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Tower: Process Map No. and Title:
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+1 1.1 End-to-End Process Formatted: Normal, Line spacing: single, No bullets or
numbering
This process is done every time a request is received from the Cash Task. The collector will Formatted: Font: 11 pt, Font color: Text 2, Pattern: Clear
work with the customer to sign up for the direct debit enrollment and then the completed (white)
form is attached on the direct debit cash task submitted and note on the request if the
account needs to be set up via manual or automatic debit so the system will pull the funds
on the customer’s bank account. Also, customer may opt to allow us to pull a specific
amount and the preferred date when the funds should be pulled on their account via lump
sum request or customer down payment request . Cash Application will then process there
direct debit cash task depending on the notation on the cash task request and the necessary
back up documentation attached (EFT enrollment form)
1.2 Tools/Systems Required /{ Formatted: Font: (Default) Arial, 11 pt, English (United
States)
Description Location/Path
SAP To Open and process the direct debit
cash task - (/N/SOP/CDM), Formatted: Font: Bold

2.1 Inputs & Outputs

Critical Process Inputs

Source (e.g., Related File Required

Description

Formatted Table

SOPs) / Contact details Location/Path (Y/N)
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All the requests
related to Direct
Request for | debit will be
direct debit | found in SAP
worklist

(IN/SOP/CDM)

SAP NA

Critical Process Outputs

Description File Location/Path Required (Y/N)

After processing this
request, we get the SAP NA
Clearing Document

Clearing
Document

2.2 Roles & Responsibilities

Mainly two teams are responsible for the requests. Collection team is responsible to queue
the Direct Debit request in SAP and that request is handled by the Cash Application team.
Cash Application team is also responsible to reject the request for required reasons.

Responsibilities
e Review Direct Debit request

Cash e Further process these requests in SAP
izzlrﬁ:ahon e Approve/Reject request as per the guidelines

2.3 Definitions

Process Acronyms Description

FSP SAP system for Pharma business segment

TPM SAP system for Medical business segment
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2.5 Detailed Process Steps

Activity ID,
Name and
Role
Responsible

1. Login to SAP
(/N/SOP/CDM

)

Notes/Exceptions/
Additional
Information

Description/Detail Work Instruction

. Open Cash Task (/N/SOP/CDM) - Direct Debit

A. Manual EFT enroliment

e Loginto SAP

e Open direct debit cash task

o Direct debit related activities are to be completed by

SME and above
e The task must include these attachments:
v" ACH and Pre-Authorized Depository Transfer

Check (Electronic Authorization Agreement) must
include signatures.

v Enrollment Form - filled in completely

v There should also be a notation in the collector’s

email (attached to task) or on the form if the
withdrawal is automatic or if the Collector
manually select the invoices.

o NOTE: The preference is to have the withdrawal
automatic so there is no manual intervention by
the collection staff.

v~ A copy of a voided check from the
customer. The MICR must match the Transit
Routing/ABA# and Checking Account # on the
Enrollment form.

AN

v' In case Void check is not available then Bank _—{ Formatted: Highlight

letter confirming the banking details of the
customer is needed.

v’ Credit Application form will suffix as a
documentation for new customers

Note: If any of the attachments are missing or incomplete, return to the
appropriate requestor. Forms that have been altered by the customer are
not acceptable.
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2. Examples of
attached
forms (Inc.
Enrollment
and Void
check)

3. Update
Customer’s
Information

lccesslaplicancplites ITC_Cash Applications_Direct Debit_ V1.0

Validate check-in account #, routing #, customer name, Amount with Check
and enrollment form.

e Loginto SAP (FSP or TPM)

¢ Go to t-code FD02 — Change Customer (Accounting)

SAP Easy Access - User menu for Peggy Tsai
BE|S a8 o v a

[l FBL 5 - Customer Line Items
ZAR_LOBX_REMIT - Display LEX - ¥ needfwas keyed
ZAR_LOCKBOX_STATUS - LBX Status - needs to be applled
[ FBOS - REVERSE Cocument & GL

