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Welcome and Introductions

South Carolina Enterprise Information System

Welcome to CO500 SCEIS Year-End

Management Process for Agencies
@ Introductions

@ Sign-in sheet
@ Restrooms
@ Breaks

@ Parking lot

@ Complete course evaluation



Classroom Logistics SWEIS

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

@ Feel free to ask questions

@ No emall or internet usage during class
except at breaks



Course Description and Goal SWEIS

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 SAP 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 SWEIS

@ Upon completion of this course, you should 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.




Course Learning Objectives, cont. SWEIS

— 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.



Course Learning Objectives, cont. SGEIS

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
controlling allocations at year-end.

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




Discussion Requirements SWEIS

@ 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.




Reference Materials SWEIS

@ Agency Budgets, including Carry Forwards for
FY2010

— General Appropriations Bill, Fiscal Year 2010-2011,

= http://www.scstatehouse.gov/sess118 2009-
2010/appropriations2009/gabxxxx.htm

— South Carolina Comptroller General Office
= http://www.cqg.state.sc.us/

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

— Statewide Spending Transparency Initiative




Reference Materials, cont. SWEIS

@ South Carolina Materials Management Office

— http://www.mmo.sc.gov

— The South Carolina Consolidated Code and
Associated Regulations

@ Appendix A

— General Ledger Master Data

— FI — Accounts Receivable Transactional Data
— Funds Management Data Integration

— Sample Parked Document

— Business Warehouse (BW) uPerform link
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uPerform and Additional Practice SWEIS

@ SCEIS uPerform Performance Support System
— Ignore “Log In”. No login to uPerform is needed.

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

—  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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SWEIS

South Carolina Enterprise Information System

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

TECHNOLOGY



Course Schedule SWEIS

@ Lesson 1: Understanding the Year-End Closing
Process

@ Lesson 2: Managing Carry Forward Processes

@ Lesson 3: Purchasing Documents and the
Procurement Processes

@ Lesson 4: Managing Inventory Processes

@ Lesson 5: Managing Expenditures and Accounts
Payable Processes

@ Lesson 6: Managing Revenue and Accounts
Receivable Processes
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Course Schedule SWEIS

@ Lesson 7: Procedure for Managing Budget
@ Lesson 8: Managing Cash Status

@ Lesson 9: General Accounting “Clean-Up” of
Parked Documents, Workflow, Funds
Reservations, Adjusting Entry Documents, and
Fixed Assets

@ Lesson 10: Procedure for Managing Grants
@ Lesson 11: Year-End Cost Allocations
@ Lesson 12: Year-End Project Accounting
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SWEIS

South Carolina Enterprise Information System

LESSON 1: UNDERSTANDING THE
YEAR-END CLOSING PROCESS

TECHNOLOGY



Lesson 1 Learning Objectives SWEIS

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

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

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

— Understand the SCEIS year-end closing process.

— Understand how year-end affects SCEIS and SCEIS
Agencies.
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Key Terms and Concepts —
Fiscal Year (FY) in STARS SUED

@ 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 —
ScEIS

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

South Carolina Enterprise Information System

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 2010 for Agency processing is
Friday, July 16t".

No more transactions can be posted to STARS or SCEIS
after July 16" by an Agency.

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

July 16t will be the closing date for all Agencies.

The CGO will have until the end of July to perform their
general closing entries — just as in the past.

SCEIS Team will perform several closing steps:
— opening and closing periods of operation,
— moving or closing documents, and

— moving or closing account balances.

Hopefully, this can be accomplished by end of Auqust.

Plans are to prepare the State’s financial statements
from SCEIS for the current fiscal year.
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South Carolina Year-End Closing

Process cont. SEEB
STARS 2010
06/01 - 06/30/10 | 07/01-07/16/10 |07/17 - 07/31/10
FM12 2010 FM13 2010
FMO1 2011 FMO1 2011
SCEIS 2010

06/01 - 06/30/10

07/01 - 07/16/10

07/17 -07/31/10

Period 12 2010

Period 12 2010
(extended Period 12)

Period 1 2011

Period 1 2011
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Year-End Closing and

State Closing Packages SCES

@ Agencies fiscally (annually) produce and submit year-end
adjustments on standard CGO forms (packages).

@ “Atyear-end, the [CGOQO] posts data from the completed
forms to the State's GAAP-basis financial reporting
system. Only then can the Comptroller General's Office
close the State's GAAP-basis books. This is why [CGO]
call the packages "closing packages.” *
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Year-End Closing and
State Closing Packages cont.

South Carolina Enterprise Information System

@ Closing Packages are used by the CGO to aid in
the preparation of the State's financial statements.

@ Closing Packages are required for financial
statement information that is non-financial, and is
in the future or not recorded in STARS or SCEIS.

23



State Closing Packages and SCEIS SwEIS

SCEIS can provide some information required by the
closing packages, such as the following:

@ Accounts Payable paid in July and August that
pertain to the prior fiscal year.

= |n order to provide this information later, Agencies
will be required to identify this information as you
process payments in July and August. This will be
discussed more in Lesson 5.

@ Miscellaneous Revenue, if you use SCEIS to
record A/R.
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State Closing Packages and EIS
SCEIS cont. SCEIS

@ Tax Revenue receivables and payables related to
taxes
— Taxes receivable, if you record this in SCEIS.
— Refunds payable, if you record this in SCEIS.
— Deferred revenue, if you record this in SCEIS.

@ Operating Leases involving equipment leased,
which will not be purchased
— Most information will not be available in SCEIS because

the information required is non-financial and future
payments.

25



State Closing Packages and IS
SCEIS cont. SWEIS

@ Capital Assets recorded in SCEIS

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

— Reconciliation of 0600 expenditures to asset additions —
this will still be required for 2009-10 for the portion of the
year your agency was not on SCEIS.

— Assets additions not paid through 0600 expenditures, ex.
Donations, can and should be recorded in SCEIS.

— Depreciation
= Full and modified accrual depreciation are recorded in SCEIS.
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State Closing Packages and IS
SCEIS cont. SWEIS

@

For FY 2010, the Comptroller General's Office is assessing
changes to the closing package procedures. You will be notified

of changes before the closing packages are due.

Every Agency, on SCEIS or not, is required to file closing
packages.

Bottom line — If the information is in SCEIS, it can be obtained
for closing package purposes.

Some information will require input by Agencies, some
information can be obtained by SCEIS reports, and some
information will never be available in SCEIS (or STARS).

The CGO will continue to evaluate the closing package
requirements.
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How Year-End Closing Affects SCEI
Agencies

South Carolina Enterprise Information System

@ 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 necessary as your books already
reconcile with STARS. Info entered into SCEIS first, then STARS.

@ Also, since SCEIS is the official state book of record and you record
your transactions directly into this system, there is no need for
reconciliation; however, this requires you to maintain the accuracy of
your data in SCEIS.

@ You must be finished processing, paying, budgeting, receipting goods
and deposits, correcting, etc. in SCEIS by July 16th.
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Learning Activity 1 SWEIS

@ SCEIS will not have a fiscal month 13.
@ SCEIS Agencies will still be able to process
transactions for the current year until July 16 - just

like non-live Agencies.

@ SCEIS will provide all the information needed for
the State’s closing packages.
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Lesson 1 Summary SWEIS

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

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

— Understand the SCEIS year-end closing process.

— Understand how year-end affects SCEIS and SCEIS
Agencies.
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SWEIS

South Carolina Enterprise Information System

LESSON 2: MANAGING
CARRY FORWARD PROCESSES

TECHNOLOGY



Lesson 2 Learning Objectives SWEIS

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

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

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

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

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

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

@ FMAVCRO1 — Display Annual Values of Control
Objects

33



Carryforward Documents SWEIS

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

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

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

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

— VT 52 - Business Trip Commitments

34



Carryforward Documents cont. SWEIS

@ The following value type will not be carried forward:
— VT 81 — FUNDS RESERVATIONS

There are 2 types of funds reservations - one for
iInventory connected to material reservations which
cannot be carried forward and the other is financial and
could be carried forward. ZFMJ2 is only controllable by
the value type and cannot be separated technically by
the type of value type for security on this transaction.

Part of the funds reservations cannot be carried
forward, so none will be and all must be deleted by
year-end.
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Purchase Orders

@ How do you determine if a PO should be carried
forward or closed?

Received Goods/
Services

Received Invoice

Decision

Before or on 06/30

By CG closing date

Pay in current year,
mark final invoice

Before or on 06/30 After CG closing date | Carryforward
After 06/30 Before or after CG Carryforward
closing date
Not going to receive N/A Close with final invoice
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Inventory Purchase Requisitions

PO going to be
completed?

Decision

Before or on 06/30

Leave in old year, keep
checking on status

Between 06/30 and
CG closing date

Leave in old year, keep
checking on status

Not going to convert to
a PO

Close PR

After CG closing date

CF the PR to the new
year

@ How do you determine if an Inventory PR should be
carried forward or closed? (Note: There are no PRs
for other types of purchases.)
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Business Trip Commitments SWEIS

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

Trip will be made Expense Report Carryforward?
Rec’d
Before or on 06/30 Before or on July 161" | Leave in old year, keep

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

After 06/30 Before or after 06/30 Carryforward
No trip will be made Before or after July Delete
16th
Commitment still After July 16th SCEIS team will carry

outstanding by 07/16 forward the document
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ZFMJ2 Security SWEIS

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

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

@ Authorization will only be allowed for the
following items to be carried forward:
— VT 51 - Purchase Orders
— VT 50 - Purchase Reqs (Inventory only)

— VT 52 - Business Trip Commitments
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Transaction ZFMJ2 SWEIS

@ This transaction allows a “Test Run.”

@ It is 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 in the New Year SWEIS

You can control AVC in 2011 for CFWD items.

@ No availability control:

— Availability 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.
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AVC Check in the New Year cont.

SWEIS

South Carolina Enterprise Information System

Ararm Edit o Environrmeant

I = 60 G5 1 #a ThoAT 14 | 1 | &

Year-End Closing: CarryTornwvard of Open Hems

L

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 =
| = pultiple Selection Fh Account Assidgnrm. .. wariant RHarme

Restriction at Document Lewel

“alue Type to
Cormpany Code to
Docurment Rumber to

ols

Fl Docurments

Fl doc na.fisc.year

Frocess Contral

[»] Test Run

[ Process withh Diialog

Block Documeants

Availability Control Check =l
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South Carolina Enterprise Information System

@ If you process with no budget checks on the
carry forward, you will need to monitor your
negative budget balances in the new year and
move budget appropriately.

@ You can check negative budget balances by
using FMAVCRO1 and checking the box titled
“Display Budget Deficits Only.”
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FMAVCRO1 cont.

South Carolina Enterprise Information System

= 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

SWEIS

South Carolina Enterprise Information System

=
BErogram Edit Soto Environrment Sy=term Help

&= = A H I & &E @ B E G 2 EE AT RS | EE] D G O

Year-End Closing: Carryforward of Open Items

Frd Area sSCE

Sender Fiscal wear 201 6 | <

Be sure Sender Fiscal Year is 2010

FRestriction on Fhi Account Assignments

CGrant to =
Ilalaiiiaal * o
Funds Center to =
L-UTTITTITLrrigric 1rteErri L '::}
Functional Area to =
Funded Pragrarr to (=3
Restriction According to Attributes
| == multiple Selection Fi Account Aasignm...l wariant Rame
Restriction at Document Lewvel

walue Type to (=3
Company Code to o
Docurment Rlurmber to =

Fl Docurments

Fl doc nofiscwear

Frocess Cantral N )
] Test Run € Be sure to run in TEST first!!

[ Process with Dialog
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ZFMJ2 Transaction, cont. SWEIS

@ Funds Center is 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 A010Z£242422222777
@ You need to do this so that you will not limit

your documents selection to only documents
with certain funds centers.
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/ZFMJ2 Transaction, cont.

South Carolina Enterprise Information System

@ Fill in the Value Type you want to carry forward
and company code SCO1.

