
  BEST GL Modules FAQs 

P a g e  1 | 28 

Copyright Minabiz (Pty) Ltd 

  

BEST General Ledger Modules 

FAQ’s 

 

 

BEST GL Clearing 

BEST GL Reconciliations 
  



  BEST GL Modules FAQs 

P a g e  2 | 28 

Copyright Minabiz (Pty) Ltd 

Table of Contents 

1 Overview .......................................................................................................................................... 3 
2 BEST GL Clearing ............................................................................................................................ 3 
2.1 Getting Started ................................................................................................................................. 3 
2.2 Authorisation Related Queries ......................................................................................................... 4 
2.3 Master Data Queries ........................................................................................................................ 4 
2.4 General Clearing Functionality ......................................................................................................... 8 
3 BEST GL Reconciliations ............................................................................................................... 11 
3.1 Getting Started ............................................................................................................................... 11 
3.2 Authorisation Related Queries ....................................................................................................... 12 
3.3 Master Data Related Queries ........................................................................................................ 13 
3.4 Reconciliation Report Functionality ................................................................................................ 13 
3.5 Approval Functionality .................................................................................................................... 18 
3.6 Reporting Functionality .................................................................................................................. 26 
 



  BEST GL Modules FAQs 

P a g e  3 | 28 

Copyright Minabiz (Pty) Ltd 

1 Overview 
This document has been created to address the common queries raised by new users to the BEST GL 

Reconciliation modules. For ease of reference, the FAQ’s have been split per module and per area of 

functionality.  

2 BEST GL Clearing 

2.1 Getting Started 
Q1: How do I access the BEST Recon Modules? 

A1: The easiest way to access the BEST GL Recon modules is to add transaction code /BST1/GL to your 

favourites menu. You can do this by right clicking on your favourites folder and select “insert transaction” 

option and then add the T code.  
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2.2 Authorisation Related Queries 
Q1: I get an error message that I am not authorised for transaction code /BST1/GL 

A1: This means your user role has not been given access to the BEST transactions. This you will need to 

take up with your internal Authorisations team. Run transaction SU53 for the Authorisation failure report 

and submit this to your Authorisations team for access to the BEST GL Module.  

 

Q2: I can access the BEST GL Main Menu but I can’t access a specific report of BEST transaction code.  

A2: This is also authorisations related and requires an SU53 report to be sent to your internal 

Authorisations team. This may be that the incorrect role has been allocated to you i.e. Recons instead of 

Clearing. 

 

2.3 Master Data Queries 
Q1: How can I create a Modification set? 

A1: Below outlines how to create, save and apply a modification set. 

To maintain a modification set, once you have executed a Clearing selection, go to the settings menu as 

displayed below: 

 

Modifications are located in the “Settings” and select the “Modifications Configuration” Option 
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Here you can select modifications (items in the left hand list ) and save them with a unique indicator.  

To name your Modification Set, update the Key and Description fields and then click the save button. 

Once saved, your modification will be available in the drop down list of modification sets.  

 

Once in the clearing screen and looking at the “Columns” that are displayed, you can select a 

modification to be applied to a reference. Any saved modification will appear and can now be assigned 

to a column – i.e. Reference field.  
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Q2: How can I use a “Calculation” field to replicate the Company Code value to use as part of my 

clearing criteria? 

A2: To add a “CALC” field to you display, search for any one of the 5 available CALC fields, being: 

• CALC1 

• CALC2 

• CALC3 

• CALC4 

• CALC5 

This is shown in the below screen shots: 

 

Enter a CALC value in the Locate screen and click the find binoculars 

 

Select the tick box to include the field in your display 
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Once the tick box is selected, you can edit the field description to be relevant. In this case I am going to 

use the Calc field to replicate an account number. I will therefore rename it “Account” and then need to 

click on the “Apply” icon for these changes to be applied to the current view.  

NOTE: Only after clicking apply is the field added to thee current display.  

 

The field is now added but is blank because no modification has as yet been selected.  

From the drop down, I must select the relevant modification (in this case account number) and then 

apply the changes. Once done, the Account column should now replicate the Account number of the line 

item.  

Note – in the modification you can add additional steps such as to remove the leading zeros from the 

account number.  

 

Modification assigned and applied. 

 

The account value is now replicated in my new column which can be used for Sort and Column matches.  

 

Q3: How can I add a field to the display to use and save as a new column set? 

A3: To add a new field and save it as a new column set, follow the below steps: 
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Enter the field in the Locate search and click on the search icon (Binoculars).  

 

Select the tick box and then the apply Icon for the field to be added to your display. The field will be 

displayed.  

