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Welcome and Introductions

Welcome to CO500 SCEIS Year-End
Management Process for Agencies
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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

@ 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 Description and Goal

Description:

@ Introduce Agency procurement and finance supervisors
and managers to South Carolina's Year-End Closing
Process and then relate this process to SCEIS.

@ Understand the steps involved in the SCEIS Year-end
Closing Process.

Goal:

@ Participants should be able to perform these managerial
activities and instruct staff in how to perform detailed
activities required for year-end closing.



Course Learning Objectives

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

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

— Carryforward 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.

— 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




Discussion Requirements

@ The Year-End Process spans the SCEIS solution and

requires class discussions to reflect not only this
Integrated system but need for collaboration between

procurement and financial personnel within SCEIS and
the Agencies.

The Year-End Process and Closing Packages are owned
by the Office of the Comptroller General. Discussions

should reflect the official nature of these activities .

Participants should feel free to ask questions of the
Instructors and subject-matter experts on hand. All
guestions will be captured.




COURSE LESSONS

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



Course Schedule

@

DR

D

Lesson 1: Understanding the Year-End Closing
Process

_esson 2: Managing Carryforward 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

SIEENES

SIS

_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
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LESSON 1: UNDERSTANDING THE
YEAR-END CLOSING PROCESS



Lesson 1 Learning Objectives

@ 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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Key Terms and Concepts —
Fiscal Year (FY) in STARS

@ The State Fiscal Year runs July 1 through June 30. This
IS also reflected in the State’'s STARS system.

@ Fiscal Month corresponds to a month in the State fiscal
year, where July is fiscal month 01 (FMO01) and June is
FM12.

@ Fiscal Month 13 (FM13) — The specific days in July in
which the State allows processing of data in STARS for
the prior fiscal (budget) year that ended June 30.

@ During the month of July, transactions for FM13 of the old
fiscal year and FMO1 of the new year are both being
processed in STARS.
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Key Terms and Concepts —
Fiscal Year (FY) in SCEIS

@

In SCEIS, Fiscal Year is still July 1 through June 30 but FY
IS accounted for in periods.

Periods are just like Fiscal Months. July Is period 1.

Period 12 in SCEIS corresponds to the 12t fiscal month, or
June.

“Extended” Period 12 is like Fiscal Month 13. It is the
period in July allowed for processing SCEIS transactions
for the prior fiscal year.

During the month of July, SCEIS transactions for extended
Period 12 of the old fiscal year and Period 1 of the new
year are both being processed.
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South Carolina Year-End Closing
Process

State fiscal year ends June 30.

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

The last day of fiscal year 2012 for Accounts Payable
processing is Friday, July 13th,

No more Accounts Payable transactions can be posted
to STARS or SCEIS after July 13™" by an Agency.

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

July 13™ will be the closing date for all Agencies for
Accounts Payable transactions.

The OCG will have until July 20t to clear errors for
Accounts Payable transactions — just as in the past.

The OCG will perform opening and closing periods of
operation.

Plans are to prepare the Statewide Comprehensive
Annual Financial Report (CAFR) from SCEIS for the
current fiscal year.
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South Carolina Year-End Closing
Process cont.

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

(extended Period 12)

Period 12 2012

(Reclass JEs) thru 07/27

Period 1 2013

Period 1 2013
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New Reporting Packages

@ Closing Packages will be converted to Reporting
Packages:

Purpose 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 working towards production of the
CAFR from SCEIS for 2012.
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Year-End Reporting

@ Agencies are familiar with the transactions processed
throughout the year. This makes agency personnel the
best source of data for CAFR reporting.

@ The OCG is responsible for gathering, formatting, and
publishing the Comprehensive Annual Financial Report
(CAFR) for the State of South Carolina.

@ The CAFR cannot be published without open
communication and cooperation from the agencies which
transact the daily operations of the State.
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Year-End Reporting cont.

@ Reporting Packages will be used by the OCG to
aid in the preparation of the State’s (CAFR).

@ Reporting Packages are required to effectively
communicate the aggregation of amounts at year-
end required for financial statement presentation
and other non-financial information required for
note disclosure.
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Reporting Packages and SCEIS

SCEIS should be utilized by Agency personnel to

iIdentify 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.

@ Miscellaneous Revenue

@ Tax Revenue recelvables 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.

@ 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.

— Reconciliation of equipment expenditures to asset
additions —this will not be 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.

24



Reporting Packages and

SCEIS cont.

@

For FY 2012, the Comptroller General’s Office is in the process
of modifying all reporting packages to better utilize SCEIS and
provide more effective and efficient information gathering
techniques. As in the past the OCG will send out reporting
packages in June.

Every Agency Is required to submit reporting packages.

SCEIS reports will be provided to agencies for verification and
validation by agency personnel. Other information not recorded
In the general ledger will need to be provided by agency
personnel.

The OCG continues to evaluate reporting package requirements
to be responsive to information sources and requirements by
users of the CAFR.
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How Year-End Closing Affects SCEIS
Agencies

@
@

Some new Transaction Codes (T-codes) to learn to use.

With SCEIS, it is more about learning to manage your data routinely
and especially near the end of the year, particularly budgets, cash and
encumbrances.

If you were used to having several months to close your books and
reconcile with STARS, this is not hecessary as your books already
reconcile with STARS. Info is entered into SCEIS first, then STARS.

SCEIS team has been reconciling SCEIS and STARS.

You must be finished processing accounts payable, paying, budgeting,
receipting goods and deposits, correcting, etc. in SCEIS by July 13,

As done in the past, OCG will allow reclass entries not having a State
level impact until July 27,
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Lesson 1 Summary

@ 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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LESSON 2: MANAGING
CARRYFORWARD PROCESSES




Lesson 2 Learning Objectives

@ 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 carryforward documents.
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Key Transactions

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

@ FMAVCRO1 — Display Annual Values of Control
Objects

@ ZTRAVEL REPORT - Travel Management Report
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Carryforward Documents

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

@ These are denoted by “Value Types” (VT) In
SCEIS.
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Carryforward Value Types

@ 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
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Purchase Orders & Goods Recelpts

@ 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

@ How do you determine if an Inventory Purchase Reqs
(PR) 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

After CG closing date

CF the PR to the new year
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Funds Reservations

@ 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
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Business Trip Commitments

@ 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 13t

Leave in old year, keep

checking on status of travel

invoice, pay in old yeatr, if
possible

After 06/30 Before or after 06/30 Carryforward
No trip will be made Before or after July 13t Delete
Commitment still After July 13% SCEIS team will

outstanding by 07/13

carryforward the document
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ZTRAVEL REPORT

Travel Management Report

Travel Reports

Ernployee Murmber i

Ttin Murmber i

@  Display Reportof Expense claimed foryour Agency
() Display Travel Exp. Payment History of your Agency
() TripReceipt Data

() Trip CostAssighment
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ZTRAVEL REPORT cont.

OPTION 1: The report will contain the entire agency trips data. To

filter only pending trips, Select Settings->Layout->Choose... in the
displayed report.

-y

List Edit Goto “iews Seftings Systermn Help

| Change... |
eneral Tri Data!j —
F p Cefine totals drilldown... Saving... Citrl+F1 0
@l E’ ? ? E % Lavout Management
Fers.ko.|  Trip| Dur.|Begins On Trip Ends On | Trip Destination Ctr  |Region R
10006702 9511 2 017262011 0152772011 Hickory Knob State Park s |SCISC P
k10006702
10007537 13007 & 0572202011 0892652011 San Francisco S NOMSC  In
12610 5 041152011 (0492011 Charleston and Caolumbia g |SCi8C LIj
11818 2 0372702011 |02r28/2011 Charleston, SC LIS |SCIsC S
10327 7 030701l 03 aentd  Borin = [T}

Select the layout /YEAREND and you will see the filtered trips.
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ZTRAVEL REPORT cont.

OPTION 2: Another option is to filter on the fields below using the
fiscal year dates for the “Trip Ends On.”

General Trip Data/Trip Totals

@ EFYE O E

<% [ 0 | ]|

l= Define Filter Criteria

2nd Step: Determine Walues for Filter Criteria

£ Reimbursmtlzs Pd by Comp|e Total ©
15t Step: Define the Filter Criteria 3?5"‘]“?"5“90?0"8 EEE E'EE 12
birs,park inspections . . ;
| [a]l~r[2]F] 112.00 - 0.00 = 112,
Filter criteria Column Set sers Conference AB7 .82 0.00 587,
H87.92 = 0.00 = H87.
Colurnn Narne | Colurmn Marme : | 7121 0.00 711
Trip Ends On Accommadations per Diem [=] 7121 = 0.00 - 71.
Fl Transfer {(nd.) E TH= Determine values for filter criteria
ReguestTrip Ind. H
5 Select.
T Trip Ends On orrE 2o B6/38/ 2011
5| FlTransfer (ind) = |
ReguestTrip Ind. |§|
L

On the FI Transfer

10011254 13162 Rosehill
13048 Rosehill

L, 10011254

(ind) double click and
you will see the green

important.

Enter 3 and 4 in the
Request/Trip Ind.
field.

= sign. Select. This is
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ZTRAVEL REPORT cont.

This report shows you travel commitments that are outstanding for
the fiscal year that need to be reviewed and either deleted, if the
travel will not occur, or carried forward to the new yeatr.

5433 2 09012010 09022010 |Testing costdist chan. WS |BCAEC | Testing costdist cha.. 818.00 0.00 §18.00
5442 1 |08/01/2010 (0870172010 U5 |5CISC Moreason 25.00 0.00 25.00
] e 12,393.63 . 0.00 « 21,279.73
BO008.. 2 10/0172010 10022010 testp280 U3 |SCISC |testp2id 27.40 0.0 2740
. 2750 « 0.00 = 27.50

6332 1 10/0572010  10/05/2010 | Charlestowne Landin.. |US  |BCIEC Redional Maintenan... 7.00 0.00 7.00
3920 1 0970172010 09012010 | Charlestowne Landin.. U5 |SCG/SC | Coastal Region Man... 13.00 0.00 13.00
. 20.00 « 0.00 = 20.00

a564 1 081872010 08182010 | Columbia, Sesguicen.. WS |BCIBC |CPRIPDT training B.00 0.0 B.00
. 6.00 « 0.00 = 6.00

5238 1 10/0%2010 100572010 Columbia, 5C U3 |SCrSC | Sales & Marketing M. B7.00 0.0 E7.00
. 67.00 « 0.00 = 67.00

5338 2 10/012010  10/022010 | Columbia U3 BCISC |meeting with LAC 119.70 0.00 119.70
. 119.70 = 0.00 = 119.70

2766 1 |08/0472010 | 08/04/2010 | Georgetown U3 |BCISC | Scoutlunch with Par... 28.08 0.00 28.06
. 28.06 « 0.00 = 28.06

1888 2 0742010 0TMS2010 | Santee State Park Us SCiISC |Wiaork Detail 38.00 0.00 38.00
. 38.00 « 0.00 = 38.00

wm 21,273.73 s 0.00 == 3832583

UsD
UsD
usp
LsD
usp
UsD
UsD
usp
LsD
usp
LsD
usp
UsD
usD
UsD
usp
UsD
usp
usD

1
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ZFMJ2 Security

@ Only a few people in each agency will be given
authorization for this transaction code.

@ We will be sending you 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 13, 2012 to July
13, 2012)
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Transaction ZFMJ2

@ This transaction allows 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.
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AVC Check Iin the New Year

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. 43




AVC Check in the New Year cont.

