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Welcome and Introductions

Welcome to CO500 SCEIS Year-End

Management Process for Agencies - 2013
@ Introductions

@ Sign-in sheet
@ Restrooms
@ Breaks

@ Parking lot

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



Classroom Logistics

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

@ Feel free to ask questions

@ No emaill or internet usage during class
except at breaks



Course Description and Goal

Description:

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

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

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



Course Learning Objectives

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

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

— Carry forward documents

— Manage open ourchasing documents

— Post expenditures and accounts payable.

— Post revenues and accounts receivable.

— Monitor budget reports and balances at year-end.




Course Learning Objectives, cont.

— Monitor cash status at year-end.

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

— Prepare project systems at year-end and close
projects.

— Prepare purchasing documents for year-end closing.

— Prepare inventory documents for year-end closing.

— Prepare sales and distribution documents for yeatr-
end closing.




Discussion Requirements

@ The Year-End Process spans the SCEIS solution and

requires class discussions to reflect not only this
Integrated system but need for collaboration between
procurement and financial personnel within SCEIS and
the Agencies.

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

should reflect the official nature of these activities .

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




Reference Materials

@ Agency Budgets, including Carry Forwards from
FY2013

— General Appropriations Bill, Fiscal Year 2012-2013
§ http://www.scstatehouse.gov

— South Carolina Comptroller General’s Office
§ http://www.cqg.state.sc.us/
§ GAAP Closing Procedures Manual

— Statewide Spending Transparency Initiative




Reference Materials, cont.

@ 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



uPerform and Additional Practice

@ SCEIS uPerform Performance Support System

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

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

@ Accessing uPerform

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

— You can also go to http://www.sceis.sc.gov and click
>Training >SCEIS uPerform.
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COURSE LESSONS

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



Course Schedule

@

DD

D D

Lesson 1: Understanding the Year-End Closing
Process

_esson 2: Carry-Forward Processes
_esson 3: Purchasing Processes

_esson 4: Expenditures and Accounts Payable
°rocesses

L esson 5: Revenue and Accounts Recelvable
Processes

_esson 6: Managing Budget

_esson 7: Managing Cash Status
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Course Schedule

DD

_esson 8: General Accounting Clean-Up
_esson 9: Project Systems Accounting
_esson 10: Purchasing Processes
_esson 11: Inventory Processes

_esson 12: Sales & Distribution Processes
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LESSON 1: UNDERSTANDING THE
YEAR-END CLOSING PROCESS



Lesson 1 Learning Objectives

@ Upon completion of this lesson, you should
understand:

— The State’s year-end closing process.
— The purpose of the State’s reporting packages.
— The SCEIS year-end closing process.

— How year-end affects SCEIS agencies.
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South Carolina Year-End Closing
Process

@ June 30 - State fiscal year ends.

@ Friday, July 12 - Last day of fiscal year 2013
for Accounts Payable processing.

@ July 22 - Errors for Accounts Payable
transactions cleared by OCG.

@ July 26 - Last day OCG will allow reclass
entries not having a State level impact.

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

@ 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.

@ Documents to be posted in the old year must have a
Posting Date of June 30, 2013, Period 12.

@ Documents to be posted in the new year must have a
Posting Date on or after July 1, 2013, Period 1.
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Reporting Packages

@ Reporting Packages:

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

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

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

The OCG and SCEIS are working towards production of the
CAFR from SCEIS for 2013.
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South Carolina Year-End Closing
Process, cont.

STARS 2013
06/01 - 06/30/13 07/01-07/12/13 |07/13-07/31/13
FM12 2013 FM13 2013
FMO1 2014 FMO1 2014
SCEIS 2013

06/01 - 06/30/13

07/01-07/12/13

07/17 - 07/31/13

Period 12 2013

Period 12 2013
(extended Period 12)

Period 1 2014

Period 1 2014
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Reporting Packages and SCEIS

@

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

required by the reporting packages, such as the
following:

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

§ In order to provide this information later, agencies
will be required to identify this information as a
payment is processed in the months after June 30.