B FBRA - (USE THIS ist) Reset & Reverse Cleared [tems
FBL3N - GA Account Line [kems USE THIS OMNE

B F-03 - Clear GAL Account

FAGLEOS - Display Balances

[# FS100 - Balarce Display

ZARWAREHOUSE - Remit Warehouse

ZRRREMIT_LUFLD - Import Spreadstheet Standard Uinload
[ ZAREDITRMNRFT - EDI Transmission Report

ZRARALGRTM - View of Alorithm Stat Table

ZRRE_ RESIDIUALS - Unprocessed or Blank Residuals

B ZARMAINTAIN_HDR - Create Header Data

SIx - Display Own Jobs

E#l SFO2 - Display Spocl Regquests

[ LD _DISPUTE - Dispute Management
ZM_OTC_PRICEDLCTES - Price Guotes

[ LIEM_BP - Collections Rep

ZAR_KIMNBK, - MICR Customer Master (Bank Details)

855 - C FI Maintain Table TFAW

B ECWT - Creats O efnmer (8 oem ntine)
FOO2 - Change Customer (Accounting)

Fal
#KO3 - Display vendor (AP REFLIND ADDRESS)
FCHMN - Check Register (CHECK # or AMOUNT)
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Populate the Customer field based on the information provided in the form,

4. Custor_ner and then press the Enter key. Key the appropriate Company code if not
Infor_matlon provided on the activity request, reach out to the Collector for this
Details information.

Customer Change: Initial Screen
B

[= Customer Change: Initial Screen

Customer o E—

Company Code O

%1 N1

Click the Payment Transactions tab, and update banking information based
on the information provided in the form
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lccesslaplicancplites ITC_Cash Applications_Direct Debit_ V1.0

Customer Edit Goto Extras  Enyironment  System  Help

© T(EIeGe DHR 900D BT OB

[ .| Change Customer: General Data

&5 Other Customer  Company Code Data B-
sorer [

Address | Control Data | Payment Transactions l Marksting | Contact Person

Bank Details
Cry  Bank Key Bank Account Acct holder C... L. IBANValue Bk.t... Reference detais
ius B |
\%

0

Bank Data... | |@ @@ ‘ Payment cards ‘ IEAN‘

Fayms_mt t!:msac_ncmq | A_Jt_em_;g_twe payer in qr_)_gumer_wt

Alternative payer " |Individual entrizs

Allowed payer

Scroll to the far right and click the “Col” box in the column next to Reference
Details. The system will use this bank account to pull the funds from.

If the Alternative payer field is populated, delete it.

Address | Control Data /Payment Transactions | Marketing | Contact Person

Bank Detais

Acct holder C... L. IBANValue Bi.E... Reference detais Col...|Bank name ik
El VI REGIONS BANK
= =

«» “»

Bank Data... | (&) [B[F] [ payment cots | [H ma

Payment transactions Alternative payer in document.
Altarnative payer | Individual entries

| Allowed payer |

If you adjust the column widths in SAP, all fields mentioned above can be
seen at once for final review. Screen should look like this.
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5.AUTOMATIC
DEBIT/EFT

Process Map No. and Title:

ITC_Cash Applications_Direct Debit_V1.0

Address | Control Data | Payment Transactions | Marketing | Contact Person

Bank Detals

Ctry  Bank Key Bank Account Acct holder C... L. IBANValue  Bk.t... Reference d... |Collection Auth. nk name m

===

“» b

[ Bank Data... | [& [T [ Peymentcards |

Payment transactions Akemnative payer in document
Alternative payer [ Jindwidual entries

Alowed payer

Note: Stop Here If Manual Direct Debit was requested; go to the next
steps if automatic pull was requested

e Click the Company Code Data button (the remaining steps are only
completed if automatic pull was requested, if manual was requested only
complete the steps above (page 1 to 6)