Frodrarm Edit =oto Environrmeant Sw=term Help

= =2 o B & B EGE ) T oAn o FEE B D

Year-End Closing.: Carryfornevard of Open terms

>

Sender Fiscal vear Eo1a@

Restriction on Fhl Account A==signments
Srant to =
Fund to =
Funds Center to =
Zormimitrment iterm to =
Functional Area to =
Funded Program to | =]

Restriction According tao Attribute =
| = mMultiple Selection Fh Account AsSsignim. ..

wariant RHarme

Restriction at Document Lewel

“alue Type
Cormpany Code
Docurment Rumber

to
to
to

ols

Fl Docurments
Fl doc na.fisc.year

Frocess Contral
[»] Test Run
[ Process withh Diialog
Block Documeants

e b L et L
Availability Control Check
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FMAVCRO1

@ If you process with no budget checks on the
carryforward, you will need to monitor your
negative budget balances in the new 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.
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FMAVCRO1 - Layout Options

Layout
Options
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FMAVCRO1 - Layout Options cont.

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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ZFMJ2 Transaction

=
FProgram Edit Soto Environment Systerm Help

& = = I @&eE & 2 A s EE; &0

Year-End Closing: Carryforward of Open Items

Funds Center = Required field

Fhil Area SCEN
Sender Fiscal wear |2E|1E||<

Value Type = Required field

FRestriction on Fhi Account Assignments

Be sure Sender Fiscal Year is 2012

Srant | | to | [[ ==
S : : + : : =
Funds Zenter | | 1o | | ==
L-UTTITrimrrierie THIETrri i i LI i ':::='
Functional Area | | 1o | | ==
Funded FProgram [ | 1o | [[ ==
Restriction According to Attributes
| == hultiple Selection Fh Account Aasignm...l ariant Marme | |
FRestriction at Docurment Lewvel

walue Type to | | (=3
Company Code to | | o
Cocument Rurmber to | =

Fl Docurments

L5

Fl doc nofiscwear

Frocess Cantral

[«] Test Run
[ Process with Dialog
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ZFMJ2 Transaction, cont.

2B C@@ BHE DD Oo0 BE @M

Year-End Closing: Carryforward of Open ltems

Festriction on FM Account Assignments

Grant to

Fund to

Funds Center to

Commitment ltem to

Functional Area to

Funded Frogram to

Restriction According to Attributes

| = Multiple Selection F Account.&ssignm...l Variant Mame
Restriction at Docurment Level

Yalue Type to E
Company Code to E
Daocument Murmber ta E

FI Dacuments
Fl doc.no.fisc.year

Frocess Control

[ Test Run <

Process with Dialog
[+] Block Documents

Ciotoil | jct

Be sure to run in TEST first!!

Lot [

Availability Caontrol

Update wWithout Check 4]

Be sure to select appropriate AVC.

o L|Ecamorm b sceisecqant
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ZFMJ2 Transaction, cont.

@ 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 Transaction, cont.

@ Fill in the Value Type you want to carryforward

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

Company Code

Document Mumhber

1o

1o

=
=

<

FI Documents

Fl doc.nofisc.year

‘Multiple Selection Fields \

m
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ZFMJ2 Transaction cont.

@ 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

[ s e

KR I« ]

CIVSIE |@||a||||@||ae|
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ZFMJ2 Transaction cont.

If you erroneously carryforward a document:

@ You will not be able to carry 1t back!

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

@ DO NOT DELETE 1t after Carryforward!!!

— If you delete it 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 Transaction cont.

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

@ Run the transaction in TEST to be sure
you carryforward 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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Choice of Fiscal Year “Pop-Up”

@ During the effective dates of ZFMJ2, 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
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Lesson 2 Summary

@ 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 carryforward documents.
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LESSON 3: MANAGING PURCHASING
PROCESSES



Lesson 3 Learning Objectives

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

— Understand the importance of completing all goods
receipts by June 30" and invoice receipts by July 13th

— 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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Key Transactions

@ BW — Open Encumbrance Report
@ ME2N — List Display by Purchase Order Number

"2

@ ME23N — Change Purchase Order
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Purchasing at Year-end

@ 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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Purchasing at Year-end, cont.

@ It is Important to manage your open purchase orders (POs)
to free-up budget necessary to complete payments.

@ Because purchase orders encumber budget, it is important
to modify those purchase orders which are not required or
will not be paid in the current fiscal year.

@ This action will ensure your agency will have sufficient
budget in State funds to make payments.
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Purchasing at Year-end, cont.

@ A list of Open Purchase Orders can be useful in identifying

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

@ Use BW Open Encumbrance Report to generate a list of
Open POs

@ Use transaction code ME23N to modify and release
encumbrances of Purchase Orders as necessary.
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Open Encumbrance Report

@ 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.

63



Open PO Options

@ 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. Carryforward PO into next fiscal year
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Reviewing Open POs

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

@ You may find items that need to be modified for various
reasons.
— PO that has items that will not be delivered
— PO that has items that cannot be delivered prior to year end

— PO that has items that need price reductions

@ 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.

65



ME2N — List Display by
Purchase Order

Use the Multiple
Selection Button to enter
the list of Purchase
Orders from the Open
Encumbrance Report
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ME2N — List Display by
Purchase Order

=
List Edit Goto Views Environment Settings Systern Help

@ | DA HCE@ SERE Shas BEE @ m

E@@

Purchasing Documents by Document Number

|

=] (<5 2 o) o | ] T

ItemlType |POH|D0[:. Date |Vend0rfsupplying plant IShort Text IAl QuantitleUnl ket price| To be del.| To be del. | To be inv.| To be inv.|= Mumber!

Purchasing Document 4600001249

106ZSTD [Jf |07/07/2008 7000083062 DELL COMPUTER CORP Latitude D630 Laptop Computer A 1 |Al 1,795.06
Purchayj

10 Z5T 07232008 7000025381 WO BLACKSTONE & COINC Alr Canditioning Evaparator Coil K 1 |EA 3,897.00
Purchasing Dbgument 4600001519

10 ZSTD [1 /3002008 | 7000002388 ACADEMIC SUPERSTORE Software & License K 1 |EA 580.00
Purchasing DocumeN 4600001520

10| ZBLT [lf O7/30/N0% 7000064728 BETTE HOLZBERG Psychological Consultation Services |K 1 Al 5,000.00
Purchasing Document 460! 1539

10| ZSTD [If |07/31/2008 0115207 CRAWDADDYS CUSTOMS & CAR CARE Truck Repair K 1 |Al 511.64
Purchasing Document 46000015

10|ZBLT [I§ O7/31/2008 7O000ZWJ1 THE KEY SHOP ING ey Service K 1 Al 2,500.00
Purchasing Document 4600001552

10| ZBLT [If |07/31/2008 7000092793 &G Utilities (Electricity) K 1 |AJ125,000.00

Purchasing Document 4600001553

10 ZBLT []5 07i31/2008 7000092793 SCE&
Purchasing Document 4600001555

n e gs oo monosreso o DOUbDIe click the Line Item to “drill into”

Purchasing Document 4600001557
10 ZBLT [lf 07/31/2008 7000106657 AIRGA h P h O d

Purchasing Document 4600001559 t e urC ase r er
10 ZBLT [lf |07/31/2008 7000025471 MODE

Purchasing Document 4600001564
10 ZBLT [lf 07/31/2008 7000022735 KEROK CORPORATION Cost Per Copy Contract K 1 |AJ 0 12,000.00
Purchasing Document 4600001567

10|ZBLT [If |07/31/2008 7000111744 MOTOROLA PALMETTO 800 Police Radio Access/Service K 1 |AU 350.00
Purchasing Document 4600001570

10 ZBLT [lfy 08/04/2008 7000051528 BRYANS RESTAURANT SERVICE INC Senice Calls for Cafeteria Equipment | K 1 AU 2,500.00
Purchasing Document 4600001581

10 |ZBLT [/ | 08/05/2008 7000023853 ALLTEL COMMUNICATIONS PRODUCTS INC - |Mabile Phone Service K 1 |AU 4,000.00

0.0o

0.00

0.oo
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0.oo
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Display PO

=g

Furchase Order

Edit

Goto

Enxironment

System  Help

HEH

g

YiH Qe CHE Yl DR @B

Blanket PO 460000199, ~-254ed by Charles Abbott

| Document Overview On || Document Owerview Ofr| I @| Hold | | | 'ﬂ Cancel ||@ Print Preview: || Messages |

Personal Setting

i |ZEILT Blanket PO E|||4BBBBB199?| Yendor |TDDDDBSDDQ SHEFFARDS GLAS...| Doc. date 10/15/2008
Tl Header
EI 5. |ltm A |l |Material Short Text PO Quuantity Q... |C{Deliv. Date  |MetPrice Curr... |Per 0. |Matl Group  |Pint Stor. Location EI
10 K Glass Repair 1AL D1O/A5/2008 2,000 00Ush 1 AL Window Gla Wil Lou Gray Oppo Ml Lou Gray O
[+]
[-]

| o

|EI Item

(= ) I 5 Y )

[1110] Glass Repair

Addl Planning

EIBREE B SR EEEE ER I ER

3. "|MvT [material Do..| Hem FPosting Date|= Guantity] Delivery cost gquantity| OUn( = Amount in LC|Lcur | @by in OPLIn DelCGostaty (OPLIn|Or.. |=

RE-L 5700002240 1 01/06/2009 1 0 AL 25873 |USD 1 oAl

RE-L 5700001906 1 121452008 1 0 AU 172.06 |USD 1 0 AU

RE-L 5700001514 1 112852008 1 0 AL 172.06 |USD 1 oAl

RE-L 5700001210 1 11/0652008 1 0 AU 24087 |USD 1 0 Al

RE-L 5700001035 1 10i2152008 1 0 AL 199.92 |USD 1 oAl

Tr.Ev. Invoice receipt - L AU = 1,043.34 USD =« 5 AU =
Purchase Order History Detail

. [T [« ]

b | me2an BEl| scEisEcPaP2 [ INs |

2
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Final Invoice a PO Line ltem

@ After final-invoicing a PO line item:

@

— The encumbrances on that PO line item are
released.
If a PO has a Goods Receipt or an Invoice, it should

not be deleted. To release any encumbrances
assigned to the PO, click “Final Invoice” under the

Invoice tab.

I e

Iy, Receipt Innicing Plan Tax Code [

inal |nvdice Jurisd. Code 410
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Blocking a PO Line Item

@ After Blocking a PO line item no further activity
(goods receipts and invoice payments) can be
made against that PO line item.

|
B i PO Quantiy

m K SMAPOutreach 364 B44EA

70



Final Invoice and Block Line Items

Final Invoice and Blocking the Line Item should always
be used together.

Reasons for using these indicators should be included
In the PO line item text field.

The Final Invoice Indicator must be set before
Blocking the line item.

You should not set the Final Invoice indicator without
Blocking the Line Item.

The line item can be unblocked if necessary to allow
further processing (goods receipt, invoice)
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Final Invoice and Block Line Items

This is a PO that has history. There are remaining
encumbered funds that need to be released.

To see the Purchase Order History select the “Purchase
Order History” tab.

72



Final Invoice and Block Line ltems

To release any remaining funds you need to select the
“Invoice” tab, then select the “Final Invoice” check box.
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Deleting a Purchase Order
Line Iltem

@ After deleting a PO line item:
— All encumbrances are released

— The corresponding Shopping Cart’s Requirement
re-appears in Carry Out Sourcing.

