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Welcome and Introductions SEIS

Welcome to CO500R SCEIS Managing the
Year-End Closing Process Refresher Course
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Introductions
Sign-in sheet
Restrooms
Breaks
Parking lot

Complete course evaluation, which will be sent
out by emalil after the class



Classroom Logistics SWEIS

@ Classroom etiquette
— Cell phones off/silence
— No side conversations

@ Feel free to ask questions

@ No emaill or internet usage during class
except at breaks



Course Learning Objectives SWEIS

@ Upon completion of this review course, you
should be able to:

— Understand the year-end closing procedures and closing
packages impact on SCEIS users.

— Carry forward documents

— Prepare purchasing documents for year-end closing

— Prepare inventory documents for year-end closing.
— Post expenditures and accounts payable

— Postings of revenues and accounts receivable




Course Learning Objectives, cont. S@EIS

@ Upon completion of this review course, you
should be able to:
— Monitor budget reports and balances at year-end.
— Monitor cash status at year-end.

— Prepare parked documents, workflow items, funds
reservations, adjusting G/L entries, and fixed assets for
year-end closing

— Prepare grants for year-end closing and opening of the
new year

— Prepare project systems at year-end and closing
projects

— Prepare sales and distribution for year-end closing




SWEIS

South Carolina Enterprise Information System

COURSE LESSONS
THERE ARE TWELVE (12)
LESSONS IN THIS COURSE
SCHEDULE.

STATE

TECHNOLOGY



Course Schedule S@EIS

@
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Lesson 1: Understanding the Year-End Closing
Process

_esson 2: Managing Carry Forward Processes
_esson 3: Managing Purchasing Processes
_esson 4: Managing Inventory Processes

_esson 5: Managing Expenditures and Accounts
Payable Processes

_esson 6: Managing Revenue and Accounts

Recelvable Processes



Course Schedule S@EIS

SIEENES

SIEERES

_esson 7: Procedure for Managing Budget
_esson 8: Managing Cash Status

_esson 9: General Accounting “Clean-Up” of
Parked Documents, Workflow, Funds
Reservations, Adjusting Entry Documents, and
~ixed Assets

_esson 10: Procedure for Managing Grants
_esson 11: Year-End Project Accounting
_esson 12: Managing the Sales and Distribution

Process



SWEIS

South Carolina Enterprise Information System

LESSON 1: UNDERSTANDING THE
YEAR-END CLOSING PROCESS
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Lesson 1 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Define key terms and concepts.
— Understand the State’s year-end closing process.

— Understand the purpose of the State’s reporting
packages.

— Understand the SCEIS year-end closing process.

— Understand how year-end affects SCEIS Agencies.
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South Carolina Year-End Closing
Process

Sunith Cartbn Eriergrus hihmmasun Sysie

@
@

June 30 - State fiscal year ends.

State allows several days in July for Agencies to pay bills
and make corrections before closing the year.

Friday, July 13 - Last day of fiscal year 2012 for
Accounts Payable processing

July 13t — Last day to post transactions to STARS or
SCEIS.

July 27t — Last day OCG will allow reclass entries not
having a State level impact.

These dates are the same for SCEIS and non-SCEIS
Agencies.
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South Carolina Year-End Closing
Process cont.

Sunith Cartbn Eriergrus hihmmasun Sysie

@ July 224 -Errors for Accounts Payable transactions
cleared by OCG — just as in the past.

@ OCG will perform opening and closing periods of operation.

@ Statewide Comprehensive Annual Financial Report
(CAFR) will be prepared from SCEIS.

— OCG is responsible for gathering, formatting, and publishing the
Comprehensive Annual Financial Report (CAFR) for the State of
South Carolina.
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South Carolina Year-End Closing

Process cont. SEEB
STARS 2012
06/01 - 06/30/12| 07/01-07/13/12 | 07/14 - 07/31/12
FM12 2012 FM13 2012
FMO1 2013 FMO1 2013
SCEIS 2012

06/01 - 06/30/12 | 07/01-07/13/12 07/14 - 07/31/12

Period 12 2012 Period 12 2012 Period 12 2012

(extended Period 12) (Reclass JEs) thru 07/27

Period 1 2013 Period 1 2013

13



Reporting Packages SWEIS

@ Reporting Packages will:

Focus on confirming information recorded within SCEIS and
reporting information not available in SCEIS.

Information available in SCEIS should be utilized by the
agency to verify information utilized by the OCG in the
statewide reporting.

Accuracy of SCEIS information as well as other information
communicated through reporting packages is necessary for
the preparation of the Statewide CAFR.

The OCG and SCEIS are continuing to work towards
production of the CAFR from SCEIS for 2012.
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Reporting Packages and SCEIS SCEIS

@

Agency personnel should use SCEIS to
identify and track some of the information

required by the reporting packages, such as the
following:

Accounts Payable paid in months after fiscal year-end
that pertain to the prior fiscal year.

§ In order to provide this information later, agencies
will be required to identify this information as a
payment is processed in the months after June 30.
This will be discussed in detail in Lesson 5.
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Reporting Packages and
SCEIS cont.

Sunith Cartbn Eriergrus hihmmasun Sysie

— Miscellaneous Revenue

— Tax Revenue receivables and payables related to
taxes, including Taxes receivable, Refunds payable, and
Deferred revenue.

— Capital Assets and related activity will be obtained from
the SCEIS subsidiary ledger. Additionally, contract
Information may be requested when necessary.
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State Closing Packages and
SCEIS cont. SCEIS

@ Capital Assets recorded in SCEIS

— Additions, deletions, etc. are recorded in SCEIS.
§ Transfers between agencies are not recorded in SCEIS

§ Transfers to/from another “live” agency may be done with
a Helpdesk ticket requesting this entry be done centrally.

§ If this transfer was not done centrally, you will need to
identify this transfer to the OCG for CAFR purposes.

§ Transfers to/from a “non-live” agency, will show as an
addition or retirement on SCEIS and will need to be
identified to the OCG for CAFR purposes.
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tate Closing Packages and
SCEIS cont. SCEIS

— Reconciliation of equipment expenditures to asset
additions:

§ Not required if you were on SCEIS for the entire year.

§ If conversion was in mid-year, you may be required to do
this reconciliation for the portion of the year your agency
was not on SCEIS.

— Assets additions not acquired through expenditures,
ex. Donations, can and should be recorded in
SCEIS.

— Depreciation

§ Full and modified accrual depreciation are recorded in
SCEIS automatically and agencies will not be required
to determine these amounts.



Lesson 1 Summary SWEIS

@ You should now be able to:
— Define key terms and concepits.
— Understand the State’s year-end closing process.

— Understand the purpose of the State’s reporting
packages.

— Understand the SCEIS year-end closing process.

— Understand how year-end affects SCEIS Agencies.
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SWEIS

South Carolina Enterprise Information System

LESSON 2: MANAGING
CARRY FORWARD PROCESSES

GTATE INFORMATIQ
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Lesson 2 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be
able to:

— Understand what documents can be carried forward to
the new year.

— Determine which documents need to be carried forward
to the new fiscal year.

— Understand what transaction code to use and how to
use it to carry documents forward to the new fiscal year.

— Understand how to complete and review the transaction
results of the carry forward documents.
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Key Transactions SWEIS

@ ZFMJ2 — Year-End Closing: Carryforward of Open
ltems

@ FMOD - Define Update Date

@ FMAVCRO1 — Display Annual Values of Control
Objects

22



ZFMJ2 - Carry Forward Documents SEIS

@ ZFMJ2 can be used to carryforward several
types of documents.

@ The types of documents are denoted by “Value
Types” (VT) in SCEIS.
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ZFMJ2 Carryforward Document —
Value Types

Sunith Cartbn Eriergrus hihmmasun Sysie

@ The following value types will be allowed to be
carried forward by agencies:

— VT 50 - Purchase Reqgs (Inventory only)
— VT 51 - Purchase Orders

— VT 52 - Business Trip Commitments

— VT 54 — Invoices (for Goods Receipts)
— VT 81 — Funds Reservations

— VT 83 — Forecast of Revenue (for Sales Orders)
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ZFMJ2 — Test Run SWEIS

@ ZFMJ2 allows for a “Test Run.”

@ It iIs recommended that you run this
transaction in “Test Run” first to ensure there
are no errors.

@ Errors can occur for:

— Account assignments in the old year that do not
exist in the new year, such as fund, functional area,
funded program, grant, etc.

— AVC check
— Period not open, etc.

25



ZFMJ2 Security S@EIS

@ Only a few people in each agency have
authorization for transaction code ZFMJ2.

@ Agencies will receive last year’s list to edit.

@ You will only be able to access your agency’s
data.

@ This transaction will only be available for a
limited period of time (June 18, 2012 — July 13,
2012).

26



Purchase Orders & Goods Receipts SWEIS

@ How do you determine if a Purchase Order (PO) or
Goods Receipt should be carried forward or closed?

Received Goods/
Services

Received Invoice

Decision

Before or on 06/30

By CG closing date

Leave & Pay in current
year, mark final invoice

Before or on 06/30

After CG closing date

Carryforward PO & GR

After 06/30 Before or after CG Carryforward PO & GR
closing date
Not going to receive N/A Close with final invoice
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Inventory PRs & Sales Orders

Sunith Cartbn Eriergrus hihmmasun Sysie

@

How do you determine if an Inventory Purchase Reqs

(PR) or Sales Orders should be carried forward or

closed? (Note: There are no PRs for other types of

purchases.)

PO or Sales Order going to be
received or filled?

Decision

Before or on 06/30

Leave in old year, keep checking
on invoice or order completion
status

Between 06/30 and CG closing
date

Leave in old year, keep checking
on invoice or order completion
status

Not going to convert to a PO or
Order not going to be filled

Close PR or Sales Order

After CG closing date

CF the PR or Sales Order to the
new year

28



Funds Reservations

Sunith Cartbn Eriergrus hihmmasun Sysie

@ How do you determine if Funds Reservation (FR)
should be carried forward or closed?

All Payments will be

Decision

Before 06/30 and by CG
closing date

Pay in Current Year &
Close FR

Not be made by CG closing
date

Carryforward FR

After CG closing date

Carryforward FR

Not going to incur any more
payments

Close the FR or Reduce to
Zero

Less than the current FR
balance

Reduce the FR

29



Business Trip Commitments

Sunith Cartbn Eriergrus hihmmasun Sysie

@ How do you determine if a business trip commitment
should be carried forward?

Trip will be made

Expense Report
Rec'd

Carryforward?

Before or on 06/30

Before or on July 13"

Leave in old year, keep
checking on status of
travel invoice, pay in
old year, if possible

After 06/30

Before or after 06/30

Carryforward

No trip will be made

Before or after July
13th

Delete

Commitment still
outstanding by 07/13

After July 13th

SCEIS team will carry
forward the document

30



ZFMJ2 - AVC Check In the
New Fiscal Year S@EB

You can control AVC Iin 2013 for CFWD items.

@ No availability control:

— Avalilability is not checked and the assigned values are not
updated. The assigned values have to be reconstructed after the
program has been run. (Not Recommended)

@ Update without checks:

— The assigned values are updated. Availability is not checked.
The budget can be overrun. The assigned values do NOT
have to be reconstructed after the program has been run.
(Recommended)

@ Check:

— The assigned values are checked and updated. If an error
message occurs from the availability control, the corresponding
line items cannot be processed. The assigned values do not
have to be reconstructed after the program has been run. 31




ZFMJ2 - AVC Check In the
New Fiscal Year cont.

SWEIS

=

EFrograrm Edit Soto Environrmrment
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Srant

Be sure Sender Fiscal Year is 2012
Funds Center = Required field

Value Type = Is not required if you
enter in the document number (s)
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Block Documents
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Availability Control field
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Aovgilability Contral r Check E]]
b rdo ~vailability Sontral
Update Yithout Theck
Theck
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ZFMJ2 Funds Center Selection S@EIS

@ Funds Center iIs required.

@ You should Include the entire range of funds
centers for your agency or use your business
area with 4 zeros to business area and all Zs.

— Example: A0100000 to A010z22727277

@ You need to do this so that you will not limit
your documents selection to only documents
with certain funds centers or only part of a
document with that funds center.
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ZFMJ2 Document Selection SWEIS

@ Fill in the Value Type you want to carry forward
and company code SCOL1.

@ You can do one document at a time, a range
or a list of documents.

@ Use the multiple selection for a document list.

Restriction at Document Level

Walue Type o

o
Campany Code tn o
Cocument Mumber L -
FI Documents

FI doc.no fisc.year ‘Multiple Selection Fields \

<
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ZFMJ2 Copying Documents
from Excel SWEIS

@ You can copy a list of documents from an
Excel spreadsheet and insert it into the
multiple selection by clicking on the clipboard.