This will be discussed in detall in the Accounts
Payable Lesson.

20



Reporting Packages and SCEIS,
cont.

— Prepaid Expenditures paid in one period but
consumed in future periods. The unconsumed portion
IS an asset on the Balance Sheet until consumed.

§ Potential Prepaid Expenditures should have been
identified during the fiscal year by selecting “PREP”
from the “Text” field dropdown box. By reviewing
these transactions, agencies can calculate and
report the unconsumed portion at 06/30/2013.
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Reporting Packages and SCEIS,
cont.

— Miscellaneous Revenue

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

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

@ Capital Assets recorded in SCEIS

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

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

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

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

— Reconciliation of equipment expenditures to asset
additions:

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

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

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

— Depreciation

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



Reporting Packages and
SCEIS, cont.

@ First week of June - OCG will distribute reporting
packages to better utilize SCEIS.

@ Every agency must submit reporting packages.

@ OCG will provide reports to agencies for verification
and validation by agency personnel. Other information
not recorded in the general ledger will need to be
provided by agency personnel.
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Lesson 1 Summary

@ You should now understand:
— The State’s year-end closing process.
— The purpose of the State’s reporting packages.
— The SCEIS year-end closing process.

— How year-end affects SCEIS Agencies.
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LESSON 2: MANAGING
CARRY FORWARD PROCESSES



Lesson 2 Learning Objectives

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

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

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

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

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

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

@ FMAVCRO1 - Display Annual Values of Control
Objects
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Carryforward Documents

@ ZFMJ2 can be used to carry forward several
types of documents.

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

@ Value type 52 will not be available for use this
year.
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Carryforward Documents cont.

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

— VT 50 - Purchase Reqgs (Inventory only)
— VT 51 - Purchase Orders
— VT 54 — Invoices (for Goods Recelpts)

— VT 81 — Funds Reservations

— VT 83 — Forecast of Revenue (for Sales Orders)
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Purchase Orders & Goods Recelipts

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

Received Goods/
Services

Received Invoice

Decision

Before or on 06/30

By CG closing date

Leave & Pay in current
year, mark final invoice

Before or on 06/30

After CG closing date

Carryforward PO & GR

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

@

How do you determine if an Inventory Purchase Req

(PR) or Sales Order should be carried forward or

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

purchases.)

PO or Sales Order going to be
received or filled?

Decision

Before or on 06/30

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

Between 06/30 and CG closing
date

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

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

Close PR or Sales Order

After CG closing date

CF the PR or Sales Order to the
new year
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Funds Reservations

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

All Payments will be

Decision

Before 06/30 and by CG
closing date

Pay in Current Year &
Close FR

Not be made by CG closing
date

Carryforward FR

After CG closing date

Carryforward FR

Not going to incur any more
payments

Close the FR or Reduce to
Zero

Less than the current FR
balance

Reduce the FR
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/TRAVEL REPORT
Value Type 52

@ Due to issues related to the closing of
Business Trip Commitments in Period 1 (New
Year), all Value Type 52s will be closed by the
SCEIS Team beginning at noon on June 28,
2013.

@ Business Trip Commitments can be
reestablished in the New Year (2014).

@ Travel payments to be paid from the Old Year
(2013) must be paid as a Direct Pay after June
30.
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ZFMJ2 Carry Forward of Open
ltems

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

@ We will be sending you last year’s list to edit.

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

@ This transaction will only be available for a
limited period of time.
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ZFMJ2 Carry Forward of Open
ltems Cont

@ 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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ZFMJ2 Carry Forward of Open
ltems cont.

You can control AVC In 2014 for CFWD items.

