6 - Update Vendor Pick Up Cheque Date

Update Pick Up Date.
1. Paying Company Code:

2.  Check Information
• House Bank 
• Account ID
• Check Number

3. Click “Enter” to see details

4 . Input Check Encashment Date

5. Then “SAVE” to update. 4

1

2

More Information can check via
FCHN : Report Check Register 
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1. Input Check Information.
• Paying Company Code : Company 

Code
• House Bank
• Account ID.

2. General Selections  :
• Bank Key
• Bank Account
• Check number
• Currency
• Amount

3. Click on Execute to see report.

Cheque Management – Display Cheque
FCHN – Display Cheque Register

1

2

3
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Cheque Management – Display Cheque
FCHN – Display Cheque Register

4. Encashment Date update from FCH6 

3. Check Register Report

4

3
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Change Check Assignment 
in Payment document.
1. Paying company code 
2. Data on check no.1

• House bank :
• Account ID :
• Check number :

3. Data on check no. 2
• House bank :
• Account ID :
• Check number :

Cheque Management – Change Cheque
FCHT – Change Assignment of Cheque

4. Click on “Change assignment”

5. System will show below

1

2

3

4

Check info for XXXXXX and YYYYYYY reallocated
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Cheque Management – Void Cheque
FCH3 – Void Unused checks

กรณีตอ้งการ Void หมายเลข Cheque ที่
ยงัไม่ไดใ้ชง้าน เน่ืองจากไม่มหีมายเลข
Cheque ในเล่ม หรอื Cheque หาย
1. Input House Bank Data

• Paying company code:
• House Bank:
• Account ID: 

2. Input Check Information Void
• Check number from/To 

that need to Void
• Void reason code

3. Click on “Void”

4. System will show below message.

ตวัเลอืก Void Reason Code

2

3

1

Check info for XXXXXX and YYYYYYY have 
been voided
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Void Issued Cheque
1. Input house bank details

• Paying company:
• House Bank:
• Account ID: 
• Check number:
• Void reason code :

2. Click on         to check details 
Cheque before void.

3. Click          to void check.

4. System will show check 
status.

1

Cheque Management – Void Cheque
FCH9 – Void Issued Checks

5. System will show status check voided. But payment not yet 
reverse.

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

Check XXXXXX voided, payment document not reversed

Cashed checks cannot be processed

12
3
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Case Void Cheque and reverse 
Payment Document
1. Input Check Information

• Paying company code:
• House Bank: 
• Account ID:
• Check number:
• Void reason code: 

2. Input Reversal data
• Reversal reason:
• Posting Date: 
• Posting period:

3. Click on            to display before cancel

4. Click  to cancel.

Cheque Management – Void Cheque
FCH8 – Cancel Cheque Payment

5. System will show below message.

Payment for check XXXXXX was cancelled, 
reverse document 29XXXXXXXX 

1

2

3
4



3. System will show message to confirm.
4. Click on “Yes” if need to confirm.

5. ระบบแสดงขอ้ความว่า ขอ้มูลของเชค็ถกูลบแลว้

28

กรณีได ้Void Unused Cheque แลว้
(FCH3) แตภ่ายหลงัพบ Cheque ดงักล่าว
แลว้ และตอ้งการลบ Void Unused 
Cheque เพือ่น าเลข Cheque ในระบบ
ออกใชง้านอกีคร ัง้
1. Input Check Information

• Paying company code: 
• House bank: 
• Account ID: 
• Check number: 

2. Check on “Execute” to delete

Cheque Management – Delete Cheque
FCHE – Delete Cheque Info. Voided Cheque

Check information XXXXXX-YYYYYY successfully deleted

1

2

4

3
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Process Overview

Course Overview

Print Cheque

Cheque Management

Prerequisite for Automatic Payment

Q&A



Q&A
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Exercise and Test

TEST