II:'F hultiple Selection fof Document Mumber

i
I:—I-'! ]
LE 1]

L]
[ =)

KR I |

CIVSIE |@||a||||@||ae|
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ZFMJ2 Warnings S@EIS

@ If yvou erroneously carryforward a
document:

— You will not be able to carry i1t back!

§ You do not have the authorization for the transaction
code.

— DO NOT DELETE i1t after Carryforward!!!!

§ If you delete the document after carrying it forward, you
will have reporting issues with your budget reports as
these documents will not be picked up in the totals on

BUDGET reports!
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ZFMJ2 Double-checking Report S@EIS

It Is Imperative that you:
@ Double check your work and

@ Run the transaction in TEST to be sure
you carry forward the appropriate
documents!

@ You can check to see if you carried forward
the documents properly by running ZFMJ2
again in test. Results should be “No
documents found.”
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FMOD - Define Update Date SGEIS

@ While both fiscal year 2012 and 2013 are
open, July 1 — July 13, you will get a “pop-up”
screen to choose the appropriate FY for your
transaction for the following transactions:

ME22N - Change PO VAO2 — Change SO
FMX2 — Change FR FMX6 — Reduce FR
FMW2 — Change Funds Block

FBV2 — Change Parked Doc

VA42 — Change Contract

38



FMOD - Pop Up Box S@EIS

@ Here Is an example of the “pop-up” screen you
will see In order to choose the appropriate FY
for your transaction :

i e IF T IS YOUR INTENT TO POST THIS DOCUMENT I
: THE "OLD" FISCAL YEAR, CLICK YES. IF YOUR
s INTENT IS TO POST IN THE "NEW" FISCAL YEAR, 1
| CLICK NO.

"""""" YES ND |%  Cance

...........................

39



FMAVCRO1

Sunith Cartbn Eriergrus hihmmasun Sysie

@ If you process ZFMJ2 using Update without
checks on the carryforward, you will need to
monitor your negative budget balances in the
new fiscal year and move budget

appropriately.

@ You can check negative buc
using FMAVCRO1 and chec
“Display Budget Deficits On

get balances by
King the box titled

y.

40



FMAVCRO1 - Layout Options

SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

172.30.24. 37

Dispiay Annual Values of C
e |

Account weslgnments speciied below are;
& Control Objacts

' Budget Addresses

_tPosting Addrosses

Funds Cenier
Zormrmitrognt ham
Funhctional Araa
Funded Program

Restriction According fo Atiributes

| = Multipls Salection FM Account Assignm, |

Layout

Options
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FMAVCROL1 - Layout Options cont. S@EIS

b= Layout Options |

Display Options
Llse VWiew 'Outgoing Amounts’ (@)
Llse Wiew [ncoming Amounts’ 9
Maxitmum Usage Hate TEE . QG
[Display Budgst Daficla Oy 1
Cinly Cbj With Annuaal Checks W
Hierarch. View of AVC Elements ol
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Lesson 2 Summary S@EIS

@ You should now be able to:

— Understand what documents can be carried forward to
the new year.

— Determine which documents need to be carried forward
to the new fiscal year.

— Understand what transaction code to use and how to
use it to carry documents forward to the new fiscal year.

— Understand how to complete and review the transaction
results of the carry forward documents.

43



SWEIS

South Carolina Enterprise Information System

LESSON 3: MANAGING PURCHASING
PROCESSES
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Lesson 3 Learning Objectives SEEIS

@ Upon completion of this lesson, you should be
able to:

— Complete all goods receipts by June 30" and invoice
receipts by July 13®

— Generate a list of open purchase orders (POs).

— Close purchase orders and corresponding requisitions (if
applicable) in the current fiscal year.
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Purchasing at Year-end SEEIS

@ Invoices for goods and services received by June 30

should be paid in the current year.

— Otherwise you will be paying for this year’s goods and services
with next year’s funds, thus causing potential budget shortfalls in
the new fiscal year.

@ Post all Goods Receipts for goods received prior to June
30.

@ Monitor ZMRBR dally to ensure all GRs are entered for
all posted invoices.
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Key Transactions SWEIS

@ BW — Open Encumbrance Report

@ A list of Open Purchase Orders to identify:

— POs that are no longer necessary,
— POs that may need to be modified in order to un-encumber funds.

— POs that may need to be Carry-forward

@ ME2N - List Display by Purchase Order Number
@ Use to filter results of the Open Encumbrance Report

@ ME23N — Change Purchase Order

Use to modify and release encumbrances of Purchase
Orders as necessary.
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Open Encumbrance Report ScEIS

@ The Business Warehouse Open Encumbrance
Report shows ALL open Encumbrances including:
— Open Purchase Orders
— Open Requisitions
— Parked FI documents
— Funds Block
— Funds Reservation

*Business Warehouse (BW) training is posted on the
SCEIS Website in uPeform.
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Open PO Actions SWEIS

@ Actions for Open Purchase Orders

1. Receive and pay in the current fiscal year
2. Final Invoice/Block PO non inventory PO

3. Delivery Complete inventory PO (to be covered in
lesson 4)

4. Delete PO

5. Carry forward PO into next fiscal year

49



Receive & Pay in Current Fiscal Year SGEIS

@ If PO will be received and paid in the current fiscal year,
make no revisions to the PO, follow standard process.

@ Remember, POs encumber budget. In order to free up
budget for payments at year-end, it is important that only
PO'’s that will be paid in the current fiscal year remain

open.
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Final Invoice/Block PO S@EIS

@ Use Final Invoice/Block PO when:

— Purchase Order has been partially received & paid
but the remainder will not be received at all

— Any PO with history should be final invoiced
/blocked and should not be deleted

— Checking final invoice will release the encumbrance
and blocking the PO will prevent any further
processing on the PO

— Final Invoice & Blocking the line item should always
be used together.

— After a PO is final invoiced it will fall off the Open
Encumbrance Report
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Delete PO SWEIS

@ Delete PO should be used when:

— There is no history (goods receipts or invoices)
posted against the Purchase Order

— The items on the PO are not needed and will not be
delivered at any time or the items need to be
reordered from another vendor

— Deleting a PO will send the shopping cart
requirement back to Carry Out Sourcing in SRM.
The requirement will need to be deleted or
reordered from another vendor.

— After the PO is deleted, it will fall off the Open
Encumbrance Report
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Carry Forward SEEIS

@ The PO should be Carried forward when:

The items will not be delivered prior to June 30 but are
expected to be received in the following fiscal year

The items have been received but the invoice will not be
posted prior to July 13.

Posted invoices are included on the ZMRBR report and the
errors will not be resolved prior to July 13

 Price Differences
« Quantity Differences/Goods Receipt not posted

The list of purchase orders that need to be carried forward
will be given to the designated person at your agency to run
the ZFMJ2 transaction.

After a PO is Carried forward, it will fall off the Open
Encumbrance Report for 2012
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Verification of Encumbered Funds  S@E
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Verification of Encumbered Funds  SWEIS

it Canie Eriergrns hidmasun System

Purchass Orfor _ Ede  Goioe  Engionmant _Bystom el

e- A EEa@T I S S S E
W) Blanket PO 4600000583 Created by Linda Campbell

[mcmnmwmmm I Dasumunt cvenseve om | | T3] (%22 ]| Hot [[68] [T/ A cancol |[@| o | [T p— i Faraonal Bating

'r't."'IJiI of Documants in Accounting Ll |?Mﬂﬂﬁﬂﬁﬁ_ﬂ.m l,‘..th'-PI:hFU.'I' Broz, dabe 2008/ DA 5]

Documents in Accounting

Diae. Hurmb_|Objpet fyp past = 1om 393400 UsD
ARIDODNALY Funds Mansgemont sog 0w o usn
[ABODOAOSHA CO Commitmints a Al 0.0 8D
1A I81.70 LSD

b uhno

LT R T I T T
D 2000/ 4715 1,034 pOUED 3 AU Cogy Mact| . Asts Commission  Ans Commm | [2]
LI

Double Click on Funds Management doc

VER

uie

(T

s

]

UED

]

usn

|: ] | uEn | [=}
ugh =]

L =11+

e O Y P e == S L B 5 | oomurvees | | AsdiPlanning |

= 20 1[40 | Blanket Encumbnmance gl [=]=

{ﬁ@ || ©rpinatl dosument Im‘“’il

[+ bere, Wea@m Invoicing Plan I Ty Cone L]
| = Eindl e = dutind. Code drpraceon

7 ansRa |

2

bl eca oo Bl scaisecqap [ ims |

55



Verification of Encumbered Funds

SWEIS
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Lesson 3 Summary SWEIS

@ You should now be able to:

— Complete all goods receipts by June 30" and invoice
receipts by July 13™,

— Generate a list of open purchase orders (POs).

— Close purchase orders in the current fiscal year.
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Lesson 4 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Identify Key Terms and Concepts of Inventory

— Understand impact of Open Purchase Requisitions (PRS)
and POs.

— Understand other year-end considerations for managing
Inventory.

— Use reports to review at year-end to assist in managing
the replenishment of inventory .
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Material Reservations —

Sunith Cartbn Eriergrus hihmmasun Sysie

Crossing Fiscal Years

@ If a Material Reservation crosses fiscal years
and the goods issue is completed in the new
fiscal year, the funds will be consumed from
the original account assignment but in the new
year budget.

— For example, shopping cart was created in 2012 but
goods issue from warehouse was done in 2013
@ If the account assignment changes from one
year to the next, the Material Reservation will

need to be deleted and recreated with the new
account assignment.
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aterial Reservations -
Closing or Deleting SWEIS

Close or Delete all Material Reservations that you
will not fulfill

@ Mark Final Issue indicator on the Material
Reservation

OR

@ Mark the Final Issue indicator in the Goods Issue
transaction if you do not want to leave items on
backorder

OR

@ Mark the Deletion Indicator on the Material
Reservation if you have not issued or will not issue
any quantity against this Material Reservation
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Material Reservation — Final Issue S®EIS

South Cartlvn Erlergrue hifiemasun Systens

MB22 — Change Reservation

Change Reservation 0000004648 : Collective Processing
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Goods Issue — Final Issue ScEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

MIGO — Goods Issue

Heservation

- Account Assignment

Reservation 46485 1 Created by AMGELA BELCHER
Regmt Date 32872011
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Final Issue Indicator

/

Withdrawal Gy

| |Final Issue
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Material Reservation - Deletion SCEIS

South Cartiey Erbergrus hlwmaton Sysen

MB22 — Change Reservation

Change Reservation 0000004648 : Collective Processing
@| Details from Item |

NO40345313

NO4o_2213

Itm Material Quantityin - UnE Plnt SLoc Batch M N
1 104141 ka PoA DCA3 ] (L
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Inventory Purchasing Documents SGEIS

@ Funds are encumbered when a Purchase
Requisition Is created.

@ Buyers convert Purchase Requisitions into
Purchase Orders in ECC.

@ When the Purchase Requisition is converted to a
Purchase Order, the encumbrance transfers from
the Purchase Requisition to the Purchase Order.
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Inventory PR & PO Encumbrance  SWEIS

PR $100
Create PO PR ($100) PO $100
Result PR $-0- PO $100

@ If the Purchase Order Is deleted, the encumbrance
transfers from the Purchase Order back to the Purchase
Requisition.

PR $-0- PO $100
Delete PO PR $100 PO ($100)
Result PR $100 PO $-0-
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Inventory PR & PO Encumbrance

Sunith Cartbn Eriergrus hihmmasun Sysie

@ If the quantity on a Purchase Requisition is
not fully converted to a Purchase Order, the
balance of the encumbrance remains on the
Purchase Requisition

$5.00)

Create 100 ea @ $5.00 $500 (quantity | $0
Purchase 100 ea)

Requisition

Create PO 10 ea @ $5.00 $450 (90 @ $50




Beware of Unit of Measure S@EIS

@ Quantity on the Purchase Order must equal
the quantity on the Purchase Requisition or
you will leave an encumbrance balance on the
Purchase Requisition

@ Purchasing units of measure can be

established by the Agency Material Master
_laision to assist buyers with conversion
petween base unit of measure and the
ourchasing unit of measure
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WRONG METHOD! SWEIS

Create Purchase | 100 ea @ $5.00 $500 (quantity $0

Requisition 100 ea)

Create PO 10 ea @ $50.00 $450 (90 @ $500
$5.00)

In this example, the buyer ordered 10 ea meaning to
order boxes from the vendor. With no purchasing unit of
measure in place, the system does not recognize this
purchase as anything other than ea and assumes there
are 90 ea more that still need to be ordered.
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CORRECT METHOD!

SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

(Purchasing
UoM = bx)

Create Purchase |100ea @ $5.00 |$500 (quantity $0
Requisition 100 ea)
Create PO 10 bx @ $50.00 | $0 $500

In this example, the buyer ordered 10 bx where the
purchasing unit of measure has been implemented. In
this purchasing unit of measure, 10 ea =1 bx. The
system understands that all requested units (100 ea)

have now been ordered (100 ea = 10 bx ).
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Key Transactions SEEIS

@ MESA — Open Purchase Requisitions

— Helps identify purchase requisitions that were not
fully converted to purchase orders

— Helps identify which purchase requisitions have had
encumbrance transferred back from the purchase
order

@ ME2N — Open Purchase Orders
@ Open Encumbrance Report (BW)
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Open PR Actions SEEIS

@ Actions for Open Purchase Requisitions
1. Convert to Purchase Order
2. Delete Requisition
3. Carry forward Requisition into next fiscal year
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Open PO Actions SEEIS

@ Actions for Open Inventory Purchase Orders

1.
2.
3.
4. Carry forward PO into next fiscal year

Receive and pay in the current fiscal year
Delivery Complete inventory PO
Delete PO line item and/or Delete Requisition
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Receive & Pay in Current Fiscal Year SGEIS

@ If PO will be received and paid in the current fiscal year,
make no revisions to the PO, follow standard process.

@ Remember, POs encumber budget. In order to free up
budget for payments at year-end, it is important that only
PO'’s that will be paid in the current fiscal year remain

open.
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Delivery Complete PO S@EIS

@ Use Delivery Complete when:
— Purchase Order has been partially received & paid but
the remainder will not be received at all
— Any PO with PO History should be marked Delivery
Complete and should not be deleted
— Delivery Complete is the indicator that releases
encumbrance on inventory PO’s. The Final Invoice

Indicator will not release the encumbrance on
iInventory PO.

— Buyers have the ability to set Delivery Complete
Indicator on inventory PQO’s; or

— Inventory Management personnel can also select
Delivery Complete during Goods Receipt when no
further materials are expected from the vendor 75




Delete PO SWEIS

@ Delete PO should be used when:

— There is no history (goods receipts or invoices) posted
against the Purchase Order

— The items on the PO are not needed and will not be
delivered at any time or the items need to be reordered
from another vendor

— If you delete a line on an Inventory Purchase Order,
encumbrance transfers back to the Purchase
Requisition

— The corresponding line on the Purchase Requisition
must also be deleted in order to free the encumbrance

— BEST PRACTICE: Set the “Delivery Complete” indicator
on Inventory Purchase Orders rather than deleting them
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Carry Forward SEEIS

@ The PO should be Carried forward when:

The items will not be delivered prior to June 30 but are
expected to be received in the following fiscal year

The items have been received but the invoice will not be
posted prior to July 13.

Posted invoices are included on the ZMRBR report and the
errors will not be resolved prior to July 13

 Price Differences
« Quantity Differences/Goods Receipt not posted

The list of purchase orders that need to be carried forward
will be given to the designated person at your agency to run
the ZFMJ2 transaction.

After a PO is Carried forward, it will fall off the Open
Encumbrance Report for 2012
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Managing Inventory Payments SWEIS

REMINDER:

@ Do not direct pay any inventory POs.

@ Do not use the P-card to make any inventory
purchases.
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Physical Inventory (per CG's office) SWEIS

@ Take a physical count of inventories on hand
at the end of the fiscal year.

@ Do this on some date between April 1 and
June 30 but choose a date as close to June 30
as possible.

@ The date should not vary significantly from
year to year.

@ Notify the State Auditor’s Office at least two
weeks in advance of the date of the physical
count. They may wish to send someone to
observe the count.
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Physical Inventory Reconciliation SCEIS

@ Pay attention to unit of measure when entering
your count. The default is the base unit of
measure.

@ Physical inventory documents must have
differences POSTED no later than June 30,
2012.

@ Don’t wait until June 30 to get started.
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Helpful Transactions - MIDO

SWEIS

@ MIDO: Display Physical Inventory Documents

— Items not yet counted
— Documents not yet posted.

Display Phys. Inv. Overview: Stock Mgmt Units - w/o Ph. Inv.

W | = | [ [ Choose  [% Save | (& 2 E | Phys. Inventary Doc.faor Material | PH
Company Code SLET Evaluation for 2011
Current Fiscal Year 2011 Current Period 10
Created on B4/259/2011 by SYOUNG
Flant DC23 SCOC Liwesay B Camp Warehouse 5Stock
Storage Location QGRE1 Livesay B Camp

Material Batch 5| 8ssignment Unr. |Qual|[Blck |¥al. |50
101430 . .

191491 <€ Example: materials not yet

1615081 . . .

101562 counted In this fiscal year

101503 e , , ,
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Helpful Transactions — M122 S@EIS

@ MI22: Display Physical Inventory Documents
by Material
— Shows all physical inventory documents

— Active documents must be POSTED or DELETED
by June 30, 2012.

| D561 COOKIES, ICED OATHMEAL , 502 DC23 HEET
| DOOR4357 217 AEM0.12 B/ 2912010 B6/29/2070 1
1EIEIEIEI?‘?T5 24 2011 87 B1S2002011 012002071 1 Doc. Active

\ Example: document not yet /

POSTED
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Other Year End Considerations SEEIS

@ Inventory scrapping

— Review any inventory that my be considered
obsolete or damaged

— Excess inventory - Can another section/department
In your agency use the inventory?

— Surplus inventory — comply with your agency’s
guidance and 19-445.2150

@ Ensure that Goods Receipts for the current
fiscal year are posted
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Lesson 4 Summary SWEIS

@ You should now be able to:

— Understand integration of Materials Reservations with
Funds Reservations and the Budget.

— Understand impact of open PRs and POs.

— Understand other year-end considerations for managing
iInventory.

— Use reports to review at year-end to manage inventory.
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Lesson 5 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Understand how to process expenditures for both the old

and new fiscal years during July, extended Period
12/Period 1.

— Understand the need to change payment terms for
current year payments in extended period 12.

— Understand how to identify Prior Year Payables
— Review accounts payable balances.

86



Key Terms and Concepts SEEIS

@ Please refer to the “Complete AGENCY-CG

Accounts Payables Quick Reference Guide” in the
uPerform site for key A/P terms and concepts.

— Go to http://uperform.sc.gov.

— Go to the Search box in the upper right corner of the
webpage.

— Enter “Accounts Payables” and click “Go”.
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Key Transactions SEEIS

@ FV60 — Park Vendor Invoice
@ MIRO — Enter Incoming Invoice
@ ZMRBR — Release Blocked Invoices

@ ME2K — Purchasing Documents per Account
Assignment

@ FBL1N — Vendor Line Item Display
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Using the Posting Date —
FV60 & MIRO SCEIS

@ You will continue to use the same transaction
codes to process payments in the month of
July.

@ The Posting Date will determine to which fiscal
year the transaction will post.

FY2012 FY2013
Use 06/30/2012 through Use current dates in July
July 13 for AP and July 29 from July 1-31
for JEs
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Using the Posting Date — FV60 SEEIS

South Cavv Tnlergrus hilumasn System
[=
Document Edit Soto Extras Settings Enwironment Svstem Help

& o A = H @EE&@ R nTmas EE &

Park Vendor Invoice: Company Code SCO1

IE Tree on | Company Code |||E Simulate |||EI Save as completed || FPost ||f Editing options |

Transactn R Invoice E]| Bal. |B.BB |mo

Bas=sic data

wendor |  sGLind [ ] For FY12’ use
bl Reference

FPosting Date O/ 20/2012 — ﬂ 06/30/2012 and

—

Docurment Type KR KR &Wendorin.. =

Aot UsSD | [ Calculate tax P 1 d 12

Tax armount =] erlo

Text |

Company Code SC01 State of South Caralina Columbia, SC

Lot Mo |

SrL acct CnC: Armount in doc.curr. (Cost center |Order Fund Grant Assignrment n
S De. @ [=]
5 De. =@ =]
5 De. 3@
5 De. =
5 De. 3@
5 De. @
S De. =
5 De. @
5 Dhe. =@ [=]
5 De. = [+
1 T [« ] [ ]

= BEEE EHE S ([E (&S
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Using the Posting Date — MIRO

SEEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

=

Invoice Document  Edit Goto System

Help

@

B0 @@ LEE fnoan BE @

Enter Incoming Invoice: Company Code SC01

| Show PO structure || Show worklist | ] ] | Hold

[%% simulate | H Messages || Help |

Trangaction |1 Invoice El| @C0 Balance Q.09
For FY12 use
| —— - 06/30/2012 and
Posting Date Period 108 .
Amount [ ] Caleulate tax PerIOd 12
Tax amount | | 1111 (AP Sales Tax) =]
Text | |
Company Code S5C01 State of South Sarolina Columbia, 5C
Lot Mo.
PO reference
1 Purchase OrderScheduling Agreem... @] | [ | |1 Goodsiserice items a|
| 7_&310 All inforrmation a|
Iterm |Am|:|unt |@uantitg.r |Or...| |F'urc:hase |Item |F'O Text |Ta}{ Cu:nd|
B [«]
[~]
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Final Invoice Indicator — MIRO

1=

Invoice Document  Edit Goto System Help

& 240 eae LHE DDhan HE @m

Enter Incoming Invoice: Company Code SC01

| Show PO structure || Showe wearklist | J I | Hald ||E Simulate | H Messages || Help |

Trangaction 1 Invaice al OO Balance 0.00 |usp

SOLARWINDS.NET ING =]
Irwoice date |35-"3|3."2EI12|§] Referance |TE5T | 3711 S MOPAC EXPRESSWAY BLDG #2
Posting Date 04/25/2012| Petiod [10] AUSTIN TX 78746
Amount | | [usp | [ Calculate tax
Tax amount | N (AP SalesTay B = =
Text | | )
Fayrntterrns 22 Days net ]
Baseline Date BE/30/2012 -
Company Code SC01 State of South Carolina Columbia, SC E

Final Invoice can be set

here

MILTIR S oot “All Information to display

/

11 Purchase Orderzel Final Invoice Column 1 Goods/zervice items @f
Layout T_B30 Al information |

GR Blkd Stk |GR BIkstk BUR [Del. NoteiSheet Mo, |Bill of Lading [Del. Mote oty [D... [in... |[Final Invaice )Z%EL

i 8 0,000 O £ [«]
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Payment Terms SWEIS

@

Currently, payments are set at “Net 30 Days” which initiates
a payment run 22 days from the date of invoice. This
means that if your invoice is dated June 15t then the check
is not actually cut until June 22", This enables the State to
meet general payment terms of Net 30 Days.

For payments made during July for the prior fiscal year, the
Invoices will produce an error so that you will be prompted
to change the payment terms to Pay Immediately.
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Payment Terms, cont. SGEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

Enter Vendor inolce” l:nnp-:r-l:ur Code SC07
&% Tres on | S Comouny Code & Hod P Senuisin | B Paee 7 Edang optons

1 7 Basic gar E.-I" Parmant _ DEimen (o} Nomem

e e T e e

Dueee  BF/OV/Z068 Lo

5 : S0 e et

i WEE  Tobe casculid Foed

m"'" Parrrt 6ok Frno for paymest T
Irper el

e Hursae Elarn

=
f dErmE | Soieen Vasiekd - Eoneen 100 )

in L.

%Hﬂ %! & 108 _ D0 H2SaR0Do o 1081 DG RELEWANT
& : !

&
]
O]
Bebit @
Bebit @
it &
Db 1T T

ot | L e - | e

3 Due is Wemr End. the paytrsend anmomusst be Pay. imemodialely (00015
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ZMRBR — Release Blocked Invoices SMEIS

@ The ZMRBR Report must be cleared by COB July 13,
2012. All invoices with variances must be corrected or
reversed and re-entered into the new fiscal year.

@ You may want to consider entering FY12 invoices only if
the Goods Receipt exists. Use T-Code ME23N to view PO
history and determine if Goods Receipt has been entered.

95



rior Fiscal Year Payables in the
New Fiscal Year SWEIS

@ The Accounts Payable reporting package will be used to
create accrual of payables incurred at June 30™ for goods
and services received in the prior fiscal year and paid for in

the new fiscal year.
@ Example:
— Invoice received in August for services performed in May.
— The prior fiscal year Is closed.

— Because the services were performed in May, prior to the
end of the fiscal year (June 30), this payment is a prior
year payable.

— Goods received prior to June 30 but paid after year-end.
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rior Fiscal Year Payables in the
New Fiscal Year cont. SWEIS

@ SCEIS will be able to report prior year payables ONLY |F
“Prior Year Payable” is used in the Header Text field. No
other alternative wording should be used.

@ The Header Text field has a dropdown box from which
“Prior Year Payable” can be chosen. This phrase within
this field will be used to generate a BW report to gather
Accounts Payable transactions for reporting packages.

