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1. Document History 

Version Date Modifications 

V1.0 December 13, 2013  

V2.0 September 19, 2023  

 

2. Processes and Transactions 

‒ Accounting Documents 

‒ Post with Reference F-01 

‒ Recurring Documents FBD1 

‒ Execute Recurring Documents F.14 

‒ Deferral Document FBS1 

‒ Execute Deferral Document F.81 

 

3. Roles  

• GL Analyst 

• GL Manager Area  
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4. Execution in SAP 

 

4.1. To perform the Post with Reference transaction in SAP, type the transaction code in the 

transaction box in a new SAP session, and press enter. The transaction will be used for posting any 

document manually in the system. 

Transaction code: F-01 

  

• The first screen in the transaction is a header data where the user will be able to set some 

criteria in order to create a document with reference: 
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The fields of the picture are detailed in the table below: 

Field Brief Explanation 

Document Date Mandatory. Reference to the invoice date (i.e. ddmmyy) 

Type 

Mandatory. Equivalent to the accounting books, and used to post a 
type of entry. It also determines the operation that belongs to each 

FI document. By default the system will preselect AB type. 

Nevertheless it could be modified by clicking the white sheet (e.g. 

AB – Accounting Document)  

Company Code 
Mandatory. Reference to the FI company code where the 

document must be posted (e.g. ES09) 

Posting Date Mandatory. Reference to the date when the document is entered in 

Financial Accounting or Controlling (i.e. ddmmyy) 

Period 
Reference to the accounting interval. (e.g.11) A maximum of 16 

periods can be updated. 

Reference 
Optional. Brief text description in order to identify a document 

account. 

Doc. Header. Text 
Optional. It is a header long text that will identify the recurring 

journal. 

Posting Key 

Mandatory. It is a SAP code that will determine if the account will 
appear in the credit or the debit side and which class of operation 

will be posted. Specific transactions will automatically choose the 

correct posting key. User will only have to deal with posting keys 

when using SAP for manual transactions. 

It is not possible to use negative accounting; each position will be 

posted with its corresponding posting key to Debit or Credit Side. 

 

Account 

Mandatory. G/L account on which the document will be posted. It 
will be possible to apply Vendor, Customer or Fixed Asset 

accounts depending on the posting key used.  

Special G/L 

Indicator 

SGL Ind: Optional. Defines an operation in a Special General 

Ledger account. The SGL key allows to post against third parties 
using accounts which are different with the ones the 

vendor/customer has in his master data. 

It will be used exclusively for all the accounts that have been 

created as associates. No direct posting will be allowed. 

Transaction Type 

TType: Optional. Identify individual business transactions. It has 

to be entered for each transaction that affects assets and is 

assigned to a transaction type group. (e.g. 200 – Retirement 

without revenue) 

 

• It will be introduced the data line by line, equally similar as when posting a document 

(transaction FB01). 
 

• Once the information is introduced and by clicking the Simulation button, the document will 

display an overview.  
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• Click Diskette to post the document. The following message will appear: 

 
 

 The saving of the document does not imply an accounting register in the company code.   It 

has been only stored in the system a “document type” but no postings in the system have taken 
place. 

It will be possible to delete this document types. Please refer to “Recurring Documents” 

 
 

 

• Introduce transaction code: FBM2 to modify a Document type template and follow the same 

procedure as Change Document (transaction FB02). Please refer to “Job Aids GL_03 GL 

Documents Management” 
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• Introduce transaction code: FBM3 to display a Document type template and follow the same 
procedure as Display Document (transaction FB03). Please refer to “Job Aids GL_03 GL 

Documents Management” 

 

 

 

• In conclusion, Post with Reference is the quick method to fulfill document information. 

By clicking Post with reference button when posting a document (for example in transaction 
FB01), the system will auto populate the fields according to the reference document; i.e., 

another FI document that has already been posted. 