— A new PO can be created from SRM.

aterial

Short Text
Frinter Supplies Part 00 ...
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Verification of Encumbered Funds

To verify all funds have been released,
select Environment>AC Commitment Documents
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Verification of Encumbered Funds

T~

Double Click on Funds Management doc
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Verification of Encumbered Funds

[
List Edit Goto ‘iews GSeffings System Help

DW_

@ 4D 000 DHRE000 R OB

Document Journal

a¥v Ele

Doctrent Jouna You can see by this screen that all
Miea 5001 funds have been released from this
Year Commitment Kem 2008

Commitment tem Purchase Order.

Funds Center

Fund

Layout

User ESTRUBE

DatelTime 2008108108 08:12:29

RefDocho ‘|‘|tem|vT |Val‘wpetext ‘|Amlhfpe‘|Prd|FMpstgd. '|PvmtEdgt|Cmmtllem |FundsCenter |Fund |GILAccuunt|FundedPr0gram|FMDOc.Nu.|
4600000583 10081 Pwchase Orders 0800 12 20080605 | 3,582.305040020000  HO10AO0013 10010000 5040020000 0100.000000.000
] 0200 10 20080425 35170 A040020000  HOT0ADDO13 10010000 5040020000 0100.000000.000
i 00010 20080415 | 383400 A040020000  HOT0ADDO13 10010000 5040020000 0100.000000.000
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Carryforward Purchase Orders

@ PO’s that need to be carried forward to FY
2013 should not be Final Invoiced, Blocked, or
Deleted

@ 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.
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Final Verification

@ It is a good practice to run the BW Open
Encumbrance Report again after PO clean-up
to ensure no encumbrances remain.

@ BW is updated overnight. PQO’s updated today
will appear on the BW report the following
business day.
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Lesson 3 Summary

@ You should now be able to:

— Understand the importance of completing 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. Managing
Inventory Processes



Lesson 4 Learning Objectives

@ 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.

— Understand what reports to review at year-end to assist
In managing the replenishment of inventory .
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Inventory Key Terms and Concepts

ECC

Purchase Requisitions /[MRP

*Inventory Replenishment

SRM

Shopping Cart

*Inventory Consumption
*Non-Inventory Procurement

@

Inventory replenishment in
SAP is done via a
Purchase Requisition.

Material Reservations for
Inventory are initiated via
SRM Internal
Goods/Services Shopping
Cart or manually in ECC.
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Consuming Inventory

@ Users create a Shopping Cart for Internal
Goods/Services in SRM when requesting
Inventory for consumption.

@ Upon approval of the Shopping Cart, a Material
Reservation is generated in ECC
— Funds are NOT encumbered at this time

— Funds are consumed at the time of Goods Issue from the
account assignment entered on the Shopping Cart
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Material Reservations

@ 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.

@ 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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Material Reservations cont.

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

MB22 — Change Reservation

Change Reservation 0000004648 : Collective Processing
O & & Details from ltem

NE40345313

ME40_2213

Itm Material Guantity in- UnE PTnt SLoc Batch FIs| D
1 104141 ko PAS DCO3 L1 10
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Goods Issue — Final Issue

MIGO — Goods Issue

Heservation

- Account Assignment

Reservation 46485 1 Created by AMGELA BELCHER
Regmt Date 32872011
Fegmt City 20 P&,

Final Issue Indicator

/

Withdrawal Gy

| |Final Issue
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Material Reservation - Deletion

MB22 — Change Reservation

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

NO40345313

NO4o_2213

Itm Material Quantityin - UnE Plnt SLoc Batch
1 104141 ka PoA DCA3
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Managing Material Reservations

@ Deleting or Changing Material Reservations
can only be completed by someone with
Inventory Management roles for Managing
Reservations or Goods Issues.

@ Only Inventory Management personnel should
close a Material Reservation.
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Replenishing Inventory

@ Inventory replenishment is done via ECC (not
SRM) by using a Purchase Requisition (PR) and
Purchase Order (PO) process.

Hn
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Inventory Purchasing Documents

@ 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 cont.

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 cont.

@ 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
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Beware of Unit of Measure

@ 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
_laison to assist buyers with conversion
petween base unit of measure and the
ourchasing unit of measure
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WRONG METHOD!

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 Iin 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!

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

@ 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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Deleting a Line on a PO

@ 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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Inventory PR & PO cont.

@ In order to liquidate funds encumbrance on
Inventory Purchase Orders, set the Delivery
Complete indicator ONLY

— Delivery complete is the indicator that releases
encumbrance on inventory PO’s, not the Final
Invoice indicator

@ Buyers have the abllity to set Delivery
Complete indicator on inventory PO’s

99



Setting Delivery Complete

Q

@ Setting Delivery Complete can be
accomplished by agency procurement staff

with transaction ME22N
OR

@ By Inventory Management personnel during
Goods Receipt when no further materials are
expected from the vendor
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Delivery Complete Indicator

ME22N Change Purchase Order

= 1[10]137766 , JUMPER,FIBER OPTIC,2FIBE.. B | |a|w

Deliverny

Owerdeliv. Tal. % [ |Unlimited 15t Rem.JExped. [v] Goods Receipt
Underdel. Tal. % 2nd Rem.Exped. [ R konaliated
Shipping Instr. El ard Rem /Exped. Celiv. Camipl.

Mo, Exped. -

@ Delivery Complete can be found on the Delivery tab in
the Item Detall section of the Purchase Order
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Delivery Complete Indicator

MIGO Goods Recelipt

material

i antity

Furchase Qrder

"Del.Completed” Ind.
Fequisitioner

4500014932 10 @

1 Set automatic &
1 Set automatically

3 Do not set

Furchase Qrder Diata

Choose “Set” from the
droE)down box

_—
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Closing Inventory Purchase Orders

@ Setting Delivery Complete releases funds
encumbrance on the Purchase Order

@ No further action is required on the Purchase
Requisition as long as the full quantity of the
Purchase Requisition was converted to the
Purchase Order
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Carrying Forward Inventory POs

@ If you have any Inventory Purchase Orders
with open quantities that you intend to receive

In the new fiscal year, you must carryforward
that purchase order

@ If an Inventory Purchase Order must be

carried over to the new fiscal year, use
transaction ZFMJ2.
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Reports to manage Open P.O.s
and P.R.s

@ 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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Managing Inventory Payments

@ Always ensure that invoices associated with
Inventory PO’s are posted against the
Inventory purchase order and the correct
goods receipt document.

@ 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)

@ 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

@ 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: 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

@ 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

@ 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

@ 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.

— Understand what reports to review at year-end to
manage inventory.
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LESSON 3:
MANAGING EXPENDITURES AND
ACCOUNTS PAYABLE PROCESSES



Lesson 5 Learning Objectives

@ 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.
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Key Terms and Concepts

@ 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.qov.

— 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

@ 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

@ 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

[=
Document Edit Soto Extras ZSettings Environment Systerm  Help
& B A H @@ O HAS Bahman ) EE @b

Park Vendor Invoice: Company Code SC01

|% Tree an | Cormpany Code |||E Simulate |||Ei Sawve as completed || Post ||§" Editing options |

Transactn R Invoice = Bal. [o.00 | vy

Basic data

wendor | |  =6Lind [ ] FOI’ FY12 use
Invoice date |—| Reference |

Fosting Date Im Nﬁﬂﬂ |1_2|| 06/30/2012
Document Type KR KR (vendorin.. = | L .

Armournt uso | [ calculate tax and PerIOd 12
Tax amount =]

Text |

Company Code SZ01 State of South Carolina Columbia, SC

Lot Mo, |

il acct Loz Armodnt in doc.curr. ) Zost center |Order Fund Grant Assignment n
5 De. = [=]
5 De. @ [~]
S Dhe. @
S Dhe. 3@
5 he. 3
S Dhe. @
5 he. 3
S Dhe. @
S Dhe. 3@ [=]
S De. @ [=]
R I | I =1

EE 1B [OE [El=]
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Using the Posting Date — MIRO

[=
Inwvoice Document  Edit Goto Systerm Help
& | B H  e@e LHE nnan 1R @&

Enter Incoming Invoice: Company Code SC01

[33 simulate | || Messages | Help |

| Show PO structure || Show worklist | I I | Hold |

Transaction [1 Invoice =] @0 Balance o.oo

Invoice date |—| Reference | | For FY12 Use
Fosting Date |86 /20201 2[=) Period 06/30/2012 and

Armount | FHeedeulate fax
Tax amount 11 11 (&P Sales Tax Ell ] E
o | | Period 12

Campany Code SC01 State of South Carolina Columbia, 5C

Lot Mo.

1 Purchase OrderScheduling Agreem.. @] | | | IEI |1 Goodsiservce items Z|
Layout |?_631DAII infarmation E]|

[~]
i

ltermn Amount Cuantity ar... Purchase ... |ltem |PO Text Tax Cod|
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Final Invoice Indicator — MIRO

112

Invoice Document  Edit Goto System Help

[V 200 SaQ EHE DDhOon BE @m

Enter Incoming Invoice: Company Code SC01

| Show PO structure || Show warklist | I J | Hald ||E Simulate | J | Meszages || Help |

Transaction 1 Invaice

] CO@ Balance

G.00  USD

Wendor TO0003856Y

EIE."SEI.’EEHE'EJ
042542012

[rvoice date

Posting Date

Reference  TEST |

Company Code

Amount | | [usp | []calculate tax
Tax amount | | |11 (AP Sales Tax) a
Tesxt | |
Paymt terms 22 Days net

Baseline Date g6/30/2012

SC01 State of South Caroling Columbia, SC

SOLARWINDE.NET INGC 2]
3711 5 MOPAC EXPRESSWAY BLDG #2
ALISTIN T TET46

T [
ii =

4

[«10> |

Final Invoice can be set here

PO reference

Select “All Information to display a
1 Purchase OrderfScheduling Agre Final Invoice Column \“GDMSISEMCE iterhis EI|
Layout | 7_6310 Al infprmation =]
GR Blkd Stk GR Blkstk BUn [Del. Motersheet Mo, [Bill of Lading [Del. Mote aty [D.. |in... [Final Infice 5. |cd
1 o el [«]

g
il
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Payment Terms

@

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.
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ZMRBR — Release Blocked Invoices

@ The ZMRBR Report must be cleared by COB July 13,
2012. All invoices with variances must be corrected or
carryforward 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.
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rior Year Payables in the
New Year

@ 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 Year Payables in the
New Year cont.

@ 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 OCG regardless of the amount. This
requires continued evaluation after the reporting packages
are due to ensure all prior year transactions are capturedl.

25



Prior Year Payables in the
New Year cont.

Document Edit Soto Extras Settings Environment Systerm Help
& | = 9 H &@E@ | O EAE =S aasn | EE & D
Park vendor Invoice: Company Code SCO0O1

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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Prior Year Payables in the
New Year cont.

