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o Collections Registration 

▪ Checks 
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1. Document History 

Version Date Modifications 

V1.0 December 1st, 2013  

V2.0 October, 2023  

 

2. Processes and Transactions 

•  Collections by Checks 

‒ G/L Account Line Item Display FBL3N 

‒ Collection Process ZRAR_CENTRAL_COLLECT 

‒ Display Documents FBL5N 

 

3. Roles  

• AR Analyst 

• AR Supervisor 
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4. Process Execution in SAP  

 

4.1. To display these customer accounts of checks, type the transaction code in the transaction box in a 
new SAP session, and press enter. 

Upon receiving the bank transfer of cheques in Transitory 43010200, will be going to review if we 

have the detail of the collections. 

If it is already provided will be proceeding in posting the transfer.  
If it is not available, they will tag the transfer as CHECK PENDING with doc header text 

“DDMMYY/STATUS.2”. 

The “STATUS.2” must be raised to the customer to clarify the invoices involved on the collection. 

Transaction code: FBL3N 

 

• The first screen is used to filter the items which are going to be displayed.   

 

 

The fields to be completed are defined in the following table: 

Tab Brief Explanation 

G/L account 

selection 

Mandatory. Must be introduced the transitory account 43010200 

due to   

Company code Mandatory (e.g. ES10) 

Line item selection 

Different methods to filter the information: 
- By status of the documents (Open, Cleared or All items)  

- By type of documents (selecting the corresponding fields). 

• By clicking on the “Dynamic selection” button , the filters will be displayed that should 

be completed to overview the balance: 

• Clicking on “Execute”  , the items will be displayed: 
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• Once the invoices which must be paid with the collection are identified, the next step will be 

the accounting of the checks.  

The identification will be determined either by “Assignment”, “Text”, or “Document 

Number”. 

 

4.2. The second step will be the customer identification. To perform the transaction in SAP, type the 

transaction code in the transaction box in a new SAP session, and press enter. 

Transaction code: ZRAR_CENTRAL_COLLECT 

• The first screen is used to select the customer.  

   

By clicking on the match code, a new window which offers different kinds of search will be 

displayed. This window is structured with tabs, but there is a button which shows all the tabs 

as a list. 

 

If the user does not know the name, the key “*” is the character used in SAP to 

performs a searching without knowing the full name. 

After the customer is found, by clicking on , the code will be automatically filled. 



 Job Aids 

AR - Collections Registration - Checks 

 

4 of 8 

4.3. There are two different situations: 

 

• Collection without a customer identified. In the report (step 4.1), by double clicking on the 

corresponding line, it will be displayed: 

 

By clicking on “Modify/Display” button , it will be possible to inform the fields, and 

through the header , the header will be also accessible: 

 

   
 

For this situation, the reference will be filled with the date and the status 

“ddmmaaaa/STATUS 2.0” 

 

• Collection with a customer identified without invoice posted or detail in text as 

prepayment,  will be considered as a prepayment. The movement must be move to account 

43010300  and the code: “ddmmaaaa/STATUS 1.0” 
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4.4. After that, the following step will be the invoice identification. To perform the transaction in SAP, 

type the transaction code in the transaction box in a new SAP session. 

Transaction code: FBL5N 

• Similarly to the first step, the first screen allows the user to filter by customer lines. 

  

 
 
On the table below, the fields used will be explained. 

 

Field Brief Explanation 

Customer selection 
Customer account or range of accounts, and company code or 

range of company codes (e.g. ES01).   

Line item selection 

Different methods to filter the information: By the status of the 

documents (Open, Cleared or All items) and indicating the date 
(i.e. ddmmyy), or by the type of documents (selecting the types 

normal, and special general ledger). 
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• Clicking on “Execute”  , the invoices and collections will be displayed: 

 

 
 

• Once the invoices are identified, the check collected should be reviewed with the amount of 

the invoices associated, and the information displayed in the check. The identification will be 

determined either by “Assignment”, “text” or “Document Number”.  

 

4.5. The collection of the invoice identified will be the following step.  To perform the transaction in 

SAP, type the transaction code in the transaction box in a new SAP session.  

Transaction code: ZRAR_CENTRAL_COLLECT 

• The first screen is used to filter the collection. 

  

These fields (marked with a red box) should be copied from the transitory account display 

(step 4.1) to this new transaction, and the customer identified in the previous step.  

• Once fields are informed, “Execute” the report , and the collection associated with this 

Kyriba IDs will be displayed. 

 

  
 

• Select the item to be accounted within the first column and click on Post . 
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• After that, by clicking on , the items to process the collection will be displayed. 

 

• The item selection is performed by double clicking on the amount of the invoice, and when 
the invoices are selected, the amounts will be transferred to “Assigned”. 

 

• Once the invoices are selected, the posting can be simulated through the menu. 

 

 
 
 

• In case the document is correct, the process will be saved by clicking on the diskette . 

 

4.6. It is also possible that the invoices are not found. 

• Collection from a customer identified, invoices not identified.  

In this case, the invoices are unknown and there are not other invoices to assign and close the 

final amount equal to zero. To solve this issue, the field “Difference Postings” must be 

clicked twice, and the difference will be accounted in the customer account as a new invoice. 

                           
 

The document will be simulated, and the Business Area associated with the collection, in the 

assignment field the Kyriba ID should be pasted from the check. 

 
Furthermore, the text field shall be fulfilled as “CHECK PENDING TO BE APPLIED. 

STATUS 0”. 
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Once all the information has been introduced correctly, the process will be saved . 

 

• The other reason is a partial payment.  

This situation will be fulfilled through the “Residual Items” tab. The invoice will be partially 

paid introducing the amount collected in the Residual item column. 

 
 

If the collection is referred to more than one invoice, it can be divided in all the invoices 

by filling the corresponding amount on each invoice  

 
In this case, the text field shall be fulfilled as “RESIDUAL ITEM FRA XXX (invoice 

number). STATUS 6.0”. 

 

Once all the information has been introduced correctly, the process will be saved  

 

 