@ 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

1o

.\
}{F{F

FI Documents

Fl doc.nofisc.year

‘ Multiple Selection Fields \
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ZFMJ2 Transaction cont.

South Carolina Enterprise Information System

@ You can copy a list of documents from an
Excel spreadsheet and insert it into the

multiple selection by clicking on the clipboard.

ll:'j' hultiple Selection fof Document Mumber

Select Single Yalues Select Fanoges i Exclude Single Yalues i Exclude Ranges
o jSingle walue | |||
- [~]
[~]
L4 ][] [ |[a][*]

X

51 ) ) o s
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ZFMJ2 Transaction cont. SWEIS

If you erroneously carryforward a document:

@ You will not be able to carry it back!

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

@ DO NOT DELETE it after Carry Forward!!!

— 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. SWEIS

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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Lesson 2 Summary SWEIS

@ You should now be able to:

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

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

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

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

51



SWEIS

South Carolina Enterprise Information System

LESSON 3: PURCHASING
DOCUMENTS AND THE
PROCUREMENT PROCESSES

TECHNOLOGY



Lesson 3 Learning Objectives SWEIS

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

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

— Close purchase orders and corresponding requisitions (if
applicable) in the current fiscal year.

— Understand the importance of completing all goods
receipts by June 30t and invoice receipts by July 16t.

— Create Shopping Carts for FY11
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Key Transactions SWEIS

@ ME2N - List Display by Purchase Order Number
@ ME22N — Change Purchase Order

@ BW — Open Encumbrance Report

"2
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Purchasing at Year-end SWEIS

@ Near the end of the year, funding begins to tighten,
especially using encumbrances.

@ It is important to manage your purchase orders (PO’s) to
free up budget necessary to complete payments.

@ Because purchase orders encumber budget, it is important
to delete or reduce those documents which will not be paid
in the current year, so you will have sufficient budget and
cash in State funds.
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Purchasing at Year-end, cont. SWEIS

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

— PO'’s that are no longer appropriate or necessary, and
— PO’s that may need to be reduced in quantity or price.

@ Use transaction code ME2N for a list of POs.

@ Review these lists reqularly during the months of June and
July to aid in releasing budget for spending at year-end.

@ Use transaction code ME22N to delete PO’s and also “final
invoice” Blanket Purchase Orders.
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ME2N — Open Purchase Orders SWEIS

@ You can also use transaction code ME2N to view a variant
report with open purchase orders; this report will pick all

line items where “still to be delivered gty” or “still to be
invoiced qty” is not equal to 0.

@ MEZ2N does not show any Purchase Order that has the
Final Invoice selected or delivery completed indicator set.
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ME2N

with Variant

SWEIS

South Carolina Enterprise Information System

=4
Program  Edit

&

Goto

Systern Help

2 AE @S EHE SDOD I HEE @@

E@@

Purchasing Documents per Document Number

Docurnent Typ
Purchasing Grou
Plant

Item Category
Account Assignment
Delivery Date
Walidity kKey Date
Range of Coverage to

(& ABAP: Variant Directory of Program RMOEENQO
EEEE (=]

to = Variant cataloa for pragram RMOGENOD

to E Wariant name |Sh0rt description |

BEST o APS_SEARCH Search by old APS number

o = KIMBER Kimher's Contracts

- E MM STATEVWIDE MMO Statewide Contracts
OFPEM_PO_1 Open PO wio final Invaice ALY

0 ? QOPERM_FO_2 Open PO wio final Delivery ALV

to =a OFPEM_PO_RPT POwioFinal Inv or Del items

to 2 STATE TERM Contracts with ZMMO ZITM

to 2 FBILL_COMNT Contract Search for Doc type

ta 2

|

Wendaor
Supplying Plant
Material
Material Group
Cocurment Date
Intern. Aricle Mo, (EAMILUPC)
Yendor's Material Mumber
endor Subrange
Pramatian

Season

Season Year

Short Text

»Click here to see the variant directory.
»Click OPEN_PO_RPT.
=Execute the report.

Yendor Mame

b [ MEIN | SCEISECPAP2 [ INS [ /]
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MEZ2N with Variant cont.

SEEIS

South Carolina Enterprise Information System

=
List Edit Goto “iews
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Purchasing Documents by Document Number
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MEZ2N with Variant cont.

SWEIS
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ME2N — Open Purchase Orders contS(@EIS

@ You will be able to see if a PO is completed by
comparing two fields:

— Still to be delivered
— Sitill to be Invoiced

@ Zero in both field means it has been completed.

@ Zero in “Still to be Delivered” means it has been
received and there are no items to be delivered.

@ Zero in “Still to be Invoiced” means all items have
been invoiced.



Closing Open POs SWEIS

@ Once you have reviewed your listings of open POs, you
may find items that need to be deleted for various reasons:

— PO that will not be delivered or needs to be cancelled
— PO that has items that cannot be delivered
— PO that has items that need to be reduced
@ Remember, POs encumber budget. Itis important to have

only those POs open that should be open at this point to
free up budget for payments.

@ Do not close an open PO that has a goods receipt. An
invoice should be pending, which will require the PO.
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Select Final Invoice SWEIS

@ If you have already received or invoiced a
Purchase Order but there is still encumbered
funds you can release the funds by selecting “Final
Invoice.”

@ Use transaction ME22N to select “Final Invoice”
and close a PO.
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Closing a PO - ME22N

SEEIS
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losing a PO - ME22N cont.

SWEIS
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osing a PO - ME22N cont. SWEIS

South Carolina Enterprise Information System
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osing a PO - ME22N, cont.
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Closing a PO - ME22N cont.
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List Edit Goto Views Seftings Systern  Help
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Document Journal

Document Journal

FM Area sco
Year Commitment tem 2008
Commitment tem

Funds Center

Fund

Layout
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You can see by this screen that all funds have
been released from this Purchase Order.

Note: Since we are completing this PO through the
invoice and not deleting it, the funds are not returned to
the PR; therefore, you do not have to delete the PR
using this method.

b Ece i B sceisec want (s [ [ 7
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Open Encumbrance Report S@EIS

@ The Business Warehouse Open Encumbrance
Report shows ALL open Encumbrances including:
— Open Purchase Orders
— Open Requisitions
— Parked Fl documents
— Funds Block is being added

*Business Warehouse (BW) training is posted on the
SCEIS Website in uPeform.
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Completing Goods Receipts
and Invoices

South Carolina Enterprise Information System

@

Besides freeing up budget for unnecessary POs, it is
Important to post all goods receipts and invoices prior to
year-end.

Goods receipts posting allow invoices to be paid. If
goods receipts are not posted, payments cannot be
processed.

Invoices for goods and services received by June 30
should be paid in the current year; otherwise, new year
funds will be used for prior year expenditures and prior
year funds will lapse which may cause budget shortfall in
the new year.

70



Creating Shopping Carts for FY 11
g PpPINg SQEIS

@ End users can begin creating shopping carts NOW for

FY 11.

@ If Account Assignment is known, Shopping Carts can
be created and placed on hold for future release by

checking “Future Fiscal Year Shoppin

Step 3 Complete and Order

Mame of Shopping Cart

Motes for Approval

Approval Preview

[order| | Hold | [ check|

To make it eazier to find the shopping cart later, enter a name for the shopping
In the approval preview, you can =es who iz rezponzible for approval

Future Fizcal Year Shopping Ca [+

|Fr10 office Supplis

zhopping cart. %o

Budget

Cart”
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Lesson 3 Summary SWEIS

@ You should now be able to:
— Generate a list of open purchase orders (POs).
— Close purchase orders in the current fiscal year.

— Understand the importance of completing all goods
receipts by June 30t and invoice receipts by July 16t.

— Create Shopping Carts for FY 11.
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Lesson 4 Learning Objectives SWEIS

@ Upon completion of this lesson, you should 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
inventory.

— Understand what reports to review at year-end to
manage inventory.
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Inventory SWEIS
(@) Purchase Requisitions/lMRP @ Invento!'y 1S replems_he_d n
Q SAP using PRs. This is
wJ *Inventory Replenishment the only procurement that

SRM

Shopping Cart

*Inventory Consumption
*Non-Inventory Procurement

produces a Purchase
Requisition

Material Reservations that
consume inventory are
Initiated as a shopping
cart in SRM or manually in
ECC by the requestor
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Material Reservations SWEIS

The Inventory process has several steps:

@ The initial request from the user is done as a
“shopping cart” in SRM to consume inventory.

=

O O

@ Upon approval of th . material reservation
IS generated in IM ECC with a corresponding funds
reservation in FM ECC

— (Funds Reservation number can be located in the Account
Assignment Data of the Material Reservation and vice versa)

MATERIAL
RESERVATION —
Automatically

Generated
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Material Reservations cont. SGEIS

@ Upon goods issue to the user the material
reservation is reduced which reduces the funds
reservation and creates an automatic Due To/Due
From (GL 1000000000) if business area and or
funds have been crossed.

INVOICE . MATERIAL - AR
RESERVATION

Reduced Reduced
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Material Reservations cont. SGEIS

Review Material Reservations & Funds Reservations

— Inventory funds reservations encumber budget just like
other funds reservations.

— Funds Reservations have a unique Document Type (MR)

— If you need to release funds for the current year, then
you can reduce the material reservation (which

automatically reduces the associated funds reservation)
by one of the following methods.

= Reducing Reserved Quantity on the Material Reservation

= Setting “Final Issue” indicator during Goods Issue
Transaction

= Setting “Final Issue” indicator in MB22 — Change Material
Reservation

These transactions can only be done by a buyer. AP
personnel cannot close a material reservation.
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Material Reservations cont. SGEIS

South Carolina Enterprise Information System

@ If the material reservation is adjusted upward or
downward, the funds reservation related to
iInventory will also be automatically adjusted.

@ If the funds reservation is adjusted, the material
reservation will NOT automatically be adjusted.

vkt B = RrRT J
RTL N wvT 1
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Material Reservations cont. SWEIS

@ Be sure to make adjustments for inventory to the
material reservation and NOT the funds
reservation!

NOTE: DO NOT Manually Liguidate MR Type Funds
Reservations.

@ All material reservations should be adjusted to
zero by June 30.
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Inventory PR & PO SGEIS

South Carolina Enterprise Information System

@ Inventory replenishment is done in SCEIS/ECC
(not SRM) by using a purchase requisition (PR)
and Purchase Order (PO) process.

Al
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Inventory PR & PO cont. SWEIS

@ Purchase Requisitions are converted manually to
Purchase Orders.

@ At year-end, there may be PRs and POs that need
to be closed, deleted or carried forward.

@ PRs and POs associated with inventory need to be
reviewed just like other POs.
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Inventory PR & PO cont. SWEIS

@ Closing an inventory PR or PO can be done
by:

— procurement staff using MES2N and ME22N and
marking the PO indicator “delivery complete”

@ Closing an inventory PR or PO cannot be
done by accounting staff.

@ Carrying forward a PR or PO can be done by
ZFMJ2.
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Inventory PR & PO cont. SWEIS

@ At time of conversion from a PR to a PO, the commitment
transfers from the PR to the PO.

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

@ Likewise, if the PO is deleted, the Commitment transfers
from the PO back to the PR.

PR $-0- PO $100
Delete PO PR $100 PO ($100)
Result PR $100 PO $-0-
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Inventory PR & PO cont. SWEIS

@ If you delete a PO Line item the PR is open
again so it also needs to be deleted.

@ This only occurs with inventory as there are
not PRs created with regular purchases
through SRM.

@ Use caution if you delete a PO associated
with inventory!
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Inventory PR & PO cont. SWEIS

@ If you delete a PO to free up encumbered
funds and there was a PR, the funds are still
encumbered until you delete the PR.

@ If you close a PO, the PR is NOT open again.

@ Closing a PO is recommended over deletion
for this reason!!
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Year-end Considerations SWEIS

@ Physical inventory count

— Ensure that all inventory items are counted at least once
In the fiscal year

— Post any inventory adjustments prior to July 16t for 2010
@ Inventory scrapping

@ Monitor Slowly Moving Stock / Obsolescence /
Surplus

@ Ensure that goods receipts are posted in a timely
manner
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Year-end Considerations cont. SWEIS

@ Sales Orders

— Review all open Sales Orders

— Review all pending and open Deliveries — these should
relate to open Sales Orders

— Review all open Billing Documents related to Sales
Orders — be sure all deliveries have been billed.