@ Any transactions identified/processed after the submission
of the Accounts Payable reporting package MUST be
reported to the CGO regardless of the amount. This
requires continued evaluation after the reporting packages
are due to ensure all prior year transactions are capturedgw



Prior Year Payables in the EIS
New Year cont. SWE

Document Edit Soto Extras Settings Environment Systerm Help

& G 1= Y =R Y . e S R S T W - I 573 = R =

Park Vvendor Invoice: Company Code SCO01

IE Tree an | Company Code |||E Simulate ||EI Sawve as completed || Fo=st ||f Editing options |

Transactn Invaice = Bal. IENELE | e

wendor SGEL Ind [ ]

Invoice date | Reference

Fosting Date |I33_E|5_2EIEIEI

Ao nt usD 1 Salculate tax

Tax atmount =1

[T FPrior vear Payahble| L= |
Company Code SC01 State of South Caralina CSolumbia, S

Lot Mo [ ]

Armount in doc.curr. Zost center

(| (| | ||

s [£= = =
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Open Item A/P Balances - FBLIN  S@EIS

@

Towards year-end, it is helpful to review open or
outstanding accounts payable balances.

This review will indicate the amount of payments that have
not yet been paid, but are obligated to be paid against the
cash balances.

This review may also indicate items that may be held at the
CGO or have other processing issues.

A report can be generated in SCEIS to give you a listing of
open accounts payable balances.

The T-code is FBL1N.
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Lesson 5 Summary SWEIS

@ You should now be able to:

— Understand how to process expenditures for both the old
and new fiscal years during July, extended Period
12/Period 1.

— Understand the need to change payment terms for
current year payments in extended period 12.

— Understand how to identify Prior Year Payables
— Review accounts payable balances.
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Lesson 6 Learning Objectives SEEIS

@ Upon completion of this lesson, you should be
able to:

— Record revenue in the proper fiscal year.

— Understand the OCG and STO year-end revenue and
deposit requirements.

— Review Accounts Receivable balances.

— Review and clear all undeposited cash amounts.
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Key Transactions ScEIS

@ F-04 - Post with Clearing: Header Data
@ FBL3N - G/L Account Line Item Display

@ FBL5N - Customer Line Item Display
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Revenue at Year-End SWEIS

@ All cash received by June 30" must be posted to the prior
fiscal year.

@ The posting date determines which fiscal year the revenue
IS posted. For example:

— All revenue received in the agency as of June 30 must have a
posting date of 6/30/2012 or prior to post to 2012.

— All revenue received as of June 30, but deposited in July must have
a posting date of 6/30/2012 to post to 2012.

— All revenue received after June 30 must have a posting date of
07/01/2012 or after and must post to 2013.
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Revenue at Year-End cont. SGEIS
Received Bank Document Posting Date
Date Validation Date
Date

6/28 6/29 6/29 6/29

Period 12, 2012
6/29 6/30 6/30 6/30

Period 12, 2012
6/30 7/1 7/1 6/30

Period 12, 2012
6/30 716 716 6/30

Period 12, 2012
711 712 712 712

Period 1, 2013 105




Revenue at Year-End cont. S@EIS

Deposits for Period 12 (FY2012), and Period 01 (FY2013), must
be deposited on separate deposit slips and entered as separate
transactions in SCEIS.

Agencies must deposit all revenue (cash, checks, etc.,) received
as of June 30, 2012, by 10:30 a.m. on the fourth working day of
July (July 6™) to be included as Period 12 (FY2012) deposits

Reimbursements received by an agency (refund of expenditures,
refund of travel advances, etc.) must be deposited by 10:30 a.m.
on July 13™ to be included as Period 12 (FY2012) deposits.

All deposit slips transmitted for FY2012 pertaining to Period 12
must be received in the State Treasurer’s Office no later than
10:30 a.m. July 6%, 2012.
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Revenue at Year-End cont. S@EIS

@

If a bank deposit has been validated after Friday, July
6, 2012, you must contact the STO if you need that

deposit recorded in Period 12, FY11-12. This should
be a rare exception, as revenue deposited on or after
July 1, 2012 should be recorded as FY2013 revenue.

It is not necessary to contact the STO prior to
submitting deposits for Refund of Expenditure or
Refund of Travel for FY2012. Use Period 12 on these
deposits and submit them in the normal manner until
July 13,
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Revenue at Year-End, cont. S@EIS

@ All deposits received 7/1 and after must have
a posting date of 7/1 or after.

@ There is only one exception — refunds of
expenditures.

@ Refunds of expenditures can be posted as a
orior year receipt after 6/30, since these will
post as a reduction of a prior year expenditure,
not revenue.

@ Refunds of expenditures for the prior year
must use a posting date of 6/30.
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Revenue at Year-End cont. S@EIS

@ |If a deposit validated by the bank as of June 30, 2012
has not been recorded by the STO by July 13™, it will
be necessary to record this deposit as a FY2013
transaction and the Agency must contact the Central
State Financial Reporting Division of the OCG for
appropriate adjustments in accordance with GAAP
requirements.

@ Agencies are reminded that the year-end cutoff for
FY2012 revenue is subject to audit and the Agency
must maintain documentation to support the cutoff.
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Revenue at Year-End cont. S@EIS

@ Funds classified for GAAP purposes as part of the "Zero-
Balance Clearing Fund" (see Appendix A-2 of the GAAP
Closing Procedures Manual) should have a zero balance
at the end of the fiscal year.

@ If your Agency deposited cash during the previous fiscal
year into such a fund, you must transfer all remaining
balances to the proper funds and general ledger codes
before the end of Period 12, FY2012.

@ Transactions to transfer such balances must be entered
on or before July 13t
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Revenue at Year-End cont. S@EIS

@

Cash balances remaining in Earmarked, Restricted, and
Federal funds after July 31, 2012 will be brought forward
Into the new year.

Cash balances from the previous fiscal year will be

pooled with new fiscal year cash balances during July for

extended period 12 and period 1 - only for non-state
funds.

Transactions will not overdraft cash accounts for 2013 if
there is available cash in both fiscal years combined.
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Accounts Recelvable at Year-end ScEIS

@ Accounts receivable balances need to be
reviewed at year-end to ensure balances are
appropriate and the detail AR balances agree
with the GL balances.

@ Alisting of AR GL balances can be viewed by
using transaction code FBL3N.

@ If you know the customer number, use
transaction code FBL5N to display individual AR
balances.
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Display Undeposited Cash — FBL3N SWEIS

The “Undeposited Cash” account 100001XXXX must be
$-0- (cleared out) at year-end.

Funds are first deposited into this account, then moved to
the 1000030000 when the deposit validation is entered.

Once verified by the STO, they are available to spend.

Funds in the Undeposited Cash account means the STO
has not been able to match your bank deposit or you
have not completed the transaction.

To review Undeposited Cash receipts, use transaction code
FBL3N.
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Lesson 6 Summary SWEIS

@ You should now be able to:
— Record revenue in the proper fiscal year.

— Understand the OCG and STO year-end revenue and
deposit requirements.

— Review Accounts Recelvable balances.

— Review and clear all undeposited cash amounts.
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Lesson 7 Learning Objectives SWEIS

@

Upon completion of this lesson, you should be able to:
— Review, process or delete all pre-posted budget items.

— Understand how to process Statewide Carryforward Appropriations
through Proviso 89.27.

— Carryforward General Fund appropriations to the new fiscal yeatr, if
your agency has specific authority to do so.

— Carryforward project budgets to the new fiscal year.
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Key Terms and Concepts SWEIS

Each of the following key terms and concepts will be covered
In greater detalls in the following slides, but do not hesitate to
consider searching uPerform for documents and transactions

that utilize each.

@ Posted, Pre-posted Budget Items

@ Carryforward Budget Items

@ Workflow Items

@ Statewide Carryforward Appropriations

@ Earmarked, Restricted, and Federal Appropriations
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Key Transactions SEEIS

FMBB — Budgeting Workbench

FMRP_RW BUDCON - Budget Consumption Report
(standard SAP report)

ZBD1 — Budget Consumption Report (specifically designed
for SCEIS)

FMRP_RW_ BUDGET - Budget Status Report

FMAVCRO1 - Budget Availability Control Report: Overview
of Annual Values
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Budget Items at Year-End SWEIS

@ Clear all pre-posted budget items by the close of business
July 13 for the fiscal year.

@ Alisting of all pre-posted items can be generated by using
transaction code FMEDDW.

@ Select 2, Preposted from Document Status dropdown.
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Display Budget Items - FMEDDW

SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

Prograrm Edit Sota Enwvironrment Systerm
= | = < = s Em B | L2 E S | EFa T oA w2 | E = L&
Entry Docunmeant
=== |I=l=|[e=m] [ J[ I[ J[ |
Fhid Sream | |
CTonvert =ign to u=ser interrface
Budget Category —| T
Entrv Cocurment FRamber T
Croc = Enter Fhil Ares to
Sred cpaarea [SEa1 [ to |
g T
—re s jin]
oo |~’I|x| to
Fers=son Respon=sikble T
Text HNarm e jin]
BCS walue Type | | T
Ersion :I T
Fiscal vwear :I T
Budgeting Feriod | T
ear of CTas=sh Effe ctivity T
Imnt. Bdagt. Proce== T
Budget Twpe to
Entry Docurment Type =]
Cocurment Status : jin]
FRewversal status : jin]
Entry Docurment Line T
Srant Itcn I
Fund T
Funds Center | to |
Comimitment term | to ]
Functional Area | T I
Funded Proograrm |1:|:| |
—ustaormer Field jin]

Lavout Selection

Lawout
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Pre-Posted Budget Iltems —
FMEDDW: Entry Document

SEEIS

St Calva Erlergrus hilhmmason Sysle

BPrograrm Edit Soto

Enwironment

System Help

&

= A D SeEaem 1O es| = aesEs | EE e

Entry Document

IFm Aares [sca1|
Budget Category ﬁ' to —l =3
Entry Docurment Rurmber | to | =
[Document Family Mumber | to | =
Created by to =
ariginal Application to =
Created on to =
IDocurment Date | | to | | ==
IF"ersn:ln Responsikble to =
Text Harme to ==
IBCs walue Tyvpe | to [ ] o
s : = — =
u- . ey - vy =
|eudgeting Periad | to | =
Ilnt_ Bdaot. Frocess to =
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Document Status to =
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Pre-Posted Budget Iltems —
FMEDDW Status ScEIS

[ Status of a budget entry document (1% 4 Entriefl[]

MR EEE ERIE
Document Stat... | Short Descript.

1 Fosted

i Freposted

3 Freposted posted
4 Freposted undone

1. Posted — entered and directly posted (no workflow)

2. Pre-posted — Originally saved with the Pre-post button and has
not been completed by the Agency funds manager or OSB

3. Pre-posted Posted — Originally saved with the Pre-post button
and has been completed

4. Pre-posted Undone — Originally saved with the Pre-post
button but then was cancelled (undone) 122



Pre-Posted Budget Iltems —
FMEDDW Report Results

SWEIS

List Edt Goto Beftings  System  Help

G 10H A0 CHE DL AR 0N

Selection List for Entry Documents

Selections

o

= o ENEY I 72 ) e Y S
M area 8C01

Currency 5D

Budget Category Paymant

‘DncYear|Entr3rDucu 1Line |Versinn|Dnc.Tﬁ,rpe|Prcmess |Year|BudgetType |Fund

|Funds it |Cmmt lterm |Functinnal Area

Grant

Funded Program | Amaunt LC|

2008/1000000557 000001 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 36033000 P1600000 507000
1000000558 000001 0 BOAJ  Supplement 2008 ESTIMATED REVENUE 1
1000000634 000001 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 501058
00000z 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 513000
000003 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 502000
1000000635 000001 0 BOAJ  Supplement 2008 ESTIMATED REVENUE 1 1

0000000000000000 NOT RELEVANT
36033000 |P1600000| 4890060000 | 0000000000000000 NOT RELEVANT
0000000000000000 NOT RELEVANT
0000000000000000 NOT RELEVANT
0000000000000000 NOT RELEVANT
35210000 |P1600000| 4390030000 | 0000000000000000 NOT RELEVANT

5900.000000.000| 575.917 25
5900.000000.000| 575.917 25
1500.200000.000 75.000,00
5500.050000.000| &0.000,00
1500.200000.000| 60.000,00
1500.200000.000| 195.000,00
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Pre-Posted Budget Iltems —
FMEDDW: Change Layout

SWEIS

Click the rubric’s cube icon

@ to change the report to include Document
Status. This function can also be used to delete items from the report.

III:' Change layout

=

Displayed Colu

LS B4 ESES

Displayed Columns

Column Mame

=]

Document Year
Entry Document
Entry Document Line
Entry Document Type
FProcess

Fiscal ear

Budget Type

Fund

Funds Center
Commitment lterm
Funded Program

|[«][»]

L]0

Column Set

‘

Column Mame

Feference Document
Log. systermn source
Reference Transact.
Feference

Commitment term Cat.

