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BEST GL Modules FAQs

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 | access the BEST Recon Modules?

Al: 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.

= Menu Edit Favortes Extras System  Help

v MR =l 1 ) SOk
SAP Easy Access
[ E 2 5 Other menu s % o V¥V A [ga

v Fa T

L Open folder
. ; Generator
. Delete All Favorites se - Taskist ALV
. Insert Folder
- Insert Transaction &
>

Add Other Objects

. /L Account Balances -> G/L Account Balanc

[= Manual entry of a transaction

Transaction Code I|fBST1fGL |I

SAP Easy Access
[ = & 5 Other menu

\’ Favorites
/BST1/GL - BEST GL Main Menu
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2.2 Authorisation Related Queries
Q1: I get an error message that | 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: | can access the BEST GL Main Menu but | 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 | create a Modification set?

A1l: 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:
= System  Help
Modifications Configuration
c Save Matchup Variant Ctrl+S 0 1 1 ﬁ:'
E  Choose Matchup Variant Ctrl+F2 (Sort Match)
Reload Matchup Variant . . .
E Delete Matchup Variant Ctri+Shift+F2 Add to Review List Sl
Vi Save Column & Sort Match Results:
Delete Column & Sort Enable Residuals Total In Tolerance
Toggle Headings to "Field (Descr)" v Total Out of Tolerance
ariant Maintenance v Total Accepted
Discounts : |- No Discount v Show Disc. info? Total Document tems
= =/ |H Y. P (.| Next| | A Prev| | =t Residuals| | #3 Tot:
= : : : = -

Moadifications are located in the “Settings” and select the “Modifications Configuration” Option
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Auto Clearing Enhancer - Field Modification Variants Config.

BEST GL Modules FAQs

43 Refresh W Delete
Mod. Name 3 " 15 TO 95 Replace 1s with 9s v|  Created by: NEIL
Settings Test area
Key 1s TO 9s (short descr. No spedial characters)
Description Replace 1s with 95 Value Result
A... Modification action SX Y 0000123456789000 923456789000 -~
v ~ Remove Leading Spaces + -~ 00123456789 923456789 -
AV +/  Remove Leading Zeros W4 - 00123456789 ABC 923456789ABC
AV ~ Remove Special Characters 000-123456789-00 92345678900
AV ~ Condense - No Gaps 00 .123456789.00 92345678900
A ~  Replace all of x with y 1 9 000123456789 0 9234567890
Upper Case left-123456789-RIGHT left923456789RIGHT
Remove first x Characters 5 12345MIDDLE12345 92345MIDDLE92345
Remove first x, Last y Chars 1 3 12345-middle-12345 92345middle92345
From start: skip x, compare y 4 10 Jusr/tmp/2014-09-12 File123.txt usrtmp20940992File923txt
Remaove Alphabetic Characters C:\usr\tmp\2014-09-12 File123.txt Cusrtmp20940992Fie923txt
Remove Numeric Characters 19971023 12345 Helo ABC 9997902392345HeloABC
Condense
Replace any of x with y abc -
Translate using x and y alb2c3 z4 ~
Lower Case ~ A\t
From end: skip x, compare y 4 v <2 <2
< > < 2>
2| |E (2 Run Test ~/ Auto run

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.

& Settings Help

9 KE 000

BEST - Open documents selection - (Sort Match)

System

b

[ @Addtolist g Settings @ Add to Review List 53 Review
Column Settings:
 Clear Sorts [ Clear Mods C... Description % T Modification

=
A
Columns: 20191101150246 Reference Cleari. v
] .4
Locate:
=/|=||Hh
X CoCo.. Account DocumentNo Ttem HeaderTe.. Reference
1100339346
HEN1 WO004 1900053837 1
1103974340
HEN1 WO004 1900000801 1
1111622054CR
HEN2 5204 1800089836 1
1111631772CR
HEN2 5204 1800089842 1
HEN1 WO004 1900000661 1
HEN1 WO004 1900000664 1