  
 

Introduce the Document Number, the Company Code and the Fiscal Year due to display the 

data previously saved in the document type: 
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The fields of the screen are detailed in the table below: 

Indicators Brief Explanation 

Generate reverse 

posting 

Commonly used. The original posting key is replaced by the reverse 
posting key for all line items. The reverse posting key is stored in 

the system for each posting key. As a result, the allocation to the 

debit or credit side of the corresponding account changes for all line 
items. 

Enter G/L account 

items 

The document which is used as a reference is only allowed to 

contain G/L account line items. 

When copying the document, the line items are then transferred to 

the fast entry screen for G/L accounts, so that several line items can 
be processed on one screen. 

Do not propose 

amounts 

Commonly used. It will show G/L account with the same detail. 

Nevertheless, the field “Amount” will be left in blank for all the 
entries. 

Recalculate days 

and percentages 

The days and percentages for the payment terms are not taken from 

the reference document; instead they should be recalculated. 

This method involves taking the terms of payment key from the 

master record of the customer or vendor in question and 
recalculating the days and percentages as well as the baseline date 

for payment on the basis of this key. 

Display line items 

Commonly used. The copied line items are displayed individually. 

Use this procedure if the default values must be changed. 
Otherwise, all line items are copied without being displayed. After 

the copying procedure, an overview of the copied line items is 

displayed. 

Copy texts 
Commonly used. Indicates that any long texts in the reference 

document are copied to the new document 

Transfer functional 

area 

This has the effect that the functional area of the reference 

document is copied to the new document. This transfer can be used 
if the functional area was entered manually in the reference 

document and cannot be derived by cost of sales accounting 

substitution. Generally, the functional area should be derived by 

cost of sales accounting substitution (default). 

Copy Segment and 

Partner Segment 

This indicator transfers the segment/partner segment of the 

reference document into the new document. Transfer is only 

recommended if the segment or partner was entered manually in the 
reference document and cannot be derived. As a general rule, the 

fields should be derived again (default). 

 

By clicking the tick, it will be displayed an overview of the document lines. Please note is the same 
document as page 4. 

SAPEVENT:DOCU_LINK/GL:line_item
SAPEVENT:DOCU_LINK/GL:posting_key


 Job Aids 
GL - Accounting Documents 

 

7 of 20 

 
 

 

• Click Diskette to post the document. The following message will appear: 

 
 

 

4.2. To perform the Recurring Documents transaction in SAP, type the corresponding transaction 

code in the transaction box in a new SAP session, and press enter. The transaction will be used for 

posting any recurring entry manually in the system. 

These documents register accounting operations that are repeated on regular basis and used for 

posting the same journal into de system (same posting keys, accounts and amounts).  

Scheduled to run on certain date or periodically for the certain period of time. 

The posting of a recurring document will follow two steps: 

1. Accounting entry creation (transaction code: FBD1) 
2. Accounting document registration (transaction code: F.14) 

 

 

 

1. Transaction code: FBD1 
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• The first screen in the transaction is entering creating the header data where the user will be able 

to set some criteria in order to create a recurring document: 
 

 

 
 

 

 

The fields of the “Recurring entry run”  are detailed in the table below:  
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Field Brief Explanation 

Company Code Mandatory (e.g.ES10) 

First run on Mandatory. Date from which the first recurring entry is to be carried out 

(i.e dd.mm.yy) 

Last run on Mandatory. Date up until which the final recurring entry is to be carried 

out (i.e dd.mm.yy) 

Interval in 

months Mandatory. Posting periodicity (e.g. monthly, quarterly, etc.) 

Run date 
To not be completed. If you do not specify a day, then the calendar day 

which you entered in the "First run on" field is used. 

Run schedule To not be completed 

 
 

The fields of the “Document header information” and “Line items” will be completed as a normal 

document. 

Field Brief Explanation 

Type 

Mandatory. Equivalent to the accounting books, and used to post a 

type of entry. It also determines the operation that belongs to each 

FI document (e.g. AM - Asset Manual)  

Currency/Rate Mandatory (e.g. EUR) 

Reference 
Optional. Brief text description in order to identify a document 

account. 