Click the Payment Transactions tab

e Change Payment Methods to | (for Incoming AR Direct Debit) for NP#{ Formatted: Left

and MP.
e Change Payment Methods to D (P-Mo Incoming AR Direct Debit) for P

o Change Payment Methods to E (P-Mo Incoming AR Direct Debit) for

SP,
——Change Payment Methods to E (P-Mo Incoming AR Direct Debit) for
Kin

e Change Payment Methods to E (P-Mo Incoming AR Direct Debit) for—— Formatted: List Paragraph, Left, Bulleted + Level: 1 +
Aligned at: 0" + Indent at: 0.25", Position: Horizontal:
0.06", Relative to: Margin, Vertical: 0.15", Relative to:
Paragraph, Horizontal: 0.1", Wrap Around

Formatted: Not Highlight

ParM,

N
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Customer
Company Code

-Accclunt Management ,

_|- Correspondence |

| Payment data
Terms of payment
Credit memo payt term

Payment methods
Alternat.payer

|Single payment

| Automatic _payment transactions

[~ IPayment advice by EDI
| |Different payer in document

Y000, zvo1)

[¥ood!

Tolerance group

AR Pledging Ind
[ |Payment history record

Payment block
House Bank
Grouping key
Pt meth.supl.
Lockbox

[730112

Allowed payer

- Account Management Correspondence | Insurance
Payment data
Terms of payment [vo3o] Tolerance group ]
Credit memo payt term 000! Known/neg.leave |
B/e charges payt term [ AR Pledging Ind [
Time unti check paid In ] [”IPayment history record
Automatic payment transactions
Payment methods i =l Payment block
Alternat.payer House Bank
B/exch.lmit lo.00 USD  Grouping key [
Pmt meth.supl. B
Next payee [
[CJPayment advi Lockbox
Payment advice notes
Rsn code conv. Selection rule ]
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. e Uncheck any other payment method and change to | (Incomin Formatted: Font: (Default) Arial, 11 pt ]
6. Incon.“ng Direct Debit) for NP and MP or change to D (P-Mo Incoming AR™( Formatted: List Paragraph, Bulleted + Level: 1 + Aligned at:
'SRbE'reCt Direct Debit) for P and Parm. 025" + Indent at: 0.5"
ebi

e Change Payment Methods to D (P-Mo Incoming AR Direct Debit)—{ Formatted: Bulleted + Level: 1 + Aligned at: 0.25" +
for P Indent at: 0.5", Position: Horizontal: 0.06", Relative to:

: . , Margin, Vertical: 0.15", Relative to: Paragraph, Horizontal:
»_Change Payment Methods to E (P-Mo Incoming AR Direct Debit) | g3 wrap around oo
Az,

for SP.

e Change Payment Methods to E (P-Mo Incoming AR Direct Debit)
for Kin

e Change Payment Methods to E (P-Mo Incoming AR Direct Debit) for
ParM.

Formatted: List Paragraph, Indent: Left: 0" ]

-« Incoming prmnts
Drawdown
Reverse ACH [
Pre-authorized credit(no IDoc)
Incoming AR Direct Debit [
Intercompany Settlements-Cust (]

[

../ Qutgoing pmnts
Pre-authorized debit (no IDoc) -~
Bank transfer (ACH CTX)}
Wire Transfer
SWIFT Payments
Direct—Bank transfer (ACH)
Check Payment
Direct—Check
Direct—Wire Euro
Intercompany Settlements-Vend
Collective Check
AMEX P-Card Payments
Bank transfer (ACH CTX)
10 Direct—Wire USD
Wire Payments
Tax Payments