/

Copyright Minabiz (Pty) Ltd

YR ]| [ o] A rrey] | R TR |3 Resrh

* Pstng Date Doc. Date Profit Ctr Text (SGTXT)
26.04.2017 26.04.2017
17.11.2016 17.11.2016
25.05.2018 25.05.2018
26.05.2018 26.05.2018

31.05.2018 31.05.2018
31.05.2018 31.05.2018

1 v/ Document Header Text (BKTXT)|Doc.Heade
2 +/ Reference (XBLNR)|Reference

— .
1 Z 20181022094817 Common Si
,

3 +/ Posting Date (BUDAT)|Pstng Date
4 +/ Document Date (BLDAT)|Document Date|Do

H

STOCK CAPT INCOR

CEREBOS CHARGED

1STO 95
20181022094817

Replace 1s with 9s
Common Settings

45 WITH 95 Replace 4s with 9s

ACCNT

COPYAWKEY Copy AWKEY

COPYBELNR Copy BELNR
OPYBELNR&BUZE Copy BELNR & BUZEL

COPYBUKRS Copy BUKRS

COPYGJAHR Copy GIAHR

HDR TEXT

LINE TEXT
REFERENCE
REMOVE LAST 8

Line Ttem text
reference

Remove last 8 characters

odded A1l

f. Key.. Ref. Key.. SGL Ind.

CEREBOS CHARGED TNCURRECTLY TU STURES WWUUFF
5204 PMTT 5204
5204 PMTT 5204
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Q2: How can | 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:

e (ALC1
e C(CALC2
e C(ALC3
e CALC4
e CALC5

This is shown in the below screen shots:

BEST - Open documents selection - (Sort Match)
[ @Addtolist g Settings ™ Column Match 4@ Add to Review List €3 Review

Column Settings:

o Clear Sorts [ Clear Mods C... Description 535 = Modification
= 1 +/ Document Header Text (BKTXT)|Doc.Heade | 1 | = v
A 2 +/ Reference (XBLNR)|Reference 2 |= v
Columns: v v 3 +/ Posting Date (BUDAT)|Pstng Date R
] > 4 ~/ Document Date (BLDAT)|Document Date|Do.. v
Locate: :‘ cALCH)| ‘: ] Filter: ® Visble Sorted Modded All

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

BEST - Open documents selection - (Sort Match)
W ©Addtolist g Settings [ Column Match 19 Add to Review List 53 Review

Column Settings:

« Clear Sorts &4 Clear Mods C... Description 53 = Modification
= 11 +/ Special G/L ind. (UMSKZ)|Special G/L ind|SGL ..
A 12 Totall
Columns: v v . Text (CALCL)|Text
= x i
Locate: H Filcer: * Visible

Select the tick box to include the field in your display

BEST - Open documents selection - (Sort Match)

W @Addtolist g Settings @™ Column Match @ Add to Review List &3 Review

Column Settings:

o Clear Sorts [ Clear Mods C... Description % = Modification
= 11 +/ Spedal G/L ind. (UMSKZ)|Special G/L ind|SGL v
A [l 12 Tex(cacy)Tex v
Columns: v v 13 Total1
x
™ Apply ¥ Reset Locate: n Fiter: * Visible Sorted Modded All
Page 6128
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Once the tick box is selected, you can edit the field description to be relevant. In this case | am going to
use the Calc field to replicate an account number. | 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.

BEST - Open documents selection - (Sort Match)
[ @ Addtolist  gp Settings & Column Match 12 Add to Review List 53 Review

Column Settings:

o Clear Sorts [ Clear Mods C... Description %5 = Modification
= 11 +/ Specal G/L ind. (UMSKZ)|Special G/L ind|SGL v
A 12 +/ Account v
Columns: v v 13 Total1 N
=] = o
Locate: n Fitter: * Visble Sorted Modded All

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

From the drop down, | 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.

BEST - Open documents selection - (Sort Match)
W ©Addtolist g Settings M Column Match 49 Add to Review List &2 Review

Column Settings:

o Clear Sorts % Clear Mods C... Description % = Modfication
= 11 +/ Spedial G/L ind. (UMSKZ)|Specal G/L ind|SGL v
A 12 +/ Account ACCNT v
Columns: v v 13 Totall
=] =2
Locate: H Fiter: s Visble Sorted Modded All

Modification assigned and applied.