@ No availability control:

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

@ Update without checks:

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

@ Check:

— The assigned values are checked and updated. If an error
message occurs from the availability control, the corresponding
line items cannot be processed. The assigned values do not
have to be reconstructed after the program has been run. 38




ZFMJ2 Carry Forward of Open
ltems Cont

Frodrarm Edit =oto Environrmeant Sw=term Help

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

Year-End Closing.: Carryfornevard of Open terms

>

Sender Fiscal vear Eo1a@

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

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

wariant RHarme

Restriction at Document Lewel

“alue Type
Cormpany Code
Docurment Rumber

to
to
to

ols

Fl Docurments
Fl doc na.fisc.year

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

e b L et L
Availability Control Check
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ZFMJ2 Transaction

Be sure Sender Fiscal Year is 2013

S —— Enter Fund

Center
/ and

Document

Information
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ZFMJ2 Transaction, cont.

@ 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 A010zZzz27277Z

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

2B C@@ BHE DD Oo0 BE @M
Year-End Closing: Carryforward of Open ltems

Festriction on FM Account Assignments

Grant to
Fund to
Funds Center to
Commitment ltem to
Functional Area to
Funded Frogram to
Restriction According to Attributes

| = Multiple Selection F Account.&ssignm...l Variant Mame

Restriction at Docurment Level

Yalue Type to E
Company Code to E
Dioeurmant Rlumber ] E

FI Dacuments
Fl doc.no.fisc.year

Frocess Cantrol . .
PlTestRun 4 Be sure to run in TEST first!!
Process with Dialog

[+] Block Documents
Cigdoil it Lot [

Aovailahbility Contral Update Without Check 4]

Be sure to select appropriate AVC.

T ————
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ZFMJ2 Transaction, cont.

@ 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 o

o
Campany Code tn o

Cocument Mumber L -
FI Documents

Fl doc.nofisc year Multiple Selection Fields

<
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ZFMJ2 Transaction cont.

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

II:'F hultiple Selection fof Document Mumber

[ s e

KR I« ]

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

If you erroneously carryforward a document:

@ You will not be able to carry 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.

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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FMAVCRO1

@ 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 buo
using FMAVCRO1 and chec

get balances by
King the box titled

“Display Budget Deficits On

Y.

47



FMAVCRO1 - Layout Options

Layout
Options
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FMAVCRO1 - Layout Options cont.

b= Layout Options |

Display Options

Llse VWiew 'Outgoing Amounts’ (@)

Llse Wiew [ncoming Amounts’ 9
Maxitmum Usage Hate TEE . QG

[Display Budgst Daficla Oy 1
Cinly Cbj With Annuaal Checks W
Hierarch. View of AVC Elements ol
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Choice of Fiscal Year “Pop-Up”

@ During the effective dates of ZFMJ2, you will

get a “pop-up” screen to choose the
appropriate FY for your transaction for the
following transactions:

ME22N — Change PO VAO2 — Change SO
FMX2 — Change FR FMX6 — Reduce FR
FMW2 — Change Funds Block
FBV?2 — Change Parked Doc

VA42 — Change Contract
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Lesson 2 Summary

@ You should now be able to:

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

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

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

— Understand how to complete and review the transaction
results of the carry forward documents.
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LESSON 3: MANAGING PURCHASING
PROCESSES



Lesson 3 Learning Objectives

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

— Understand the importance of completing all goods
receipts by June 30 and invoice receipts by July 12,
2013.

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

— Close purchase orders in the current fiscal year.
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Key Transactions

@ BW — Open Encumbrance Report
@ ME22N — Change Purchase Order

"2

54



Purchasing at Year-end

@ Itis important to post all required Goods Receipts and
Invoices prior to year-end.

@ Invoices for goods and services received by June 30
should be paid in the current year.

