RM, e
Petty Cash

Petty cash is a small amount of discretionary funds in the form of cash used for expenditures
where it is not sensible to make any disbursement by cheque, because of the inconvenience and
costs of writing, signing and then cashing the cheque.

Below steps should be followed in updating petty cash in SAP system.
Main menu Banking Outgoing Outgoing

payments payments

Then it will lead to appear the below window.

Qutgoing Payments (o] x]
Code | () Vendor No., Primary | |S0000
Name = ) Customer  Posting Date 05/D5/2014
Pay To L () Account Due Date 05/06/2014
O Tos Document Date 05/06/2014
Referance
Transaction No.
Contact Person WTax Code

Project WTax Base Sum

[[] Display Invoices with Matching Eiling Address

Selected  Document No. Document T... Date Cash Discount % Total Discount  Total Before Disco...
Ll »

[ Payment on Account 0.00
WTax Amount
Total Amount Due

Remarks

Journzl Remarks Open Balance

T T

First you have to tick on the circle relevant to “Account”. Then the interface will be changed as
shown below.

There you should update the date fields as required to the transaction.

Then enter the Bill number or relevant document number in “Reference” box.

Select the project if required and check the currency.
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’Rl ( holdings

Then select the correct G/L account in the G/L account field and the Account name will be updated
automatically.

To Order of [ | ) Vendar Ne.  |Primary | |s0000 |
Pay to | A‘ () Customer  Posting Date 06/08/2014
v Dus Date
—— Document Date
Referance [ 1
Transaction No. I
Project | =
Doc. Currency LKR. bl

ii
]

[
il
1 4

Amount | |

Tatal Amount Due [ |

Remarks | |
Journzl Remarks I J

[ Created by Payment Wizard

Bopsd |[ cmed |

Then type the transaction details in the Doc.Remarks box.

Then type the required amount in the Amount column.

The details you have typed in the Doc.Remarks, copy and paste to the remarks box.

File Edit View Data Goto Modules Tools Window Help

Main Menu

TEST-MERCHAND-RM HOLDINGS PVT LTD
Business Analyst

Ha.

Pasting Date 03/06/2014

Pay to
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Then move to the Payment Means as shown above and it will appear bellow window.

Currency LKR
[ Gk | ekt | ceatcedf | o | )

G/L Account

Total

Overall Amount

Balance Dus

=

Then select “Cash” which is circled in above picture and select the relevant G/L Account.
Then go to the total box and press “Ctrl+B” which will lead to appear the total amount in the box.

Click “OK” then “Add” the payment.

Double Entry will be;
Dr Cr
Expense Account XXX

Bank XXX
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