@ Sales Contracts
— Review all open Sales Contracts
— Review all pending and open Billing Documents

@ Be sure these items are accurate at year-end for
CAFR purposes as CG will make accrual entries
based on these open items.
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Lesson 4 Summary SWEIS

@ You should now be able to:

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

— Understand impact of open PRs and POs.

— Understand other year-end considerations for managing
iInventory.

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

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

— Understand how SCEIS will handle the final accounting
period.

— Record expenditures in period 12 of the current fiscal
year.

— Understand the error that will occur for payment terms
for current year payments in extended period 12.

— Record expenditures in period 1 of the new Fiscal Year.
— Record accounts payable for FY2009 in July and August.
— Review accounts payable balances.
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Key Terms and Concepts SWEIS

@ Please refer to the “Complete AGENCY-CG
Accounts Payables Quick Reference Guide” in the
uPerform site for key A/P terms and concepts.

— Go to http://uperform.sc.gov.

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

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

@ F\VV60 — Park Vendor Invoice

@ MIR7 — Park Incoming Invoice

@ FBL1N — Vendor Line Item Display
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Using the Posting Date —
FV60 & MIR7 SEIS

@ 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.

FY2010 FY2011

Use 06/30/2010 through Use current dates in July
July 16 from July 1 - 31
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Using the Posting Date — FV60

SWEIS
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Using the Posting Date — MIR7 SWEIS

Edit Soto Sy=temrm Help
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Final Invoice Indicator — MIR7

SWEIS
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Payment Terms SWEIS

@ Currently, payments are set at “Net 30 Days” which initiates

a payment run 22 days from the date of invoice. This
means that if your invoice is dated June 18!, then the check
is not actually cut until June 22"d. This enables the State to
meet general payment terms of Net 30 Days.

For payments made during July for the prior fiscal year, the
iInvoices 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.

SWEIS
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rior Year Payables in the

N eW Ye a r South Carolina Enterprise Information System

@ The Accounts Payable closing package requires the

reporting of payables at June 30t for the prior fiscal year
paid in the new fiscal year.

@ Example:

— Invoice received in Auqgust for services performed in May.
— The prior fiscal year is closed — closed July 16™.

— Because the services were performed in May, prior to the

end of the fiscal year (June 30), this payment is a prior
year payable.
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rior Year Payables in the
New Year cont. S@EB

@ SCEIS will be able to report prior year payables as long as
the proper procedures are used.

@ For payments made in the new fiscal year for the prior
fiscal year after the prior year has closed, use the Header
Text field and choose “Prior Year Payable” from the
dropdown box.

@ This field will be used to pull a report for use in preparing
the Accounts Payable closing package.

@ Currently, the Accounts Payable closing package only
requires the capture of these payables paid in July and
August of the new year.
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Prior Year Payables in the
New Year cont.
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Park Vvendor Invoice: Company Code SCO01

|.Ja% Trees on | Caompany Code |||E Simulate || Sawe as completed || Fost ||;‘j3 Editing options |

Transactn Invaice = Bal. IENELE | e
 _MEEETEEEM Payment | Details | Tax | Maotes
wendor SGEL Ind [ ]
Invoice date | Reference
Fosting Date |I33_E|5_2EIEIEI
Ao nt usD 1 Salculate tax
Tax amount =1
[Text Prior vear Payahlg| L=
Company Code SC01 State of South Caralina CSolumbia, S
Lot Mo. |
a ltems { Mo entry variant selected 4|
|—§ SrL acct ID.I’C I.-ﬂ-.mnuntin doc. curr. ICDstcenter |Order |F|_|r'|d |Grant |Assignr‘n
Debit = =1
Debit = =]
Dekbit =
Debit =
Debit =
Debit =
Debit =
Debit =
Debit = [=]
Debit = =1
(111 [[«][>]

s [£= = =
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Open Iltem A/P Balances - FBL1N S@EIS

@

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

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

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

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

The T-code is FBL1N.
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FBL1N cont.

pen Iltem A/P Balances —

SWEIS
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=
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Open Item A/P Balances —
FBL1N cont.

SEEIS

South Carolina Enterprise Information System

<

al a

o DEE B mas | EE @D

Vendor Line ltem Display

L[] > ][v1] NN I I o

wWendor HEOFRI00EE
Company Code SCE1
Name BUDGET ANWD COMTROL BOARD
Citwy COLUMEI A
St|Assignment Documentho | Type Doc. Date |[S|(DD|&mount in local cur. |[LCurr |(Clrng doc.| Text
] @ |Cos55785—aPRIL 3900000448 | 21 oyF. 05,2008 1.004,94- U550 inv . # cO55785 april billing cycle
] i@ | INY.# AR39510 J90000a415 | 21 O3.01. 2008 24 172,50- | USD inv . # AR39510
s @ 25 177, 44-|USD
** Bboccount DEOFE2O000 25 177, 44- | USD
wendor S3E039394
Company Code 5001
Mame DOUGLAS S
City LEXINGTON
St|Assignment Documentho|Type Doc. Date S|DD| &mount in local cur. |LCurr|Clrng doc. | Text
@ |BRD MTG OM &/14 3508001851 [ 2T 14. 05,2008 5,23-|UsSD board meeting aon 5/14/08
* @ 5,23-|UsSD
** Bccount 30039394 G,23-|UsD
Wendor 2E044201
Company Code SCE1
Name DANS R
City LEXINGTON
St|fassignment DocumentNo | Type Doc. Date |[S|(DD|&mount in local cur. |[LCurr |(Clrng doc.| Text
] @ |REGISTRATION FEE 3508000977 2T 13.05. 2008 195, 00- | USD registration for MHCCER instructor certificatiaon
* @ 185, 00- |UsSD
** Bhocount 30044801 195, 00- | USD
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Lesson 5 Summary SWEIS

@ You should now be able to:

— Describe how SCEIS will handle the final accounting
period.

— Record expenditures in period 12 of the current Fiscal
Year.

— Describe the error that will occur for payment terms for
current year payments in extended period 12.

— Record expenditures in period 1 of the new Fiscal Year.
— Record accounts payable in July and August.
— Review accounts payable balances.
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Lesson 6 Learning Objectives SWEIS

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

— Record revenue in the proper fiscal year.

— Understand the CGO 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 SEIS

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
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Key

t ]
South Carolina Enterprise Information System

@ F-04 - Post with Clearing: Header Data

@ FBL3N - G/L Account Line ltem Display

@ FBLS5N - Customer Line ltem Display
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Revenue at Year-End SWEIS

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

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

— All revenue received in the agency as of June 30 must have a
posting date of 6/30/2010 or prior to post to 2010.

— All revenue received as of June 30, but deposited in July must have
a posting date of 6/30/2010 to post to 2010.

— All revenue received after June 30 must have a posting date of
07/01/2010 or after and must post to 2011.
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Revenue at Year-End cont.

South Carolina Enterprise Information System

Received Bank Document Posting Date
Date Validation Date
Date

6/28 6/29 6/29 6/29
Period 12, 2010

6/29 6/30 6/30 6/30
Period 12, 2010

6/30 71 711 6/30
Period 12, 2010

6/30 717 717 6/30
Period 12, 2010

71 7/2 7/2 7/2

Period 1,201




Revenue at Year-End cont. SWEIS

@

@

Deposits for Period 12 (FY2010), and Period 01 (FY2011),
must be deposited on separate deposit slips and entered
as separate transactions in SCEIS.

Agencies must deposit all cash on hand that was
receipted as of June 30, 2010, as Period 12 of FY2010
revenues and will have until 10:30 a.m. July 6% or 7t to
enter the bank deposit in SCEIS for approval by the STO.

All deposit slips transmitted for FY2010 pertaining to
Period 12 of FY2010 must be received in the State
Treasurer’s Office not later than 10:30 a.m. July 6t or 7th,
2010.
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Revenue at Year-End cont. SWEIS

@

If a bank deposit has been validated after Tuesday,
July 7, 2010, you must contact the STO if you need
that deposit recorded in Period 12, FY09-10. This
should be a rare exception, as revenue deposited on
or after July 1, 2010 should be recorded as FY2011
revenue.

It is not necessary to contact the STO prior to
submitting deposits for Refund of Expenditure or
Refund of Travel for FY2010. Use Period 12 on these
deposits and submit them in the normal manner until
July 16%.
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Revenue at Year-End, cont. SWEIS

@ 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
prior 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

SWEIS
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Docurment Edit Goto  Extras
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Enviranment

9 EH I &e@ 2 EEETAaR ) EE @D

Systerm Help

Post with Clearing: Header Data
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Cross-CC no. | |

Clearing text |
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Revenue at Year-End cont. SWEIS

@ If a deposit validated by the bank as of June 30, 2010
has not been recorded by the STO by July 16, it will be
necessary to record this deposit as a FY2011 transaction
and the Agency must contact the Central State Financial
Reporting Division of the CGO for appropriate
adjustments in accordance with GAAP requirements.

@ Agencies are reminded that the year-end cutoff for
FY2010 revenue is subject to audit and the Agency must
maintain documentation to support the cutoft.
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Revenue at Year-End cont. SWEIS

@

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, FY2010.

Transactions to transfer such balances must be entered
on or before July 16t.
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Revenue at Year-End cont. SWEIS

@ Cash balances remaining in Earmarked, Restricted, and
Federal funds after July 31, 2010 will be brought forward
iInto the new year.

@ Cash balances for the previous fiscal year accounts will be
pooled with new fiscal year cash balances during July for
the extended period 12 and period 1.

@ Transactions will not overdraft cash accounts if there is
available cash in either or both fiscal years.
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Accounts Receivable at Year-end SEIS

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

@ 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
-BL3N

Item Display —

SWEIS
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GfiL Account Line ltem Display
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G/L Account Line Item Display — I
FBL3N cont. SWEIS

1300010000 SC01 ACCOUNTS RECEIVABLE - CURRENT
1300011000 SC01 ALLOWANCE FOR UNCOLLECTIBLE ACCOUNTS RECEMABLE
1300020000 SCTT ACCOUNTS RECEVABLE - 10T
1 1
1 1

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

122



Account Line ltem Display —
FBL3N cont.

SWEIS
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Frograrm Edit Goto  Systerm Help
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G/L Account Line Item Display
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G/L Account Line Item Display —
FBL3N cont. SWEIS

Single Y alue: GAL accoun b

& 1300010000

& 1300020000

EAIE i ES
L
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G/L Account Line Item Display —
FBL3N cont. SUEBS
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I=

/L account no. in chart of accounts

-

”‘WIHIMIIH & @IQJEI | CMaster records

GL Acct | Chéc Long Text
1300010000 SC01 ACCOUNTS RECEMABLE - CURRENT
1300020000 SC01 ACCOUNTS RECEIVABLE - IDT

i
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G/L Account Line Item Display —
BL3N cont.

SWEIS
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G/L Account Line Item Display —
FBL3N cont.

SWEIS
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G/L Account Line Item Display

/L Acocount

1300810008 ACCOUNTS RECEIWABLE - CURREMWT

(MM 25 =1 =1 | 8 [ seetions ][ pispute e

Company Code S0
St | Bssignment Documentho|Busk| Type Doc. Date |PE|{&mount in Tocal cur. |LCure|Tx|Glrng doc. | Text
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@ | 200e0aaT ZOUOUOHdZF [ R9T 0| DR Oaratiz00a| ul R5. 00 |00 Inyv. #o0uuad
[ @|200303 20POPOR428 (HI10| DR B3/ 3172008( 01 140,00 |USD Iny. #800043
S | 265.60 |USD
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—_— |
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G/L Account Line Item Display —
FBL3N cont.