—_— = m= Vjap (L) sy e v e IR | 1= © i g

E: coCode Account DocumentNo Item HeaderText ~ Reference ~ Pstng Date Doc. Date  Profit Ctr Text (SGTXT) Assignment (ZUONR) Ref. Key 1 Ref. Key 2 SGL Ind.;\ccuunE!D\sc()
] 2,2
0001 Al6 1800001424 1 10.02.2019 10.02.2019 7564573473467 Al6 2.000 2t
0001 Al6 1800001425 1 10.02.2019 10.02.2019 0009876544356 Al6 2.000 2
0001 Al6 1800001426 1 10.02.2019 10.02.2019 354655487 Al6 2.000 2t
0001 Al6 1800001427 1 10.02.2019 10.02.2019 4543675869768 Al6 2.000 2t

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

Q3: How can | 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:

Page 7128
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BEST - Open documents selection - (Sort Match)
[ @Addtolist  ggj Settings 19 Add to Review List €3 Review

Column Settings:

# Clear Sorts & Clear Mods C... Description %5 = Modification
= 10 +/ Reference Key 3 (XREF3)|Reference Key 3|R.. v
A 11 +/ Special G/L ind. (UMSKZ)|Special G/L ind|SGL v
Columns: 20200107124103 Assignment with.. v v 12 Totall =
x ~
|- Apply ¥ Reset Locate: :‘DDCUFHEHK Typel ‘: H Filter: = Visible Sorted Modded aAll

Enter the field in the Locate search and click on the search icon (Binoculars).

C... Description s =  Modific
10 + Reference Key 3 (XREF3)|Reference Key 3|R..
11 ~f Spedial G/L ind. (UMSKZ)|Special G/L ind|SGL .
12 Totall
. Document Type (BLART)|Document Type|T ..

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.

BEST - Open documents selection - (S¢
W @ Addtolist g Settings 12 Add

Column Settings:

# Clear Sorts %4 Clear Mods

Columns: 20200107124103 Assignment with.. ~

]
2.4 General Clearing Functionality

Q1: How can | 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: | 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:
Page 8128
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e The account is not open item managed (i.e. a recon account or income statement account).
e The items have already been cleared and are no longer open on the account.

Q3: | 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 | 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.

BEST GL Main Menu

i O E RN EEN eI (5] Master Data |E/  BEST Configurable Options | =f

Utiities and Expert Tools

GL Recondiiations

°E Reconcliation Report
2 Approve Reconciliations

Output Reconciiation Report

It's SAP, reconciled

GL Clearing

@ GL Reconciiation Hub

[ Audit Tral & Cycle Times

4& GL Balance Display

/

» Automatic Clearing

[l Manage Scheduled SAP Clearing

=
4#) Mass Reset and Reversals

Select the “Manage Scheduled SAP Clearing” Icon

‘ Copyright Minabiz (Pty) Ltd
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[E Remittance Processing

ﬂ GL Line-tems

Page 9128



BEST GL Modules FAQs

Scheduled SAP Clearing Manager
(@ [M @ Session Overview (SM35) (=) Background Job Overview (SM37)

Session Selection

S =
Created on Lzs .04 .2021J_‘I to

Creation time 00:00:00 to 00:00:00

Batch input session [<] BsST * to

Created by to

O (O | O T | T

Status = to

Processing options for batch-execution of sessions

Maximum time(secs) per Session 300

I Process all selected Sessions I

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.

= Edt Goto System  Help
Execute F&

c Execute and Print Ctrl+P @ 0 E 1 1 ﬁ:‘
q

Execute in Background F9 ager

Exit shift+F3

35) (=) Background Job Overview (SM37)

Session Selection

Page 10| 28
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Start Time
Immediate Date/Time After Job After Event At Operation Mode
Date/ Time
Scheduled Start Date 25.04.2021 Time 21:00:00
No Start After Date Time
[= Period Values »
After Job Operation Mode
Hourly
i D 'y —I<
>
[ al |
Weekly
Monthly
After Event Other period
Ocheck B D
R Periodic Job

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

@check | A

3 BEST GL Reconciliations

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

Period values Restrictions Q

Al: 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.