Budoet Category
BCS Value Type
Distribiution Key
Teut

Document Status
Reversal Status

|0 ]

[l
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Pre-Posted Budget Items —
FMEDDW Result with Doc Status SEEIS

List Edit Goto Settings Systern  Help

& 2 OH SEQ CHE DDOS RE @

Selection List for Entry Documents

S0 BE BN EREE) SR -] [ o] v ssemos] MDD

FM area SCM
currency SD Doc
Budget Category Payment Status
Added
“ Doc Year Entry Docu ‘|Line |versinn|D|:u:.Type'Prncesa |‘r’ear|EludgetT3rpe Fund Funds Ctr |{Cmmt ltem  |Funded Program | Amount LY Status
2008 1000000557 000001 O BDAJ Supplernent | 2008 BUDGET ADJUSTMENTS | 36038000 |P1600000 507000 9900000000000 575,917 250 2
1000000558 000001 O BDAJ Supplement | 2008 ESTIMATED REVENMUE 36038000 P1600000 4890060000 9900.000000.000| 575,917 252
1000000634 000001 0 BDAJ Supplement | 2008 BUDGET ADJUSTMENTS | 35210000 |P1600000 401048 1500.200000.000 74.00000§2
oooonz o BDAJ Supplerent | 2008 BUDGET ADJUSTMENTS | 35210000 |P1600000 513000 9500.050000.000 G0.000,00Q2
0ooon3 o BDAJ Supplement | 2008 BUDGET ADJUSTMENTS | 35210000 |P1600000 402000 1500.200000.000 60.000,00§2
1000000635 000001 0 BDAJ Supplement | 2008 ESTIMATED REVEMUE 35210000 |P1600000 4390030000 1500.200000.000| 195.000,00§ 2
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View Budget Documents SCEIS

@ Why is it important to review the status of budget
documents or pre-posted budget items?

@ Check budget document status regularly to ensure
transactions have been approved and posted.

@ Pre-posted budget documents

— Will reduce budgets immediately, but will not increase budgets until
approved.

— Transfers will reduce the appropriate reduction, but will not increase
the offsetting budget until approved.

— Returns will reduce prior to approval, but supplementals will not post
(as this is an increase) until approved by SBO.

— SAP uses the most conservative approach to budgeting.
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arryforward General Appropriations —

EMBB SEIS

@

Agencies with separate authority to carryforward General Fund
appropriations to the new fiscal year must process budget transactions
by July 13,

This is not the “up to 10% carryforward” determined after the close of
the fiscal year in accord with Proviso 89.27.

If you have separate authority, use t-code FMBB to record the
carryforward from FY2012 to FY2013.

On each line item, you must reference the applicable proviso or
permanent statute related to the carryforward authority in the text field.

Failure to reference the applicable proviso or permanent statute will
result in the Office of State Budget's refusal to process the transaction.

127



arryforward General Appropriations
Specific Agency Proviso — FMBB

SWEIS

@2 Budgeting Workbench - Create Document
Documwst Owniw o[ Hol | Pspt | v g Lang o] & Misaagen o

kitial

This is the information that
you would enter if you are

an agency with a Specific

Agency Proviso

Paymant Budpet,
Process CONR Carmy Over i Total Sender 0.00
TotnlReceher 000
Cocumenttype  CFWE CFWD (Camy 3 |
T ; b
Bicument Dt BT 01 202
[ Sender
Fiscal Year |Pemu 128
Butiget Type CFOR
Feteher
Flscal Year |PEF-:IE 1.8
Butget Type CFOR
@ Payment Budget ‘
I\
& D|EE[0) A[FE] )& o] B[] H #em |2
Transaction s S
|-f+ Fund Funds Certer |Functional Area Funded Program — {Cmmtitem | Grant Amourt (T et
RGSUltS - 10010000 |A2000000 |0000O0O0O0O000O0  |9802.290000X000 (561000 HOT RELEVANT | 10,000.00 |Proviso 70.26
+ (10010000 |A2000000  |000000000O000000 (9802 2300004000 561000 HOT RELEVANT | 10,000.00 |Proviso 70.26
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Statewide Carryforward
Appropriations SCEIS

@

Proviso 89.27 authorizes Agencies to carryforward a percentage up to
10% of unspent General Fund appropriations to the next fiscal year.
This proviso may be suspended to avoid a fiscal year-end general fund
deficit.

The OCG and the State Budget Office (SBO) will determine each
Agency's carryforward amount and transact the necessary entries.

Any carryforward appropriation will be recorded centrally in Funded
Program 8900.000000X000 “Statewide Carryforward Appropriations”
and in Commitment Item 561000.

Agencies cannot make expenditures against this temporary account.
Use transaction FMBB to transfer the appropriations within the
Agency's normal budget accounts.
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tatewide Carryforward Office of State
Budget — FMBB

SEEIS

@) Entry Document

This entry is made by the Office of
State Budget to record Statewide

Carryforward .
Header k Additional Data |
Document 1:_ Status Posted Document Year 2012 FM Area 5001
PrOcess Carry Over Total Sender 108, 752, 47 LSD
BCS Value Type  Budget Total Receiver 106, 752 47 UsD
Budget Category  Payment YErsion i sender Year 2011
Document type CFWD Document Date B8/25/2011 Receiver Year 20714
Year E Periods ‘
HIEERENE) .Eﬂ! i |-EERIEERFEERE]
Doc, Li.. |-+ |Funds Center Funded Program FAr  Fund Cramt Item | Grant Amount TC Type | Text
000001 §900.000000%000  |0000... (10010000 561000  [NOT REL... 106,75247 |CFOR| 135 - Post from 5TARS
aoooo2 |+ 8900.000000X000  |000D.... (10010000 561000 [NOT REL... 106,752 47 |CFOR 033 - Post from 5TARS




Entry — FMBB

tatewide Carryforward Agency

SWEIS

@] Entry Document

This entry is made by the agency to
transfer carryforward to spendable
funded program/commitment items

Header h Additianal Data
Document 1000036003 Status Posted Oocument Year 2012 FM Area% 5001
Frocess Transfer Total Sender 108,762 47 5D
BCSWalue Type  Budget Total Receiver 106,752 47 S0
Budget Cateqgory  Fayment YErsian o Fiscal Year 2012
Documenttype  TRFW Document Date 08/26/ 2011
Year h Feriods
..ﬂlﬂ AERERERERERE
Doc. Li...|-+ [Funds Center Funded Program FAr  |Fund Cramt ltern  |Grant Amaount TC{Type |Text
000001 |- P |8900.000000X000 |000O... 10010000 861000 NOT REL... 106,752 47 |[TRSF [MOVE TO CFO ACCOUN
00ooo2 |+ IJEI (100.000000.000 2= (10010000 512001 NOT REL... 49694 47 |TRSF
aoooo3 |+ |E| 1001.100000.000 10010000 512001 NOT REL... 5705800 |TRSF
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Carryforward — Project Budget SWEIS

@ Carryforward project budgets using the FMBB
T-Code.

@ Use:
— Process COVR
— Doc Type CAPR
— Sender Year 2012 Budget Type CAPR
Period 012
— Receiver Year 2013 Budget Type CAPR

Period 001
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FMBB

arryforward Capital Projects —

SWEIS

Document Edit Goto Extras  Emvironment  System  Help

& 24 eaa CHE OnL0 PR @m

Budgeting Workbench - Create Document

Dacument Overview onfoff 48 Hold | Prepost Save Changes || Long Text

Messages lag

DocLment atatls Initial

=

Header Data E Additional Data ‘

Do not use “All” as the
period selection as this
will divide and allocate
the carryforward amount
to each period. Use
period 1.

Process FOVR Carry Over 3

Document type CAPR CAPR (Capital .. &
Yersion ]
Document Date [4/20/2012

Faymment Budget
Total Sender
Tatal Receiver

0.00
0.00

Sender

Fiscal Year 2012 Period 12.8
Budget Type CAPR CAPITAL PROJECTS

Receiver

Fiscal Year 2013 Period 1.8
Budnet Type CAPR CAPITAL PROJECTS
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cont.

arryforward Capital Projects —

FMBB

@ Payment Budget |

| | ||‘@ EIl@EI“ﬁ?MasterData MSplit |#Key Fig.

Lines

-f+ Fun Funds Center \Functional Area Funded Program | Commitment tem) Grant Amaunt (U3D]| Text
- 390780000 |K0300000  |OOOOOOOCOOO0OOO00  |3900.580200.000 (507000 NOT RELEYANT 100.00
+ 350780000 0200000  |0OOOOOO000O0O000  |9900.980200.000 |507000 NOT RELEYANT 100.00

This is an example of the body of the FMBB document. For each
project, the Sender (-) and Receiver (+) line, should be

identical. All projects being carried forward can be done on one
FMBB transaction.
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Earmarked, Restricted, and Federal
Appropriations S@EB

@

2012 Earmarked (SXXXXXXX), Restricted (AXXXXXXX),

and Federal (5XXXXXXX) fund appropriations

— will lapse July 13t

— will be held open for the processing of documents not having a state
level impact relative to Period 12, FY2012 until July 29, 2012

2013 appropriations for these funds should have been

Included by the Agency in the 2012-2013 Appropriation Act

and will be entered centrally at the same time as the State

Appropriations.

— To increase appropriations for Earmarked (3XXXXXXX), Restricted
(AXXXXXXX), or Federal (5XXXXXXX) fund details in the new fiscal
year, Agencies must process an FMBB transaction
§ Process — Supplemental

§ Document Type — BDAJ
§ Budget Type — BADJ for Expenditure Budget, EREV for Estimated Revenue
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Appropriations for New Fiscal Year SGEIS

@ Appropriations for the new fiscal year will be loaded into SCEIS via
an interface with the Comptroller General.

The OCG indicated this information would be mailed to the
Agencies near the middle of June.

Budgets will be loaded into SCEIS exactly as it is received from
the OCG, at the highest level.

Earmarked (30000000) and Restricted (40000000) funds must be
transferred from the highest level fund to the specific detail fund to
process transactions in FY2012 (ex.: 30000000 to 30350000).

Federal (50000000) funds do not have to be transferred from the
high level to the specific detail fund to process transactions.
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Budget Items at Year-End SGEIS

@ Original Budget +/- Budget Adjustments (Supplemental,
Transfers, Returns, etc.) = Current Budget

@ Consumable Budget is the amount of the Current Budget
that remains for consumption by
§ Actual Expenditures
§ Open Purchase Orders
§ Purchase Requisitions
§ Funds Reservations

@ Consumable Budget less Consumed Amount = Available
Budget, Residual Budget or Net Budget
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Budget Items at Year-End cont.

South Canibeg Enlergrue hibor

Ensure your budgets are properly posted.

Review budget reports regularly, such as:
— ZBD1 (Budget Consumption)

- FMRP_RW_BUDCON (Budget Consumption)
- FMRP_RW_BUDGET (Budget Status)

— FMAVCRO1 (Budget Availability Control)

— BW Report - FM Budget vs. Actual
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ZBD1 — SC Specific BUDCON Report SGEIS

@ The ZBD1 report is an enhanced version of SAP’s
standard, delivered BUDCON report. The standard report
IS executed via transaction FMRP_RW_BUDCON.

@ ZBD1 offers the following enhancements:
— Has separate/additional columns vs. standard report for:

8

w W W W W W WU W

Original Budget

Budget Transfers

Actual Expenditures

Purchase Orders

Purchase Requisitions

Other transfers

Subtotal column after expenditures

Subtotal column after purchase orders and requisitions
Subtotal column after other transfers etc.. 139



Executing Report ZBD1 S@EIS

=g [
Brogram Edit Goto  Enwironment  Systern Help
@ | A0 e@Ee SHE fnoan BE @m
ZBUDCON REPORT: Selection
Selection values
Fiscal Year 2008
Feriod 12
Selection groups
Fund | |
Qrvalueis) to
1
1]
or value(s) E1200000] [Si0  [E1zasm0014 |
Functional Area |
Or walue(s) | to
Funded FProgram
Qrvalue(s)
7~

e \

Fund center is arequired field. You must enter at least one fund center to
execute the report. You may use the values fields to enter a fund center or a
range of fund centers for your agency. To select all fund centers for your
agency, select values and enter Business Area with 4 zeros (E0800000) to
Business Area with 2272799 (E080Z2Z2Z27299).

b T ECG (15 (010) | sceisecqapd | OVR | Lz
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FMAVCRO1 Report S@EIS

@ This report is useful for reviewing:
— Grant budget activity

— At the roll-up level of control for your agency’s budget

§ Non-budgeted fund’s balances will be negative as there is no
budget

« Most non-budgeted funds have a “7” in the 5" digit of the fund
number

« Dual employment
« Revenue clearing accounts

— Negative budget balances
§ Noted by red buckets

§ Causes can include payroll and fringe benefits posting which
override budget edits

§ Need to monitor these regularly — at least monthly
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Let’s look at the following reports:

ZBD1 Report (Budget Consumption)
FMRP_RW_BUDCON (Budget Consumption)
FMRP_RW_BUDGET (Budget Status)
FMAVCRO1 (Budget Availability)
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What affects Budget Balances? SWEIS

@

Encumbrances (PRs, POs, “Save as Complete” Parked
documents, funds blocks, and funds reservations)
decrease your budget immediately.