Translation Date 

For determining the exchange rate which is to be used for 

translation. The exchange rates are stored in the system. It is not 
needed to enter a date unless the date in question is not the same as 

the document entry date. 

Doc. Header. Text 
Optional. By double clicking, it will reply the “reference” text. It 

is a header long text that will identify the recurring journal. 

Trading Past BA Identifies the business area of a business partner 

 

• Once all the data is completed, it will be displayed an overview of the whole document: 

 

SAPEVENT:DOCU_LINK/GL:recurring_entry
SAPEVENT:DOCU_LINK/GL:recurring_entry
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• Click Diskette to post the document. The following message will appear: 

 
 

 The document has not been saved in the legal accounting of the company code. It has only 
been registered in the list of recurring documents of the company. 
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2. Transaction code: F.14 

  
 

Within the first screen displayed, after double click in the transaction, the user will be able to select 

the criteria in order to create a posting document from recurring documents: 
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The fields of the screen are detailed in the table below: 

Fields Brief Explanation 

Company Code Mandatory (e.g.ES10) 

Document Number Mandatory (e.g. 9100000000) 

Fiscal Year Mandatory (e.g. 2023) 

Settlement period 

Mandatory. The accounting date of the accounting entry 
registration.  

If the posting is the first one it would be establish the date that was 

settled in the 1st execution. 
For further periods it would only be necessary to change the period 

and the fiscal year. 

Output Control By default the system will show the user name 

• Click Diskette to post the document. The following message will appear: 
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• For batch input posting, type the transaction code in the transaction box in a new SAP 
session, and press enter.  

 

Transaction code: SM35 

 

 
 

- Select the data session and click  

- It will be displayed the process session where “Processing Mode” and “Additional 

Functions” could be indicated. 

 

 
 

 

The indicators of the screen are detailed in the table below: 

Indicators Brief Explanation 

Extended log Extended log for batch input processing 

Expert Mode Only works in interactive batch input 

Dynpro standard 

size 

The interactive batch input generally only runs with screens 

that are 
present in their standard characteristics. 

Increasing or decreasing the size of the screen, either before or 

during processing, can cause errors. 

Cancel if Log 

Error Occurs 
The system stopped processing the batch input session after 

the current transaction caused an error 
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- When indicators are selected (or not), click  and the first screen of the accounting 

document will be displayed. 

- It must be checked that every header data and all the accounting positions are correctly 
introduced.  In this step, modifications could be done. 

- By clicking “Enter” in each screen the operations will be confirmed until a confirmation 

message appears: 

 
 

 
- The accounting document will be registered in the company code with the same data as 

the recurring document created in transaction FBD1 

.  

 

• We can see the recurrent documents created in transaction is FBD3 
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4.3. To perform the Deferral Document transaction in SAP, type the transaction code in the 

transaction box in a new SAP session, and press enter:  

It will create an entry in one period that is to be reversed in a future period 

Transaction code: FBS1 

  

 

Within the first screen displayed, after double click in the transaction, the user will be able to fulfill 

the document in order to create a deferral document:  
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The fields of the picture are detailed in the table below: 

Field Brief Explanation 

Document Date Mandatory. Reference to the invoice date (i.e. ddmmyy) 

Type 

Mandatory. Equivalent to the accounting books, and used to post a 
type of entry. It also determines the operation that belongs to each 

FI document (e.g. AM - Asset Manual)  

Company Code 
Mandatory. Reference to the FI company code where the 

document must be posted (e.g. ES10) 

Posting Date 
Reference to the date when the document is entered in Financial 

Accounting or Controlling (i.e. ddmmyy) 

Period 
Reference to the accounting interval. (e.g.11) A maximum of 16 

periods can be updated. 

Currency/Rate Mandatory (e.g. EUR) 

Reference 
Optional. Brief text description in order to identify a document 

account. 

Doc. Header. Text 
Optional. By double clicking, it will reply the “reference” text. It 

is a header long text that will identify the recurring journal. 