@ Although the closing package only requests
Information through August, the agency is
responsible for notifying the CG’s Office of
any material PY AP payments made after

the closing package.
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ME2K — Purchasing Documents per

Account Assignment

Purchasing Documeants per Hocount Assigmnmeaent

[ =] b=t =] [ Shoose |

—ostcenter | to [ |
WBE S elerment |

rder | ji=} | |

Asset |

Subrnurmber |

S0 Docurment |

Iterm

Schedule Line RHurmber |

rletwsorks |

D perationsAaactivity

FPurchasing aorganization Tt I—I
=S=cope aof List oL W |

Selection Pararmeters | to | =
Cocurment Type | 1o | (=3
Furchasing SGroup | to | ==
Plant | o | =
IHterm category [ ] 1o [ ] (=3
Account Assianrment S ategory [ ] Tt [ ] ==
Delivery D ate to | ==
waliditew Hew Dhate

Range of Toverages ta

CDocurment HMurmber j{=] | =
“~erndor to | ==
Supplving FPlant | to | ==
raterial | 1t || ==
rMaterial Sroup | 1o | (=3
Docurment Date | to | =
lhtern. Article PO, CEARSIP ) | 1t =
endor's haterial FHMarmber |t|:| | ==
waerndor Subrange | to | ==
Prommotion | to | ==
Season to ==
Season vYear to =
Short Te:xt |
endor RHMarme |

@ You can use ME2K to see a list of documents by a
particular cost center and for period of time
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Open Item A/P Balances - FBL1N

@

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
OCG 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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FBL1N cont.

pen Item A/P Balances —

=
Erograrm Edit Soto Sy=term Helgp
= | = | <) | & G | 3 = G =S ik I W = [ N F=n
Wendor Line Item Display
== ||1E'..i| [1=C(] |-| | Data sources |
wwandor selection
wendor account | =2 to =
Cormpany code sSCca | to | ==
Selection using s=search help
Search help I ||
Search =tring
| == Search help |
Limne iterm selectiaon
Statu=s
@& COpen iterms
O pen at key date EIS.EIE.ZEIEIEH
o Cleared items
Zlearing date to
O pen at key date
ool item s
Fosting date | o IEI

Twpe
[+] rarmal iterms
[l =Special Sl transactions
1 roted iterms
[ Parked iterm=s
1 ustaormer iterms

List Output
L awvout

hl=zirmurm nurmber of iterm s
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Open Item A/P Balances —
FBL1N cont.




Lesson 5 Summary

@ 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: MANAGING REVENUE
AND ACCOUNTS RECEIVABLE
PROCESSES



Lesson 6 Learning Objectives

@ 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 Terms and Concepts

Receipt Date — The date received by the agency.

Deposit Date — This is the date of the Bank Validation
noted on the bank deposit slip.

SCEIS Terms

Document Date = Bank Validation = Deposit Date
— So the STO can match the deposit.
Posting Date — Determines which

fiscal year the transaction will post. \
\

135



Key Transactions

@ 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

@ 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.

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

6/30 711 711 6/30
Period 12, 2012

6/30 17 17 6/30
Period 12, 2012

711 712 72 712
Period 1, 2012 138




Revenue at Year-End cont.

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.

@

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 iIs not hecessary 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.

@ 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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Post with Clearing F-04

Docurment Edit Goto  Extras

Settings

Enviranment

Systerm Help

& =1

9 5 I &e@& 2 EEE T AR EE @D

Post with Clearing: Header Data

| Choose open items || Acct model |

Document Date Il L Tvpe |E|"' | Company Code |E|" |
Costing Date B4 @6 . 2008 FPeriod | | CurrencyiRate | I |

Docurment Mumber

Feference |

Doc.Header Text |

Translatn Date | |

Cross-CC no. | |

Clearing text |

Transaction to be processed

2 Outgoing payvment

@& Incoming payment

2 Credit memo

) Transfer posting with clearing

First line itetm

P =ty |.ﬂu:|:|:|unt

Gl ind | | TType

||

142



Revenue at Year-End cont.

@ 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.

@

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.

@

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

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

@ 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 T-code FBL3N.

@ If you know the customer number, use T-code
FBL5N to display individual AR balances.
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G/L Account Line Item Display —
FBL3N

G/L Account Line ltem Display

t_"l'l et 1 +i =1
GI/L account | to
Company code SCE | to

Selection using search help
Search help D

Search string

[ = Search help |

Line itern selection

II:-" GiL Account Mumber (29

=] =]

Status
@ Open iterms
DOpen at key date

G/L account

O Cleared items
Clearing date

ik no. in chart of 3

H Chart of Accounts

Open at key date

kA axinum Mo, of Hits

Al items
Posting date

[«I[1EE]

Type
[+] Marmal iterns
[JMoted itermns |V’I$IIEI
[JParked iterns
|
List output
Layvout

Maximum number of items
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G/L Account Line Item Display —
FBL3N cont.

1300010000 SC01 ACCOUNTS RECEIVABLE - CURRENT
1300011000 SC01 ALLOWANCE FOR UNCOLLECTIBLE ACCOUNTS RECEMABLE
| 1300020000 5C0T ACCOUNTS RECENVABLE - 10T
1

1

300500000 SCOT SHORT TERM CREDIT CARD RECEIVABLE
340010000 5COT INTERFUND RECEIVABLES

1
1
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L Account Line Item Display —
FBL3N cont.

FPrograrm Edit Goto  Systerm Help

& a9 @ @& D e s s BRI,

G/L Account Line Item Display

GIL account selection

GiL account to |
Company code to

Selection using search help

Search help 1D I

Search string

[ = Search help |

Line itern selection II:D'GILAccount rMumber €13

[=] =]

Status
@ Open items

G/L account |

Chart of Accounts I:I

COpen at key date

) Cleared items
Claearing date

Open at key date I aximum Mo, of Hits a0a

Al items
Foaosting date

Type
[¥] Marmal iterms

[ roted iterms |"I*?9IIHI
[ Parked iterms
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G/L Account Line Item Display —
FBL3N cont.

I hMultiple Selection: S account

Single Wwalue: GAL account

. 1200010000
L

1300020000

Hange: GAL account
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G/L Account Line Item Display —
FBL3N cont.

(&

3/L account nio. 10 chart of accounts

‘ﬁ*l Hllﬂllﬂllﬁlf@lg@mghﬂaster reconds M_I

GL Acct “|ChAc |Long Text

1300070000 5201 ACCOUNTS RECENABLE - EUHHEHT
1300020000 5201 ACCOUNTS RECENMABLE - 10T
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G/L Account Line Item Display —
FBL3N cont.

I Frograrm Edit Zoto Swstem

Help

& | =

9 H & S E G =T A E | FEE

Ie/L Account Line Item Display

&=

Gl account selection

Sl account

hzoeoioooo [=)

Coampany code

SCat|

1o

1390017 000@

to

o [ ]

Selection using search help

Search help ID

Search string

[ == Search help |

Line iterm selection

Status

@ Cpen iterns
O pen at key date

O Cleared items
Clearing date

04 06 . 2008

O pen at key date

O Al itermns
FPosting date

Twpe

1o

to

[+ Marmal iterms
[ roted iterms
[JParked iterms

Li=t Output

Layout

Maxiimum number of items
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G/L Account Line Item Display —
FBL3N cont.

G/L Account Line Item Display

(M) s [7] = | ]| (2= | B = | ] (] | [ seections | [ pispute ace

G/L Account 1300010068  ACCOUNTS RECEIWABLE - CURRENT
Company Code S0
St | Bssignment Documentho|Busk| Type Doc. Date |PE|{&mount in Tocal cur. |LCure|Tx|Glrng doc. | Text
i 20080331 OUHUEE4EE [RYT0] DR a3t l2uugf el Ao UED Iny. sabo0dl Parlington cty schools
Ll @ 20880331 20PRPER42Y (HI10| DR B33 2008{ 01 RR.BO | USD Inyv. #800034
[ @|200303 20POPOR428 (HI10| DR B3/ 3172008( 01 140,00 |USD Iny. #800043
S | 265.60 |USD
** fccount 1300010000 265.60 |USD
GiL Account * *
Company Code *
St | B55ignment Documentho |Busk| Type Doc. Date |PE|{&mount in Tocal cur.|LCure|Tx|Clrng doc. | Text
BEE 265.60 | USD

—_— |
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G/L Account Line Item Display —
FBL3N cont.

G/L Account Line Item Display

(WD ]| el B | @ )2 | [ &[] | 5 ) | (] ] ) [ | I [ Setectons ][ Oispute Cace

GL ABcocount

1300010088 BCCOUNTS RECEIWABLE - CURRENT

Company Code SCE1
St |Assignment Documentho|Bush| Type Doc. Date |PK|{Amount in Tocal cur. |LCurr|Tx{Clrng doc.|Text
[] @|2008033 200000P426 |HA10| DR B3431/2008) 01 T0.00 [USD Inv. #800040 Darlington cty schools
[1 @ 20080331 200000R4Z2T |HA10| DR B3/31/2808) 01 R5.00 [USD Inv. #300039
[1 @200380331 2000000428 |HI10| DR B33t s2a08) 01 14008 | USD Inv. #300043
L | 26500 | USD
** fecount 1300010000 265 .00 |USD
G/L Account * *
Company Code *
St|Assignment Documentho|Bush| Type Doc. Date | PHTEMOUMC T rocar car.g Lourr| Tx[Clrng doc. | Text
rAd 265 .00 §USD
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G/L Account Line Item Display —
FBL3N cont.

Document Edit Goto  EBxtras Enwironment  System Help

& | a0 @Ea@ SOHE OmTmOas  BE 2

Display Document: Line Item 001

| 3| 2] | - || «| ||| & ~additional Data |

‘Custamer! 4000220 Tirmathy Dillinger
CoCode |5EEI1 | 1408 Cameron Court
State of South Carolina Wiilmington

GIL Acc |13EIEIEI1 aaan

Doc. Mo, |2EIEIEIEIEIEI42.T"

Line Iterm 1 f Invaice § 01
Amaount '55.00 LSO

Additional Data

Bus. Area |HE|1EI|

Pront Block | |

Contract | | ! |_| Flowe Type | |

Assighment |* |

Disc. hase |55.EIEI | Disc. amount |EI.EIEI | JsD
Payt Terms ‘ooof | Daysipercent |0 |0.000 % 0 0.008 %@
Bline Date 'B3/31/2008] Invoice ref. | | 2] A

Text v, #800039

=, Long text
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Display Customer Line ltems —
FBL5N

EFrograrm Edit Soto Sw=termrm Help

== | S =1 B e A R

= 6 S|

¥ T A% 53

E= =1 |

=

Customer Line Item Display

[ =] [F] [1=(] [EE] | oata Sources |

Custormer selection

Custormer account

Zompany code

scot |

to

to

R

Selection using search help

Search help I

Search string

[ == Search help |

Line iterm selection

Statu=s
@ Open iterms

Open at key date

OG5 /07 2002

o Zleared iterms

learing date

Dpen at key date

oAl iterms

Fosting date

to

to

Twpe
rormal items
[ =Special Gl transactions
1 roted items
1 FParked iterm=
[1wendaoar iterm=

List Output

Lawout

Maxirmurm number of iterms
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Display Customer Line ltems —
FBLSN cont.

Customer Line Item Display
[ (] > ] D] | [o-] ] (22 (=] | (&3] (] (=] | (] (] (2] | (e [ [ | (2] (] (] (= | (O] [EMSeiections | [T Doise
Customer 1610
Company Code sSco
Customer 2401000
Company Code sSco
Mame Richland School District 1
City Columbia
St |fssignment LocumentMo | Typ|Doc. Date DD Amt in loc.cur.|LCurr|Clrng doc. |Text
] @ Zogoooo4zg |DR (0343152008 140,00 | USD Inv. #200043
* @ 140,00 | USD
** pccount 3401000 140,00 | USD
Customer 400220
Company Code s5CE
Mame Timothy DilTl1inger
City Wilmingtaon
St |Assignment Locumentho|Typ|Doc. Date DD Amt in loc.cur . |LCurr|Clrng doc. |Text
] @ 2000000427 |DR |Q3/31 /2008 55 .08 |USD Inv. #300039
* @ 55 .08 |USD
** pfccount 4000220 55 .08 |USD
Customer *
Company Code *
Mame *
City *
St|Assignment Documen‘tmolTyp|DDC_ Date |S|DD Amt in loc.cur. LE:ur‘r‘ Clrng doc. |Text
*E 265 .00 IS D
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Display Customer Line ltems —
FBLSN cont.