Ao B ®B AP o8N DD

10
=

w
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7 Payment Metnods
L.. |P...Incoming pmnts L.. |P...Dutgoing pmnts
EE 6 Drawdown [ ] 0 Pre-authorized debit (no IDoc)
[]7 Reverse ACH || 1 Bank transfer (ACH CTX)
[]'3  Pre-authorized credit(no TDoc) ]2 Wire Transfer
Wl D coming AR Direct Debit [ |3 SWIFT Payments
e RFuture Due DirectDebit ] € Check Payment
1T Incoming AR Direct Debit I N Intercompany Settlements-Vend
[15 Intercompany Settlements-Cust [Z] T Bank transfer (ACH CTX)
"] ¥ Supplier Rebates Auto Deduct
] % Wire Payments
1% Tax Payments
0 0 K]
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I [E Cuscomes Zai=  geme Eavrga Eeviccmens | Bisecs et /{Formatted: List Paragraph, Indent: Left: 0"
E c.h.a_nge Customer . Comgoany Code Data

o oees waea s el nneL T

Pricimg

[= Payment Hethods

()

Beverse ROH Bank tzamsfex (ACH CIH)

Wize Transfes

J

Pre—authorised coeditine IDoc)
Dir Deb Securiciced

1000000
i

SWIFT Paymencs

“B Dir Deh BomSecusitised | | A Dizect —Bank tcansfes (ACH
Futwce DizDelb Secusitised [ 1B Bank tcansfos (ACH CTH)
Future DirDeb FonSecursices [ | C Check Bagmens
BillerDirect ACH HonSecuritiome [ | K Bank of America — Vistual[Care
Incoming AR Direct Debic W Ir Sercl ;[iemd
T e e et ([ 1B ACH - U Domicile
[T Bank tcansfes (ACH CIH)
[T Direcc—-Wire TSD
[ 1V Supplier Bebates Auto Dedict
1w Wizre Paymencs
" 1¥  Tax Paymenes

After selecting the correct payment method, we need to post or click save

7. Saving where details are updated.

payment
method
details

Customer Edit Goto Extras Environment System Help

& ~| 4 CeQ CDHE mDHoa8

Change Customer: Company Code Data
I Other Custorer GeneralData [ [ CAHData

Customer
Company Code

Payment data
Terms of payment ¥ooo| Tolerance group | zvo1|
Credit memo payt term f¥ooo

AR Pladging Ind
[ |Payment history record

| Automatic L"nayrnen‘t transactions

Payment methods Payment block

Alternat.payer House Bank
Grouping key Wi
| |Single payment Pmt meth.supl. ]
[ IPayment advice by EDI Lockbox [730112 |

| Different payer in document Allowed payer
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8. Review
changes to
customer’s
information

Process Map No. and Title:

ITC_Cash Applications_Direct Debit_V1.0

)

. Changes to a customer’s information can be reviewed for—— "[ Formatted: Indent: Left: 0.5", No bullets or numbering
the date the change was made.
. From VD02 screen with customer entered, go to

Environment - Account Changes - All Fields

Customer Edit  Goto  Extras System  Help
(v ~| q Field Changes .k‘_’w EE e
| I Account Changas » Al Fields I i
|7 |.| Change Customer:;( credt vanagement | Sensitive Fields |
ﬂother Customer  GenerlData [ i
| List Documents 3
Customer CUs ch STER
Company Code Customner Fact Sheet
Internet Services 3
Account Management Pawi:'eﬂt" d g
| Payment data
Tarme of vnan! Toloranro arnnn i
. Next Click on All Changes 4—##—[ Formatted: Indent: Left: 0.5", No bullets or numbering
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9. Lump Sum
Request
/Payment
Plan

lccesslaplicancplites ITC_Cash Applications_Direct Debit_ V1.0

Customer Changes : Changed Fields

@ Al Changes | Entries Deletions  Field Names

Field

Billing block
Credit memoc pyt term
Customer classific.
District

Intereat indicator
Last key date

Hame

Payment methods
Reason code conv.
Selection rule
Specialty

Terms of Payment
Tolerance group

. A list of all changes made to customer are listed, includiﬁg—-_[ Formatted: Indent: Left: 0.5", No bullets or numbering

the change in payment methods which was a change from check
(C) to direct debit (1)

)

Date Field New 014

08/08/15 |Payment methods I C

Enter transaction code F-37 in SAP

Customer Down Payment Request: Header Data

r 3
New Item
s 4

Document Date = Type Dz Company Code =
Posting Date 05,01-2017| Period Currency/Rate E]
Document Number Translatn Date
Reference