‘ Copyright Minabiz (Pty) Ltd
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[ Menu Edt Favortes Extras System  Help

V. v K = 1 N Ak
SAP Easy Access
[ = 2 & Other menu e W + V¥V A [ga

I .l
l—lza:pen folder
. ; Generator
. Delete Al Favorites se - Taskist ALV
. Insert Folder
" Insert Transaction &
>
Add Other Objects
= /L Account Balances -> G/L Account Balanc

[= Manual entry of a transaction

Transaction Code I|fBST1fGL |I

SAP Easy Access
[ = 2 & Othermenu

A Favorites
/BST1/GL - BEST GL Main Menu

3.2 Authorisation Related Queries
Q1: | get an error message that | 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: | can access the BEST GL Main Menu but | 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.

Page 12| 28
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3.3 Master Data Related Queries

Q1: If | need to update a GL Master record, or create a new Master data item (i.e. a reason code), how
can | do this?

A1l: 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 | change the output of the recon report?

Al: 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 |l 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.

GL Account Reconciliation Report

& [W [i{] =3 Set Default Variant

General Cwn Recon Fields Additional Output Fit
- ) ] T
EAQElng required 7

Add counter columns

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

Page 13| 28
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GL Account Reconciliation Report
@& [ [i] =3 set Default Variant

General Own Recon Fields Additional Output Fiori Extract 1

Z
EAgeing required
Add counter columns

Ageing Period (In Days)

1st period (days) 30
2nd period (days) 60
3rd period (days) 90
4th period (days) 120
5Sth period (days) 150
6th period (days) 180
7th period (days) 210

Ageing Date Determined By

» Document date

Posting date

Transactions To Be Aged

+ Select items as per reconciiation reporting

Ageing Base Date

Today's date

» Recon date

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 | 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:

e Reason Code
e free text
e 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.

Page 14| 28
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Supplementary data Icon: &
Which open the following pop up:

Maintainable Supplmentary Details

Proft Center

Reason Code

Free-text
Own Recon Fields

Custom 1
Custom 2

Custom 3

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

h

Which then allows for text to be updated:

,O Search
SAP
A ,O Advanced Find z) Undo ~ A_> Reset Paragraph Format Ec’ﬂ Research 57: Word
r__“| gb,: Replace ¢ Ag} Reset Character Formatting Thesaurus
|'f"|:| Paste h Select v ’&A Styles # Paragraph,l... ~ E}é Set Proofing Language
Clipboard Editing Styles

Proofing

[ T Y o VR U [ G Y U

AANANA 4 Yoo

Long Text updated on recon line item.

Q4: can | 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:

Page 15| 28
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/" Supplementary Data Mass Update

When selected the following pop up will appear:

GL Account Reconciliation Report

| E‘ E lE l:‘ Ezl | Ezl E] | E] | lE‘ | | ‘_l' Supplementary Data Mass Update
Account no. : 0000113102 at 20210504 103940

|E=‘A Recon Co ~ 6L Account No. - Catg.ID+Desc: Source = Amount in Local Crey LC Curr = Amount Crey E
=(.‘01)1 [= Supplmentary Data Mass Update

Reason Code

~/ Free-text . Update Free Text for al selected lnes

Own Recon Fields

Custom 1

Custom 2

Customn 3

| Change History ” ED Mass copy H 0 ‘

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 | 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:

= Object Edt Goto  System  Help

V] VKE 000

GL Account Reconciliation Report

EISISI0IEhAE EIEMIEYERIM
Account no. : 0000113102 ai  Subrotak

|E=|A Recon Co G Drildown Total Level c: S

Page 16| 28
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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.

[= Determine drildown totals level

Level Subtotals criterion
Qj Mon-total ines
1 Category ID + Description
2 GL Account No.
3 Recon (group) company code

9 O

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

AG6: 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 (FBO3) and from here you can view any attachments made to the document in the
normal SAP manner.