Document  Edit  Goto

Extras

Environment System  Help

& | /A H @  SHE aDon BRI @
Display Document: Line Item 001

2| 5| | .2l |w ||« ||[@|| & additional Data |
‘Custorner! 4088220 | Timathy Dillinger GIL Ace 1300010000 |
CoCode |5EEI1 | 14058 Cameran Court

State of South Caralina Wiilmington Doc. Mo, |2EIEIEIEIEIEI42.'-"|
Line Iterm 1 F Irvoice 707

Amount '55.00 LISD

Additional Data

Bus. Area |HE|1EI

Disc. hase |55 oo | Disc. amount |EI oo | IS0

Payt Terms LR Days/percent |0 |0.000 %@ |0.008 [% 0

Bline Date '83/31/2008] Invoice ref. | | ¢ A

PmntBlock | |

Contract | | ! |_| Flows Type | |

Assigniment |* |

Text . #300039 =, Long text
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Display Undeposited Cash — FBL3N

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 FBL3N.
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Display Undeposited Cash —
FBL3N cont.

Trograrmn 20l oo Sesiermn oelg

e | [ N 1= A < T T s TS S T B e B 73 N ez I 5

G/L Account Line Item Display

||| Data Sources |

Il account selection

GiL account [hoeeetoeae [=) 1o | =
Company code SC1 to
Selection using search help
Search help 1D ||
Search string
[ == Search help |
Line iterm selection
Status
@& Open iterms
Cpen at key date EIEi.-'EI?.-'2I3E|E=|
O Cleared items
Zlearing date | to |
Cipen at key date |
Al items
Fosting date | to | EI

Twpe
[+] Farmal itermnms
[ roted iterms
[ Parked items

List Qutput
Layout

Maximurm nurmber of iterms
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FBL3N cont.

Isplay Undeposited Cash —

/L Account Line Item Display
[ [ o] [m] | [l ][22 [ | ] (] | ] ] (=] | (e e (| (2] 2 (P =T | [ (I Setectons | (O3 misiute
G/L Account 100016000 UMDEPOSITED CASH
Company Code SCE1
St |fssignment Documentho [Bush| Type Doc. Date [PK|8mount in local cur.|LCurr|Tx|Clrng doc.|Text
] @l 46000175 [HT1E) ZF B4/28/2008] 40 6, 061.80 |USD
] @ 460001 FE [HT1E) ZF Ba/15/2008] 40 449 79 | USD
] @ 46000Q0E192 [HT10) ZF B5/20/2008] 40 790 [UsD
] i@ | eeraenn 120000BB89 [HF10) SK B1/11/2008] 40 43008 [USD
] i@ | eeraann 1200000395 [HF10) 5K B4/09/2008] 40 409 .46 | USD
S ] 7,428 15 |USD
** hocount TORE01QA00 7,428 15 |USD
G/L Account * *
Company Code *
Stfssignment Documentho [Bush| Type Doc. Date [PE|&mount in local cur.|LCurr| Tx|Clrng doc. | Text
A 7,428 15 |USD
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Lesson 6 Summary

@ 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: PROCEDURE FOR
MANAGING BUDGET




Lesson 7 Learning Objectives

@

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 Capital Projects.

— Understand how Earmarked, Restricted, and Federal
appropriations will be handled for 2012 and 2013.

— Understand how new year appropriations will be handled.

— Understand how to review budget reports and what affects budget
balances.
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Key Terms and Concepts

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

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

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

A listing of all pre-posted items can be generated by using
T-code FMEDDW.

Carryforward General Appropriations, if your Agency has
authorization to do so, using T-code FMBB.

Statewide Carryforward, will be handled centrally. Agency

personnel will not have to enter this information, if there is
any carryforward.
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Display Budget Items - FMEDDW

Prograrm Edit Sota Enwvironrment Systerm
= | = < = S ey | =2 6 GBS = T oAa oEn | EE &
Entry Docunmeant
=== |I=l=|[e=m] [ J[ I[ J[ |
Fhid Sream | |
CTonvert =ign to u=ser interrface
Budget Category —| T —I
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 Twpe | | to |
Ersion :I T |
Fiscal vwear :I T I
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 to |
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

BPrograrm Edit Soto Enwironment System Help

&

= |

9H e @Ees | D 2n v A s EE ) e o

Entry Document

|F il Ares |5EEI‘1|
IEIl_ldget Category oF | to [ ] o
T I 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
e rsinn ] 10 ] ==
EI_Fisn::al‘“r’ear |2EIEIE'-| to |2EIEIE'-| | o
Budgeting Feriod |—| to | | ==
Ilnt_ Bdaot. Frocess to =
IEIudgetT‘y'r:-e to =
Entry Docurment Tvpe —l to —l o=
Docurment Status Z) to E] o
Eversal Stalls | o L] =
|Entry Docurment Line [ ] to [ ] =
Grant | [ to | |[ ==
IFund | to | o=
I IFunds center P1GOREEG to P16aGHOGET @ E ==
Commitrment ltem | 1o =
IFunctional Aarea to | ==
IFunded Proaram | | 1o | [ ==

Layout Selection

Layvout
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Pre-Posted Budget Iltems —
FMEDDW Status

[ 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) 170



Pre-Posted Budget Iltems —
FMEDDW Report Results

List Edt Goto Beftings  System  Help
Ve 200 CR0 BHE 000 BR O
Selection List for Entry Documents

23 BB &Y B SR % | B couse [ s || B seesions | 1] ¢] D] W]
M area 8C01

Currency 5D

Budget Category Paymant

‘DncYear|Entr3rDucu 1Line |Versinn|Dnc.Tﬁ,rpe|Prcmess |Year|BudgetType |Fund |FundsCtr|Cmmtltem |Functinnalﬂrea Grant Funded Program | P«mnuntLC|
2008 10000005457 0OOOOT 0 BOAl  Bupplement 2008 BUDGET ADJUSTMENTS 36038000 P1600000 507000 0000000000000 NOT RELEVANT  5300.000000.000| 574817 25
1000000548 000001 0 BOAl  Bupplement 2008 ESTIMATED REVENUE 36038000 P1600000 4830060000 0000000000000000 NOT RELEVANT  5300.000000.000| 574817 25
1000000634 000001 0 BOAl  Bupplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 501058 | 0000000000000 NOT RELEVANT 1500 200000.000| 74.000,00

nannoz o BOAl  Bupplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 513000 0000000000000 NOT RELEVANT  8500.040000.000| &0.000,00

annnoa o BOAl  Bupplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 502000 0000000000000 NOT RELEVANT 1500 200000.000| &0.000,00

10000006345 000001 0 BOAl  Bupplement 2008 ESTIMATED REVENUE 35210000 P1600000 4390030000 0000000000000000 NOT RELEVANT 1500 200000.000| 194.000,00
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Pre-Posted Budget Iltems —
FMEDDW: Change Layout

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.

[& Change layout /
I

Displayed Colu

[al~]2]%]
Displayed Columns Column Set

Ciocument Year Feference Document
Entry Document Log. systermn source

|[41D]

Commitment lterm Document Status

Funded Program Feversal Status

[+]
[~]

Entry Document Line Feference Transact

Entry Document Type Reference

Process I_ Commitment ltern Cat.

Fiscal Year Budoet Category

Budget Type BCS Value Type

Fund Distribiution Key

Funds Center Text
[+]
[~]

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

List Edit Goto Settings Systern  Help

& 10 H e DHE DDOas AR @

Selection List for Entry Documents

00 S BEE) B ) S R o) e o] see]| DR swaons] | [0 0201

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

@ 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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FMBB

arryforward General Appropriations —

@

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

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.
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arryforward General Appropriations

Specific Agency Proviso — FMBB

This is the information that
you would enter if you are
an agency with a Specific

Agency Proviso

@ Payment Budget ‘

N

Transaction
Results

|‘D Ep E “E-@ [H Lﬁ}“|‘@€| @EIM ﬂpMastEIDalaMSpht #KeyFig. E‘
Lings
|-f+ Fund Funds Center [Functional Area Funded Program — {Cmmt tem | Grant AmoLntText j
- (10010000 |A2000000  {0000O0OOO0000D  |9802.230000X000 |561000 NOT RELEVANT | 10,000.00 |Provisa 70.26
+ 510010000 |A2000000  |000000OOO000OO00  |9A02.290000X000 (561000 NOT RELEVANT | 10,000.00 [Proviso 70.26
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Statewide Carryforward
Appropriations

@

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 Comptroller General's Office and the State Budget Office 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

BE Entry Document This entry is made by the Oﬁiqe of [
State Budget to record Statewide
Carryforward =
Header h Additional Data |
Document 1:_ Status Posted Document Year 2012 FMArea 5001
PrOcess Carry Over Total Sender 108, 752, 47 USD
BCS Value Type  Budget Total Receiver 106,752 47 UsD
Budget Category  Payment YErsion ] sender Year 2011
Document type CFWD Document Date B8/25/2011 Receiver Year 2014
fear E Ferinds ‘
alla .ﬂl! HIHERERINEREFBERIE]
Doc. L. |-+ |[Funds Center Funded Program | Program FAr  Fund Crant Item | Grant Amount TG Type | Text
000001 8900.000000X000  |0O0C... 10010000 561000 |WOT REL.. 105,752.47 [CFOR| 135 - Post from STARS
0oooo2 |+ 85900.000000X000  |DO0C... (10010000 |561000  |WOT REL... 106,752 47 [CFOR|033 - Post from STARS
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Entry — FMBB

tatewide Carryforward Agency

Ba| Entry Document This entry is made by the agency to
transfer carryforward to spendable
et | Addiorel Ot | funded program/commitment items
Document 1000096003 Status Posted Document Year 2012 Fi Area% SC0O1
Frocess Transfer Tatal Sender 108,752 47 5D
BCS Value Type  Budget Total Receiver 106,752 47 S0
Budoet Cateqory  Payment YErSIon i Fiscal Year 2012
Document type TRF Document Date  B8/26/2011
Year h Ferinds
@& .Eﬂﬂ P BRI EE FEER|[
Doc. Li...|-#+ [Funds CenterFunded Program | Program FAr  |Fund Cramt ltern | Grant Amaount TC{Type |Text
0oooot |- | |B500.000000X000 |0000... (10010000 861000 MOT REL.. 106,762 47 |TRSF |MOVE TO CFO ACCOUN
ooooo2 |+ IJEI 0100.000000.000 asa— 110010000 g12001 MOT REL.. 49 694 47 [TRSF
0oooo3 |+ IJEI 1001.100000.000 10010000 g12001 MOT REL... 87,058.00 [TRSF




FMBB

arryforward Capital Projects —

Document Edit Goto Extras Environment  System Help

¥ 2 dBICAaQ CHE D00 AR

Do not use “All” as the
period selection as this

Budgeting Workbench - Create Document

Document Overiew onfoff 48 Hold  Prepost Save Changes || Long Text

Messages lag

will divide and allocate
the carryforward amount

Document atatls Initial

=

Header Data E Additional Data ‘

to each period. Use
period 1.

Fayment Budget
Total sender 0.00
Total Receiver 0.00

Process LOVR Carry Over g

Document type CAPR CAPR (Capital . &

Yersion i

Document Date 04720412912

Sender

Fiscal Year 2012 Period 12. 8
Budget Type CAPR CARITAL PROJECTS

Recaiver

Fiscal Year 2013 Period 1.8
Budget Type CAPR CARITAL PROJECTS
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cont.

arryforward Capital Projects — FMBB

@ Payment Budget ‘

| EE ||‘@EI|@|EI||@}MasterData MSplil |#Key Fig.