Doc.Header Text

Trading part.BA Tax Report Date

Customer

Account [~
Trg.sp.G/L ind. LS
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10. Necessary . Enter the required data in the following fields. D "[ Formatted: Indent: Left: 0.5", No bullets or numbering
details ee_In the Document Date field, enter today’s date. ‘—{ Formatted: Bulleted + Level: 2 + Aligned at: 0.25" +
Indent at: 0.5"

required oe_In the Type field, enter DH
ee_In the Company Code field, entered the company code associated
with the customer
e _In the Posting Date field, enter the today’s date.
e _In the Currency/Rate field, enter USD.
o _In the Reference field, enter a payment reference.

= In this example, the reference entered was ACH and the schedtited—| Formatted: Bulleted + Level: 3 + Aligned at: 0.25" +
date: ACH20170501. Indent at: 0.5"

= If you are scheduling more than one payment, use this field to
differentiate the multiple payments. For example, if you will be
scheduling 2 different weekly payments for the same customer,
enter ACH20170501 for the one on 5/1/17, and then ACH20170508
when entering the one on 5/8/17.

= _In the Account field, enter the customer number. D T Formatted: Bulleted + Level: 2 + Aligned at: 0.25" +

Customer Down Payment Request: Header Data Indentat: 0.5°

New Item
Document Date 5/1,2017 Type DH Company Code 2220
Posting Date 05,01,2017| Period 11 Currency/Rate UsD
Document Number Translatn Date
Reference ACH20170501
Doc.Header Text
Trading part.BA Tax Report Date

Customer

Account [— j

Trg.sp.G/L ind. A

Press the Enter key or click the Green Check Mark icon

The “Customer Down Payment Request Add Customer item” screen will be
11. Customer displayed.

Down
Payment
Request Add
Customer
item screen.
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Customer Down Payment Request Add Customer item
&) 30 ®Moredata  New Item

Customer G/L Acc -
Company Code
[

Item 1 / Down paryment request / 09 F
|

Amount A jUSD
~|Calculate tax
Bus. Area -
Due On £
Payment Ref.
Pmnt Block Pmt Method Pmt meth.supl.
Discount % | | ) Disc. amount
Contract /
Assignment
Text [ ) §» Long Texts |
12. Enter the o Inthe Amount field, enter the ACH lump sum payment amount.
Necessary o Inthe Bus Area field, enter the business area associated with the
details customer
= P P Business Area

= PRM Parm Business Area
= REPK Repack Business Area
= SP SP Business Area
= KNR KNR
o Inthe Due On field, enter the date that the ACH lump sum payment
should be initiated.
= This is the field that will trigger the payment date. If
the payment is for a future date, enter the date that
the payment should be initiated.
In the Payment Ref field, enter a payment reference.
= In this example, the reference entered was ACH and
the scheduled date: ACH20170501.
= If you are scheduling more than one payment, use
this field to differentiate a reference for the multiple
payments. For example, if you will be scheduling 2
different weekly payments for the same customer,
enter ACH20170501 for the one on 5/1/17, and then
ACH20170508 when entering the one on 5/8/17.
o Inthe Pmt Method field, refer 6. Incoming AR Direct DebitenterB-

e}

o__Uncheck any other payment method and change to | (IncomineAd Formatted: Bulleted + Level: 1 + Aligned at: 0.25" +

Direct Debit) for NP and MP or change to D (P-Mo Incoming AR IIVTdef)t a\t/: :5| Pgslitsignmotr.izor;tal:P 0.06", l;elati\/_e tot: |
. . argin, Vertical: 0.15", Relative to: Paragraph, Horizontal:
Direct Debit) for P and Parm. 0.1, Wrap Around

o__Change Payment Methods to D (P-Mo Incoming AR Direct Debit)
for P
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o__Change Payment Methods to E (P-Mo Incoming AR Direct Debit)
for SP.

o__Change Payment Methods to E (P-Mo Incoming AR Direct Debit)
for Kinr

o__Change Payment Methods to E (P-Mo Incoming AR Direct Debit)
for ParM.

o Inthe Assignment field, enter reference text for the payment. This
field is optional.
= In this example, the reference entered was ACH and
the scheduled date: ACH20170501.
o Inthe Text field, enter reference text for the payment. This field is
optional.
= In this example, the reference entered was ACH and
the scheduled date: ACH20170501.