SWEIS
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G/L Account Line Item Display

LI [32] 2] P[] | BRI Setestons [ 3 mispue case
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1300010088 ACCOUNTS RECEIWABLE - CURRENT
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[] @|2008033 200000P426 |HA10| DR B3431/2008) 01 T0.00 [USD Inv. #800040 Darlington cty schools
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G/L Account * *
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St|Assignment Documentho|Bush| Type Doc. Date | PHTEmOUC T rocar oo Lourr| Tx[Clrng doc. | Text
rAd 265 00 §USD

128



G/L Account Line Item Display —
FBL3N cont.

Environment

Document  Edit  Goto
&

CoCode SCE
State of South Carolina

Line lterm 1 [ Imvoice [ 01

Arnount 55 .00

Additional Data

Bus. Area |HQ1EI

Disc. hase 5500

SWEIS

South Carolina Enterprise Information System
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Display Customer Line ltems —
FBLSN

SWEIS
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Display Customer Line Items —
FBL5N cont.

SEEIS
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Customer Line Item Display
L[] === > | (B [E_serections | [[3 bise
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.|RLCurr|Clrng doc. |Text
*E 265 .00 IS D
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Display Customer Line Items —
FBL5N cont.

SWEIS
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rgncument Edit Goto  Esxtras  Environment  Systermn Help

& A0 @@ SHE OO0 I RE I @m

Display Document: Line Item 001

]2l »][«][@][ & additional Data |
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Bline Date 03/31/2008 Invaice ref. | |1 e |
PrntBlock | |

Contract | | 4] ] Flow Type [ ]

Assignrment |* |

Text Inv, #800038 =, Long text
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Display Undeposited Cash — FBL3N SWEIS

@

@

The “Undeposited Cash” account 100001000X must be
$-0- (cleared out) at year-end.

Funds are first deposited into this account, then verified by
the STO.

Once verified by the STO, they are moved to the
1000030000 “Cash Deposits” account.

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.

There are no longer “Green Deposit” slips.
To review Undeposited Cash receipts, use FBL3N.
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Display Undeposited Cash —
FBL3N cont.
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FBL3N cont.

Isplay Undeposited Cash —
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/L Account Line Item Display
KIKRAC] [ B [%=] [=] | [B9] [E3 Setections | [T Oispue |
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

135



Lesson 6 Summary S@EB

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

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

— Review Accounts Receivable balances.

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

@

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

— Understand how to process Statewide Carryforward Appropriations
through Proviso 89.29.

— Carry forward General Fund appropriations to the new fiscal year, if
your agency has specific authority to do so.

— Understand how Earmarked, Restricted, and Federal
appropriations will be handled for 2010 and 2011.

— 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 SWEIS

Each of the following key terms and concepts will be covered
In greater details 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 SWEIS

FMEDD — Budgeting Entry Document: Display Budget
Items

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

FMAVCRO01 - Budget Availability Control Report: Overview
of Annual Values
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Budget Items at Year-End SWEIS

@ Clear all pre-posted budget items by the close of the fiscal
year — July 16t,

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

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

@ Statewide Carryforward, will be handled centrally. SCEIS
agencies will not have to enter this information, if there is
any carryforward.
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Display Budget Iltems - FMEDDW  SWEIS
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Pre-Posted Budget Iltems —
FMEDDW
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IFunctional Aarea to |
[Fundeda Frograrmm | |t|:| | |

b hd R At 0 K R0 K K8 K4 02 K R0 K% R4 R K K5 K R K K3 K% K14 R

Layout Selection

Layvout
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Pre-Posted Budget ltems —
FMEDDW cont. SEES

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

72 DA [ 1 =] I
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) 144



Pre-Posted Budget Iltems — SGEIS
FMEDDW cont.

List Edt Goto Beftings  System  Help
G 240 00 BHR ©Don AR @M
Selection List for Entry Documents

U.}];P«EC @Chunse &l Save H selections EEE@

FM 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|

2008/1000000557 000001 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 36038000 P1600000 507000 |0000000000000000 NOT RELEVANT  5300.000000.000| 575917 25
1000000558 000001 0 BOAJ  Supplement 2008 ESTIMATED REVENUE 36038000 P1600000 4390060000 0000000000000000 NOT RELEVANT  5300.000000.000| 575917 25
1000000634 000001 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 501058 |0000000000000000 NOT RELEVANT - 1500.200000.000| 75.000,00

00000z 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 513000 |0000000000000000 NOT RELEVANT  8500.050000.000| 60.000,00
000003 0 BOAJ  Supplement 2008 BUDGET ADJUSTMENTS 35210000 P1600000 502000 |0000000000000000 NOT RELEVANT - 1500.200000.000| 60.000,00
1000000635 000001 0 BOAJ  Supplement 2008 ESTIMATED REVENUE (35210000 P1600000 43900300001 0000000000000000 | NOT RELEVANT  1500.200000.000| 195.000,00
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Pre-Posted Budget ltems —
FMEDDW cont.

SEEIS

South Carolina Enterprise Infor

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.

I=

=

Displayed Colu

Sart Order Filter

ey Display

LS B4 ESES

Displayed Columns

Column Mame

=]

Document Year
Entry Document
Entry Document Line
Entry Document Type
FProcess

Fiscal ear

Budget Type

Fund

Funds Center
Commitment lterm
Funded Program

|[«][»]

L]0

Column Set

Column Mame

Feference Document
Log. systermn source
Reference Transact.
Feference

Commitment term Cat.

Budoet Category
BCS Value Type
Distribiution Key
Teut

Document Status
Reversal Status

|0 ]

[l
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Pre-Posted Budget Iltems —
FMEDDW cont. SWES

List Edit Goto Settings Systern  Help

v/ Bl E@Ee BEHE 2000 AE @

Selection List for Entry Documents

[ R0 0] [ crooee ][ 5] QKD

FM area SCM
curren
Budgetcgategury gasﬁ_.r?’nent Doc
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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Budget ltems FMEDD SWEIS

@ FMEDD is another budget report that can be
useful if you are looking for a particular budget
document.

@ FMEDD gives much the same information as
FMEDDW,; however, you cannot select information
specific for your agency, except by document
number or user ID.

@ FMEDD gives information for all agencies;
however, you cannot drilldown into documents that
are for business areas for which you do not have
authorization to access.
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Budget Items FMEDD cont. SWEIS

South Carolina Enterprise Infor

= =]
Program Edit Goto  Ernvironment  Systermn Help

| & | 20 H e DHE anon DE @m

Display Entry Document

Fil Area 561

Documen tear

Entry Documen t Mumhber = | i

Layaut far Year Tah \

Layout far Period Tahb

N\

To have a larger selection
screen, enter the Document
Year and click in the Entry
Document Number field, then
click on the dropdown box .

> | Esa 5y 060y [E | sceisesnapt (NS | [ 2

R @T O 1z7PM
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Budget Items FMEDD cont.

SWEIS

South Carolina Enterprise Information System

p—
[==4

Frogram Edit Goto Extras  Environment

@

Systemn Help

il SAD

D dE eEe DB L h oy PE 23

Search For Entry Document (Effective)

The selection criteria is not

as broad as FMEDDW.

Fhil Area SCo1

Document Year 2009 to —| [ =]
Entry Document Mumber to ?
Drocument Family Mumber to ?
Budgeting Process | to ] =
Version _| to :l =
Created by —| to —| E
Criginal Application EWE to ?
Created on to ?
Document Date to E
Posting Date to =
Ferson Responsible to | =
Ciocument Status [ ] to ] =
Reversal status [ ] to ] ?
Reversal Document Mumber to ?
Entry Document Type to —| ?
Fat Mamal to =

I> | E5a (5) (060) [El| sceisesnapt [ INS |

Lz

[/ 6 SAF Logon For ... ft PowsrPain... | i§ untitled - Paint & )BT 130PM
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Budget Items FMEDD cont. SEEIS

South Carolina Enterprise Information System

= [=] = [=]
List Edit Goto Settings Swystern Help

|@ B d HI @@ OEE 3008 EE @b
Selection List
T e o Y| | e ) L R O O
FM Area SC01 . . .
The report is similar to FMEDDW.
“ Doc Year|Document “|Doc Family Doc. Type| Document s|Process|version| orig Appl| Created by |Createdon  |Doc. Date  |Psing Date|Pers.Resp|Textriame| Reversal 5
2009 1000003534 BDAd Freposted RETH u} BB MCARTLEDGE Q2/2ar2009 02252009 Reversal EI
1000003613 BDAd Freposted |[SLIFL u} BB SPEARESS 0z 02009 oz09y2009 rMoarmal EI
1000003661 BDAd Freposted [SUFPL u} BvwwB MCARTLEDGE 03601 352009 0341 32009 rMHormal ]
1000003706 BDAd Freposted RETH u} BB DEDEME 029242009 0z24y2009 rMHormal
1000003722 TRFW Freposted | TRARM n] BvwwB DBERIDGES 03M Fizo0g 03M 72009 MHarmal
1000003785 BDAd Freposted |SLIPL a BvB DERIDGES 0ziz24i2009 0202402009 Marmal
1000003786 BOAd Freposted |[SLIFL u} BvWE DERIDGES 002402009 02402009 Mlarmal
1000003817 BDAd Freposted RETRH u} BvWE LvwHALEY 02272009 Q272009 rMlarmal
1000003831 BDAd Freposted RETRH u} BwB FPJAMES O22R12009 O22E52009 rMloarmal
1000003834 BDAd Freposted |SLIFL u} BwwE TEEY 035272009 02272009 Reversal
1000003839 BDAd Freposted RETH u} BB KHARRILL 020272009 0450152009 rMoarmal
1000003844 BDAd Freposted RETH u} BvwwB SLUDLAM 04 0152009 0450152009 rMHormal
1000003845 BDAd Freposted RETH u} BB SCOPELAMD 0450152009 0450152009 rMormal
1000003851 TRFW Freposted | TRARM n] BvwwB WCALLOVYAY 0302852009 032852009 MHarmal
1000003852 BDAd Freposted |RETH a BvB DERIDGES 0203002009 0203002009 Marmal
1000003856 BOAd Freposted [ RETH u} BvWE WoCALLOYYAY | 0400102009 0440142009 Mlarmal
1000003864 TRFWY Freposted [ TRAR u} BvWE WOCALLOWYAY 0202852009 0Ziz2ei2009 rMlarmal
1000003865 BDAd Freposted [SLIFL u} BwB CLIFNDLER 023002009 023002009 rMloarmal
1000003866 BDAd Freposted |SLIFL u} BwwE CLIMNDLER 033002009 023002009 rMoarmal |:
1000003867 BDAd Freposted RETH u} BB MTHLIRSTIM 0393152009 0202002009 rMormal EI
1000003868 BDAd Freposted RETH u} BB CHILTOR 04y0152009 0450152009 rMoarmal EI
KR [ L]
| [ | E5a 5 (060) PE| sceisesgapt [ INS [ [ 2

untitled - Painkt




View Budget Documents SGEIS

@ 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.

— SAP uses the most conservative approach to budgeting.
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tatewide Carryforward
Appropriations

South Carolina Enterprise Information System

@

Proviso 89.29 authorizes Agencies to carry forward 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 will determine each Agency's
carryforward amount and prepare 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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arryforward General Appropriations
FMBB

SWEIS

South Carolina Enterprise Information System

@ =| Budgeting Workbench - Create Document

| Diocurment Owerviews onfoff ||:||:|| Hold || Frepost ||

k=

Document

Save Changes ||@ Long Text ||

Messages log || Messages per Line |

Status Initial

Process Transfer i Tatal Sender 0. e (=]
Total Receiver 0. oa El

Budget Category Fayment el Wersion e}

Diocurment type TRRW (Transfers-YWor.. Z1| Document Date O6/09/2008

Sender

Fiscal Year 20049 Period 01 g

Budget Type TRSF| TRAMNSFER COF APPROFPRIATIONS

Functional Area QOOOR00ER00ER00A| Default Functional Area

Receiver

Fiscal Year 2009 Period oot E

Budget Type TR5F| TRAMSFER OF APPROFRIATIONS —

Functional Area DORO00O000AARAAE| Default Functional Area %

Use these data field items]
on 2011 to record
transfers of Proviso 89.29
carry-forward
appropriations to
spendable budget lines.
Do not use “All” as the
period selection as this
will divide and allocate
the carryforward amoung
to each period. Use
period 1.