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

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

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

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

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

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

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

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

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

*Business Warehouse (BW) training is posted on the
SCEIS website in uPerform.
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Open PO Options

@ Options for Open Purchase Orders

1. Final Invoice and Block PO
2. Carry forward PO into next fiscal year

Doing nothing Is not an option.
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Reviewing Open POs

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

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

— PO that has items that need price reductions

@ Remember, POs encumber budget. In order to free up
budget for payments at year-end, it is important that only
POs that will be paid in the current fiscal year remain open.
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Change PO — ME22N

=g

Purchase Order

Edit

Goto

Erwironment

Systern  Help

G

HiE QI CHE HnLs DR @B

Blanket PO 460000199 ~-51ed by Charles Abbott

| Document Overview On || Document Oweryiew Off | | @ I | ﬂ' Cancel ||& Print Preview || Messages |

7 || ZBLT Blanket PO

=) 4600001997| vendor

Personal Setting

|7000085009 SHEPPARDS GLAS..| Doc. date

10/15/2008

F1| Header
EI S Jitm A |l |Material Short Text F O Quantity Q... |C{Deliv. Date  |Net Price Curr... |Per 0. |Matl Group  |Pint Stor. Location El
1a K Glass Repair 1aU D105 /2008 2,000 ooush A AL Window Gla Wil Lou Gray Oppo Ml Lou Gray O .
[+]
[

|

AlEE [ &=

[1110] Glass Repair

a] [a]+]

Addl Planning

rder History

ERE E R EE I EE EE EE R0

3. "|MT [Material Do...| Item FPosting Date|= Guantity] Delivery cost guantity| OUn( = Amount in LG{L.cur |z ity in OF Un DelCostaty (OPLIRY| Q.. |2
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RE-L 5700001514 1 1102572008 1 oAl 172.06 |USD 1 0 AL

RE-L 4700001210 1 11/06/2008 1 0 Al 24057 |USD 1 0 AU

RE-L A700001035 1 10i2172008 1 oAl 19992 |UsSD 1 0 AL

Tr./Ev. Imnvoice receipt " 5 AU = 1,043.34 USD « 5 Al =

Purchase Order History Detall
[T (4[]
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Final Invoice a PO Line ltem

@ After final-invoicing a PO line item:

— The encumbrances on that PO line item are
released.

@ If a PO has a Goods Receipt or an Invoice, it should
not be deleted. To release any encumbrances
assigned to the PO, click “Final Invoice” under the
Invoice tab.

Invoice

Inv. Receipt Invaicing Plan Tax Code [
inal Inyoice Jurisd. Code 410
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Blocking a PO Line Item

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

|
@I 5. It Waterial Short Test PO Guantity
MK SNAPQUtreach 364 B44EL
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Final Invoice and Block Line ltems

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

To see the Purchase Order History select the “Purchase
Order History” tab.
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Final Invoice and Block Line Items

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

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

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

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

The line item can be unblocked if necessary to allow
further processing (goods recelpt, invoice)

65



Final Invoice and Block Line Items

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

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

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

— A new PO can be created from SRM.

aterial

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

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

T~

Double Click on Funds Management doc
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Verification of Encumbered Funds

Edit
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Carry Forward Purchase Orders

@ POs that need to be carried forward to FY
2014 should not be Final Invoiced, Blocked, or

Deleted.

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

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

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

@ You should now be able to:

— Understand the importance of completing all goods
receipts by June 30 and invoice receipts by July 12,
2013.

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

— Close purchase orders in the current fiscal year.
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LESSON 4:
MANAGING EXPENDITURES AND
ACCOUNTS PAYABLE PROCESSES



Lesson 4 Learning Objectives

@ 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 FY2013.
— Review accounts payable balances.

75



Key Terms and Concepts

@ Please refer to the “Complete AGENCY-CG

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

— Go to http://uperform.sc.qov.