Budget balances must be free of inflated encumbrances
that eat up balances needed for expenditures.

To free up your budget you must reduce encumbrances
that are finalized, no longer needed, and final but have
remaining balances or carry them forward to next year.

Also, if budget documents are not completed properly, the
budget items will not populate the appropriate columns on
the budget reports.

— We have a sheet for your use in assuring budget items are
completed properly.
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Lesson 7 Summary SWEIS

@ You should now be able to:
— Review, process or delete all pre-posted budget items.

— Understand how to process Statewide Carryforward Appropriations
through Proviso 89.27.

— Carryforward General Fund appropriations to the new fiscal yeatr, if
your agency has specific authority to do so.

— Carryforward project budgets to the new fiscal year.
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SWEIS

South Carolina Enterprise Information System

LESSON 8: MANAGING
CASH STATUS

GTATE INFORMATIQ
OOOOOOOOOOOOO



Lesson 8 Learning Objectives SEEIS

@ Upon completion of this lesson, you should be
able to:

— Ensure Cash clearing accounts have zero, $0.00,
balance.

— Understand the “Pooling of Cash” for old and new year
transactions.
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SCEIS Cash Accounts & Purposes S((DEIS

There are several “cash” accounts in SCEIS

@ 1000000000 Cash Due To/From

@ 100001xxxx Undeposited Cash

@ 1000020000 IDT Cash Clearing

@ 1000030000 Cash on Deposit— STO

@ 1000040000 Cash Disbursements — STO
@ 1000050000 Petty Cash

The Undeposited Cash must be zero at year-end
(FY2012).
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SCEIS Cash Balance 1000020000 S@EIS

@ With this process,1000020000 is an
automatic clearing account and should be
zero (-0-) at year-end.

@ Amounts remaining in the account may be

partial payments and are being cleaned up
by SCEIS staff.

@ Agency staff should NOT try to clear this
account and should NOT make entries
directly to this account.
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New Year and Old Year Balances  SWEIS

@Cash is somewhat “pooled” for purposes of processing
new year transactions.

@SCEIS will look back to 2012 and pool the
cash if there is not sufficient cash in the new year
fund to process a new year payment

@SCEIS does not look forward to 2013 if there is

iInsufficient cash to process an old year payment
for state funds.
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New Year and Old Year Balances

SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

@ Edits for Cash are handled differently depending on the year and fund.
@ On-line and Payment Run transactions are handled differently.

On-Line PY & CY | Doc posting year Current cumulative
and month cash balance as of
PY prior/old L entry date and time.
CY Currentinew  Apavment Run | PY & CY | Doc posting year | Cumulative cash
/ and month balance as of
Payment Run Date

e

During July, all PY (prior year) payment runs are recorded with 6/30
posting date, SCEIS only considers prior year cash.

CY (current year) payment runs for non-state funds considers
cumulative cash balance
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Lesson 8 Learning Objectives SWEIS

@ You should now be able to:

— Ensure Cash clearing accounts have zero, $0.00,
balance.

— Understand the “Pooling of Cash” for old and new year
transactions.

151



SWEIS

South Carolina Enterprise Information System

LESSON 9: GENERAL “CLEAN-UP” OF
PARKED DOCUMENTS, WORKFLOW,
FUNDS RESERVATIONS, ADJUSTING
ENTRY DOCUMENTS, AND

FIXED ASSETS

[ECHNOLOGY



Lesson 9 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Review and process all parked documents: invoices,
customer invoices, JEs, etc.

— Review and process all workflow items to clear out the
workplace inbox.

— Review and process all funds reservation documents —
delete and/or carryforward in the new fiscal year.

— Review all GL account balances to ensure any needed
adjusting entries are processed before closing.

— Review fixed assets to ensure asset balances are
proper.
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General Clean-up at Year-end SWEIS

@

Documents not “posted” must be reviewed and either

posted or deleted.

Decisions regarding un-posted documents must be made
so documents can be finalized by year-end.

Documents that remain un-posted at year-end, after the
CG closing date, will be deleted.

— Preposted budget items within your agency will be deleted,
but not until after the first of August, to allow time for budget
transfers.

— Parked documents will be deleted. “Save as Complete”
Parked documents encumber your budget. IDTs will be
carried forward, unless deleted.

— Workflow items within your agency cannot post in the old
year after July 13™". Must be entered in the new year.
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General Clean-up at Year-end SWEIS

@ ZMRMR Report must be reviewed and errors
Investigated and corrected.
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Parked Documents SWEIS

@ There are 2 types of Parked Documents.

— “Park” does NOT post against your budget in FM.
§ In the system this shows only as header information.

— “Save as complete” parks the document and
consumes your budget in FM.

§ In the system this shows header and line item posting
information.

Note: ‘RE’ Documents (invoices related to purchase
orders) are no longer given park status.
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Parked Documents cont. S@EIS

@ The “Save as Complete” documents move
from “parked” to posted status in the system
upon approval by the final agency approver.

@ This is true for all documents except JES, that
are posted upon approval by the OCG'’s Office.

@ Budget documents requiring SBO approval do
not post until approved by SBO.

@ Regular “parked” documents do not encumber
budget and should be deleted or saved as
complete.

157



Parked Documents - IDTs S@EIS

@ IDTs where a “live” agency bills a “live” agency
post in a parked status against a Default GL
with no fund; therefore, not encumbering
budget.

@ IDT documents will be carried forward by the
SCEIS closing team if still parked at COB July
13th,

@ To review parked IDTs use Z IDT_DOCLIST.

@ All other parked documents should be deleted
or processed by July 13,
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Parked Documents — Retrieval SWEIS

@ Parked documents can be retrieved by using
transaction code FBV3, FBL3N,
Z AGY_DOCLIST or by running BW report “Open
Encumbrances.”

— FBV3 is real time, but includes all business areas

— FBL3N is real time, can be agency specific and can
exclude JEs parked at CGO,

— Z AGY_DOCLIST is agency specific and has regular
parked and saved as complete documents, and the

— “Open Encumbrance” BW report is as of the previous
night, will include only your agency information, and
Includes Save as Complete parked items, open POs,

PRs, and Funds Reservations.
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Workflow ltems S@EIS

@ Workflow items for payments for the prior year
beginning July 1St will be shown in the inbox as a

high priority item 1 and will be in “red.”

— Work on these items first in order to have them posted Iin
the prior year.

@ The OCG and SBO workflow items will likewise
show as priority for prior year items in their
workflow inboxes.

@ Be sure to clear all priority items by the year-end
closing date of July 13t
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Funds Reservation Documents at

Sunith Cartbn Eriergrus hihmmasun Sysie

Year-end

@ Funds reservation documents encumber budget.

@ Reducing funds reservations can free up budget.

@ To view funds reservations use transaction code
FMXS.

@ To reduce funds reservations use transaction
code FMX6.
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Display Funds Reservation —

~-MX3 cont. SWES

Sunith Cartbn Eriergrus hihmmasun Sysie

Date 0507/2008 Note
Time: 0337
Open
Amts.
Duc Mo " Bin| Cal el 07| Cacy | ot | D D | Crea o _ il A | Grand |60 Acommil | Corsl Cenler | Over e | Opeen ard 1
00000000 1 30 11|USDBCOT 11052007 (CHILTON  7.202.00 5051540000 E120A00010 30350000 0000000000000000 HOT RELEVANT EA 20400010 30000000 197587 aulo kease
Janananni k| 11/UsD| A imTEnT 1R N 5051580000 | E1 HARNTE TON10000 AOMINONRANANGNNN HOT RELEVANT 5051540000 F120ANAN1S 0AM00R AR N3 |FY 08 Auln | pase-CRAT
20000002 - 1150 TIRR200r 10000 (S S40000 [E1 20ADU0TD 20350000 DUDOUDUDUUDUO00U [NOT HELEVANT | SUZISA0000  E120A00010 | 30000000 100,00 |Background Inveshgabons
;gmm;g' k| 11/UED]| ARmarEnT "0 N0 SOFOOABANG | F1 HARNK 0 ZN3E0000 AOMINONRANANGNNN HOT RELEVANT | GOZ0GRGO0D | FA Z0ARGNN | 30AR00GN GR A0 |Infra-Stale Mail Senice
20000004 E. | 1150 1202001 '5,3w.uu SN0 00U | E10A000T D 100000 DOOUOO0RUOUIDUIY HOT RELEVANT  SUE0070000  EV2A000M0 0000000 201900 |Hirgt Clags Postage
;gmm;g' k- | 11/UED]| ABnTE0nT '1,l'i!'i1 N0 SNoannng 1 HAonm? 1nnnann anmnanmnnananmd HOT RELEVANT - G000qonmd  F4HAN0? 300mncs5 AHi 15
T 1150 12012008 " 21300 [S02071 0000 |E1 2UADU0T 2 1000000 DUDUUDUDUUDUO00U [NOT HELEVANT | SUZ0TT0000  E120A00012 | 30000005 L. TR 1]
3| 50| [i1(usD| 120752007 '3878.00 5020090000 E170AB00T1 10010000 D0000G0000000000 NOT RELEVANT | 5020090000  E120AD0(11 30000004 TH.67
4 30 11 USD 120712007 " 213,00 5020110000 |E1 20400011 10010000 0000000000000000 |NOT RELEVANT | 5020110000  E120400011 | 30000004 T2
5 a0 [i1[usD| 120752007 '2.103,00 5020090000 £1 20A0013 10010000 D000000000000000 MOT RELEVANT | 5020090000 | E120A0013 | 20000006 1.147.93
6 115D 120712007 212,00 5020010000 E1 20400013 10010000 000D000000000000 MOT RELEVANT 5020110000  E120400013 30000006 BO.TE
I I 120752007 '2.762.00 5020090000 | £1 20AB0010' 30750000 D000000000000000 MOT RELEVANT | 5020090000 E120A0010 | 30000000 264160
8 MW 11/ s0 1200712007 1300 5020010000 E10ACO0I0 20350000 0000000000000000 MOT RELEVANT 5020110000  E120400010 30000000 T1.09
CIRE I 120772007 '6,299,00 5020090000 C1 20400014 0750000 D000000000000000 NOT RELEVANT | 5020090000 E120A00014 30000007 LI 57
100 0 1110 1072007 21300 5020010000 E130AC0014 30350000 0000000000000000 HOT RELEVANT 5020110000  EV20A00014 30000007 T1.99
00000006 1) 30 11UsDl 120772007 165000 5020090000 | C1 20400012 10010000 D000000000000000 MOT RELEVANT | 5020090000 E120A00012 | 30000005 0,00
P | 1110 1072007 21300 5020010000 E130AG0012 10010000 G000000000000000 HOT RELEVANT 5020110000  EV20A00012 30000005 NI}
3 = 11uspl 120772007 '3978/00 5020090000 E1 20400011 10010000 D000000000000000 NOT RELEVANT | 5020090000 | E120AD0011 30000004 0,00
4 11|50 1 HnTrnnT AN S0700 6O E1 ARG TARINGNA AOMANORRANANGNNN HOT RELEVANT | S020110000  F120ADANTT | 300MO004 nnn
4 A 1| TIR007 .2,1E:J.IJU SI0CHN000 ETUAD00T S 100000 DOODOO0OOOOD00Y HOT HELEVAMNT  SUR00H0000  EV2AD00TS 0000006 LIRII]
i 11|50 1 HnTrnnT AN S0700 6O E1HAMNTE TANINGNN AORNCRRANANGNNN NOT RELEVANT | S020110000  F120ANANI3 I0AMO0R nnn
(A | 1| TIR007 .E,FhTJ.IJlJ SINCHR000 ETUADUND 2050000 DOROOURO0OIR00Y HOT HELEVANT  SUR00H0000  EV2ADOID 0000000 LIRII]
I | 11|50 1 nTeennT AN SR DA | F1 AR 0 FNFE0000 AOOOARANANGNNN NOT RELEVANT | SO20M10000  FA20ANANMN 3000000 nnn
¥ 1S TRI2007 .ii,'.MI.IJlJ SUNCHO00U E1UA000N A US0000 DUODUOURUOOIDUY HOT RELEVANT  SU0UHO00  EV2R000M4 J000000; LIRII]
ETRE I 1207007 " 21300 5020110000 E1 70400014 30350000 D000000000000000 NOT RELEVANT | 5020110000 | E120A00014 | 30000007 0,00
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Soto Extras

Enviranment

Svstem Help

Reduce Funds Reservation —
FMX6 cont.