] [ 1Y ST =Y [

|[Z] =]/ H] [Bsei |

Lines
Line I—J'+ IFund IFunds Center |Cnmmitment Iltern IFunded Frogram Grant Amount) Text
10010000 E160A000 a61000 8900.000000000 Mot Relevant 10000 |transfer CF Apprap to Admin Program
+ 10010000 E160A000 501058 E 0100.000000.000 Mot Relevant 10000 |transfer CF Apprap to Admin Program
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arryforward General Appropriations —

I M B B CO I l t ] South Carolina Enterprise Information System

Agencies with separate authority to carry forward General Fund

appropriations to the new fiscal year must process budget transactions
by July 16,

This is not the “up to 10% carryforward” determined after the close of
the fiscal year in accord with Proviso 89.29.

If you have separate authority, use t-code FMBB to record the
carryforward from 2010 to 2011.

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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Carryforward General Appropriations &

F M B B CO nt South Carolina Enterprise Information System
]

@ The following fields much be completed:

— Process Carry Over

— Document Type CFWD (Carryforward)
— Version 0

— Sender Fiscal Year 2010

— Budget Type CFOR

— Period 12

— Recelver Fiscal Year 2011

— Budget Type CFOR

— Period 01

— Text on Line Item Proviso Reference
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Carryforward General Appropriations - SQEIS
FMBB cont.

ument Edit Goto Exras  Environment ] He
(V] B @@ SHE DD L0 BR @m
2| Budgeting Workbench - Create Document
Document Overview onfoff E?: Hold | Prepost Save Changes Q?LongText @Messages log
Dacument Status Initial %
Header Data | Additional Data |
Payment Budget
Process Carry Over | Tatal Sender 100,000.00
Total Receiver 0.00
Document type CPWD (Carryforward) &)
Yersion 2]
Document Date o5/0142010 U . d 12 f
Sender / Se perlo Or
Fiscal Year 2010 Period 012g e_ 2010
Budget Type CFOR CARRYFORWARDS »
Receiver
Fiscal Year 2011 Period g S— Use period 01
Budget Type CFOR CARRYFORWARDS \
for 2011.
@ PaymentBudget |
A o &ls |3 | @zl Master Data ||| [E5pit Key Fig. | &F (4]
ElinEEEIEE AR ER || Blsplt |eferey Fig | 52| =
Lines
| Line -+ |Fund Funds Center |Functional Area Funded Program Commitment ltem | Grant Amount (USDY | Text
| noooot |- 10010000 |E1200000 E120_0000 0100.000000.000  [512001 NOT RELEY... 100,000.00 |[XvE Proviso | |
— -
@ Full amount has heen assigned to the new selected period [ | ECG (1) (020} sceisecgapsd | NS %
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Earmarked, Restricted, and Federal
Appropriations S@EIS

@ 2010 Earmarked (3XXXXXXX), Restricted (4XXXXXXX),
and Federal (5SXXXXXXX) fund appropriations

— will lapse July16.

— will be held open for the processing of documents relative to Period
12, FY2010 until July 16, 2010.

@ 2011 appropriations for these funds should have been
included by the Agency in the 2010-2011 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 s



Appropriations for New Fiscal Year SGEIS

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

The CGO 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 CGO, 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 FY2011 (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 SWEIS

@ 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 is also Available Budget, Residual
Budget or Net Budget, i.e. consumable budget less
consumed = net budget
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Budget Items at Year-End cont.

South Carolina Enterprise Information System

@ Ensure vour budgets are properly posted.

@ Review budget reports such as:
— ZBD1 (Budget Consumption)
— FMRP_RW_BUDCON (Budget Consumption)
— FMRP_RW_BUDGET (Budget Status)
— FMAVCRO01 (Budget Availability Control)
— BW Report - FM Budget vs. Actual
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/BD1 — SC Specific BUDCON Report SGEIS

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

@ ZBD1 offers the following enhancements:

Has separate/additional columns vs. standard report for:

= 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.. 162



Executing Report ZBD1 SWEIS

South Carolina Enterprise Information System

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

\

Fund center is a required 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 222799 (E080ZZ22299).

T [ECQ (13 (010) PFJ[ sceisecqap? [OVR | | | 7
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BUDCON Reports

Compare ZBD1 & FMRP_RW _

South Carolina Enterprise Information System

@ 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

Available Amount




FMAVCRO01 Report SWEIS

@ 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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South Carolina Enterprise Information System

Let’s look at the following reports:

ZBD1 Report (Budget Consumption)

FMRP_RW_BUDCON (Budget Consumption)

FMRP_RW_BUDGET (Budget Status)
FMAVCRO1 (Budget Availability)
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What affects Budget Balances? SWEIS

@

Encumbrances (PRs, POs, 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.

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

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

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

— Understand how the Statewide Carryforward
Appropriations through Proviso 89.29 will be handled.

— Carry forward General Fund appropriations to the new
fiscal year, if your agency has separate authority to do
SO.

— Understand how Earmarked, Restricted, and Federal
appropriations will be handled for the new and old fiscal
years

— Understand how the new year appropriations will be
posted.

— Understand how to review budget reports and what
affects budget balances.
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SWEIS

South Carolina Enterprise Information System

LESSON 8: MANAGING
CASH STATUS

TECHNOLOGY



Lesson 8 Learning Objectives SWEIS

@ 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 SWEIS

@ FAGLBO3 — General Ledger Balance Report

@ FAGLLO3 — General Ledger Line Item Report

@ ZGLA — GL Fund Account Analysis
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SCEIS Cash Accounts & Purposes SWEIS

There are several “cash” accounts in SCEIS

@ 1000000000 Cash Due To/From

@ 1000010000 Undeposited Cash

@ 1000020000 IDT Cash Clearing

@ 1000030000 Cash on Deposit—STO

@ 1000040000 Cash Disbursements — STO
@ 1000050000 Petty Cash

The Undeposited Cash and IDT Cash Clearing
accounts must be zero at year-end.
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SCEIS Cash Balance SWEIS

1000000000

1000010000

1000020000

1000030000

1000040000
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SCEIS Cash Balance, cont. SWEIS

@ 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
1000010000 until the cash has been moved to
1000030000.

@ The cash edit check does not include cash in
1000050000.
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SCEIS Cash Balance cont. SWEIS

How does cash move from 1000010000 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
1000010000 to 1000030000 which then
workflows to the STO for approval.
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SCEIS Cash Balance cont. SWEIS

@ 1000020000 is used as a cash clearing
account for billings from a “live” agency to a
“live” or “non-live™ agency.

@ The AR and Revenue are recorded at the time
of billing at the billing agency and the
Expenditure and AP are recorded at the time
of payment at the paying agency.

@ When the Expenditure is presented for

payment, the system uses the AR reference
number to match the Expenditure with the AR.
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SCEIS Cash Balance cont. SWEIS

@ The system clears the AR and the AP to the
1000020000 account at time of payment; then
clears this account to the 1000000000 cash

account for both agencies verifying the
completion of the IDT transaction.

@ 1000020000 should be zero (-0-) at year-end.

@ Review this account to ensure items are
clearing properly within a day or so.

@ Contact SCEIS if it appears balances in this
account will not zero or are outstanding, but
already paid.
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SCEIS Cash Balance cont. SWEIS

@ Petty cash 1000050000 may be 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. SWEIS

@ \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

SEEIS

South Carolina Enterprise Infor

\

PR/PO
approved

Goods & Invoice
Received and
Payment Processed
By Agency & CGO

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 CGO approval for
check to be cut by the STO.
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Managing Your Cash Balance SWEIS

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 report to use for obtaining cash balance is ZGLA or
the FAGLB03. The FAGLBO3 is better than the
FAGLLO3 because it includes cash carryforward
amounts — FAGLLO3 does not. (Note: ZGLA set

SC_CASH does not included 1000010000 cash
balances.)0

181



Determining Cash Status SWEIS

Cash Status =
Cash Balance — Accounts Payable

Cash balance = 1000000000 — 100004000

A/P = 2000010000 — 2000050000

(for vendors, employees, IDTs and sales and
use tax payables)
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South Carolina Enterprise Information System

Let’s look at the ZGLA and FAGLBO3
Reports and determine cash status for fund
10010000 and an earmarked fund

SXXXXXXX
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New Year and Old Year Balances  SW@EIS

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

@ SAP will look back to 2010 if there is not
sufficient cash in the new year fund to process
a payment.

@ SAP does not look forward to 2011 if there is
not sufficient cash in the old year fund to
process a payment.
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Cash Status vs. Budget SWEIS

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 do not post until verified by the STO.

= gisgursements do not occur until checks have been paid by the
TO.

— 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 and actual receipts.
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Lesson 8 Learning Objectives SWEIS

@ 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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SWEIS

South Carolina Enterprise Information System

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

TECHNOLOGY



Lesson 9 Learning Objectives SWEIS

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

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

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

— Review and process all funds reservation documents —
delete and/or process 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 SWEIS

@ Funds Reservation
@ Fixed Asset

@ Parked Documents
— Simulate a document
— Delete/change a document
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Key Transactions SWEIS

@ FBV3 - Display Parked Documents

@ FBL3N — GL Account Line Item Display

@ FMX3 - Display Funds Reservations

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

@ FAGLBO3 - GL Account Balance Display

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

@ 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 after the
CG deadline.

— Parked documents will be deleted. Parked documents encumber
your budget. IDTs between live and non-live agencies are not longer
In a parked status after May 3, 2010.

— Workflow items within your agency cannot post in the old year after
July 16". Must be entered in the new year.

— Funds Reservations will be deleted and not carried forward.
(Remerr)1ber Funds Reservations encumber funds that tie up your
budget!
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Parked Documents SWEIS

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

— FBV3 and FBL3N will be real time,

— FBV3 will include all business areas, not just your
own, and the

— BW report will be as of the previous night’s run, but
will include only your agency information.

@ To delete a parked document use T-code FBV2.
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Parked Documents cont. SWEIS

@ IDTs where a “live” agency bills a “non-live”
agency no longer post in a parked status.

@ This process is handled through the
1000020000 discussed in the Cash Status
section of this training.

@ All parked documents should be deleted or
processed by July 161,
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Display Parked Documents — FBV3 SGEIS

—

Document  Edit Goto Systermn Help

& 2l H a2 HE S DO ER M
Post Parked Document: Initial Screen

[ﬁ Docurment list || 7 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.

SWEIS

South Carolina Enterprise Information System

_Erngram Edit Goto Systerm Help

g

I IH @ BHEE ThOa0 HE @

The default

List of Parked Documents

will be your

Luser ID. You
can delete
this and use
the multiple
selection and
enter user IDs
specific to
your agency.

Once created,
you can save

|/
Cornpany code SCO1 to 5
Document number [ ] U o
Fiscal year 2008 to =5
General Selections
Fosting date |—| ti ’4 E
Document date |—| to |7;| E
Diocument type |_| o E
Reference | | o
Document header text | v | =
Entered by lﬁ, ti |—|
Processing Status
Enter release |_| ti
Cormplete |_| to E’:
Released |_| ti

it as a report
variant by
using the |[&

icon.
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Display Parked Documents —
-BV3 cont.