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

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

@ FV60 — Park Vendor Invoice

@ MIRO — Post Incoming Invoice

@ FBL1N — Vendor Line Item Display

7



Using the Posting Date —
FV60 & MIRO

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

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

FY2013 FY2014

Use 06/30/2013 through Use current dates in July
July 12 from July 1-31
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Using the Posting Date — FV60

For FY13 Use
06/30/2013 and
Period 12

/

/
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Using the Posting Date — MIRO

For FY13 Use
06/30/2013 and

/ Period 12
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Payment Terms

@ Currently, payments are set at “Net 30 Days” which initiates
a payment run 22 days from the date of invoice. This
means that if your invoice is dated June 1, then the check
IS not actually cut until June 22. This enables the State to
meet general payment terms of Net 30 Days.

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

82



Payment Terms, cont

v TV VOW EWNR Y

Park Vendor Invoice: Company Code S§ | \/0ice Date and Post Date is 06/30/2013.
Terms are NT30, 22 days
When will this pay?

ST Eumpany (ode ESimu\ate Savee

Transacth Rl v 8,
/ G | Pament (Dl (Tt Wittt (et Ve
bhes
e ool | s || BV
Inioice dte/” 06730/ Refeyence 108 W
o STt B IO,
Document Ty IRIR sy ¥
i pmm) et |'| ar | |TT'§T‘| | et o
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ldentify Post Dated Invoices

@ Run FAGLLOS to identify post dated invoices

@ Run using GL 2000010000 only, if not system
will likely time out.
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ldentify Post Dated Invoices

T~

Run using 2000010000
only
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ldentify Post Dated Invoices

[© st Edt Goto Bxbas Erviooment  Getfings  System Help

",

(HICQQ BRE CDOUIER QN

G/L Account Line Item Display G/L View
/B0 @8 FAY EEd EXEE H Hooection:

These invoices will never pay
though they are consuming

G/L Account 2000010000 ACCOUNTS PAYABLE AND VOUCHERS PAYABLE (VENDORS) b u d g et
Company Code 5C01
Ledger il
Arcount Busd Cost Center Functiond Area Fund Grant Funded Program— DocumentNo Typs & At inloc,cur, Posting Date Period

2000010000 110 37640001 NOT RELEMA 5700721427 R 01/31/2113 82.47- 02/11/2013 B
| 2000010000 B40 10010000 MNOT RELEME, 3003572030 FR  01/29/2029 50,00- 02/26/2013 B
| 2000010000 B40 30760000 NOT RELEWA A003/A077Y KR 01f22(2023 50,00- 01/30/2013 7
| 2000010000 B40 30760000 MOT RELEVE, 03510783 KR 50.00- 01/30/2013 7
2000010000 B040 30760000 MOT RELEVE, A035107E0\KR 50.00- 01/30/2013 7
2000010000 B40 30760000 NOT RELEMA 3003310797 Mg 50,00- 01/30/2013 7
: 2000010000 1020 760000 102010504313 [ ]3003588332 KRN\ 12/31/2013 7,717.00- 03/04/2013 g
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Prior Year Payables in the
New Year

@ Accounts Payable reporting package

— Will be used to create accrual of payables incurred at June 30
for goods/services received in the prior fiscal year and paid for
In the new fiscal year.

— Example:
§ Invoice received in August for services performed in May.
§ The prior fiscal year is closed.

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

§ Goods received prior to June 30 but paid after year-end.
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Prior Year Payables in the
New Year cont.

@ Accounts Payable Transactions for Reporting Package

— Select “Prior Year Payable” from dropdown box in Text field under
the Header Basic Data tab. No other alternative wording should be
used.

@ Report any transactions identified/processed to OCG
regardless of amount after the submission of the
Accounts Payable reporting package.

— This requires continued evaluation after the reporting packages
are due to ensure all prior year transactions are captured.
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Prior Year Payables in the
New Year cont.

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

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

Transactn Invaice = Bal. IENELE | e

wendor SGEL Ind [ ]

Invoice date | Reference

Fosting Date |I33_E|5_2EIEIEI

Ao nt usD 1 Salculate tax

Tax atmount =1

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

Lot Mo [ ]

Armount in doc.curr. Zost center

(| (| | ||

s [£= = =
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Prior Year Payables in the
New Year cont.