Page 17| 28
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= Document  Edit  Goto Extras Settir

V) v K ]
L' Display Document: Data E

Create... » I
6% _ rrency
Attachment list

Dat]  Private note
Dot Send 9
Do Relationships
Ref Workflow 4
Cur My Objects >

Help for object services

K | =T |H AAVIRER AP

CoCd  Item PK SGAccount Description
AN 195 12NNNNNRAS Muacha 1 we

[= Service: Attachment list

Dnew | 2] (2] ) [@] [ 2] 1 (2] [2]1 (2] =] ] [£][¥]]1 [2] [ [=]]

AttachmentFor000120000009992019

Created On ~ Created at = Fle Name Icon Title Creator Name
04.05.2021 10:50:29 SSON R2R report.pdf (L SSON R2R report Chris Brooks
<& <>
ool

3.5 Approval Functionality

Q1: When | run my approval selection | 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:

GL Reconciliation Approval

=T/ Y.l ©ul|= BaL|=E .| | 2Approve| | |PReject| | |[H] Approval History | | |®]Exclusion/Error Log

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:

e 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.

o 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.

e 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.

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

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

GL Reconciliation Approval

=T Y.l |z .| |2 Bas =L | |2approve| | |2 Reject| | |[H] Approval History | | |®] Exelusion/Error Log

GL Account 0000113500 GL Recon 113500 at 04.05.2021 10:51:42

E\ Approve  Reco. G/L Account  Sub Rec.. Short Text Ron Status  Ren Status Description Status Recon End Date Appr Reg Ap Appr Text Attachm.. Attachm.. Re... Reason Text
T 7%= o004 113500 0000003... 6L Recon 113500 31.01.2018 1. Preparer 1 ]

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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s [Dnew | [s2] B[] (@] [2] | [2](&] 1 [=][=] (1] 1] [PL]|
sl Create Attachment
f: Create note Icon Title
J
3l Create external document (URL)
il Store business document
Ell
Ell
3l
Al
e T s omesmorrsmane e 1. Frepdrer
Archive from Frontend 1. Preparer
. . 1. Preparer
Scenario: Assign then Store Drag & Drop: Drag your 1. Preparer
+ fles into the empty field + 1. Preparer
Document Type 2. Reviewer
¥l Best Statement Header Attachments - 9999 1. Preparer
- [E] Best Doc. in XML 1. Preparer
- [Ex Best Document in MS-Excel - xlsx 1 Ereparer
- Ex Best Documents in MS-Excel - xis e ENAEY
1. Preparer

. G— Best Documents in PDF
* |£] Best Documents in Text Storing Files in Documents

Lookin: | [ Desktop v

_—| MName Date modified

Quick access

Desktop

Select the relevant Document Type (l.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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rom Frontend
Scenario: Assign then Store Drag & Drop: Drag your
+ files into the empty field +
Document Type File Storage System:

~ Wil Best Statement Header Attachments - 9999
. Best Doc. in XML C:\Users\PC\Desktop\SSON R2R report.pdf
- [Ex Best Document in MS-Excel - xlsx
- [Ex Best Documents in MS-Excel - xls
. G—]Best Documents in PDF]
. Best Documents in Text

o=]o]
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[= Attachment list 4

Divew.| || (&) ] (@] ]| (@] (]| [2][F]|R][1] [P 2[5 =]

AttachmentForG0000003493

Created On ~ Created at = File Name Icon Title
104.05.2021  |11:03:26  SSON R2R report.pdf |2 Attachment to Recon
< 2

ojo

Hit enter to attach.