SWEIS

South Carolina Enterprise Information System

List Goto  Settings  Systern Help
& DA H  @@e DHB D oan FE @
Display Parked Documents: List
=t | Fiscal ‘r’earlDDcumenth |Type |Entered an |D|:u:ument Header Text |C|:|mpleted by |Heasu:un |User

E 2008 1000000221 =19 03M152008 BOA from %< to Medicaid THEY
_E 2008 1000000302 SL 0452152008 Carrect GL Accaunt KHORMSBEY KHORMSBEY

E 2008 1000000303 =19 a4r2152008 Correct GL Account KHORMSBEY KHORMSBEY
_E 2008 1000000304 SL 0452152008 Carrect GL Accaunt KHORMSBEY KHORMSBEY
_E 2008 1000000330 =19 0552008 fica 05f01508 FPJAMES FPJAMES
_E 2008 1000000331 SL Osioarz00s retirernent 05501508 PJAMES PJAMES
_E 2002 1000000332 S 0a/sr200s payroll 0550108 PJAMES PJAMES
_E 2008 1000000386 SA 052252008 reverse wrong mini code CPIFER CPIFER
_E 2008 10000003849 =1 0gi23rz2008 guo000za10 SLUDLAM SLUDLAM
_E 2008 1000000392 =19 Oar27izo00s Correction to parking CLINDLER CLINDLER
_E 2008 1000000394 =1 Ogizarzoos Carrect Sub-Fund RJOHMSOMZ RJOHMSOMZ
_E 2008 1000000399 =19 0552852008 Dralta Air ticketf Panels SLLUDLAM SLLUDLAM
_E 2008 1000000402 =1 Ogiz9rz00s Faothills Philharmonic SLUDLAM SLUDLAM
_E 2008 1000000420 =19 QaBm2zo0s interest earned FPJAMES FPJAMES
_E 2008 1000000421 =1 OeMmzrz008 interest earned PJAMES PJAMES
_E 2008 1000000422 =19 QaBm2zo0s interest earned FPJAMES FPJAMES
_E 2008 1000000423 =1 OeMmzrz008 interest earned PJAMES PJAMES
_E 2008 1000000424 =19 QaBm2zo0s interest earned FPJAMES FPJAMES
_E 2008 1000000429 =1 Oefmzrz00s admin to carrect codes DBERIDGES DBERIDGES
_E 2008 1000000430 =19 aBm352008 Corr GL acct THEY
_E 2008 1000000431 =1 Oefmzrz00s move revenue to salfring CosWALD CosWALD
_E 2002 1000000432 SL 060352008 Reclass 05/08 Interest DEDEMS DEDEMS
_E 20082 1000000434 =19 aBm452008 JE-Expense Correction-PR CHILTOM CHILTOM
_E 2008 1000000435 SL OG/04r2008 CODES SUPFLEMERTAL DBERIDGES DBERIDGES
_E 20082 1000000436 =19 aBm452008 FPROBATIOMN FEE DBRIDGES DBRIDGES
_E 2008 1000000437 SL OG/04r2008 FPasting Errar-1200000806 DEDEMS DEDEMS
_E 2008 1000000433 =19 OBmai2008 JE-Expense Correction-PR CHILTOM CHILTOM
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Parked Documents — FBL3N SWEIS

@ Journal Entries (JE’s) are workflowed to the
Comptroller General’s Office (CGO) for approval.

@ Workflow items are considered parked documents
and do show up in the FBV3 listing.

@ To view parked documents, excluding JE's at the
CGO, use the FBL3N transaction.
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Display Parked Documents — FBL3N SGEIS

South Carolina Enterprise Information System

=
| Program  Edit Goto  Systern  Help

| & a0 @@ DEE SoLa IR @

il SADS

G/L Account Line Item Display

lele

EIE ; BEIE

K

LD IET

» Flanning level

= Gl Account currency
Document
Assignment
Fosting Date
Document Date
Document Type
= Fosting Period
Bl . Posting Key

3. Click on the
G/l accoun 13 . 3y =
G accd Variant” icon to "

comean select your criteria =

N\

4.0nce this menu

Selection using search help

Search help 1D
Search string
| = Search help |

1. Select “Open

appears, click
here to make
additional

O Cleared items
Clearing date
Open at key date

O Al items
Posting date

”
Line itermn SE|E!C1IM Items
@ Cpen items
Open at key date 05/20/ 2009

to

to

[ |Maoted items

Parked items

T%ﬁ,{jﬁ};};;rﬁg;;{; """"""""""""""""""" 2.Select the “Parked

Items” box

selection(s)

Hldb]

@ The entered selections were not accepted

@ I [ FBL3N [El| sceisecpapt | INS |

[{e]
oo NEp)

1




Display Parked Documents cont.

SEEIS

South Carolina Enterprise Infor

I@Multiple Selection for Document Type

=elect Single Yalues .l Select Ranges MR ERVEITES Exclude Ranges
ols
- |su ]
B 5.Type in
B document
; type “SU”
: [<1| | 4.Once additional selection(s)
_ [+] are made, choose the
(D] i “Exclude Single Values” tab
(B | Multiple selection.. |

6. Execute this
criteria
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Display Parked Documents con

SWEIS

South Carolina Enterprise Information System

=
| Prograrm  Edit Goto  Systern  Help

| & D IH e@e DEHE HHO0 IR @5

il SADS

G/L Account Line Item Display

Hianning Ievel 57 L [«
N = — Account currency ] [~]
B Group act® | Docurment =
3 Created on Assignment ||
Created by -
PEL statmt acct RostinpiRale
Account Group Document Date
Trading Partner| 7_ Execute the Document Type
Balance sheet o Fosting Period I:
rark for deletio 1 - [«]
2 Markror deetiof  frangaCtion  Jeasting ey g
G/L account selection
G/l account to
Company code sCo1 to
Selection using search help
Search help 1D
Search string
o Search help I
— - |
Line item selection
Status
@ Open items
Open at key date 05/20/20089
O Cleared items
Clearing date to
Open at key date
O Al items
Posting date to |
Type
Wl s
[ Mated items ||
[¥] Parked items =
@ The entered selections were not accepted ' L | FELSN | sceisecpapl | NS | S



Display Parked Documents cont. SEEIS

South Carolina Enterprise Information System

[= =
List Edit Goto Extras Environment Settings Swstern Help
| & D e@@ S nnon R ©m
G/L Account Line Item Display
[W<I1D] ] Serecions JIC3 Dpure Gase
G/L Account 5031510000 MOTOR WEHICLE SUPFLIES =
Company Code sco1
St|Assignment DocumentMo| Bush | Type Docz. Date |PK|Amount in local cur. |LCurr |Tx|Clrng doc. |[Text I
- FilY 3000028429 | P240| KR 047247200940 55.01 |UsD I
* FAY 59.01 usp
** Account 5031510000 55.01 |UsSD
GsL Account 5041010000 DUES & MEMBERSHIF FEES
Company Code SC0O1
St|Assignment Documentho| Bush | Type Doz. Date |PE|Amount in local cur. |LCurr |Tx|Clrng doc. |[Text
1 AN 3000029841 (FZ40 | KR 05/14/20089| 40 80.00 |UsD 1o
*on 80.00 |UsD B
** Account 5041010000 50.00 |UsD
G/L Account 5130610000 HEALTH INS-ST EMP
Company Code SCO1
St|Assignment DocumentMo| Bush | Type Doc. Date |PK|Amount in local cur. |LCurr|Tx|Clrng doc. [Text
O it 3000002715 | P240 (| ZT 04/23/2009| 40 35,305.11 |USD
1 AN 3900002715 |F240| 21 04/23/20089| 40 2,135.15 |UsD
| it 3900002715 | P240 | ZI 047237200940 4,825.00 |UsD
O it 3000002715 | P240 (| ZT 04/23/2009| 40 FYT.39 |UsD
[} i 3000002715 | P240 (| ZT 04/23/2009| 40 1,695.00 |USD
1 AN 3900002715 |F240| 21 04/23/20089| 40 264 .48 |UsD
| it 3900002715 | P240 | ZI 047237200940 508.53 |UsD
O it 3000002715 | P240 (| ZT 04/23/2009| 40 198.34 |UsSD
1 FAY 38900002715 | F240| 21 04/23/20089 |40 110.56 |UsSD
| it 3900002715 | P240| ZI 047237200940 1,117.61 |UsSD
| it 3900002715 | P240( ZT 04/23/2009| 40 2,851.08 |UsSD
O it 3000002715 | P240 (| ZT 04/23/2009| 40 284 .46 |UsD
1 FAY 38900002715 | F240| 21 04/23/20089 |40 1,311.64 |UsSD
| it 3900002715 | P240| ZI 047237200940 1.60 [UsD
O s 3000002715 | P240 (| ZT 04/23/2009|40 264 .46 |USD
En| e
[ U [FBLSM MEl] sceisecpap3 [INS | [ 2
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Display Parked Documents cont.

SWEIS

South Carolina Enterprise Information System

Helpful tips that can be used with parking documents

It is advisable always to Simulate a
document before Saving as completed
to ensure correctness of transaction.

- L=

B e

e 18 0ee -
M Edit Parked G/L Account Document
|&% Tree on ||EF Company Code & save as conf

p7i19/2007 &) Cumency  [USD

Docurnant Cata

Fosting Date ariar2ear

Document Mumber 1088000184

Reference

DocHeader Texd REV CORRECTION

Dacurment Type SA G account docunment

Company Code SC01  State of South Carolina Columbia, SC

ks d
~ Document Edd Goto Extras Seftings Ervironrment  Syst
c 0 MR
L ycument
—  Select parked document Cirl+Shift+FY ———
E Simulate Fo | Save as con
Park F8
= Saveas completed Cirl+Shift +F
(1] UsD
Simulate General Ladger Ctrl+Shift+F5
- i rmicmntesluciardeatirael, ok eteclatnttuellaleet
p Delete parked document  Curl+Shif+F10
R Exit Shift+F3
Doc. Header Text test wi
Document Typa ok Cash docurmen
Company Code SCO1  State of South Carcling Columbia, S

e —
_'_._,.,—'-' B,
.-r‘"_'-'__

S

s

Delete parked document - Enter

FBV2 then delete parked
document as shown above. s
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Workflow Items SWEIS

@ Workflow items for payments for the prior year
being made in July will be shown in the inbox as a
high priority item and will be in “red.”

@ You should work on these items first in order to
have them posted in the prior year.

@ The CGO 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 16,
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Funds Reservation Documents at

South Carolina Enterprise Information System

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
FMX3.

@ To reduce funds reservations use transaction
code FMXG6.
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Display Funds Reservation — FMX3 SWEIS

South Carolina Enterprise Information System

—
[= [=]
aocument  Edit Goto Swysterm Help

| 2 A M ©&@ 8B HE |Tmas | BRI G by
Funds reservation: Display InitScrn

o

Document number Iﬁ‘]
Line lterm

Select documents via processing list

> | EcD (13 (0203 [El| scEISEcDCs1 [ovr [ [ 2
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Isplay Funds Reservation —
FMX3 cont. SCEIS

South Carolina Enterprise Information System

FProgram Edit Goto Systerm Help

& D H I &@E&@ | B 00 0S| 0 An an | EE &

Earmarked funds journal

Document Header Data
Earmarked Funds to o
Doc. Category 28 ta o
Document type to o
Campany Code SCan ta o
Docurment Date to o
FPasting Date ta o=
Created by to o
Gosts dus anl to =

Line ltern Data
Contralling Area to o
GIL Account to o
Cost Center to =43
Order to =43
WWHBS Element to =43
Fhl Area to =43
Committment [tem to =43
Funds Centear E1Zaooan to E1Zzoooomt 4 o
Fund to =43
Wendor to o
Customer to =43
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Display Funds Reservation —

FMX3 cont. SQEIS

South Carolina Enterprise Information System

Date 06/07/2008 Note
Time 080337
Open
Amts.