Customer Down Payment Request Add Customer item
a1 [3 10 ®Moredata  New Item

Customer G/L Acc _
Company Code

Item 1 / Down payment request / 09 F

Amount 1250.00 usD
["|Calculate tax
Bus. Area -
Due On 5/1/17
Payment Ref. ACH20170501
Pmnt Block Pmt Method D/ Pmt meth.supl.
Discount % - Disc. amount
Contract £

Assignment r’AcH"2017’0'501 o
Text |ACH20170501 3 % LongTexts |

Press the Enter key or click the Green Check Mark icon

& More data

Click on the More Data icon

The Customer Down Payment Request Correct Customer Item screen will

13. Customer be displayed
Down

Payment
Request
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Correct
Customer
Item screen

14. Saving the
data

15. Open AR to
post ACH
LUMP SUM
payment

Process Map No. and Title:

ITC_Cash Applications_Direct Debit_V1.0

Customer Down Payment Request Correct Customer item

i &) [3 [0 & More data New Item
Customer G/L Acc -
Company Code
]
Item 1 / Down payment request / 09 F / Addit.Details
Amount 1,250.00 USD  Amountin LC 12500 usb
Group curr.amnt 1,250.00 usb
CreditArea ﬁ
Part. Bank Reference key 1
Reference key 2
House Bank i Reference key 3
Reason code
Planning level Plan. day

In the Credit Area field, enter the credit are that corresponds with the
Business Area entered on the prior screen.
P P Credit Control Area

e BRKG BRKG Credit Control Area
¢ KNR Knr Credit Control Area
¢ PRM ParM Credit Control Area
e SP SP Credit Control Area

]
e Press the Post icon H to save the entry.
e The “Customer Down Payment Request: Header Data” screen will
be displayed. The status bar will display a message that a

document has been posted.

Document 1400002905 was posted in company code 2220

e If you need to schedule multiple payments, go back and execute all
the steps make sure to enter the correct dates and reference text in
the appropriate fields.

After the ACH Lump Sum Payment has been initiated, the scheduled
payment will appear on the customer AR account.

A scheduled ACH lump sum payment will generate a debit amount that
appears on the customer AR as a “noted item”. This debit does not affect
the customer AR balance and will not be reported on any AR reports or the
online payment portal. The “noted item” will appear on the customer
account until the ACH payment is processed and completed. Scheduled
ACH lump sum payments can be viewed on the customer AR account
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using SAP transaction code FBL5N and selecting “noted items” in the Type

section.
e [Enter transaction Code FBL5N in SAP. ___—{ Formatted: French (France)
16. fSotIIec?V\s/etg it;e e The Customer Line ltem Display screen will be displayed.
SAP (for
ACH) Customer Line Item Display

® [% )= [i] Data Sources

Customer selection
Customer account — to C3
Company code to = |

Selection using search help
Search help ID
Search string

= Search help

Line item selection
Status
“Open items
Open at key date 05,/01,2017

Cleared items
Clearing date to % ]
Open at key date

All items
Posting date to (=]

Type
«/Normal items
[ Special G/L transactions u
+Noted items
Parked items
Vendor items

o Inthe Customer Account field, enter the customer number.
o Inthe Company Code field, enter the company code
associated with the customer
o Inthe Type section, select the check box for “Noted Items”.
= The “Normal Items” option can be selected if desired,
but it will cause all open AR items to be displayed.