Lines

-f+ Fund Funds Center \Functional Area Funded Program | Commitment tem| Grant Amnount (U0 Text
- 390780000 |KDAODOOO  |0O00O00OO0ODO00OO — |9300.980200.000 (507000 NOT RELEWVANT 100.00
+ 390780000 |KD&000O0  |0O00OO0OO0OO00OO  |9900.980200.000 (207000 MOT RELEVANT 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.

181




Earmarked, Restricted, and Federal
Appropriations

@

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

@ 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

@ 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.

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

@ 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.. 186



Executing Report ZBD1

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 ZZZ799 (E080Z2Z2ZZ99).
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Compare ZBD1 & FMRP_RW _
BUDCON Reports

@ ZBD1

Consumable Budget Detall
Original

Transfers

Consumable Budget

MTD & YTD Expenditures
POs & PRs

Balance after Commitments

Other Transactions (Funds
Reservations)

Available Budget

@ FMRP_RW_BUDCON

Consumable Budget

Consumed Budget/
Commitments/Actual

Avallable Amount




FMAVCRO1 Report

@ 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?

@

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.

191



Lesson /7 Summary

@ 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 Capital Projects.

Understand how Earmarked, Restricted, and Federal appropriations
will be handled for 2012 and 2012.

Understand how new year appropriations will be handled.

Understand how to review budget reports and what affects budget
balances.
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LESSON 8: MANAGING
CASH STATUS



Lesson 8 Learning Objectives

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

— Understand SCEIS cash accounts.

— Understand how to review cash balances.

— Understand what affects cash balances.

— Understand how to manage your cash balances.

— Understand the differences in budget status and cash
status.
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Key Transactions

@ FAGLBO03 — General Ledger Balance Report

@ FAGLLO3 — General Ledger Line Iltem Report

@ ZGLA — GL Fund Account Analysis

195



SCEIS Cash Accounts & Purposes

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.
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SCEIS Cash Balance

197

1000000000

100001 xxxx

1000020000

1000030000

1000040000



SCEIS Cash Balance, cont.

@ To determine the cash balance for a particular
fund, all cash accounts must be totaled.

@ If your agency has specific cash accounts set up In
SCEIS, these accounts must also be included to
obtain the true cash balance.

@ Note, however, that you cannot expend the cash In
100001xxxx until the cash has been moved to
1000030000.

@ The cash edit check does not included Petty Cash,
1000050000.
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SCEIS Cash Balance cont.

How does cash move from 100001xxxx to
10000300007

@ When you scan a validated deposit slip, it
produces an F-04 transaction where you
reference the STO bank account and check
“Transfer Posting with Clearing.”

@ This triggers the cash transfer from
100001xxxx to 1000030000 which then
workflows to the STO for approval.

@ Cash is not avallable to spend until approved
by the STO.
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SCEIS Cash Balance cont.

@ 1000020000 Is used to record “Live and Non-
Live” agency IDT receipts and payments to
“Live” agencies.

@ At the time of billing, an AR and Revenue are
recorded.

@ These IDT billings are open A/R until matched
with an IDT payment.

@ Cash is not recorded until both sides of the
IDT are matched — the billing and the payment
— by means of the AR reference document.
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SCEIS Cash Balance cont.

Billing BA Posting at time of Billing:

Dr  Accounts Receivable
Cr Revenue

Payment BA Posting at time of Payment:

Dr  Expenditure
Cr  Accounts Payable
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SCEIS Cash Balance cont.

Match in Nightly Cycle:

Billing BA Dr 1000020000
Cr Accounts Recelvable
Paying BA Dr Accounts Payable

Cr 1000020000
Generated Clearing Entry:

Billing BA Dr 1000000000
Cr 1000020000
Paying BA Dr 1000020000

Cr 1000000000
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SCEIS Cash Balance cont.

@ The IDT cash receipt and cash disbursement
are posted simultaneously in the 1000020000
account when the payment is initiated.

@ The IDT Revenues are matched with the IDT
Expenditures automatically by the reference
number nightly.

@ It is imperative to this matching process that
when an IDT payment is made the billing

reference document number is not changed.
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SCEIS Cash Balance cont.

@ 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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SCEIS Cash Balance cont.

@ Petty cash 1000050000 is excluded; since it is
actual cash on hand and not in the bank.
However, petty cash is a cash balance for the
agency.

@ If your agency has petty cash that has not yet
been loaded into SCEIS, please do so before
year-end.

Entry . Debit 1000050000 (Petty Cash)

Credit 7000002000 (Financial
Reporting Conversion)
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SCEIS Cash Balance cont.

@ When you process a vendor payment, expenditures and
accounts payable (not cash) are recognized.

@ Cash balances do not reflect vendor payments that have
been processed in SCEIS by your agency, but not paid by
the STO, until they are paid by the STO.

@ Cash is not decreased until the check is processed by the
STO.

@ There may be a lag of several days from the time the
Invoice Is processed until the check is processed by the
STO for payment.
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Payment Process

PR/PO
approved

Goods & Invoice
Received and
Payment Processed
By Agency & OCG

Payment
Processed by
STO

Budget/funds encumbered,
set aside, as a result of the
PR/PO, but cash not paid
out and expenditures not
recognized.

Dr Expenditures
Cr  Accounts Payable

Expenditure recognized,
but cash not yet paid out.

Dr Accounts Payable
Cr Cash
Cash decreased as a result

of the OCG approval for
check to be cut by the STO.
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Managing Your Cash Balance

Three important things in managing cash:

1.You must include ALL cash accounts in
determining balances.

2.You must take into account accounts payable
(expenditures processed, but not yet paid).

3.Best reports to use for obtaining cash balance is

ZGLA - Choose set SC_CASH. (Note: ZGLA does
not included 100001xxxx cash balances.)

FAGLBO3 - The FAGLBO3 is better than the
FAGLLO3 because it includes cash carryforward
amounts — FAGLLO3 does not.
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Determining Cash Available

Cash Avallable =
Cash Balance — Accounts Payable

Cash balance = 1000000000 — 100004000
Undeposited cash accounts 100001xxxx must
be excluded as they are not available to spend
A/P =2000010000 — 2000050000

For vendors, employees, & IDTs. (Sales and use
tax payables are 2010010000 & 2010020000)
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New Year and Old Year Balances

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

@SCEIS will look back to 2012 and pool the

NON - State cash if there is not sufficient cash in the new year
fund to process a payment for non-state funds.

@SCEIS does not look forward to 2013 if there is

not sufficient cash in the old year fund to process
a payment for state funds.

STATE
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New Year and Old Year Balances

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

’\ On-Line
PY prior/old

\

cY Current/an/’Payment Run

PY & CY | Doc posting year Current cumulative
and month cash balance as of
entry date and time.
PY & CY | Doc posting year Cumulative cash

and month

balance as of
Payment Run Date

—

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

211




Cash Status vs. Budget

Cash and Budget are not the same.

Both balances need to be monitored regularly throughout
the year and especially at year-end.

Cash balances are based on actual cash receipts and
disbursements.
— Cash receipts are not available until verified by the STO.

— Disbursements do not occur until checks have been paid by the
STO.

— Cash balances do not reflect accounts payable not yet paid by the
STO. You must take these into account in looking at cash balances.

Expenditure budget balances are based on authorized
amounts, encumbrances and actual expended amounts.

Revenue budget balances are based on estimated
revenues compared to accrual based receipts.
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Lesson 8 Learning Objectives

@ You should now be able to:
— Understand SCEIS cash accounts.
— Understand how to review cash balances.
— Understand what affects cash balances.
— Understand how to manage your cash balances.

— Understand the differences in budget status and cash
status.
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LESSON 9: GENERAL “CLEAN-UP™ OF
PARKED DOCUMENTS, WORKFLOW,
FUNDS RESERVATIONS, ADJUSTING
ENTRY DOCUMENTS, AND
FIXED ASSETS



Lesson 9 Learning Objectives

@ 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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Key Terms and Concepts

@ Funds Reservation
@ Fixed Asset

@ Parked Documents
— Simulate a document to review GL postings
— Delete/change a document
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Key Transactions

@ FBV3 - Display Parked Documents

@ FBL3N — GL Account Line Item Display

@ FMX3 - Display Funds Reservations

@ FMX6 - Manual Override Funds Reservation
@ ZGLA - GL Fund Account Analysis

@ FAGLBO03 - GL Account Balance Display

@ FV50 - Park GL Account Document
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General Clean-up at Year-end

@ At year-end, documents that are 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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Parked Documents

@ There are 2 types of Parked Documents.
@ When you “park” a document, it does NOT
post against your budget in FM.
— In the system this shows only as header information.
@ When you “save as complete” a document,

this also parks the document; however, it
DOES consume your budget in FM.

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

219



Parked Documents cont.

@ 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 CG’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.
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Parked Documents cont.

@ 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 ZIDT_DOCLIST.

@ All other parked documents should be deleted
or processed by July 13,
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Display Parked Documents — FBV3

—

Document  Edit Goto Systermn Help

v

]

JH GO S EE D008 EE @

Post Parked Document: Initial Screen

[ﬁ Document list

A Editing Options

Click here to get more
selection criteria

ey for Parking

Company Code  |BCE1 (&)
Doc. Mumber

Fiscal Year 2008
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Display Parked Documents —
FBV3 cont.

_Erngram Edit Goto Systerm Help

& | 240 eaQ SHE DO0 AR @m

List of Parked Documents

G

Company code SCO1 to &

Dacument number to 5

Fiscal year 2008 to o

General Selections -
Posting date to E
Document date to / E
Diocumert type |_| to E
Reference | | . | o
Document header text | S |to | &
Entered by | ? to

Processing Status
Enter release |_| ti
Cormplete |_| to ﬂ
Released |_| ti

The default
will be your
user ID. You
can delete
this and use
the multiple
selection and
enter user IDs
specific to
your agency.

Once created,
you can save
it as a report
variant by
using the &
icon.
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Parked Documents

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

— FBV3 is real time, but will include all business areas,
not just your own,

— FBL3N is real time, can be agency specific and can
exclude JEs parked at OCG, 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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Display Parked Documents —
-BV3 cont.