Trading Partner 

Business Area 
Identifies the business area of a business partner 

Posting Key 

Mandatory. It is a SAP code that will determine if the account will 

appear in the credit or the debit side and which class of operation 

will be posted. Specific transactions will automatically choose the 

correct posting key. User will only have to deal with posting keys 

when using SAP for manual transactions. 
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It is not possible to use negative accounting; each position will be 

posted with its corresponding posting key to Debit or Credit Side. 

 

Account 

Mandatory. G/L account on which the document will be posted. It 
will be possible to apply Vendor, Customer or Fixed Asset 

accounts depending on the posting key used.  

Special G/L 

Indicator 

SGL Ind: Optional. Defines an operation in a Special General 
Ledger account. The SGL key allows to post against third parties 

using accounts which are different with the ones the 

vendor/customer has in his master data. 

It will be used exclusively for all the accounts that have been 

created as associates. No direct posting will be allowed. 

Transaction Type 

TType: Optional. Identify individual business transactions. It has 

to be entered for each transaction that affects assets and is 
assigned to a transaction type group. (e.g. 200 – Retirement 

without revenue) 

 

The unique difference with a normal posting document (transaction code FB01) is the compulsory 

block “Inverse Posting” 

 

 In the Reversal reason field that will be mandatory, it is informed the period: current or 

closed. Ordinarily, a reversing document will be posted in the same period as the original 
document. If the period is not open, the user should overwrite the posting date with a date 

in an open period.  

‒ Reason “01” indicates documents to be reversed belonging to current period 

‒ Reason “02” indicates documents to be reversed belonging to closed period 

 
 In the Reversal Date it is informed the date on which the reverse posting is to be made. 

 

• Introduce all the Line Items necessary. 

• Click Simulation Icon due to display document overview and correct it if necessary. 

• Click Diskette to post the document 

 

 It will only be posted the initial document, never the reversal. 

For document reversal deferral document, transaction code F.81 will be used. 
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4.4. To perform the Execute Deferral Document transaction in SAP, type the transaction code in the 

transaction box in a new SAP session, and press enter:  

Transaction code: F.81 

  

 

Within the first screen displayed, after double click in the transaction, the user will be able to 

establish the criteria in order to find and reverse a deferral document: 
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The fields of the picture are detailed in the table below: 

Field Brief Explanation 

Company Code Mandatory. (e.g. ES10) 

Document Number 

Mandatory. If the document number is unknown, the fields could 

be left in blank. Therefore, when executing, the system will 

display all the documents that could be reversed. 

Fiscal Year Mandatory (e.g. 2023) 

Type 

Mandatory. Equivalent to the accounting books, and used to post a 

type of entry. It also determines the operation that belongs to each 

FI document (e.g. AM - Asset Manual)  

Posting Date 
Reference to the date when the document is entered in Financial 

Accounting or Controlling (i.e. ddmmyy) 

Entry Date  

Reference 
Optional. Brief text description in order to identify a document 

account. 

Posting Period 
Reference to the accounting interval. (e.g.11) A maximum of 16 

periods can be updated. 

Reversal Reason 
‒ 01:  documents to be reversed belonging to current period 

‒ 02: documents to be reversed belonging to closed period 

Test Run 

The system only generates a log. Data is neither updated nor 

changed in the database .If Test run is not activated, the system 

updates data in the database (real run) 
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Due to the block “Cross-company code transactions” one of four criteria could be selected  in order 

to control how documents from cross-company code transactions are to be processed: 

Indicator Brief Explanation 

Do not process 
By default the system will preselect it together with the “Test 

Run”.  

Process When doing real run, select this indicator 

Relevant does if 

possible 

Caution: A cross-company code transaction is only partially 

reversed if only some of its documents have been selected 

Only reverse 

completely 

If only some of the documents from the transaction have been 

selected, the remaining documents are automatically read 

 

• Click Execute to reverse the document and a confirming message will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