To save a new Column Set, click on the save icon and follow the prompts. If you are changing your own 

Column Set you can overwrite the existing layout, or else save a new one. If the layout is not your, you 

can only create a new layout.  

 

2.4 General Clearing Functionality 
Q1: How can I change the Clearing criteria applied to a selection.  

A1: To change the clearing criteria, you can select any column in the display and use the Sort ascending 

or Descending icon. The sort will be applied to the columns in the order that they were selected. Unique 

subtotals will be created based on the fields included in the selection.  

 

Q2: I have selected items on an account but no items are listed in the output. Why is this? 

A2: There could be several reasons that include the below possible reasons: 
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• The account is not open item managed (i.e. a recon account or income statement account). 

• The items have already been cleared and are no longer open on the account. 
 

Q3: I have matched items that total Nil but the batch is still reflected as not eligible for Clearing? 

A3: The only reason for this would be that the items within the group relate to the same document 

number. A control within BEST GL Clearing is that there must at least be two unique document number in 

a Grouping.  

 

Q4: If I want to process batches in the background automatically, how can this be done? 

A4: Follow the below steps in order to create an automatic job to process clearing batches. 

 

Select the “Manage Scheduled SAP Clearing” Icon 
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Select the relevant date information to be used for the job execution. This could bee the current date, or 

a range of dates. The default is set to run for the current date, and select any new jobs created with the 

“BST_” prefix. 

An important selection is the “Process all selected Sessions”. 

With this unselected, one can run the program to view the sessions per the date selection. Once selected 

and executed, the jobs will be processed when executed.  

For a background job that is to post the sessions, this should be selected.  

With the selections updated, the job can then be executed in the background as per normal and a 

periodic recurrence can be applied if required.  
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Above is an example of how it can be scheduled to run daily at 9pm in the evening.  

 

 

3 BEST GL Reconciliations 

3.1 Getting Started 
Q1: How do I access the BEST Recon Modules? 

A1: The easiest way to access the BEST GL Recon modules is to add transaction code /BST1/GL to your 

favourites menu. You can do this by right clicking on your favourites folder and select “insert transaction” 

option and then add the T code.  
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3.2 Authorisation Related Queries 
Q1: I get an error message that I am not authorised for transaction code /BST1/GL 

A1: This means your user role has not been given access to the BEST transactions. This you will need to 

take up with your internal Authorisations team. Run transaction SU53 for the Authorisation failure report 

and submit this to your Authorisations team for access to the BEST GL Module.  

Q2: I can access the BEST GL Main Menu but I can’t access a specific report of BEST transaction code.  

A2: This is also authorisations related and requires an SU53 report to be sent to your internal 

Authorisations team. This may be that the incorrect role has been allocated to you i.e. Clearing instead of 

Recons. 
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3.3 Master Data Related Queries 
Q1: If I need to update a GL Master record, or create a new Master data item (i.e. a reason code), how 

can I do this? 

A1: The master data maintenance is managed via specific transaction codes which are assigned to 

specific users. Access to Master data transactions will be allocated according to the required MD policy 

applied within your business. The Master data change or request will need to be logged with the 

respective users to facilitate this change for you. This will typically be done via the helpdesk change 

process.  

 

3.4 Reconciliation Report Functionality 
Q1: How can I change the output of the recon report? 

A1: The output of the reconciliation report is managed via normal SAP Standard Display Variants. These 

can be selected at the outset when executing the report. Or they can be selected whilst in the report from 

the list of existing layouts. You are also able to change the existing layout by including a hidden value, or 

by hiding an existing value. As the Report is an ALV report, one can very easily filter, sort and subtotal by 

any field in the display. One you are happy with the display, you can save this as you own display variant 

that you can use again going forward. Again, standard SAP functionality applies, whereby you can create 

both Global variants, and user specific variants.  

Q2: Can I include ageing on the recon report output? 

A2: To include ageing on your recon report, you need to only select the ageing option from the 

appropriate table on the Recon Report. Below illustrates the Tab and relevant settings that can be 

applied prior to running the report.  

 

On the “Ageing” tab, select the Ageing required tick box for the ageing fields to be included in the 

output.  
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Additional Ageing settings can be tweaked as required. When the report is run, you can then add the 

ageing columns to you existing layout, or select an existing layout that includes ageing.  

Q3: How can I add information to a reconciliation line item? 

A3: You can add additional information to a line item by selecting the “add supplementary data” icon on 

the line item. This icon is displayed below. When selecting this icon, the following fields are available for 

update: 

• Reason Code 

• Free text 

• 3 Custom Fields 
In addition to the above, a Long text can also be updated. This is accessed by selecting the Long text icon 

– also displayed below.  
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Supplementary data Icon:  

Which open the following pop up: 

 

The Long text can be accessed via the long text icon: 

 

Which then allows for text to be updated: 

 

 

Q4: can I update information on multiple lines simultaneously, and how? 