GL Reconciliation Approval

E‘ E @ D E] | E] | E] | 2 approve | | |2 Reject | | |[El Approval History | | ] Exclusion/Error Log
GL Account 0000113500 GL Recon 113500 at 04.05.2021 10:51:42

E\ Approve  Reco. G/LAccount  Sub Rec.. Short Text Ren Status  Ren Status Description Status  Recon End Date Appr Req. Ap Appr Text Attachm... Attachm.. Re... Reason Text
T 7% o004 113500 0000003.. GL Recon 113500 31.01.0018 1. Preparer 1 [

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 | 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:

GL Reconciliation Approval

EI E E D Ii] | E] | @zl | ‘J_oAuumvel | ‘;_‘7 Re]ect‘ | ‘ApurwalHrstury‘ | "\j Exdlusion/Error Log
GL Account 0000113500 GL Recon 113500 at 04.05.2021 10:51:42

=k Approve £co. coount ub Rec ort Text cn Status cn Status Description tatus Recon End Date Appr Req. p Appr Text ttachm... Attachm... Re.. Reason Text
B Reco.. G/L A Sub Rec... Short T Ren S Ren Status D E Recon End Date Appr R Ap Appr T Attachm... Attachm.. Re.. R T
T 7% ooo4 113500 0000003... GL Recon 113500 31.01.2018  1.Preparer 1 22

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

[= /BST1/SAPLBSR_RFC ”

Spool Selection Criteria

I mll
Spool request name Ll:lJ to

Suffix 1 to
Suffix 2 to
User name CHRIS to
Creation time 2021040100000000 to 2021050423555959

[ Goe |80

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.

. [= BEST Spool to DMS

@)1 [2][F] @] [#][F.] 5[ [E][e].][=] ] @ D]

B Spool no. Name Suft  Suffix 2 User name Creation time Cutput Device Format Title ¢
3 - 109,436 LIST1S P01 /BST1/GL CHR CHRIS 2021041609212800 LPO1 X_65_80
= 109,435 LIST1S RSBDCSUB_CHR  CHRIS 2021041609124100 LPO1 X_PAPER
108,971 LIST1S LP0O1 RSBDCSUB_CHR  CHRIS 2021040115053800 LPO1 X_65_132

GL Reconciliation Approval

E‘ lE‘ IE‘ l:‘ E] | E] | Ej | ‘;ﬂApprmve‘ | ‘;P Re]ect‘ | ‘Apprmva\ Hstmwl | ‘ﬂ Exdusion/Error Log
GL Account 0000113500 GL Recon 113500 at 04.05.2021 10:51:42

5 Approve  Reco.. G/L Account Sub Rec.. Short Text Ren Status. Ren Status Description Status Recon End Date Appr Req. Ap Appr Text Attachm... Attachm... Re.. Reason
P 0004 113500 0000003... GL Recon 113500 31.01.2018 1. Preparer 1 3
= 0004 113500 0000003... GL Recon 113500 31.01.2018 1. Preparer 1 Partialy approved recon of d
= 0004 113500 0000003... GL Recon 113500 012018 Prepare Partiah 2 ed e 15
7= 0004 113500 0000003 GL Recon 113500 [= Attachment list
K 0004 113500 0000003... GL Recon 113500
=]
T oo i v G e 1ie0 B EER R E R E
2
=] 0004 113500 0000003... GL Recon 113500 AttachmentForGO000003493
= 0004 113500 0000003... GL Recon 113500 = =
% 0004 113500 0000003, GL Recon 113500 Created On Created at ~ File Name I::én Title
% 0004 113500 0000003, GL Recon 113500 04.05.2021 11:03:26 SSON R2R report.pdf |2 Attachment to Recon
00:00:00 | i B BestDr its in PDF
7= 0004 113500 0000003... GL Recon 113500 e L . ESRaRIER S
2 AnAA aanEnn ARRAAAS A1 B 447EAR e
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Q5: | get a message that the Comparable Balance is different to the SAP Balance. What does this mean
and how do | 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: | 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: 1 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:

GL Reconciliation Approval

= =/ H Y.l 2. B B. E | 2approve| | | s@Reject| | |[H] Approval History| | | B Exclusion/Error Log

GL Account 0000113501 at 30.04.2021 13:57:50

Ex Approve  Reco.. G/L Account Sub Rec.. Short Text Ren Status Ren Status Description Status Recon End Date Appr Req Ap Appr Text Attachm.. Attachm... Re.. Rea
MR = o004 113501 31.03.201 2. Reviewer 2 H
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GL Reconciliation Approval