List Edit Goito Settings Swystermn Help
& | I H @@ DEHE oo BEE @m
Display Parked Documents: List

=] (] 0] =] <} [a) [ e = =] | [

=t | Fiscal ‘r’earlDDcumenth |Type |Entered an |D|:u:ument Header Text |C|:|mpleted by |Heasu:un |User

ﬁ 2008 1000000221 =19 03M152008 BOA from %< to Medicaid THEY
_ﬁ 2008 1000000302 =18 0452172008 Correct GL Account KHORMSBEY KHORMSBEY

E 2008 1000000303 =19 a4r2152008 Correct GL Account KHORMSBEY KHORMSBEY
_ﬁ 2008 1000000304 =18 0452172008 Correct GL Account KHORMSBEY KHORMSBEY
_E 2008 1000000330 =19 0552008 fica 05f01508 FPJAMES FPJAMES
_ﬁ 2008 1000000331 =18 05/05/2008 retirernent 05501108 PJAMES PJAMES
_ﬁ 2008 1000000332 =18 05/05/2008 payroll 0550108 PJAMES PJAMES
_E 2008 1000000386 SA 052252008 reverse wrong mini code CPIFER CPIFER
_ﬁ 2008 10000003589 =18 05123/2008 9900002810 SLUDLAM SLUDLAM
_E 2008 1000000392 =19 Oar27izo00s Correction to parking CLINDLER CLINDLER
_ﬁ 2008 1000000394 =18 05128/2008 Correct Sub-Fund RJOHMSOMNZ RJOHMSOMNZ
_E 2008 1000000399 =19 0552852008 Dralta Air ticketf Panels SLLUDLAM SLLUDLAM
_ﬁ 2008 1000000402 =18 05/29/2008 Foothills Philharmaonic SLUDLAM SLUDLAM
_E 2008 1000000420 =19 QaBm2zo0s interest earned FPJAMES FPJAMES
_ﬁ 2008 1000000421 =18 06M2/2008 interest earned PJAMES PJAMES
_E 2008 1000000422 =19 QaBm2zo0s interest earned FPJAMES FPJAMES
_ﬁ 2008 1000000423 =18 06M2/2008 interest earned PJAMES PJAMES
_E 2008 1000000424 =19 QaBm2zo0s interest earned FPJAMES FPJAMES
_ﬁ 2008 1000000429 =18 060372008 admin to correct codes DBERIDGES DBERIDGES
_E 2008 1000000430 =19 aBm352008 Corr GL acct THEY
_ﬁ 2008 1000000431 =18 060372008 rmove revenue to salfring CoOsSWALD CoOsSWALD
_E 2008 1000000432 =18 0BM03/2008 Reclass 05108 Interest DEDEMS DEDEMS
_E 20082 1000000434 =19 aBm452008 JE-Expense Correction-PR CHILTOM CHILTOM
_ﬁ 2008 1000000435 =18 06/04/2008 CODES SUPFPLEMERTAL DBERIDGES DBERIDGES
_E 20082 1000000436 =19 aBm452008 FPROBATIOMN FEE DBRIDGES DBRIDGES
_ﬁ 2008 1000000437 =18 06/04/2008 Fosting Error-1200000806 DEDEMS DEDEMS
_E 2008 1000000433 =19 OBmai2008 JE-Expense Correction-PR CHILTOM CHILTOM
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Display Parked Documents — FBL3N

3. Click on the “Dynamic
Selection” icon to
select your criteria

1. Select “Open
Items”
—

2.Select the “Parked

——T—— ltems’ box

NN

4.0nce this menu
appears, click
here to make
additional
selection(s)
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Display Parked Documents cont.

(= Multiple Selection far Dacument Type

Exclude Single Values
0.
S [
5.Typein
document
type 11 SU”

[«1| | 4.Once additional selection(s)
|| [+] are initiated, choose the
LDl [ “Exclude Single Values” tab
(T | Multiple selection.. |

6. Execute this
criteria
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Display Parked Documents cont.

- .

7.Execute the
transaction
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Display Parked Documents cont.

229



Display Parked Documents cont.
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Workflow Items

@ 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.”

@ You should work on these items first in order to
have them posted in 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

Year-end

@ Funds reservation documents encumber budget.

@ At year-end, when funding gets low, it is important
to free up as much budget as possible to be able
to process payments.

@ 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 — FMX3

Select documents via processing list

233



Isplay Funds Reservation —
FMX3 cont.

FProgram Edit Goto Systerm Help

& | D0 H @@E@ 2008 A sn EE E D

Earmarked funds journal

Document Header Data
Earmarked Funds | | to | | =43
Doc. Category m ta | | o=
Document type I—l to | o
Campany Code |5EEI1| ta | | o
Docurment Date | | to | | o
FPasting Date | | ta | | o=
Created by | | to | | o
Costs due onf | | ta | | o

Line ltern Data
Contralling Area I—l to | | o
GIL Account | | to | | o
Cost Center | | to | | =43
Order | | ta | | =
WWEBS Element | | to | | =
FM Area | | ta | | =
Commitment ltermn | | to | =
Funds Center |E1z@aa00 to |[E120AB0014 o>
Fund | | to | | =43
Wendor | | to | | o
Customer | | to | | =43

234



Display Funds Reservation —
FMX3 cont.

Note
Open
Amts.
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Dacument  Edit

Eota

Extras

Display Funds Reservation —
FMX3 cont.

Environment System  Help

&

DA H @@ BEE SmTmaas | BE @D

Funds reservation: Display Detail scr

|E| | Ial |‘E| |£| ||%| Consumption |
1

Line ltem EEEEEEEE A
Text |auto lease |

Contral data

] Completion indicator [ literm blocked I:I Itern block
Walues

Currency UsD

Owerall amount | 7,202 006 |

Qpen amaount | 1,975.87 |

Due on [ ]

mMore data

Wendor I—l

Customer [ ]

Alternat. payee [ ]

Coding Block

Cost Center E12EIP.EIEIEI1EI|

Fund 3p350000 | |MOT RELEWANT |
Functional Area  |BOOEOOAO0OA0OAM0EM|

Funds Zenter

E120A60810 |

Commitrment tem |5EIE‘I 540000

| = hlore
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Display Funds Reservation —
FMX3 cont.

Earmarked Funds: Display Consumption History

) H3R0LE s §
b s Taon [t omsmnto e o o o oot |

300000000 1 1 Receipt amt 120200 U3D 720200 USD 000 000

Wanual Reduction nnay 8545 USD 68545 USD 000 000 D5A32008 (0AM312008  March auto lease payment
Manual Reduction 00006 74362 USD T4362 USD 000 000 040152008 040172008  February payment

o Total Manual Reduction 142907 USD 142807 USD 000 000

Inwaice/Credit Memo 3900000186 30012008 68769 USD  GB7A5 USD 000 000 03042008 02142008

Inwaice/Credit Memo 1900000162 5C012008  TA916 USD  TRA16 USD 000 000 0132008 014672008

1 104 i
| 1 1311 fl
Irvaice/Credit Memo 1900000119 3C012008 72577 USD T2ETTUSD 000 000 0152008 124
| 1 4 fl
/ 1 4 i

[
—d

—_
[ p]

Inwaice/Credit Memo 3900000081 5C012008 . G2720 USD 82720 USD 000 000 12142007 11A82007
Inwaice/Credit Mema 3900000012 5C012008 .  Te73@ USD  TET38 USD 000 000 V1A42007 10ME2007
3 | Total Invoicesicradit memos 379706 USD 379706 UsD 000 0.00
Consumpt. A22613 USD  A22613 USD 000 000
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FMX3 cont.

Display Funds Reservation —

Display Document: Data Entry View

HRNN

Diata Entry view

Docurnent Murnber 3900006196 Corpary Code | SCE1 Fiscal Year 2008
Document Date | 02/15/2005 Fosting Date 03/04/2008) Petiod |9_|
Reference MA4143501 Cross-CCno. | |

Cltrency Im Texts exist H Ledger Graup l_‘

SC01

—_

a1 |000FO30000 BUDGET AND CONT... k8755

LI5S0

E120

|8 A

2400001584

2040 5051540000 LEASED CAR-5T OW... B87.53

S0

E120

30350000

NOTRE...

E120A00010

30000000

E120A00010

10

238




Reduce Funds Reservation - FMX6

T —

Enter Document Number.

Transaction: FMX6
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Reduce Funds Reservation —
FMX6 cont.

Document Edit Soto Extras Environrmment Svysterm Help
& =oa H & @& 5O 0s s En An En | EE ) e |
Funds reservation: Reduce manually Detall scr

|E||E||ﬁ||£”|§‘”@ Enitry || Consurmption || FReduction references |

Line Iterm zoooooeas || 1] [T e[ ]
Text |
Reduction infarrmatiaon

CUrrency LSO

Reduction armt

Feduction text

Zontral data

] ompletion indicator

walues

[ 1ltermn blocked

[ ] tern block

Crrency

Cverall armount

Open armount

1,650.080 |

Cue on

More data

1426 .75 |

wWerndar

OOAFO3aaGE|

Custarmer

Alternat. paves

Coding Block

BUDGET AD CORNTROL BOARD

Zost Center

E120a0QE1 2

Fund

100100

Functional Area

jejefeoiaiofayoiopalayeiofaoial

Funds Center

E1zoaoood 2

Srant

|NOT RELEWAMT

Carmimittment item

|sazanaooon

[ ==

Mare
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Reduce
FMX6 C

Funds Reservation —
ont.

Document

Edit Soto Extras Environment Swystem Help

& |

=2 aH @@ B & Tmasn | EE e

Funds re

servation: Display Detail scr

|&E|[@] =] L]|2r| [E¥ consumption |

Line Itern 30000085 || 1] Fosition [ ]r[1e]
Text | |

Control data

I~ Completion indicator 1 Iterm blocked |:| Iterm block
Walues

i S0

Overall amount | 1,650.00 |

Dpen amount 0.o0 |

Due on |

More data

Wendor |EIEIEIFEIEEIEIEIEI| BUDGET ARD COMRTROL BOARD

Custormer I—l

Alternat. payee I—l

ZCoding Blaock

Cost Center Im

Fund R Grant |MOT RELEWANT |
Functional Area |0EEOA0EEEAOEEEEE |

Funds Center [E1Z2RARBET 2 | Cormmitrment ltern  |SAZ0A098066

| =*  More




Reduce Funds Reservation —
FMX6 cont.

@ 200 (COQBHE 000 R @
Earmarked Funds: Display Consumption History
(00 Y s 2 S
Doc. Mo, | | Business Transaction Trigger document Cansumptn| Crey | Consumptn| LCuer Mot reley. | Mot reley |Delete Date  |Doc. Date Reduction texd
00000005 1 Receipt amt 1,650.00 USD  1,650.00 USD 0.00 .00
tanual Reduction ooao? 177,63 |USD 177 63 USD 0.00 0.00 | 0521/2008 | 0&/2102008 | April payment
Manual Reduction a000ng 144 48 |LUSD 144 48 USD 0.00 0.00 045232008  |04/2312008  |March phaone pavment
tanual Reduction ooaas 158.81 |UsD 148.81 USD 0.00 0.00 04/02/2008 |04/022008  |Fehbruary payment
Total Manual Reduction 480.82 |USD 48092 USD 0.00 0.00
Invaice/Credit Memo 2900000189 SC012008 193.65 (LSO 19365 USD 0.00 0.00 022212008 |01/3152008
InwaicerCredit Memo 2900000159 5C012008 193.69 |LISD 19369 USD 0.00 0.00 0163172008 1273102007
Invaice/Credit Memo 2900000145 SC012008 176.31 |USD 1768.31 USD 0.00 0.00 | 01/23/2008  |1173002007
Invaice/Credit Memo 2900000103 SC012008 178.68 |USD 17868 USD 0.00 0.00 120212007 1003102007
Total Invoicesicredit memos 742,33 USD 742.33 USD 0.0 0.00
Consumpt. 122325 USD 122325 USD 0.00 0.00
Set"complete” 426.75 |USD 426.75 USD 0.00 0.00 0872008
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GL Account Review and JEs

@ GL account reviews should be done routinely and
particularly at year-end to verify posting accuracy.

@ This review can reveal errors in coding or
procedures or outstanding balances that need
adjusting.

@ Transaction ZGLA can be used to review your
agency’s general ledger account balances.