Doc. Mo, ‘I‘Itml CatlText|D110rcy|Cqu 1Doc.Dale |Created by1 Amuunthmmt\tem Funds Ctr |Fund |Functi0naIArea Grant GILAccount | Cost Center |Order |WBS E\em.lOpen amtlText
300000000 1) 30 11|USD 5C01  [11/05/2007  |CHILTON | 7,202.00 |5051540000 E120A00010 30350000 |0000000000000000 NOT RELEVANT 5051540000 |E120A00010 30000000 1,975 87 |auto lease
300000001 30 11 USD 11J0712007 186,00 5051540000 E120A00013 10010000 0000000000000000 NOT RELEVANT 5051540000 | E120A00013 30000006 88.03 FY 08 Auto Lease-CBAC
300000002 30 11USD 11/0712007 100.00 5021540000 E120400010) 30350000 |0000000000000000 NOT RELEVANT 5021540000 |E120A00010 30000000 100.00 |Background Investigations
300000003 30 11 USD 11/08r2007 400,00 15020080000 E120A00010) 30350000 0000000000000000 NOT RELEVANT 5020080000 | E120A00010 30000000 98,50 Intra-State Mail Service
300000004 30 11USD 12/06/2007 5,393.00 |5030070000 E120A00010 10010000 |0000000000000000 NOT RELEVANT 5030070000 |E120A00010 30000000 2,519.01 |First Class Postage
300000005 30 11 USD 12i0712007 1,650.00 5020080000 E120A00012 10010000 | 0000000000000000 NOT RELEVANT 5020090000 | E120A00012 30000005 426,75

2030 11|UUSD 1210712007 213.00 5020110000 E120A00012 10010000 |0000000000000000 WOT RELEVANT 5020110000 |E120A00012 30000005 6710

33 11 USD 1200712007 3,928.00 5020080000 E120A00011 10010000 |0000000000000000 WOT RELEVANT 5020090000 | E120A00011 30000004 160 B7

430 11USD 12i0712007 213.00 (5020110000 E120A00011 10010000 |0000000000000000 NOT RELEVANT 6020110000 |E120A00011 30000004 720

530 11 USD 1200712007 2,183.00 5020080000 E120A00013 10010000 | 0000000000000000 WOT RELEVANT 5020090000 |E120A00013 30000006 1,147 83

630 11USD 12i0712007 213.00 (5020110000 E120A00013 10010000 |0000000000000000 NOT RELEVANT 6020110000 |E120A00013 30000006 60,76

T30 11 USD 1200712007 2,763.00 |5020080000 E120A00010 30350000 0000000000000000 NOTRELEVANT 5020090000 |E120A00010 30000000 268 B0

g 30 11|USD 12i0712007 213.00 (5020110000 |E120A00010) 30350000 |0000000000000000 |NOT RELEVANT 5020110000 | E120A00010 30000000 7199

9 30 11 USD 1200712007 f,298.00 |5020080000 E120A00014 30350000 0000000000000000 NOTRELEVANT 5020090000 |E120A00014 30000007 223757

100 30 11|USD 12i0712007 213.00 5020110000 E120A00014 30350000 |0000000000000000 |NOT RELEVANT (5020110000 | E120A00014 30000007 7199
300000006 1 30 11 USD 1200712007 1,650.00 |5020080000 E120A00012 10010000 0000000000000000 WOTRELEVANT 5020090000 |E120A00012 30000005 0.00

20 3 11|USD 12i0712007 213.00 /5020110000 E120A00012 10010000 |0000000000000000 |NOT RELEVANT 5020110000 | E120A00012 30000005 0.00

3030 11 USD 1200712007 3,928.00 5020080000 E120A00011 10010000 | 0000000000000000 WOTRELEVANT 5020090000 |E120A00011 30000004 0.00

430 11|USD 1200712007 213.00 5020110000 E120A00011 10010000 |0000000000000000 |NOT RELEVANT 5020110000 | E120A00011 30000004 0.00

530 11 USD 1210712007 2,183.00 |5020080000 E120A00013 10010000 0000000000000000 WOTRELEVANT 5020090000 |E120A00013 30000006 0.00

B30 11USD 1200712007 213.00 /5020110000 E120A00013 10010000 |0000000000000000 NOT RELEVANT 5020110000 | E120A00013 30000006 .00

730 11 USD 12i0712007 2,763.00 5020080000 ET20A00010 30350000 0000000000000000 NOT RELEVANT 5020090000 | E120A00010 30000000 0.00

8 30 11USD 1200712007 213.00 /5020110000 E120A00010) 30350000 |0000000000000000 | NOT RELEVANT 15020110000 | E120A00010 30000000 .00

9 30 11 USD 12i0712007 £,299.00 (5020080000 E120A00014 303450000 0000000000000000 MNOT RELEVANT 6020090000 |E120A00014 30000007 0.00

100 30 11|USD 1200712007 213.00 /5020110000 E120A00014 30350000 |0000000000000000 NOT RELEVANT 5020110000 |E120A00014 30000007 0.00
300000029 1 30 11 /USD 041712008 93.00 5030020000 E120400012 10010000 0000000000000000 WOT RELEVANT 15030020000 |E120A00012 30000005 93.00 | Citizens Financial Report
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Dacument

Display Funds Reservation —
FMX3 cont.

Edit Goto

SWEIS

South Carolina Enterprise Information System

&

Extras

Enwviranment

Systerm Help
[

4 H I @@ SDHEE STmas | EBE @ o

Funds reservation: Display Detail scr

|E| | Ial |‘E| |£| ||39| Consumption |
1

Line tem
Text

Control data

JooanUoood 1

auto lease

Fosition

Completion indicatar

ltern blocked

Itern block

Walues

Currency
Cwarall amount
Open amaount
Cue an

LIS

7,202.00
1,975.87

Wore data

Wendar
Custamer
Alternat. pavee

Coding Block

Cost Center
Fund
Functional Area

Funds Zenter

E12080001E
3350000
ajelaiafeieyaleiayejelaiayeyafs]
E12Z0800018

Grant

Coammitiment Item

HNOT RELEWAMT

5051540000
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Display Funds Reservation —
FMXS3 cont.

Earmarked Funds: Display Consumption History

Il

Doc.No. |t Business Transaction Tringer document Consumptn Crey | Consumptn LCur Mot reley.| Mot reley | Delete Date Reduction text
300000000 4 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 74362 USD 000 000 040152008 040152008  February payment

Total Manual Reduction 142907 USD 142807 USD 000 000

Inwaice/Credit Memo 1900000186 30012008 68769 USD  GB7A5 USD 000 000 03042008

Inwoice/Credit Memo 1900000162 5C012008 )  TA916 USD  TAA16 USD 000 000 01312008

Inwaice/Credit Mema 3900000119 50012008 72477 USD 7477 USD 000 000 01A52008

InwaiceCredit Memo 3900000081 5C012008 . 82720 USD G720 USD 000 000 121402007

Inwaice/Credit Mema 3900000012 5C012008 79738 USD 78738 USD 000 000 11A402007

Total Invoices(credit memos 379706 USD 379706 UsD 000 0.0

Consumpt. A22613 USD A22613 USD 000 000

Open amaunt 197587 USD 197587 USD 000 000

SEEIS

outh Carolina Enterprise Infor




FMX3 cont.

Display Funds Reservation —

SWEIS

South Carolina Enterprise Information System

i@ ") Display Document: Data Entry View

NRnN

Diata Entry view

DncumentNumherm Cornpary Code | SCEH Fiscal Year 2008
Document Date | 02/15/2005 Fosting Date 03/04/2008)  Petiod |9_|
Reference MA4143501 Cross-CCno. | |

Currency Im Texts exist || Ledger Graup l_‘
& & FlmEl=s =@ eletmt=r] & Al

... 1 I1m|F‘K|...|Accuunt |Descriptinn | Amnunt|l3urr. |E|L|5A|Fund

|Grant |CustCenter Order

Funds Center |T}{|C|rng dog. | Text

SCOT 131 000F030000 BUDGET AND CONT...
2040 5051540000 LEASED CAR-5T OW...

kg7.5% S0 E120
k87.55 USD  E120 30350000

MOTRE... E120A00010 30000000

103400001354
E120A00010 /10
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Reduce Funds Reservation - FMX6 SGEIS

South Carolina Enterprise Information System

=

Document Edit Soto Systern Help

Bl H @@ BHE anas BE @ o

&

Funds reservation: Reduce manually InitScrn
Document numhber Iﬁ']

Line Iterm

Doc.date {reduct.) gEs31 /2007

Enter Document Number.

Transaction: FMX6

| EcD (13 wzmy B | scEIsECDCST | OvR |

Lz
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Reduce Funds Reservation —
FMX6 cont.

SWEIS

South Carolina Enterprise Information System
Document Edit Soto Extras Environrmment Svysterm Help
& =2 a H I & B E G T A | FEE G
Funds reservation: Reduce manually Detall scr

| @l | E:-:'Il |d§-| |&"?I |IE‘| |-:f§‘_-1 Enitry | Consurmption | | FReduction references |
Line ltem e]clalalalalalals] 1 Fosition | f1a
Text
Reduction infarmation
CUFFrEency L=
Reduction amt
Feduction text
Zontral data
] cormpletion indicator itern blocked Itern block
walues
Crrency L=
Cverall amount 1,650, 00
Cipen armount 426 .75
Cue on
More data
wendor QOAFQZAaaEn BUDGET AD COMRMNTROL BOARD
Custarmer
Alternat. pavee
Coding Black
Zost Center E1ZoroEaE] 2
Fund 10010000 Sirant MOT RELEWAMNT
Functional Area OHAEEAHAAEEAAAEER
Funds Center E1zZoro@m] 2 Commitrment iterm S0Z009@Qo
[ == more |
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Reduce Funds Reservation —
FMX6 cont.

SWEIS

South Carolina Enterprise Information System

Document Edit SGoto

&

Extras

Environment Swystem Help

Do H I @&&E & B G 0 A0 sy ERE ) G
Funds reservation: Display Detail scr
|@||@||@||£l|lﬁ’” CDnsur‘nptiDn|
Line Item Jo0ooooos 1 Paosition 10
Text
Zontrol data
Coarmpletion indicator Iterm kblocked Item block
Yalues
CUrre ey LIS
Crverall amount 1,650 .00
Dpen amount 0. oo
Ciue an
mMore data
wandor QLOAOFQZO0am BUDGET ARD CONTROL BOARD
Zustormer
Alternat. payee
ZCoding Blaock
Zost Center E1ZoLoonod 2
Fund 1010z Grant MOT RELEWAMAKMT
Functional Area AEHOADHEEEDHEAEER
Funds Center E1ZoLpant 2 Carmmitrment term  (BOZ2O090E0EA




Reduce Funds Reservation —

FMX6 cont. SQEIS

uth Carolina Enterprise Information System

|@ 190 @@® CHE 8000 BR QB
Earmarked Funds: Display Consumption History
Doc. Ma. ‘|‘Itm|EusinessTransactinn |Triggerdncumen1 |Cunsumptn|Crw|Cnnsumptn|LCurriNntreleu.|Nutreleleelete 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
Cpen amaunt 0.00 Usp 0.00 UspD 0.00 0.00
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GL Account Review and JEs SWEIS

@ 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 FVS80 is used to enter adjusting
entries.
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GL Account Review and JEs -
ZMDRR

SEEIS

uth Carolina Enterprise Inform:

tion System

(=5

List Edit Goto Seftings Systern Help

B EQee BRHE ODL8 HE @

v

Master Data Relationship Report

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

Enter Critetia Business Area;  |E0B0) |SECRETARY OF STATE
Reset Cost Center iini Code
Functional Area otate Funded PGM
FAE B R E E R E ) E R EE R R E R EE

|'| Cost Center 1Name |Fun|:ti|:|nal Ared 1Functinnal Area Description |ru1ini Code ‘|State Level Funded Program §|Yalid from — |¥alid to

ENGUATUITI (ADMINIS TRATION e ELET AL TRATICN Ry LR R griotrzoo7
- |E0s0s00010 | ADMINISTRATION E0R0_0001 ENA0 STATE EMPLOYER COM.. | 1226 8500.050000.000 orintrzo07
| |E080A00010  ADMINISTRATION E0&0_0002 ENA0 DUAL EMPLOYMENT anns 8700.000000.000 oriotrzo07
| |E080A00010  ADMINISTRATION E0R0_0004 ENRO LICT INTERMET ACCESS 8637 8801.060000.000 ariotrzo07
- |E0s0ZNDBIF | Mo title found E020_00a0 EQS0 ADMINISTRATICHN 0&Y 0100.000000.000 griotrzoo7
- |E0s0zNDBIF 1 Mo title found = E0B0_00m E0S0 STATE EMPLOYER COM... 1226 §500.050000.000 griotrzoo7
- |E0s0zNDBIF [ Mo title found ™ E020_000z E020 DUAL EMPLOYMENT ap0s 8700.000000.000 griotrzooy
| |E0S0ZNDBIF | * No tile found ** E0&0_0004 ENR0 LICE INTERMET ACCESSE 8637 8300.060000.000 ariotrzo07
| |E0S0ZNDBIF | ** Notile found ** ENAA0003 ENR0 STATEVWIDE CF APPRO  (A145 B300.000000=000 oriotrzo07

06305959
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L Account Review and JEs —

I te p O rtS South Carolina Enterprise Information System

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.08 or 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.