Document Edit

& |

= |

 H &G & B EEE AR EE o

Funds reservation: Display Detail scr

|&E|[@] =] L]|2r| [E¥ consumption |

Funds Center

|[E1z0ABEE1 2

Line Iterm 30000085 || 1] Position [ ]r[1e]
Lo ! |
Control data
I~ Completion indicator 1 Iterm blocked |:| Iterm block
walues
CUrrency LISD
Overall amount | 1,650.00 |
Open amount | 0.80 |
Due on |—|
mMore data
Yendor |EIEIEIFI33EIEIEIEI| BUDGET ArD COMNTROL BOARD
Custormer I—l
Alternat. payee I—l
ZCoding Blaock
Cost Center Im
Fund R Grant |MOT RELEWANT |
Functional Area |0EEOA0EEEAOEEEEE |

Commitment lterm  |SOZ0E9060A

| S*  Mare
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GL Account Review and JEs —
Review

Sunith Cartbn Eriergrus hihmmasun Sysie

@ What to look for when reviewing the GL

— Accounts Payable balances

§ Should only include amounts awaiting payment and other
balances that have been set up as accounts payable.

— Sales and Use Tax Payable

§ Balances should be reviewed to determine that these taxes
have been properly recorded and/or paid.

— Accounts Receivable balances

§ Should be reviewed to determine that receipts have been
properly posted against AR and not posted as a direct
receipt, leaving an erroneous AR balance.
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GL Account Review and JEs —

Sunith Cartbn Eriergrus hihmmasun Sysie

Review cont.

@ Travel advances outstanding - Should be $-0-.
— GL account 5052010000 — Travel Advances.

@ Revenue and expenditure accounts

— Review can reveal inappropriate classifications of revenues and
expenditures.

@ Fund Balance

— No entries should be made directly to any fund balance account
without consulting the SCEIS Finance Team.

@ Fixed Assets

— Review for appropriateness of entries for capital expenditures which
create asset shells postings to accounts 1899999999.
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GL Account Review and JEs —
Review cont. S@EB

@ Undeposited Cash accounts

— To ensure the STO have verified the cash deposit and the cash has
been moved to 1000030000, these accounts should be cleared out
by the end of the fiscal year.

@ IDT Cash Clearing account

— To ensure that both sides of the IDT have fully posted by year-end.
This account should be zero at year-end. SCEIS team will clear it.

@ Zero-Balance Clearing Funds

— Cash balances should be cleared from these accounts regularly
and should have a zero balance at the end of the fiscal year.
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Unposted Assets S_ALR_87012056 SWEIS

@ Use transaction S_ALR 87012056 to get a
list of assets with -0- value.

@ This indicates a shell was set up, but no value
was put on the asset.

@ Review this report to determine if the unposted
asset should be deleted or whether a value
should have been assigned to the asset.
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Fixed Assets at Year-End S@EIS

@ Check your fixed assets listing to ensure items
appear correct. Use transaction code
S ALR 87011990 transaction to view asset history.

@ Perform an inventory of assets at least annually to
identify assets needing to be added or removed from
the list due to donation, damage, repair,
refurbishment, loss, etc.

@ Make adjustments to fixed assets as needed.
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Things to Remember for Assets S@EIS

@

If you need to add an asset that was found or
donated, use ABZON with the following data:

— Use Transaction Type ZDO or 115
— Use Offsetting GL as 4310080000

If you need to add an asset paid with a P-
Card or other means of expenditure already

recorded in the current year:
— Use Transaction Type 100
— Use Offsetting 5xxx GL as originally charged
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Things to Remember for Assets cont SEIS

@ You may need to a JE to correct the cash. If
you do, use the transfer accounts.

@ An easy way to recall the transfer accounts:

6100010000 acts as a Revenue with the
offsetting cash as a Credit.

6200010000 acts as an Expenditure with the
offsetting cash as a Debit.
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Lesson 9 Summary S@EIS

@ You should now be able to:

— Review and process all parked documents: invoices,
customer invoices, JES, etc.

— Review and process all workflow items to clear out the
workplace inbox.

— Review and process all funds reservation documents —
delete and/or carryforward in the new fiscal year.

— Review all GL account balances to ensure any needed
adjusting entries are processed before closing.

— Review fixed assets to ensure asset balances are
proper.
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Grants Management S@EIS

Clear Outstanding Purchase Orders unless they will be rolled over to
FY 2013

Delete or process parked documents

OCG will delete documents in Parked/Saved as complete status on
August 15" before closing out the fiscal year.

Ensure that all Payables are cleared by the close out of the grant
— For Example, Sales Tax Payable
Post IDC by June 30 if you are remitting it back to the State.

Return remaining grants budgets to FY 2012 and Enter into FY 2013 if
the grant will cross state fiscal years.

Grant Master Data can be loaded by the SCEIS Finance Team using
the same template that you may have used at conversion.
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Lesson 11 Learning Objectives S@EIS

@ Upon completion of this lesson, you should be able
to:

— Understand open commitments on CJI5 report.
— Journal entries for re-classification (*Z” WBS)

— Understand the Periodic Settlement (from WBS to AuC)

and Final Settlement process (from WBS/AuC to Fixed
Asset)

— Understand the process to move CIP balances to Final
Asset (notify SCEIS)

— Understand the postings on the CJI3 report.

* AuC = Asset Under Construction
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CJI5 Project Commitment Report SGEIS

@ Purchase Orders

— Run CJI5 report to ensure that there are no
commitments against the W BS.

— If erroneous commitments is showing on the report,
check to see if PO line item was locked and Final
Invoiced.

— If payment is not made this FY, then carry forward the
PO.




Parking WBS SWEIS

@

A parking WBS can be identified by a “Z” in the final five
characters. Ex. C.A400.0001.BZ000 with priority field having
value “R.”

A parking WBS will not be settled at period end or project close.

All parking WBS should be reviewed periodically to determine
appropriate posting or possible re-class.

Use FV50 to re-class costs from a parking WBS to a capital
WBS.

Besides being used for temporary cost capture, a parking WBS
IS also used for Revenue (if any) and cash posting if Cash
tracking by Project is required.

Please ensure that you change the settlement parameters on “Z”
WBS to “Z003 (Not to Settle)”
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Period End Settlement

Sunith Cartbn Eriergrus hihmmasun Sysie

@ Executed by CG Office every period end.

@ This could and probably will be done as part of a
monthly closing cycle.

@ Costs move from project to AuC (CIP), so expense
IS not overstated.
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Capitalization to an Asset SWEIS

@ The Final Settlement process will be executed
centrally by the CGO for FY2013.

@ Agencies must notify the CGO of any projects that
need to go to Final Asset. You must set up the
asset shell and give that information to the CGO
with your request.

@ If you have Final Assets (90% complete) and have
CIP in current year, notify CGO to move balance
from CIP to Final Asset
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Lesson 11 Summary SWEIS

@ You should now be able to:
— Understand open commitments on CJI5 report.
— Journal entries for re-classification (“Z” WBS)

— Understand the Periodic Settlement (from WBS to
AuC) and Final Settlement process (from WBS/AuC
to Fixed Asset)

— Understand the process to move CIP balances to
Final Asset (notify SCEIS)

— Understand the postings on the CJI3 report.
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Lesson 12 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

— Review and prepare sales documents for year end.

— Recognize the transactions used to review sales
documents.

— Understand the importance of shipping and billing in the
same fiscal year.

— Use reports to view open orders, picks, issues and
billing.
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Sales & Distribution at Year End S@EIS

@ Sales Orders that are completed(issued and
shipped) by June 30t , should be billed for by
June 300t

— This will applies to the “matching principal”’. Matching
revenue with expense in the same fiscal year.

@ In the event that a Sales Order can not be
completed/shipped by year end and the intent is to
fill the order, the order should be carried forward to
the new year using transaction code ZFMJ2.
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Key Transactions SWEIS

@ VAOS5 - Review all OPEN Sales Orders
@ V.02 - Review INCOMPLETE Sales Orders

@ VL10H- Review all activities due for shipping

@ V23- Review Sales Orders Blocked for
Billing
@ VFO4- Maintain the Billing Due List

@ VFX3 Release Billing Documents for
Accounting

@ VAl4L- Review any SD Documents Blocked
for Delivery
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SD - Billing Transaction Codes S@EIS

@ VFO4 — Review the Maintain Billing
Documents list for any delivery documents
that have not been converted to an invoice

@ VFX3 - Release Open Billing Documents for
Accounting

@ VFO5 - Review All Pending and Open Billing
Documents

@ V23 - Review All SD Documents Blocked for
Billing
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Open Sales Order Situations S((DEIS

@ A sales order could have been partially
completed due to:

— A service on an order has not yet been preformed

— Material is not available to ship

— A delivery document has not been created for
material that may have previously shipped
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Review Open Sales Orders — VA0S S EIS

)

Sales Orders

— Review all Open Sales Orders using transaction VAOS.
Choose Open Sales Orders in the Selection Criteria.

[=
List Edit Soto Settinos=s Enviranmment Swysterm Help
& | a9 H €S @ | 2 HEEE ;T
List of Sales Orders
|Ei Diispwvwariants || Further sel.criteria || 2roganizational data || FPartner functiarn... |
Sold-to party [ [
Material | |

Furchase order no. | |

Sales aorder data

Cocument Date | To |G5/10/2011)]

Selection criteria

@ Open sales orders [ 1ty arders

Al arders
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Change Open Sales Orders — VA02 SWEIS

@ The List of OPEN Sales Orders can be by
creator or by agency. To change the order
double click on the sales order number. This
takes you to transaction VAOZ2.

Open sales orders

Doc. date 00/00/0000 To 05M11/2011

S0 Doc.l ItemlSLNolS |Descriptiun |SaTﬁ,r |Duc. Date |Cunﬂrm@hr|F‘O Kumber PO number |Elat|:h|valid frcum|
25091 10 1 PHOME,DIGITAL 74050018, BLACK,REFURB ZO0R |03r22i2011 £ \TESTZPRS1 TEST ZPRE1
%TMTI 10 1 |ADAPTER,HEADSET,OME TOUCH S00AREFURE Z0R  |03M 452011 2 |dfs dfs

[ | 25071 10 1 |ADAPTER,HEADSET,OME TOUCH S00AREFURE Z0R  |02M 452011 3 |adfad adfad

[ | 25043 10 LABOR, PHOME, COLA ZOR 0250452011 1.0 |asas asas

[ | 25024 20 1 |ADAPTER,HEADSET,CME TOUCH S00AREFURE ZOR  (11MEB/2010 2 | segwer segwer

[ | 25022 10 LABOR, PHOME, CHAS ZO0R 11092010 10.0 titritritri titritritri

[ | 24880 10 LABOR, PHOME, CHAS Z0R  10M06f2010 3.5 187771 16777-1

[ | 24876 10 LABOR, PHOME, CGHAS Z0R  10f0652010 20 18749-1thru3 | 15748-1thru 3

|| 24872 10 LABOR, PHOME, COLA ZOR 1000652010 1.0 14830 16830

[ 24871 10 LABOR, PHOME, COLA Z0R  10M06f2010 1.0 14819 15818

[ | 24870 10 LABOR, PHOME, CHAS Z0R  10M06f2010 1.5 15568-1,2 15568-1,2

[ | 24869 10 LABOR, PHOME, GOLA ZO0R 100062010 1.0 15816 15816

—
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Close Open Sales Orders SWEIS

@ To close an open sales order, you must enter a
"Reason for Rejection” in the sales order and
click save OR change the quantity in the sales
order to the quantity shipped to the customer.

& | m A H @@ SR ohasn HEE @
Change SCEIS Standard Order 20710: Overview

|2/ | ][]l | ||| [ orders |

1,360.00 |USD

FCEIS Standard Or.. 20710 Met value |
old-To Party [F402080 FACHLAND SCHOOL DISTRICT 2 f 6831 BROOKFIELD ROAD E
ship-To Party J402000 FICHLAND SCHOOL DISTRICT 2 /6531 BROOKFIELD ROAD ..

PO Murnber 11001920 PO date 08/02/2010

Reasan for rejection

Order reason 103 Guantity discrepancy E||

[terrm Waterial Feason for rejection Metvalue Description Pint |PQitem

| 101133743 2 Poor quality = 1,360 A0 CHAIR DIPLOMAT MO CASTERS, MAHOGARNY FIAT




Incomplete Sales Orders — V.02 SWEIS

@ Review Incomplete Sales Orders in V.02 by
agency or created by to determine why the order is
Incomplete. Update or delete the order as
necessary.