@

e Click on the Execute icon
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The Customer Line Items Display screen will be displayed.
17. Customer

Line ltems Customer Line Item Display
Display ©/TU BEQ VAT BER EXEE [ e Domieces
screen e
Name
'St Branch account Account __ BusA Reference  Type DocumentNo ©  Amount in local cur. Current cash disc. amount  Arrers Document DatePosting Date  Baseline Date Net due dé

) PD 48938901 N 1800019668 5591,012.53 000 35 02/17/2016 1003206  05/10/2016  05/10/201
PD  ACH20170501 DH 1400002905 1,250.00 000 0 05/01/2017  05/04/2017  05/01/2017  05/01/201
| . 5,592,262.53
a8 - 559226253
a 559226253

e The “noted item” appears on the account as a payment
document type but reflects as a debit amount. This is a
temporary document that notes that a payment has been
scheduled.

e Although the “noted item” appears as on open AR item, it does
not affect the open AR balance. It will not appear on customer
statements or customer reporting.

o The Document Date and Posting Date reflect the date that the
payment request was entered.

e The Net Due Date reflects the date that the payment will be

initiated.

If the customer has multiple payments schedule, refer to the Net

Due Date field for the scheduled payment date.

18. Display Once an ACH lump sum payment has reached its scheduled date, the ACH
posted ACH payment will be initiated and will appear on the customer AR account as a
lump sum credit amount, and the debit for the “noted item” will disappear. The ACH
payment lump sum payments are considered special transactions, so they can only

be viewed on the customer AR account via transaction code FBL5N when
the “Special G/L Transactions” type is selected in the Type section. From
an accounting perspective, the transactions reside on G/L account
N (Accounts Receivable-Lumpsum) versus account
(Accounts Receivable-Trade).
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e [Enter transaction Code FBL5N in SAP. ___—{ Formatted: French (France)

19. Customer
Line Item
Display
screen

e The Customer Line Item Display screen will be displayed.

Customer Line Item Display

@ E([i] DataSources

Customer selection _
Customer account - to
Company code to
Selection using search help
Search help ID

‘Search string.
= Search help

o]

Line item selection
Status
+)Open items
Open at key date 05,01/2017

Cleared items
Clearing date to [#]
Open at key date

All items
Posting date to (=]

Type
vINormal items
ISpecial G/L transactions
_Noted items
Parked items
Vendor items

o Inthe Customer Account field, enter the customer number
o Inthe Company Code field, enter the company code
associated with the customer
o Inthe Type section, select the check box for “Special G/L
Transactions
@

e Click on the Execute icon

The Customer Line Items Display screen will be displayed.

Customer Line Item Display

/RL BHA PAT BEE EREE [ Dispute Case

Custome

Name

st Branch account Account “BusA Reference “Type DocumentNo = Amountinlocalcur.  Cumdisc.  Arers Document DatePosting Date  Baseline Date Net due date DD
| e ) DH 1400003558 1,250.00- 0.00 0 05/01/2017  05/01/2017  05/01/2017  05/01/2017

| PD 48938901 2N 1800019668 5,591,012.53 000 35 02/17/2016  10/01/2016  0S/10/2016  05/10/2016
| = - 5,589,762.53

5,589,762.53
a <.~ 5589,76253

e The payment appears on the account as a payment document
type as a credit amount.

e The document date and posting date reflect the date that the
payment was initiated.
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ACH lump
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21. Cancellation
of ACH LUMP
SUM payment
request

22. Steps for
Cancellation

Process Map No. and Title:

ITC_Cash Applications_Direct Debit_V1.0

The ACH lump sum payments are considered special G/L transactions, so
they can only be utilized in cash application transactions when the “Special
GL Indicator” for down payment is selected in the cash application
transaction.

When executing a cash application transaction (F-28, F-30, or F-32), the
Open Item Selection section where the customer account is entered, also
has a field for “Special G/L Ind”.

Open Item Selection

Account

Account Type D [ 10ther accounts
Special G/Lind & [O5tandard Ols
Pmnt advice no.

[ Distribute by age

[ JAutomatic search

Enter A in the field or use the match code button and select the value for
special G/L indicator type “A” for “Down Payment”.