A4: Mass update functionality is available for the Supplementary data fields. To update multiple lines, 

one need to select the lines to be updated on the recon, and the select the mass update icon: 
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When selected the following pop up will appear: 

 

One, or all, of the fields can be updated. Select the tick box on the left to indicate which field is too be 

updated. In the example above, only free text is selected and a value provided.  

Click on Mass copy, and the value will be applied to the selected recon lines. 

 

Q5: Can I change the sub total criteria? 

A5: Yes – the report is an ALV report which allows for flexibility in the display. Merely select the columns 

to be used in the sub total and use the subtotal icon to apply the subtotal logic.  

A good tip for toggling between sub total levels is to use the below functionality: 
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On the subtotal icon, select the arrow on the bottom right to be able to select the “Drilldown Total Level” 

option 

From here you can select the relevant level the subtotal is to be displayed at. Using this option can get 

you to the correct sub total level a lot quicker than trying to expand or contract the sub total levels 

manually.  

 

Q6: Can I see attachments that have been made to a SAP document? 

A6: Yes you can. From the Recon Report you are able to drill down into the SAP document itself. This you 

can do by clicking on the document number in the Recon Report. Effectively this takes you to a normal 

SAP document display (FB03) and from here you can view any attachments made to the document in the 

normal SAP manner.  
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3.5 Approval Functionality 
Q1: When I run my approval selection I cannot see any Reconciliations listed? 

A1: reconciliations may not be visible in the approval list for several reasons. The best way to identify 

why your expected reconciliation is not shown is to use the “Exclusion/Error Log” Icon to display why 

recons are not displayed.  
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This icon is displayed below: 

 

Selecting this will display all the reconciliation that are not displayed for approval, and the reason it is 

not displayed. The reason for exclusion could be for some of the following reasons: 

• You may not be authorised to approve the Reconciliation. This could be lack of authorisation for 
the Approval Strategy assigned to the GL account. Or perhaps lack of authorisation to the level of 
approval required.  

• You may have performed Level 1 approval and are therefore not able to view the reconciliation 
as no consecutive approvals are allowed to be done. 

• The reconciliation may have already been finalised and therefore not available for any further 
approval. To view finalised reconciliations, you must select the tick box to display finalised 
reconciliations.  

• The GL may have a master data related issue – i.e. No approval strategy assigned.  
 

Q2: when I check the error log, I see that I am not authorised to approve my Reconciliation. What 

must I do? 

A2: This issue may require 1 of 2 different solutions. The first is that perhaps the incorrect approval 

strategy is assigned to the GL Master record. If this is the case, if the approval strategy is updated 

correctly to the one you have authorisation for, this error will be corrected. If however, the correct 

strategy is assigned, then you would require to be given access to be an approver for this strategy for the 

required Level.  

Either way, the above two changes are master data related and would need to be logged with the 

Master Data team for updating.  

Q3: How can I attach a document from my desktop to the Reconciliation? 

A3: Follow the below steps to attach a document from your desktop. (The below explains how to attach 

for an Archive Link DMS Solution) 

 

Click on the relevant recon line for which you wish to attach, in the above indicated Attachment block.  

A pop up box will appear. From there select New > Store Business Document 
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Select the relevant Document Type (I.e. PDF) and then locate the file from the relevant location.  

Once selected, the attachment will be listed in the attachment box and you can hit enter.  
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Hit enter to attach. 

 

Once attached, the attachment Icon will update to reflect an attachment has been made. To view the 

attachment – click on the icon to select the attachment line to be displayed.  

Q4: Can I attach a SAP report to the Reconciliation? 

A4: A report can be attached directly from SAP if it has been printed to your Spool. Therefore you first 

need to print the relevant report in SAP and select the output option “Send to Spool for Now”. This report 

will then be available to attach to the recon.  
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Once you have printed the Report, in the approval program you need to select the attachment icon 

displayed below: 

 

This will result in the below popup which can be executed to display all spool requests you have 

generated.  

 

Select the report to be attached by selecting the line and the Create Icon. The report will then be 

attached to the recon and can be displayed by clicking on the attachment icon and selecting the relevant 

attachment line.  
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Q5: I get a message that the Comparable Balance is different to the SAP Balance. What does this mean 

and how do I fix it? 