Incomplete SD Documesnts

Incompletenes=

Status group | | To I I

Crganizational data
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Incomplete Sales Orders V.02 - cont SEIS

@ Incomplete SD documents are displayed by
clicking into the sales document. The system
provides details as to why the Sales Order is
iIncomplete.

Incomplete SD Documents
|| Edit incompletion I = | HE, El HE: [ Choose I ﬁ| E| [ |SF J Selections

Incomplete SD Documents

Basic list

Sales Document Type Created by icreated on | ..]...)...|...|Mumber
Qrder 12000 TER404455 0202010 (X | % 004
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View Missing Information on
Incomplete Sales Orders

Sunith Cartbn Eriergrus hihmmasun Sysie

@ Click on “Complete Data” to view missing
Information and to complete the data.

=
Sales Document Edit Soto Environment  Systerm Help

& | | dH @G @  DHE SO BEE @
Change SCEIS Standard Order 12000: Incompletion Log
[=E)N ||| | Complete Data | I

Change SCEIS Standard Order 12000: Incompletion Log

Sold-To Party FO3I0017¥ BUDGET AMD COMTROL BOARD

Following data still needs o be completed

ItemlShDr‘t Descriptinnlnﬂisaing Data |

10 Flant

10 Shipping PointiReceivi
20 Functional Area

20 Funds Center

20 Fund
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Act

ivities Due for Shipping — VL10H SWEIS

@ VL10H- Review all activities due for shipping.
Complete or delete as necessary.

L=

G 20 H Q@@ SHE D408 HE @0

List Edit Goto Settings  System  Help

Activities Due for Shipping "Sales Order and Purchase Order Items”

03 Dilog || Background |23 %) ] 1) (B0 &) (2= o e s 0 0

&y Originboc. Sold-to pt SaTy

A [tem GI Date DB Material Open gty BUn Cumbty S0

= GB460 Lo40oo3 Z0R

@0 o0 B4/05/2012  10OG0S
Claco 30 Q4/05/2012 127338

= 69988 4002297 Z0R

[ lgioo 20 04/25/2012 101046

= 7R361 4002297 Z0R

[lono 20 0443042012 100950




Sales Orders Blocked for Delivery SWEIS

@ VAl4L- Sales Orders blocked for Delivery. You
can edit them by double clicking on the sales
order. This takes you to the change mode and
transaction VAO2 where you can remove

delivery blocks.
El;"l e i B T B B b ) i 1
List Edit Goto Settings  Systern  Help
& | DA H Q@@ BHRB D000 BE QM

Sales Documents Blocked for Delivery

7 cnsors v | |88 BIE) B oo | | /0 2P o

Sales Documents Blocked for Delivery

Cust.:
Basic list

D Doc.  |.|DelBlkDesc |D.|Reqdivdt |Soldtopt |Shipto  |Sales DocumentType  |Header block{ftem block  [UsrStatBlk | CredChiklk
C Credit limit 01 0232010 3402000 3402000 Order X




Sales Orders Blocked for Billing S@EIS

@ V23 - Sales Orders blocked for Billing. You can

edit them by double clicking on the sales

order. This takes you to the change mode and

transaction VAO2 where billing blocks can be
released.

= =T 2 =]
List Edit Goto Settings Systerm Help

& A H @@ EBHE D000 BE @

SD Documents Blocked for Billing

SI7 cansaes oo ]| ][5 BB S crovee [ e || ) 21| [ 2 )| 8 sottors

SD Documents Blocked for Billing

Customer:
Basic list

.|BilBIkDes  |on Sold-to pt | Created Marme |BB|Delivery status  |Sales doctype  |Header blnckﬂ
C|DSIT- Spirit  |02/01:2010 (4002297 |PAMI3T07 SOUTH CARCLINA MET IMNC |21 Mot delivered Qrder ®
C|DSIT- Spirit  |08252010 (4002297 (ARNG14429 SOUTH CAROLINA NET ING |21 Mot delivered Order ®
C|DSIT- Spirit  |08/0152011 (4002297 |PAMI 3707 SOUTH CAROLINA MNET IMNG | Z£1 Fully delivered Qrder ®
| DEIT - Spirit  |0802602011 4002297 BEM11756 SOUTH CAROLINA KMET IMNC |21 Mot reley for deliv | Order ®
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Carry Forward The Sales Order S@EIS

@ If an Open Sales Order can not be closed,
then the Sales Order must be carried forward
— If a document is mistakenly carried forward it
cannot be rolled back

— Should the document carried forward be deleted,
there will be reporting issues with budget reports.
These documents will not be picked up in the totals
on the budget reports

@ DO NOT DELETE a document after Carry
Forward
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Maintain Billing Due List

SWEIS

@ VFO04 - Review the billing due list. By June 30t
there should be no open delivery documents
awaiting release to accounting. All shipments
made by June 30" must be billed by that date.

15

v

g

Billing document  Edit Goto List Seffings  Erwironment  System  Help

IHCE SRE C0a0 B QN

— i

Maintain Billing Due List

H E @ Individual billing document

Collective billing document || Collective billing doc.fonline

E BICa 50, |Billing Date | Sold-tapt (BT {DstC|Document (DChICy | DocCalAddress  |Mame of sold-to party Snld-to locat.

A A ZDOC 108010 33;002 P2 US |2TAES @Z’I ¢ BMIT MCCORMICK SCHOOL DISTRICT MCCORMICK
C|x A IDOC MAZ2010 1040040 F2 US 27934 I 21 |0 475360 RICHLAND COUNTY COLUMBIA
|x A moc 1monor w2007 [F2 LS 30 NI |G (4760327 5CDEPTOF TRANSPORTATION COLLMBIA
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Release Billing Documents - VFX3 SWEIS

@ VFX3- Release Billing Documents for Accounting. This
allows you to view billing documents that are due to be
released to accounting but have an issue.

List Edit Goto  Settings  Systern  Help

@ 340 @@ BHEB aDO0 BAE @ o

Release Billing Documents for Accounting

A= AN ENEY e P

SOra. |Paver  |BICat|Billing Date |BillT|Createdby  [Created on |Sold-to ptiBillDoc.  |Ps. |5 [Char

ZD.. [%1040040 L 06/28/2010 F2 RAM43430  10/05/2010 1040040 80024829 M X Delivery-related billing dacumen
ZDOC J040044 L (072772010 F2 RAM43430 100572010 |J040044 80024856 N Delivery-related billing documen
ZDOC (3402000 L 100872010 F2 TER40455  10/07/2010 3402000 30025007 Delivery-related billing documen
ZDOC ND40026 L (031272010 F2 RFERGUSOM D1/26/2011 NO40026 80025084 N Delivery-related billing documen
ZDOC NO40026 L 083002010 F2 RFERGUSON 03082011 NO40026 80025163 Delivery-related billing documen
ZDOC NO40026 L 083002010 F2 RFERGUSON 03082011 NO40026 80025164 Delivery-related billing documen
ZDOC HE30029 L 0901/2010 F2 RFERGUSON D3(08/2011 HE30029 80025165 Delivery-related billing documen
ZDOC HB30029 L 0901/2010 F2 RFERGUSON D308/2011 HE30029 80025166 Delivery-related billing documen
ZDOC HB30029 L 090172010 F2 RFERGUSON D308/2011 HE30029 30025167 Delivery-related billing documen
ZDOC HE30029 L 0901/2010 F2 RFERGUSON D308/2011 HE30029 30025163 Delivery-related billing documen
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en Should Sales Documents be
Carried Forward Using ZFMJ2

SWEIS

Goods/Services

Decision

Sales Order complete or partially
delivered by 6-30-2012

Must create invoice no later than 6-
30-2012 for shipped material and if
partially delivered should order be
closed or carried forward?

Sales order incomplete by 6-30-2012
and the order is to be fulfilled

Roll over Sales order using ZFMJ2

Delivery Documents

All Delivery Documents shown in
VF04 must be converted to an Invoice
by 6-30-12. A delivery document is
never carried over

Invoice Documents

All Invoices must be billed and is
never carried over to the new year
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Billing — Current Fiscal Year S@EIS

@ If the sales order was shipped in the current
fiscal year, the billing must be completed in the
same year.
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Lesson 12 Summary SWEIS

@ You should now be able to:
— Review and prepare sales documents for year end.

— Recognize the transactions used to review sales
documents.

— Understand the importance of shipping and billing in
the same fiscal year.

— Use avallable reports to view open orders, blocks,
Issues and billing.
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Course Summary S@EIS

@ You should now be able to:

— Understand the state’s year-end closing procedures and
closing packages impact on SCEIS users.

— Understand the procedures and processes for carrying
forward documents — purchase requisitions (inventory),
purchase orders, and business trip commitments.

— Understand the procedures and processes to prepare
purchasing documents for year-end closing.

— Understand the procedures and processes to prepare
Inventory for year-end closing.
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Course Summary, cont. S@EIS

— Understand the procedures and processes to use
during the year-end for accurate postings of
expenditures and accounts payable.

— Understand the procedures and processes to use
during the year-end for accurate postings of
revenues and accounts receivable.

— Understand the procedures and processes to
monitor budget reports and balances at year-end.

— Understand how to determine and monitor cash
status at year-end.
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Course Summary, cont. S@EIS

Understand the procedures and processes to prepare
parked documents, workflow items, funds reservations,
adjusting G/L entries, and fixed assets for year-end
closing.

Understand the procedures and processes to prepare
grants for year-end closing and opening of the new
year.

Understand the procedures and processes to prepare
project systems at year-end and closing projects.

Understand the procedures and processes to prepare
sales and distribution for year-end closing.
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Any Questions? SEEIS
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Next Steps S@EB

@ Additional Support and Reference Materials

— You can access additional support and print step-by-step
procedures on the SCEIS uPerform website.

Go to the SCEIS website at http://www.sceis.sc.gov and
click Training, and then click SCEIS uPerform
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Evaluation S@EB

Please complete the online course
evaluation. After class you be emailed a
course evaluation link.

Your input will help to shape future

enhancements to the
SCEIS End User Training Program
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Reference Materials S@EIS

@ Agency Budgets, including Carryforwards for FY2013
— General Appropriations Bill, Fiscal Year 2012-2013,
§ http://www.scstatehouse.gov
— South Carolina Comptroller General Office
§ http://www.cq.state.sc.us/

— State of South Carolina Office of Comptroller General GAAP
Closing Procedures Manual

— Statewide Spending Transparency Initiative
@ South Carolina Materials Management Office

— http://www.mmao.sc.gov

— The South Carolina Consolidated Code and Associated
Regulations
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uPerform and Additional Practice SWEIS

@ SCEIS uPerform Performance Support System

— Ignore “Log In” since a login is not required to access uPerform.

—  Step-by-step Work Instructions, Quick References, etc. can be
found in uPerform. These can be printed or downloaded.

@ Accessing uPerform

—  Whenin an SAP transaction, click Help->SCEIS Help and
uPerform documents for that T-code will display.

— You can also go to http://www.sceis.sc.gov and click SCEIS
uPerform.
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Contact Information S@EIS

@ Training@sceis.sc.gov

@ Contact the SCEIS Service Desk by phone or
email. Service Desk staff will create a help ticket
and work to resolve your issue. Service Desk
contact information:

a. Phone: (803) 896-0001
(Select option 1 for SCEIS Help)

b. Emalil: SCEISHelpDesk@sceis.sc.gov

@ SCEIS Website at www.scels.sc.gov
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FI — General Ledger Master Data S@EIS

@ The general ledger is set up according to the

chart of accounts.

@ SCEIS GL account ranges are as follows:

General Ledger Accounts

Number Range

Cash and Cash equivalents

1000000000 — 1299999999

Assets

1300000000 — 1799999999

Fixed Assets

1800000000 — 1999999999

Liabilities

2000000000 — 2999999999

Fund Balance

3000000000 — 3999999999

Revenue

4000000000 — 4999999999

Expenditures

5000000000 — 5999999999

Transfers

6000000000 — 7999999999

Conversions

9000000000 — 9999999999
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FI — Accounts Receivable Transactional

Data

Sunith Cartbn Eriergrus hihmmasun Sysie

@ Standard Document Type

— DA
— DR
- DG
- DZ
— ZW
- ZD
- ZJ
- ZK
- ZF
— AB

Customer Document

Customer Invoice

Customer Credit Memo

Customer Payment

ACH/Wire Deposits

General Deposits (cash & checks)
IDT Invoice Billing

IDT Credit Memo

IDT Receipts

Clearing Document
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Funds Management Data Integration SEIS

Legacy Financial Controlling Funds Grants
Business Accounting (CO) Management Management
Dimension (FI) (FM) (GM)
Division / Cost Fund

Dept Center (10) Center (10)

Object GL Account Cost Commitment Sponsored
Code (10) Element (10) ltem (10) Class (20)

Sub Fund Fund (8) Fund (8) Fund (8) Fund (8)
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