
 

© State of South Carolina. All rights reserved. 

User Group Meeting 
Friday, April 26, 2013 



 

© State of South Carolina. All rights reserved. 

Welcome and Updates 
John Taylor, SCEIS User Support Team Manager 
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CG’s Office Year-End Key Dates & Notes 
Anjali Griffin, CG’s Office 



4 

Financial Reporting Contact 

The financial reporting contact address for the 
Comptroller General’s Office is: 

 
cafr@cg.sc.gov 

 

mailto:cafr@cg.sc.gov�
mailto:cafr@cg.sc.gov�
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Key Dates for Year-End 
Processing 

June 24 – SCEIS to issue report on trips pending approval 
(Travel Module)  

 

June 28 – Agencies to process Travel Documents and 
Expense claims by 3:00 p.m.   

 

July 10 – Employee leave taken in FY13 must be entered 
 

July 12 – AP transactions must be received in CGO’s  
workflow by 5:00 p.m.  

 

July 26 – All transactions must be received in CGO’s 
workflow and parked documents must be cleared/deleted by 
5:00 p.m. 

 

August 2 – Submission of  Special Proviso Carryforwards to 
OSB by 5:00 p.m. 
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Vendor Recovery Audit Example 
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SCEIS Year-End Key Dates and Notes 
Bruce Burnett, SCEIS Finance Team Lead 
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Year End Reminders 
Park Documents  FBV3 
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Year End Reminders 
Park Documents  FBV3 

Exclude Doc Type ZI 
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Year End Reminders 
Park Documents  FBV3 

10 
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Year End Reminders 
Park Documents  FBV3 
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Year End Reminders 
Future Doc Dates  FAGLL03 

2000010000 
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Year End Reminders 
Future Doc Dates  FAGLL03 
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Year End Reminders 
Future Doc Dates  FAGLL03 
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Year End Reminders 
Future Doc Dates  FAGLL03 

Depending upon Payment 
Terms, this may not pay until 
22 days from this date 
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Any Questions? 
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SCEIS Finance Refresher 

Refresher Topic: Credit Memos for “V” Vendors 
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How to determine “V” vendor 
 

1. Using trans code XK03 enter vendor number 
 

2. Tab to the fifth screen, to view payment methods 
 

3. If “Payment Methods” field is populated with a “V” 
for A/P Credit Cards – NON P/R, we are dealing 
with a “V” vendor 

“V” Vendor 
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“V” Vendor 
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   Normally, with vendors that receive checks or EDI 
payments, the system combines Credit Memos with Invoices 
for each agency and issues a check for the difference.  

  
 Invoices for “V” vendors are automatically set to “Payment 

Method” of “S” for single check.  The system will not match 
“S” invoices with Credit Memos, therefore, without 
intervention, the Credit Memo will never be matched to a 
payment. 

“V” Vendor Credit Memos 
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Credit Memo 3300006617 

“V” 
Vendor 

Note 
Amount 
$357.27 
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“V” Vendor Invoice 3003692602 

“V” Vendor 

Amount exceeds 
The Credit Memo 
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Match Invoice to Credit Memo 

Using FB02, Change Document, Credit Memo   

Double Click on Vendor Line  
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Match Invoice to Credit Memo 

Populate “Invoice Ref” field with Invoice Information 
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Match Invoice to Credit Memo 

Enter Invoice to be matched, FY, Line Save 
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Payment Run 

Payment will select both documents and net 
the two for payment 
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Any Questions? 
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PBF Status Update 
Beth Quick, State Budget Office 
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Update: SRM 7.2 Upgrade 
Wanda Dixon, SCEIS MM Team Lead 
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SRM 7.2 Go-Live Schedule: 
September 3, 2013 

TASK BEGIN END 
Integration Testing 5/28/2013 6/14/2013 

Record u-Performs 6/17/2013 7/12/2013 

Develop Training Material 6/17/2013 7/12/2013 
Conduct Train the Trainer 7/15/2013 7/26/2013 

Conduct Training 8/05/2013 8/30/2013 
SRM 5.0 System Freeze 
-Software Install, Data 
Migration (Contracts & POs)  

8/19/2013 9/02/2013 

Go-Live SRM 7.2 9/03/2013 
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Status of SRM 7.2 Upgrade 

Upgrade from SRM 5.0 to SRM 7.0 Enhancement 
Package 2 (SRM 7.02) 
Reverse Auction training will be delayed until   
February/March 2014 
Proof of Concept  
– Validated major processes from shopping cart to goods 

receipt 
– Performing all current processes to determine differences 
Reviewing Functional Specifications  
– Any development that is necessary   
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SRM 7.2 Discoveries 