A5: If you receive this message it means that the Reconciliation approval strategy has been set up to 

perform a comparable balance check. There is a comparable balance field on the Approval Screen 

whereby you can enter a Comparable Balance value. This value is then checked to the GL Balance value 

and a warning or error message can be issued – depending on the Approval Strategy. If it is a warning, 

you can accept the difference and proceed. If it is an error, one cannot approve until the Comparable 

Balance and Recon Balance agree. Either the comparable balance is to be corrected – or perhaps the SAP 

balance requires a Month end adjustment – i.e. Accrual entry.  

The Comparable Balance is used to represent the confirmation of the recon balance, or the balance it 

needs to balance with (i.e. A subledger such as the Fixed Asset register etc.) 

Q6: I get a message when approving my Bank Recon that the Bank Balances do not agree. What does 

this mean? 

A6: Similar to the Comparable Balance, a check can be performed on the Bank Statement values. This is 

typically only applicable to Bank accounts where this approval strategy functionality is applied. The check 

can also be a Warning or Error Message. You will be required to enter in a Bank Statement value at the 

time of approving. This value represents the physical bank statement value.  

The check performed is to validate that all 3 Main Bank Account values agree. Therefore:  

Bank Main GL Balance = SAP Statement Closing Balance = Entered Bank Statement Value 

Warning messages can be accepted, whereas error messages require correction before the recon can be 

approved.  

Q7: I am approving a reconciliation (Level 2) and want to be able to see the level 1 approval long text. 

What is the easiest way to do this? 

A7: the easiest way to do this is to select the Recon line in the approval program and select the Audit 

Trail icon. This is illustrated below: 

Select the recon line (when approving level 2) and select the Audit History Icon:  
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The long text for level 1 will be selected. (In fact all levels will be displayed. So if the recon was rejected 

and reapproved, all of this would be visible here.  

Q8: I am rejecting a Reconciliation and get an error that no reason code is maintained. What does that 

mean? 

A8: if you receive this error it means that a reason code is mandatory when rejecting a recon. Prior to 

rejecting, you must select a reason code from the drop down list and then reject. This is important as the 

reason code and long text will be included in the email to the Reconciliation preparer to explain why it 

was rejected and what corrective action may be required prior to approving  

Q9: I wish to reject a reconciliation already approved. How do I do that? 

A9: To reject a finalised recon, you need to select the below option on the second selection tab of 

approvals: 
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Once selected, all finalised reconciliations will be included in the report output (indicated with a 

chequered flag icon.) These can then be rejected if required.  

3.6 Reporting Functionality 
Q1: How can I view the status of the approval of a Reconciliation or multiple reconciliations? 

A1: This you can see by running the Recon Hub Report. You can select an individual account, or view all 

accounts per company code. This you an manage via the selection screen.  

The approval status is reflected in the report and reflects the current status of the recon. Therefore, if it is 

reflected as Level 0 – then this recon is yet to be approved. Level 1 indicates that Level 1 approval is 

completed.  

If you use a 2 Level Approval approach, you would want all recons to reflect as Level 2 to indicate 

completion.  

Q2: If I need to see the Master Data settings of a GL Account, how can I do that? 

A2: The Reconciliation Hub report also indicates the GL Master data fields. Therefor you can use the Hub 

to display the GL Account Master data settings.  



  BEST GL Modules FAQs 

P a g e  27 | 28 

Copyright Minabiz (Pty) Ltd 

Q3: If I want to check in advance if a reconciliation can be automatically approved, how can I do that? 

A3: Within the Reconciliation Hub, on the second tab of the selection screen is the below selection 

option: 

 

If this is selected – then a line item analysis of the selected recons is performed and additional columns 

are included in the output. These additional columns indicate the results of the line item checks 

performed. There is also an Auto Approval indicator that is displayed that indicates if the recon can be 

auto approved (Green Tick) or Not (Red Cross) 

 

Q4: How can I see who approved a reconciliation and what supplementary documentation was 

attached?  

A4: The Audit Trail Report is the report to use to display all approvals and rejections that have been 

made for a reconciliation for the requested period(s). The audit trail will therefore track all the approvals 
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and rejections that have been made per level, including any reason codes, Long texts and attachments 

that were made. The time of approval and rejection, as well the relevant user performing this action, is 

all displayed in the Audit Trail. The audit trail will also keep track of any balances entered at the time of 

approval i.e. Comparable Balance and Entered Bank Statement values. 

Q5: How can I see if a Reconciliation was approved before the expected Deadline for completion? 

A5: Within the Audit Trail Report the recon deadline date is displayed – as well as the approval date and 

time. A Recon Deadline Icon is used to track if the approval was performed period to the recon deadline 

date. The icon makes it easier to see if the recon was approved in time. A green tick is displayed for items 

approved within the deadline, and a red X for approvals outside of the deadline.  

 

 

 


