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Overview 

This document provides information about how to use the General Ledger Master Record Creation 
Process using SAP Workflow Management or SAP Build Process Automation. Finance Manager, 
Entity Accounts Head & other approvers and reviewers are the target users of this document. 
The general ledger accounts are used by the businesses to record all day to day transactions. These 
transactions, recorded throughout a certain period are then used later to create the financial statements 
like the balance sheet, profit and loss statement and the cash flow statement. This same data can also be 
used to create reports for internal reporting and auditing purposes. The same data can be provided to 
modules like business intelligence to carry out advance analysis. 

• Plug and Play with SAP S/4HANA without any additional development  

 • Automatic email notification to parties involved 

 • Business Rules provides flexibility in determining approvers strategy and approvers.  

 • New variant of the process can be created using the pre-delivered process steps in a no-code /    
low-code approach 

• Out-of-the-box visibility into key process performance indicator. 

 

 
Disclaimer: Please note that this content package is a template to facilitate custom build extensions. A 
full-fledged master data management solution, with data quality management and governance 
capabilities is available on SAP Business Technology Platform, please see SAP Master Data Governance. 

 

https://www.sap.com/products/technology-platform/master-data-governance.html
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My Inbox Task 

The General Ledger Master Record Creation Process enables the reviewer to view and edit the 
General Ledger Data and approver to view the approval tasks in My Inbox for General Ledger 
Creation. They could also decide to approve and submit the data 

Review GL Data 

“My Inbox” application enables line of business users to claim and complete their task. Please go 
through SAP My Inbox documentation for more details. 
After the accountant fills in the necessary details from the StartUI and click on submit button, 
workflow will be triggered and the review step will get executed, which is a mandatory step where 
user can either submit or cancel 

The review user interface to review GL data has 6 sections. 

1. GL Account Data  

 

   

https://help.sap.com/viewer/e157c391253b4ecd93647bf232d18a83/Cloud/en-US/84852a371a144aa1a6b03e1e8c60e425.html
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2. Type 
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3. Control Data 
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4.  Financial Details 
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5. Comments – to capture comments from Approvers  

6. History – to view the record of the previous review levels with comments, if any. 
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The Entity Accounts Head (Reviewer) can make one of the following decisions: 

1. Submit- Click Submit button to submit the reviewed data. 

2. Cancel- Click Cancel button if the data is not correct and do not want to continue with the 
creation of General Ledger Account. 

 

 

The next step is triggered based on how the process variant is configured by the Process Expert 
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Approve GL Data 

 
After the reviewer submit the data the approver can approve or reject the data. 

The approval user interface to approve GL data has 6 sections. 

1. GL Account Data  
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2. Type 
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3. Control Data 
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4. Financial Details 
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5. Comments – to capture comments from Approvers  

 

6. History – to view the record of the previous review levels with comments, if any. 
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 The Finance Manager (Approver) can make one of the following decisions: 

1. Approve- Click Approve button to proceed to post the data to S4 system. 

2. Reject- Click Reject button to reject the creation of General Ledger Account with the 
specified data 
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Rework for GL Data 

 

While posting to S4 system, if any error occurs due to wrong data and posting fails, the workflow 
will route to a rework screen where the accountant is asked to rectify the data error and sent for 
approval and review again. Other errors will be handled by Error handler 

The rework user interface to rework for GL Data has 7 sections. 

 

1. GL Account Data 

If the user edits any data like GL account, company code and chart of account, click on validate 
button to check whether the same account is already present or is in running state in workflow. 
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2.Type  
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3. Control Data 
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4.FinancialDetails 
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5. History – to view the record of the previous review levels with comments, if any. 

6. Error Log 
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7.Comment 
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 The Finance Manager (Approver) can make one of the following decisions: 

1. Post - Click Post button to proceed to next step for review, approve and posting the data 
again. 

2. Cancel - Click Cancel button to Cancel the creation of General Ledger Account with the 
specified data 

If the user edits any data like GL account, company code and chart of account, click on validate 
button to check whether the same account is already present or is in running state in workflow. 
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IT-Task Owner Assignment - Reviewer 

 

If the reviewer was not determined from business rules or from external service ,a task will be 
created for admin to assign reviewer or to retry the step. 

The task owner assignment user interface has 5 sections. 

1.Error Description 

2.Task Owner Assignment 
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3.History 

4.Comment 
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5.GL Account Details 

 

 

The Admin can make one of the following decisions: 

1.Assign Processor – Assign new processor by giving new processor details 

2.Retry - Retry to find the reviewer details from business rules or from external service 

IT-Task Owner Assignment - Approver 

If the approver was not determined from business rules or from external service, a task will be 
created for admin to assign approver or to retry the step. 

The task owner assignment user interface has 5 sections. 

1.Error Description 

2.Task Owner Assignment 
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3.History 

4.Comment 

 

5.GL Account details 
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The Admin can make one of the following decisions: 

1.Assign Processor – Assign new processor by giving new processor details 

2.Retry - Retry to find the approver details from business rules or from external service 

Posting of GL Data Fails 

User task created when the posting of GL Data to SAP S/4HANA due to technical errors 

Interface to handle error have 4 sections: 

1.Error Details 
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2.History 

3.Comment 
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4.GL Account Details 

 
 
Error handler can take one of the following decisions: 
 
1.Retry - Rectify the error and retry posting of GL Data to SAP S/4HANA 
2.Cancel - Cancel the workflow and hence the corresponding General Ledger Account creation 
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Process Visibility Workspace 

Process Visibility capability in SAP Workflow Management or SAP Build Process Automation 
enables Process Owners and Process Operators to gain real time visibility on processes and key 
process performance indicators. It also enables customers gain out of the box process visibility 
into their deployed processes. Please refer help documentation for more details. 

The General Ledger Master Record Creation Process package provide out of the box visibility to 
process performance indicators for all the deployed process variants in SAP Workflow 
Management or SAP Build Process Automation. A process owner or line of business expert will be 
able to enhance the visibility scenario. 

Access Process Workspace with SAP Build Process Automation 

1. The administrator would have added a tile in the central Fiori Launchpad that corresponds 

to the scenario “General Leader Master Record Creation Process”. For more information on 

how to add scenario-specific tiles, refer to the help documentation. 

2. Click the scenario-specific tile in the Fiori Launchpad. 

3. User will see the below detailed process visibility dashboard.  

 

Access Process Workspace with SAP Workflow Management 

1. Go to Process Flexibility Cockpit. 

2. Select  General Ledger Master Record Creation Process tile. 

3. Click Live Process Insights  General Ledger Master Record Creation Process 

4. User will see the below detailed process visibility screen.  

https://help.sap.com/viewer/product/VISIBILITY_SERVICE/Cloud/en-US
https://help.sap.com/docs/PROCESS_AUTOMATION/a331c4ef0a9d48a89c779fd449c022e7/6191734b952a4bd2b7115db02a5782f3.html
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        Please go through help documentation on how to access process workspace. 

 

 

https://help.sap.com/viewer/62fd39fa3eae4046b23dba285e84bfd4/Cloud/en-US/81d3a04ed3e44b91974222d2d46f235c.html