More information accessible on one screen – Shopping Cart Example 
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SRM 7.2 Discoveries 

More information on one Screen – Purchase Order Example 



34 

SRM 7.2 Discoveries 

Screen to begin Sourcing Process - PO or Contract   
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SRM 7.2 Discoveries 

More information on one Screen – Contract Example 
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SRM 7.2 Discoveries 

Excellent ‘Search’ Features   
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SRM 7.2 Discoveries 
 

SAP Purchasing for Public Sector Standard 
Function 
– All Goods Receipt Will be Performed in ECC 

• Shopping Cart users who use the ‘confirm goods’ role in SRM will 
use MIGO in ECC to receive goods  

– Shopping Cart Not Available for Internal Goods for 
Inventory Agencies 
• Shopping Cart users who use  shopping cart to reserve goods  will 

use transaction MB21 in ECC 

 
 



38 

SRM Upgrade Schedule and 
Volunteers 

Integration Testing Scheduled 5/28 - 6/14/2013 
– 3 cycles of 1 week each 

– 37 volunteers currently from 17 agencies 

– SCEIS will create a schedule for volunteers based on 
volunteer functional preference 

Train-the-Trainer Scheduled for 7/15 – 7/26/2013 
– 20 volunteers currently from 8 agencies 

• 2 volunteers (all agencies)  23 (own agency)  2 (where needed) 

– SCEIS will create a schedule for volunteers 
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SRM Upgrade Schedule and 
Volunteers 

Training: Scheduled for 8/05 – 8/30/2013 
– Shopping Cart Creators 

• On-line Training Course for those who have been using the SCEIS 
system 

• Instructor-led may be offered for those who haven’t been using 
SCEIS system  

– Shopping Cart Approver 
• On-line Training Course 

– Goods Receiver 
• On-line Training Course 

 



 

© State of South Carolina. All rights reserved. 

Break 
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Software Upgrades 
John Taylor, SCEIS User Support Team Manager 
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Software Upgrades:  SAP GUI 

Visual Appearance / Usability 
– Slight color and font variations 
– Some icons may shift position 
– When logging in, users are taken directly to the “SAP Easy 

Access” screen. They no longer have to choose 
“Production.”  

– Once a connection to an SAP system has been 
established SAP GUI shows the connection is secure 
indicated by a “lock” icon in the SAP GUI status bar 

Agency Advocates will email a rollout schedule 

Watch for an additional announcement in the upcoming 
Weekly Update 
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Software Upgrades:  
Business Explorer 

This upgrade is required for implementation of the 
Public Budgeting Formulation.  
Business Explorer  icons will change in visual 
appearance to look more like Excel 2010. Icons will 
also move in location, impacting navigation. 
Users may continue BEX Analyzer version 3.5, but 
may also access BEX 7.3 
When executing Excel “in place” in SCEIS, the user will 
work with Excel 2010 spreadsheets. It is not necessary 
for the user to have Microsoft 2010 programs installed 
on his or her computer to use Excel 2010 “in place”.) 
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Software Upgrades:  
Business Explorer 

Log into SCEIS as you normally do. Once you have logged 
in, select the “BEX Analyzer 3.5” icon. 

  
 
 

You will notice a Windows logon notice.  Click on “OK”. 

BEX Analyzer 3.5 

https://sceisgateway.sc.gov/�
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Software Upgrades:  
Business Explorer 

Click on “Trust all from publisher” to move beyond the one 
time only Microsoft Excel Security Notice 
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Software Upgrades:  
Business Explorer 

The first time you log into BEX 3.5 after your agency is 
upgraded to SAP GUI 7.3, you will be asked to verify your 
name and initials as they are recorded in the system. 
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Software Upgrades:  
Business Explorer 

To display the BEX toolbar, select the “Add-Ins” tab. 
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Software Upgrades:  
Business Explorer 

Access the BEX Toolbar 
 
 

NOTE:  Users are encouraged to explore BEX 7.3 during 
this transition period.  Training is being adapted over the 
summer for courses which we anticipate offering in the Fall. 
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Purchasing Scanners for Use with SCEIS 
Glenn Vose, SCEIS Imaging 
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Scanners for Use with SCEIS 

There are two SCEIS-standard scanner models: 
– HP Scanjet 7000s2 
– HP Scanjet 5000 

 

Some other scanners might “work” with SCEIS in a 
basic way.  

