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1.1. Post Vendor Invoice Booking 

SAP T-code FB60 
Process Enter FB60 in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code FB60 
Process  Go to Basic Data Tab - Enter vendor number - Enter invoice 

date - Posting date - Enter reference, example bill number – 

Enter Amount - Enter Business place and Section code - Enter 

text - Enter expense G/L - Enter amount – Enter Tax Code - Enter 

cost centre 
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SAP T-code FB60 
Process Click on Simulate - Enter 

 

 

1.2. Vendor Payment 

SAP T-code F-53 
Process Enter F-53 in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code F-53 
Process Enter document date (date when the payment is made) & 

Posting date - Enter reference - Enter Bank Account Number - 

Enter amount - Enter text - Enter vendor number - After filling 

the details, press enter or click on process open items 
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SAP T-code F-53 
Process Select all – Deactivate - Select the items that needs to be cleared 

and click on document menu option and select simulate – Save – 

Document Generated 
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SAP T-code F-53 
Process Click on Document and simulate – Save – Document Generated 

 

 

1.3. Create Cheque lots and Cheques(cheque leafs) 
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SAP T-code FCHI 
Process Enter FCHI in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code FCHI 
Process Paying company code - House Bank - Account ID - Click on 

Change (Pen) 

 

 

SAP T-code FCHI 
Process Click on New Icon - Under Lot - Lot number  - check number  - to 

number  - Non sequential - Under Additional Information  - Short 

Info – ok - save 
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1.4. Assign Cheque against Payment Document (ManaulCheque 

Assignment) 

SAP T-code FCH5 
Process Enter FCH5 in Transaction box and click Enter or Tick symbol 
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SAP T-code FCH5 
Process Payment Document Number -Paying Company Code - Fiscal Year 

–Check - House Bank - Account ID - Check Number –Enter - Save 
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1.5. Display Cheque Information 

SAP T-code FCH1 
Process Enter FCH1 in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code FCH1 
Process Paying Company Code - Check Data - House Bank - Account ID - 

Check Number – Enter 
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1.6. Payment Document Cheque 

SAP T-code FCH2 
Process Enter FCH2 in Transaction box and click Enter or Tick symbol 
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SAP T-code FCH2 
Process Payment Document Number - Paying Company Code - Fiscal Year 

- Enter 

 

 

 

1.7. Void Issued Cheque 
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SAP T-code FCH9 
Process Enter FCH9 in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code FCH9 
Process Paying Company code - Bank Data - House Bank - Account ID - 

Checks to be Voided - Check Number - Void Reason code - Click 

on Void button  

 

 

 

1.8. Cheque Register 
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SAP T-code FCHN 
Process Enter FCHN in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code FCHN 
Process Paying Company Code - House Bank - Account ID - Payroll Checks 

- Execute  
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1.9. Cancellation of Cheque 

SAP T-code FCH8 
Process Enter FCH8 in Transaction box and click Enter or Tick symbol 

 

 

SAP T-code FCH8 
Process Paying company code - House Bank - Account ID - Under Check 

Payment to be reversed  - Check number (8002 Another Manual 

check lot I Created In FCH5) - Void reason code - Under Reversal 

data - Reversal Reason - Posting Date - Posting Period - Click on 

Cancel Payment  
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