@ FAGLBO03

— 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 —
SWEIS

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 —

South Carolina Enterprise Information System

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 18xxXXXxXXXX.
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GL Account Review and JEs — IS
Review cont. SWEIS

@ Undeposited Cash account

— To ensure the STO have verified the cash deposit so the cash can
be moved to 1000030000. This account 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 cleared at year-end.

@ 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 SGEIS

@ 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 16,

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

@ Use ZGLA, F.08 or S ALR 87012277 to review your GL
accounts.

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

@ Once you have identified the GL account that needs further
review, you can also use FAGLBO03 to get to the detail
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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Let’s look at the ZGLA Report
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Cc 2

N
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N
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Fixed Assets at Year-End SWEIS

@ 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

SWEIS

South Carolina Enterprise Information System

=3

Program Edit Goto  System  Help

AH @ DEE BT LO0 | EE @

& [

Ty

Asset History Sheet

Company code
Asgset number
Subnumber

Ecaot

(o] o]'e]

Selections
Asset class

Eusiness area

E1z20 e to

Settings
Report date
Depreciation area
Sort Wariant

@ List assets
O ... or main humbers only
O ... or group totals only

06/30/2010
20
ooo

Full Accrual
Co. codefbus. areafbal. item/B/S acc

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

Display options
CIlse ALY grid

Further settings
History sheet version

[ Depreciation posted

ooos

In compl. w/EC directive 4 (13 col. wide version)

Retirmt simulations
Low value assets classes
%A simulation period from
Intangible assets classes

L7

> [ ECP (2) 010) FEl[ sceisecpaps [ INS |
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S ALR 87011990 SWEIS

South Carolina Enterprise Information System

= [=] EE!:!:"
List Edit Goto Settings Systerm  Help
& B A HI@E@ DHE oo FHE @D
Asset History Sheet
IE”I”I“E' @ Assets | |D WL || Add to worklist |
Feport date: BO6/30/2010 Asset History Sheet - 20 Full Accrual L=
Created on: 0472172010 In compl. w/EC directive 4 (13 col. ,wide wversion) (complete) 1 L=
Feport date: O6/30/2010 Asset History Sheet - 20 Full Accrual [i
Created on: 04/21/2010 In compl. w/EC directive 4 (13 col. ,wide wversion) (complete) 2
CompanyCode BusinessArea Bal.sheetitem Bal.sh.acctAPC AssetClass -
scof E1z0 8000000 1802016000 ooo15400
Asset SHo. Cap.date Asset description Crocy
APC FY start Acguisition Retirement Transfer Post-capital Invest.support Current APC
Dep. FY start Dep. for year Dep.retir Dep. transfer Dep. post-cap kWrite-ups Accumul. dep
Bk.wval . FY strt Curr.hbk.wval.
150000000003 O 01/07 /2002 "Imaging, Scanner Canon DRSOZE" usp
5,458 .95 o.oo o.oo o.oo o.oo o.00 5,458.95
5,458 95- o.oo o.oo o.oo o.oo o.00 5,458.95-
o.oo o.oo
150000000004 O O01/07/2002 "Imaging, Jukebox HP30OME Opt" uso
12,753. 30 o.oo o.oo o.oo0 o.oo 0.0 12,753.30
12,753.30- o.oo o.oo o.oo o.oo 0. 00 12,753.30-
o.oo o.oo
150000000005 O 01/07 /2002 "Imaging, Application Server" uso
22,818.60 o.oo o.oo o.oo o.oo o.0o0 22,818.60
22,8158.60- o.oo o.oo o.oo o.oo o.00 22,818.60-
o.oo o.oo
150000000006 O 01/07/2002 "Imaging, DB Serwver" uso
27,630.75 o.oo o.oo o.oo o.oo o.0o0 27,630.75
27,630.75- o.oo o.oo o.oo o.oo o.00 27,630.75-
o.oo o.oo
150000000007 O 01/07/2002 "Imaging, Cache Serwver" usp
28,424 BE o.oo o.oo o.oo o.oo o. 00 28,424 55
28,424 BE- o.oo o.oo o. oo o.oo o. 00 28,424 E5-
o.oo o.oo
150000000008 O 01/22/1890 "File System, High Density" uso
389,712.25 o.oo o.oo o.oo o.oo 0. 00 39,712.25
31,887 . 46- 1,647 .32- o.oo o.oo o.oo 0. 00 33,534.78-
7.,824.78 6,177 .47
15E000081245 0 01/08/2010 DellDell Latitude ES500, Intel Core 2 Duo T7250 uso
o.oo 8912 .65 o.oo o.o0 o.oo o.00 8912 .65
o.oo 152.11- o.oo o.oo o.oo o.00 152.11-
o.oo FE0. 54
* Asset Class opoi1s4o00 SCEIS_Data Proc Egp usp
136, 798. 40 912 .65 o.oo o.o0 o.oo o.00 137,711.08
128,973.61- 1,799 43- o. oo o.oo o. oo o.o0 130, 773.04-
¥T,824.79 G, 835,01
** Bal.sh.acct APC 1802016000 DF EQPMT-FA uso
136,798 . 40 912 .65 o.oo o.oo o.oo o.00 137,711.05 =
L[ ECP @ 1) FE| sceisecpaps [INS [ [ 7
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Lesson 9 Summary SWEIS

@ 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 process 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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SWEIS

South Carolina Enterprise Information System

LESSON 10: PROCEDURE FOR
MANAGING GRANTS

TECHNOLOGY



Grants Management SWEIS

@ Clear Outstanding Purchase Orders unless they will be rolled
over to FY 2011

@ Delete or process parked documents

@ 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 2010 and Enter into
FY 2011 if the grant will cross state fiscal years.

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

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

— Understand the various cost allocation methods and
bases available.

— Understand internal orders and their use for planned
costs.

— Understand key transactions necessary for year-end
controlling reports.
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Allocations & Settlement In ControlllngsaEls

South Carolina Enterprise Infor

Method Automation | Cost Allocation Basis
| Timing Elements

Distribution Automated / | Primary Statistics, $, %
Month-end

Assessment Automated / | Secondary Statistics, $, %
Month-end

Settlement (only WBS | Automated / | Primary or %, $

and Internal Orders) |Asrequired | Secondary

Direct Activity Manual /As | Secondary Price/Unit x Units

Allocation required

Manual Allocation Manual / As Primary Manual $ amount
required

Manual Reposting of | Manual/As | Primary Manual $ amount

Primary Costs | required
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Internal Orders & Plan Costs SWEIS

@ Internal Orders can be used to track Plan costs.
@ Internal Orders can give you “What if” scenarios.

@ Keep in mind that this does not create a budget
check.

@ If you run out of money in the internal order, there
IS no notification, as budgets are not maintained at
the Internal Order level.
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Controlling Reports to Review

Title

Transaction Code

Purpose

Cost Centers
Actual/Plan/Variance

S ALR 87013611

Compares actual, plan and

variance figures with respect to cost

center

Orders:
Actual/Plan/Variance

S ALR 87012993

Compares actual, plan and
variance figures with respect to
internal orders

Cost Centers: Actual KSB1 Displays the actual cost line items
Line Iltems for cost centers

Orders: Line item KOB1 Compares total plan, actual period,
Report current period and cumulative
(User Friendly ) figures with respect to internal

orders.

234




CO Settlements SWEIS

@ CO settlements will be run after Fl closing
period accrual entries have been made.

@ Settlements will be run centrally for now.
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Lesson 11 Summary SWEIS

@ You should now be able to:

— Understand the various cost allocation methods and
bases available.

— Understand internal orders and their use for planned
costs.

— Understand key reports and transactions necessary for
year-end controlling reports.
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LESSON 12: Managing
Project Systems

TECHNOLOGY



Lesson 12 Learning Objectives SWEIS

@ 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.




Parki WBS
South Carolina Enterprise Information System

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 SCEBS

@

@

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. EXx.
E.A200.0001.AB00O.

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. EXx.
P.A200.0001.AB00O0 . 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 SWEIS

@ Projects that begin with the identifier M for
Mixed Projects, can have WBS that are
designated 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

| |DMV Statewide Security Upgrade

Basic data

Parking WBS

An R in Priority field =

-~ 7

41 An E in Priority field =

AN

Expense WBS

Le../WBS element Typ Pri |Su |PE

1 M.R400.0011 12

|2 1.R400.0011.A0000 ag
| 3| MR400.0011.A4000 12 T REL AUC
" |El2 [mR400.0011B80000 0 [] [ PREL
| 3 WR400.0011.82000 12 R
| 3 1MR400.0011.8A000 12 F=T — -
| 3 mR400.0011.4B000 og O] 0
] a9 \\ mili

A Blank in Priority field
= Capital WBS
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Period End Settlement

South Carolina Enterprise Information System

@ Executed by SCEIS centrally every period end.

@ 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.

* AuC = Asset Under Construction
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Capitalization to an Asset SEEIS

@ The Final Settlement process will be executed
centrally by the SCEIS team for FY2010.

@ Agencies must notify the SCEIS team of any
projects that are complete and a settlement to an
asset is required.
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Capitalization to an Asset cont. S(@EIS

@ 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 12 Summary SWEIS

@ 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 SWEIS

@ You should now be able to:

— Und_erstand 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. SWEIS

— 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.

249



Course Summary, cont. SWEIS

— 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
controlling allocations at year-end.

— Understand the procedures and processes to prepare
project systems at year-end and closing projects.
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FI — General Ledger Master Data

sssssssssssssssssssssssssssssss

@ The general ledger is set up according to the

chart of accounts.

@ SCEIS GL account ranges are as follows:

General Ledger Accounts

Number Range

Cash and Cash equivalents

1000000000 — 1299999999

Assets

1300000000 — 1799999999

Fixed Assets

1800000000 — 1999999999

Liabilities

2000000000 — 2999999999

Fund Balance

3000000000 — 3999999999

Revenue

4000000000 — 4999999999

Expenditures

5000000000 — 5999999999

Transfers

6000000000 — 7999999999

Conversions

9000000000 — 9999999999
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FI — Accounts Receivable Transactional

Data

South Carolina Enterprise Information System

@ Standard Document Type

— DA
- DR
- DG
- Dz
- LW
- ZD
- ZJ
- ZK
- ZF
— AB

Customer Document

Customer Invoice

Customer Credit Memo

Customer Payment

ACH/Wire Deposits

General Deposits (cash & checks)
IDT Invoice Billing

IDT Credit Memo

IDT Receipts

Clearing Document
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Funds Management Data Integration SEIS

Legacy Financial Controlling Funds Grants
Business Accounting (CO) Management Management
Dimension (F1) (FM) (GM)

Division / Cost Fund

Dept Center (10) Center (10)

Object
Code

GL Account
(10)

Cost

Element (10)

Commitment
Item (10)

Sponsored
Class (20)

Sub Fund

Fund (8)

Fund (8)

Fund (8)

Fund (8)
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South Carolina Enterprise Information System

@ Information on the BW Reports can be located on
uPerform at http://uperform.sc.qov/gm/folder-
1.11.10517
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http://uperform.sc.gov/gm/folder-1.11.10517

Any Questions? SWEIS
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I South Carolina Enterprise Information System

@ 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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South Carolina Enterprise Information System

Please complete the online course
evaluation in Survey Monkey.

Your input will help to shape future
enhancements to the
SCEIS End User Training Program

To complete the course evaluation go to
http://www.surveymonkey.com/s/2MTN25B
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Contact Information SWEIS

@ 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. Email: SCEISHelpDesk@sceis.sc.qov

@ SCEIS Website at www.scelis.sc.gov
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