Post with Clearing Select open items

Special G/L Indicator

:D A Down Payment -
D B Nonrediscountable Bills of Ex. ks

An ACH lump sum payment request that has been scheduled in SAP can
be cancelled. The payment request must be cancelled by 4:30PM EST
+30-pm-EST-on the business day prior to the scheduled payment date.
The payment request can be cancelled using the SAP transaction FB08

e Enter transaction Code FB08 in SAP
o The Reverse Document: Header Date screen will be displayed
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Reverse Document: Header Data
& Display before reversal fiiil Document list ~ £%Mass Reversal

Document Details

o o
Document Number 1400005353
Company Code 2220
Fiscal Year 2017

Specifications for Reverse Posting

Reversal Reason 99

Posting Date Tax Reporting Date
Posting Period

Check management specifications
Void reason code

o Inthe Document Number field, enter the document number
for the Noted Item that needs to be cancelled.

o Inthe Company Code field, enter the company code
associated with the document number

o Inthe Fiscal Year field, enter the fiscal year associated with
the document number

o Inthe Reversal Reason field, select the appropriate reason
for the reversal. Use the match code button to see a list of
all reasons. The primary reasons for cash application
reversals are listed below

= 96 - Cash Application - Data Entry Error

= 97 - Cash Application - Application Error
= 08 - Cash Application - Collection Error
= 99 - Cash Application - Customer Error
o Inthe Posting Date file, enter the posting date for the
reversal

Click on the Display Before Reversal button
23. Data entry

view 6‘.;(’0|sp1ay before reversal I to view the document to be reversed

o The Display Document: Data Entry View screen will be
displayed.

o Confirm that the correct document is being reversed.
o

o Click on the Green Back Arrow icon to return to the
Reverse Document: Header Data screen
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24. Reverse the
document

25. Write
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off

Process Map No. and Title:

=

Click on the Post icon

The status will display a message that a document has been posted.

ITC_Cash Applications_Direct Debit_V1.0

to reverse the document.

Document 1400000656 was posted in company code 2220

Review the customer AR account via transaction FBL5N and select the

“noted items” type to confirm that the scheduled payment has been

cancelled.

e You will no longer see the noted item that was

reversed/cancelled.

For all write off cases for Pharma & Medical segments tolerance limit would b

$25.00 at invoice level.

o

3.1 Segregation of Duties — Documents and Risks

Process step Activity Code SOD Description
NA NA NA
NA NA NA
NA NA NA

3.2 SOX Controls

Control No. per

RACF

Control Description
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3.3 Operational Controls

Control No. per

Control Description

RACF
NA NA NA

3.4 Process Risk & Mitigation

Risk and Issues Log

Risks — What -
Reference Could Go Wrong? Implication Control No. per RACF
NA NA NA NA
3.5 Policies

Policy Name File Location/ Pathname

4.1 Activity Calendar

1 Direct Debit Debiting the customer Daily NA
account.

4.2 References

Process reference documents like forms, templates, checklists can be embedded here

Name/Description of the Artifact/Link of the Related SOP Activity ID

appendix item document
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NA NA NA

PROCESS CONTACT INFORMATION

5.1 Issues/ Query related to process or applications/systems

System/Application/Proce

- Contact Name Contact Details

SAP NA NA

5.2 Capture escalation contact point for BPO partner Operations team and Genpact

Escalations Contact Name Contact Details Formatted Table

Process Escalation Formatted: Dutch (Netherlands)

Process Escalation

5.3 Key Contact Details

Contact Name Contact Details

/{ Formatted: Hyperlink, Font: (Default) +Body (Calibri)

)

Approval E-mail Formatted: Font: (Default) +Body (Calibri), 10 pt, Bold, Not
Italic
N Formatted: Normal, Space Before: 0 pt, After: 0 pt, Line

spacing: single, Don't keep with next, Border: Top: (No
border), Bottom: (No border), Left: (No border), Right: (No

border), Pattern: Clear
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