L

== | Y. | . " B, E, | Oagprove| | ©OReject | |[H Approval History| | | W] Exclusion/Ermor Log
GL Account 0000113501 at 30.04.2021 13:57:50
E: Approve  Reco.. G/LAccount  Sub Rec.. Short Text Ren Status Ron Status Descrption Status Recon End Date Appr Req. Ap Appr Text Attachm . Attachm... Re... Reason Text
W = oo 1i3sor JL0I2018 2. Revewer 2 H
g == | Yl | |2la A = @, B, B Is | [ | 2Approve| | SPReject | | [Hl Approval History | | ®]Exdusion/Error Log
/ reconciliation 31.03.2018
Appr/Rej/Review Ac Appr Us ApprDate  Appr Tme  AuAuApAppr Lyl Ap Appr Text Ron Status Ren Status Desaription Status Re.Reason Text
L JA cHRIS 30.04.2021 135744 L Preparer 1 Ths Text is unigue to Level 1 Approval

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: | 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: | wish to reject a reconciliation already approved. How do | 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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& [W [i] =4 set Default Variant

Selections Automation & Exceptions
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Automatic Approval & Rejection

Automatically approve (see field help for conditions)
Reason Code for Auto Approval
Recon Status for Auto Approval
Automatically reject (see field help for conditions)
Balance change rejection reason - approval header
Balance change rejection reason - recon line items

Recon Status for Auto Rejection

Exceptional Processing

Perform ad hoc review rather than approve or reject

=
ﬁmUSt previously approved to allow for possible rejection

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 | 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 O — 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 | need to see the Master Data settings of a GL Account, how can | 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.
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check in advance if a reconciliation can be automatically approved, how can | do that?

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

option:

GL Reconciliation Hub

@ (=

Recon Selections Line Ttem Checks

Z
LAnaIyse recon line detai below (can be longer runtimes)

—

Line Ttem Checks

+" Recon tolerance exceeded

- Movement /

transactions during recon period

+ Recon opening & closing balances different

+ Recon dosing balance = zero (could mean al items cleared)

Fitter Displayed

Recons Based On Checks Above

+ Display all (fields indicating check result)

Only display if any check failed (tol exceeded, balances not equal, etc)

Only display if all checks passed

+/ Display open

item count

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)

:Auto Approval ChecE

xx

<P & & & & <P &4

Recon Tolerance Check Opening & Closing Balance Check Zero Closing Balance Recon Postings / Movement Chech
Recon tolerance exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance NOT exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance NOT exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance NOT exceeded Opening balance EQUALS dosing Closing balance = 0 NO postings during recon period
Recon tolerance exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance NOT exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance NOT exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period
Recon tolerance NOT exceeded Opening balance EQUALS dosing Closing balance NOT zero NO postings during recon period

Q4: How can | 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 | 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.

Recon Approval Audit Trail

Ex A Recon Dead :User Name " Approval Level
| CHRIS 1. Preparer
ETHEL 2. Reviewer
H CHRIS 1. Preparer
ETHEL 2. Reviewer
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=

. (B. =L || |[T]] | |S Selections ON

" Recon Completion Due Date

15.08.2019
15.08.2019
15.08.2019
15.08.2019
15.08.2019
15.08.2019
15.08.2019
15.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019
03.08.2019

Date Time

13.08.2019 17:25:17
13.08.2019 17:25:17
13.08.2019 17:25:17
13.08.2019 17:25:18
13.08.2019 17:27:07
13.08.2019 17:27:08
13.08.2019 17:27:08
13.08.2019 17:27:08
13.08.2019 17:25:06
13.08.2019 17:25:07
13.08.2019 17:25:07
13.08.2019 17:25:07
13.08.2019 17:25:07
13.08.2019 17:25:07
13.08.2019 17:26:57
13.08.2019 17:26:58
13.08.2019 17:26:58
13.08.2019 17:26:58
13.08.2019 17:27:43
13.08.2019 17:26:58
13.08.2019 17:27:43
13.08.2019 17:26:58
13.08.2019 17:27:44
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