@ Transaction FV50 is used to enter adjusting
entries.
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GL Account Review and JEs -
/MDRR

|

List Edit Goto Seftings Systern Help

@

1 EH QU BRHE I DDL8 HE] @E

Master Data Relationship Report

grintrzooy
0rintrzoo7
griotrzo07
griotrzo07
arins2007
grintrzooy
grintrzo0y
griotrzo07

6309949
06309959
06305959
06309959
06r30/9999
6309949
O6/E09949
06305959

Erter Criteria Business Area:  |E080) | SECRETARY OF STATE |
Reset Cost Center |:| iini Code |:|
Functional Area | \ otate Funded PGM \
FAE B B E E I E R R R EE EEE R E R EE T
§| Cost Center 1Name |Fun|:ti|:|nal Ared 1Functinnal Area Description |ru1ini Code ‘|State Level Funded Program §|Yalid from — |¥alid to
ENOATUITT TADMINIS TRATION e ENET ADMINTZ TRATION hY RN R
- |E0s0s00010 | ADMINISTRATION E0R0_0001 ENA0 STATE EMPLOYER COM.. | 1226 8500.050000.000
| |E080A00010  ADMINISTRATION E0&0_0002 ENA0 DUAL EMPLOYMENT anns 8700.000000.000
| |E080A00010  ADMINISTRATION E0R0_0004 ENRO LICT INTERMET ACCESS 8637 8801.060000.000
- |E0s0ZNDBIF | Mo title found E020_00a0 EQS0 ADMINISTRATICHN 0&Y 0100.000000.000
- |E0s0zNDBIF 1 Mo title found = E0B0_00m E0S0 STATE EMPLOYER COM... 1226 §500.050000.000
- |E0s0zNDBIF [ Mo title found ™ E020_000z E020 DUAL EMPLOYMENT ap0s 8700.000000.000
| |E0S0ZNDBIF | * No tile found ** E0&0_0004 ENR0 LICE INTERMET ACCESSE 8637 8300.060000.000
| |E0S0ZNDBIF | ** Notile found ** ENAA0003 ENR0 STATEVWIDE CF APPRO  (A145 B300.000000=000

griotrzo07

06305959
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GL Account Review and JEs —
Reports

There are several reports that can be used to review
GL accounts:

@ ZGLA

— SC specific report useful for reviewing GL totals by fund, cost center,
funded program, etc. — many options. This report has drilldown
capabilities.

@ F.08or S ALR 87012277

— Use these reports to look at your agency GL in total. These reports
do not give you GL totals by fund or drilldown capabilities.

@ FAGLBOS3

— This is useful for looking up a particular GL account or a range of GL
account balances and can be done by fund, but will give you a total
of the GL account(s).
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GL Account Review and JEs —
Review

What do you look for when you review 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 —

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 18XXXXXXXX.
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GL Account Review and JEs —
Review cont.

@ 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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Review GL Accounts Routinely

@ Routine GL review is highly recommended to identify
accounts needing adjustment before they become big
Issues. Routine review will result in fewer adjustments at

year-end.

@ You should review your budget and commitment reports to
ensure account information appears appropriate.

@ All correcting entries/journal entries must be completed by
July 13%,

@ Use FV50 to make correcting entries.
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Review GL Accounts Routinely cont.

@ Use ZGLA, F08 or S ALR 87012277 to review your GL
accounts.

@ ZGLA has drilldown capabilities as well as multiple
selections capabillities.

@ Once you have identified the GL account that needs further
review, you can also use FAGLBO3 to get to the detall
Information in the GL account.

@ FBL3N (G/L Account Line Item Display) and FBL5N
(Customer Line Item Display) are also useful in reviewing
detail GL account information.
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Review GL Accounts Routinely cont.

@ Preparing and Reviewing JEs is a good time to
review the GL posting to ensure it's proper.

@ Go to “Document” in the top left corner of the
screen and select “Simulate General Ledger.”

27— M BCEeLCAN fD0QRR QF

4. - - e M. AMAAL
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Simulate GL for JE

GIL act
A020070000

(red.

2 tetms { Mo entry variant selected )

Amauntin dac.cur,

. 34

BU... Costoenter
E2A0 E280B0A010

Functional area

E260 0004

26370000

NT RELEVANT

WES element

1000030000

Debit

. 34

E260 E250B00010

E280_[004

26370000

NIT RELEVANT

I&:HmUMHPmemmmeﬁch GIL account name Amaunt Curr. | Bush | Fund Funded Pragram
SC01[ 1000001 (50| 5020070000 5020070000 |DP 8YCS-OTHER 80.34-\USD |E280|28370000  |E2B0BO0010_0004
2(000002 {40 100003000011 000030000 | CASH ON DEPOSIT-5TO 40.34 |USD |E280(28370000  |E2R0B00010_D0D4
000003 |50 | 1000000000 § 000030000 |CASH DUE TOFROM 80.34-\USD |E280|28370000  |E2B0BO0010_0004
(00004 (40| 1000000000 (020070000 |CASH DUE TOFROM 8034 \USD |E280|28370000  |E2B0BO0010_0004
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Simulate GL for JE cont.

@ The 1000000000 is known as the “splitter”
account.

@ It is automatically generated and cannot be
posted to directly.

@ This is the system’s way of balancing every
entry by Business Area, Fund, Funded
Program & Grant.

@ To review postings to this account use BW
report Detail GL Transaction Report as there is
no drill down in ECC on this account.
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Fixed Assets at Year-End

@ There are no new transaction codes or special procedures
for closing out fixed assets at year-end.

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

@ 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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Transaction S ALR 87011990

Enter Business
Area and select
Full Accrual from
the drop-down box
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S ALR 87011990




Unposted Assets S ALR 87012056

@ 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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Unposted Assets S ALR 87012056
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Things to Remember for Assets

@

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 4310020000

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.

@ If you do not enter an offsetting GL on an
ABZON entry it will automatically default to
the corresponding contra-asset GL.

@ GL 1899999999 is a clearing account and
should have a balance of -0- at year end.

@ To transfer assets or change funding use
ABUMN.

@ Be sure to check the GL posting on this,
especially if it involves a grant as the splitter
may cause the entry to not transfer cash.
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Things to Remember for Assets cont

@ 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 an Expenditure with the
offsetting cash as a Credit.

6200010000 acts as a Revenue with the
offsetting cash as a Debit.
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Lesson 9 Summary

@ 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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LESSON 10: PROCEDURE FOR
MANAGING GRANTS



Grants Management

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: Managing
Project Systems



Lesson 11 Learning Objectives

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

— Understand the management of project related PO'’s

— Understand the use of different types of Work Breakdown

Structures (WBS) and how they may affect AuC (CIP)
periodic settlement

— Understand the Final Settlement process

* AuC = Asset Under Construction
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Project System Procurement

@ Purchase Orders

— Any PO results in commitment to WBS (Review report
CJI5 for commitments and CJI3 for Actuals)

— When you clean up your POs at year-end, be sure to
address those for projects, also.

— If you want the costs to be recorded for a WBS you
MUST put the WBS on the
payment cost assignment.




Parking WBS

The parking WBS is used only for temporary project cost
capture, the ultimate classification of expenditures in a parking
WBS have not been determined.

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 reclass.

Use FV50 to reclass 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.
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Expense, Capital, Pass Through
WBS

@

@

Expense Projects starting with identifier “E” is used to
capture expenditures that will not be settled to an AUC and
ultimately will not settle to a capital asset. EX.
E.A200.0001.AB0O0O0.

Pass through Projects starting with identifier “P” is used to
capture expenditures that will not be settled to an AUC and
ultimately will not settle to a capital asset. EX.
P.A200.0001.AB000 . The difference between this and
Expense projects is that the Pass Through has assets
captured in separate books and not in the SCEIS system.

Capital Projects starting with identifier “C” is used to capture
expenditures that will be settled to an AUC and ultimately will
settle to a capital asset. Ex. C.A200.0001.AB000 with no
value for Priority field.
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Mixed Projects

@ Projects that begin with the identifier M for
Mixed Projects, can have WBS that are
designhated as an Expense, Parking or a
Capital WBS In their data structure. This is
determined by the Priority field.

@ The decision making process of whether a
WBS should be capital or expense happens at
the time of WBS Release.
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Project — Typical M Project with
Different Types of WBS

Proj. def. M.R400.0011

||IJ|'u'|‘ur Statewide Security Upgrade

An R in Priority field =

Parking WBS
Basic data
|
1 MR400.0011 12 00
M.R400.0011.A0000 0g 07 -~
3| 1.R400.0011.AA000 12 /-7 REL AUC
| [El2 [ 1R400.0011.80000 09 (] [ PPREL
3 12 R ) . .
ILRAOO0T1 52000 1 An E in Priority field =
3 | I.R400.0011.8A000 12 E _
3| MR400.0011.AB00 99 0 | Expense WBS
1 99 \ \D [

A Blank in Priority field
= Capital WBS
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Period End Settlement

@ Executed by SCEIS centrally 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.

@ Period end settlement is where capital WBS are
relieved of their cost and AuC gets the posting.
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Parking WBS Settlement Profile

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

@ Use CJO2 to ensure that all Parking WBS'’s
have Settlement Profile Z003.

273



Parking WBS Settlement Profile

Type in the project in CJ02. When the WBS screen comes up, double

click on the AZ WBS’s settlement rule as displayed below:

[E= Change WBS Elemeaent

Project Definition |[c.E240 _pB33

Proj. def. |[c.E240 0833 |r

WWBS element IC_E24EI.EIEI33_.PA?_EIEIEI|

1 CE240. 0033

B ScEIS DATA FOR CAPITAL WBS

CLEZ240.00323 . A0000 Proj.type | 989 Unassigned (Drefault)
3 . E240 0033 A4A000 Priority | R Revenue
Status
System Status REL
User status RELE

e e e e e R e R A = A

Responsibilities

Person Respons. 23 Ad) Sen-Gary

Applicant no.
Resp. cost ocntr
Reqg.cost center
Req. co.coda

[sCco1||[E240CcCo101| Ap
[sCco1||[E240CCO101 | Ap::l

|SCEI1 |

organization
COr area
Company code

|E'.CEI1|
|SCEI1 |

N 000000 |
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Parking WBS Settlement Profile cont

ule: Overview

Maintain Settlemen
— =

Maintain Settlement Rule: Ove

WBS element |C.E240 80833 AZER0 |

Actual settlement

Donaldson Army Aviation Fa - Level 2 (Z)

B SR

On this screen select Menu >
Go to > Settlement
Parameters

| Maintain Settlement Rule: Parameters

Maintain Settlement Rule: Parametersy

wWBs element

C_E240 0033 AZ000

Donaldson Army Aviation Fa - Level 2 (Z)

Parameters
Description

Settlerment profile

Change the Z002 to Z003.
Back out and SAVE

zZoo2 —serPr for Projedts (MO 107

Allocation structure

P1 P33 Allocations

P& transfer str.

Source structure

P1 P3S Source Structure

Assetwvalue date

Hierarchy number

Strategy Sequence

Entered by

ROBOO835 on 11 /04520089

Last changed by

an

We are essentially telling the system that this WBS should NOT be settled.
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Capitalization to an Asset

@ The Final Settlement process will be executed
centrally by the OCG for FY2012.

@ Agencies must notify the OCG of any projects
that are complete and a settlement to an asset Is
required.

@ You must set up the asset shell and give that
Information to the OCG with your request.
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Capitalization to an Asset cont.

@ Prior to capitalization of any project, agencies
should review all expenditures in the expense
WBS to determine if any should be capitalized.
If so, move to a capital WBS.

@ Parking WBS should be reviewed to determine
If any parked expenditures should be
capitalized.
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Lesson 11 Summary

@ You should now be able to:

— Understand the management of project
related PO’s

— Understand the use of different types of
WBS and how they may affect AuC (CIP)
periodic settlement

— Understand the Final Settlement process
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Course Summary

@ 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.

— 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.

— 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.
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Any Questions?
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Next Steps

@ 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

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

@ 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

@ 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

—  When in 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

@ 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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APPENDIX A



FI — General Ledger Master Data

@ 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 Receilvable Transactional

Data

@ Standard Document Type

— DA Customer Document

- DR Customer Invoice

- DG Customer Credit Memo
- DZ Customer Payment

- ZW ACH/Wire Deposits
- ZD General Deposits (cash & checks)

- ZJ IDT Invoice Billing
- ZK IDT Credit Memo
- ZF IDT Recelpts

— AB Clearing Document
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Funds Management Data Integration

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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