 

Non-standard scanners are not supported by 
SCEIS, and might not provide automatic functions: 
– Identification and deletion of blank pages 
– Page orientation 
– Removal of black borders 
– Image quality control 
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SCEIS Imaging Support 

Complete information about SCEIS-supported 
scanners is available on the SCEIS website: 
– Scanner Guidance Document (with pricing details) 
– Installation and Configuration Guides for current and past 

SCEIS-standard scanners 
– Instructional documents for completing common imaging 

functions 
 

View all of the above information here. 
 

Contact Glenn Vose: 
– gvose@cio.sc.gov 
– (803) 896-2754 

http://www.sceis.sc.gov/page.aspx?id=11�
mailto:gvose@cio.sc.gov�
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User Support Team Updates 
Tracy Powers, Lead 
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Training: Year End Processing 

CO500 SCEIS Year End Processing 
- Wednesday, May 22, 9:00 a.m. to 5:00 p.m.  
- DHEC Peeples Auditorium 
- This workshop will be restructured from past years’ 

presentations. This year, we will NOT have a new-
processors’ workshop and a “refresher” workshop. 
Instead, one presentation will serve all experience levels.  

  
CO500A SCEIS Year End Processing – Grants 
– Thursday, May 23, 9:00 a.m. to noon 
– DHEC Peeples Auditorium 
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Training: Additional Notes 

Enrollment Requests 
– Please assist the User Community by only requesting 

enrollment in courses based on the roles that users will 
have in the system 

– When possible, identify one or two users to represent your 
agency who can then provide assistance to others  

– This will ensure that seats are being reserved for users 
who will be working in the system 

Current Initiatives 
– Development of key courses in high-quality online format 
– Implementation training (e.g., legislative agencies, PBF, 

SRM 7.2, development of BW 7.x training) 
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Help Desk:   
Tools and Efficiencies 

We are exploring tools that allow the Help Desk to 
work more efficiently with the functional teams (e.g., 
instant messaging, wireless headsets) 
We will soon begin working with agencies on 
communication opportunities to reduce the number 
of password resets which will assist with improved 
productivity. 
Recent items have been included in the Weekly 
Updates and prepared for the User Group meeting 

• Importance of providing critical detail in Help Desk tickets 
• How to submit a screen shot of an error message 
• How to address common Leave and Time error messages 
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Help Desk:   
Tools and Efficiencies 

Your first and last name, SCEIS Username, Personnel 
Number (PERN), agency, work phone number and email 
address.  Please do not submit SSNs. 

• If you are submitting a ticket for someone else, include all of this 
information for him or her, as well. 

The specific portion of SCEIS in which you are experiencing 
issues (e.g., MySCEmployee MSS or ESS, SRM Shopping 
Cart, SRM Buyer, AP, or GM) 
The wording (screen shot if possible) of error messages  
A detailed description of the issues noting transaction codes, 
document numbers, shopping cart number, trip numbers, 
time/leave dates, etc., as appropriate.   
If you are contacting the SCEIS Service Desk to follow up on 
an item, please tell us and provide the ticket number. 
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SCEIS HR/Payroll Refresher 

Refresher Topic: MySCEmployee Reminders and Enhancements 
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Past MySCEmployee 
Enhancements 

Last year, we implemented a set of enhancements 
to MySCEmployee: 
– Added “Portal Favorites,” which allow ESS and MSS users 

to customize a navigation menu with one-click links to the 
MySCEmployee pages they use most often. 
 

– Added page personalization options for some screens in 
ESS and MSS, to allow users to customize some 
MySCEmployee screens with multiple parts. 

– Read full details about these enhancements here. 

http://sceis.sc.gov/documents/MySCEmployee_ESS_and_MSS_Improvements_Available_Beginning_April9,2012.pdf�
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Upcoming MySCEmployee 
Enhancements 

To build on last year’s enhancements, we will add 
some minor tweaks, effective Friday, May 3: 
– Make the Navigation Panel, with Portal Favorites, open 

automatically when users log in. Currently, it is closed by 
default when users log in. 
 

– Move links to Help and Tips and Tricks documentation into 
the Navigation Panel. Currently, it is located within screens. 
 

– Place Time Entry and Leave Request Entry sections side-
by-side on the Record Working Time screen for improved 
visibility. Currently, the Time Entry section appears on top of 
the Leave Request Entry screen. 
 

These will be announced in Monday’s Weekly Update. 
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ESS Leave Request Screen 
with Navigation Panel Open  
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Record Working Time Screen 
with Side-by-Side Layout 



Next Meeting 

 

Friday, June 28, 2013 
MTC Northeast Campus 
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