@ AP Supervisors and/or final AP Approvers
within the agency should be specifically
reviewing this for all payments from July 1 —
September 30 for the new year.

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

90



Open Item A/P Balances - FBL1N

@

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

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

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

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

The T-code i1s FBL1N.
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Open Item A/P Balances — FBL1N
cont.

[

Frograrm Edit Soto Syv=sterm Help

&= | = =

< 3 e

= &) G |

¥ T A9 &9

Gzl =] |

E [

Vendor Line Item Display

[ | [ =] [ | Data sources |

wendor selection

“Wendor account

(=

Caompany code

sca |

to

to

AR

Selection using search help

Search help I

Search string

[ == Search help |

Line item selection

Status
& Open items

Cipen at key date

a3 . 06 . 2oo0s

O Cleared iterms

Zlearing date

Dipen at key date

oAl items

Posting date

to

to

Type
] rormal items
[l Special /L transactions
I rdoted iterms
[1Parked items
] custamer items

List Output

Layvout

Maximurm number of iterms
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Open Item A/P Balances — FBL1N
cont.
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Lesson 4 Summary

@ 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 for FY2013.
— Review accounts payable balances.
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LESSON 5: MANAGING REVENUE
AND ACCOUNTS RECEIVABLE
PROCESSES



Lesson 5 Learning Objectives

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

— Record revenue in the proper fiscal year.

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

— Review Accounts Recelvable balances.

— Review and clear all undeposited cash amounts.
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Key Transactions

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

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

@ All cash received by June 30 must be posted to FY2013.

@ 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 6/30/2013 or prior to post to FY2013.

— All revenue received as of June 30, but deposited in July
must have a posting date of 6/30/2013 to post to FY2013.

— All revenue received after June 30 must have a posting date
of 07/01/2013 or after and must post to FY2014.
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Revenue at Year-End cont.

@ Deposits for Period 12 (FY2013), and Period 01 (FY2014)

— Deposit on separate deposit slips and enter as separate
transactions in SCEIS.

@ All deposit slips transmitted for FY2013 pertaining to
Period 12 must be received In the State Treasurer’s Office
not later than 10:30 a.m. July 5, 2013.
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Revenue at Year-End cont.

@ Bank deposits validated after Friday, July 5, 2013

— Contact STO if you need the deposit recorded in Period
12, FY2013.
§  This should be a rare exception, as revenue deposited on

or after July 1, 2013, should be recorded as FY2014
revenue.

@ Deposits for Refund of Expenditure or Refund of
Travel for FY2013

— Itis not necessary to contact the STO prior to submitting. Use
Period 12 on these deposits and submit them in the normal
manner until July 12.
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Revenue at Year-End cont.

@ All deposits received 7/1 and after must have a

posting date of 7/1 or after except 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.

— Must use a posting date of 6/30 for the prior year.
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Revenue at Year-End cont.

@ Deposit validated by the bank as of June 30, 2013, and
not recorded by the STO by July 12,

— Agencies must determine the appropriate posting period;
Period 13 FY2013 or Period 1 FY2014.

— Agency must contact the Central State Financial Reporting
Division of the OCG for appropriate adjustments in
accordance with GAAP requirements.

@ Agencies are reminded that the year-end cutoff for
FY2013 revenue is subject to audit and the Agency must
maintain documentation to support the cutoff.

102



Revenue at Year-End cont.

Funds classified for GAAP purposes as part of the “Zero-
Balance Clearing Fund” (see Appendix A-2 of the GAAP

Closing Procedures Manual) should have a zero balance
at the end of the fiscal year.

If your Agency deposited cash during the previous fiscal
year into such a fund, you must transfer all remaining
balances to the proper funds and general ledger codes
before the end of Period 12, FY2013.

Transactions to transfer such balances must be entered
on or before July 12, 2013.
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Revenue at Year-End cont.

@

Cash balances remaining in Earmarked, Restricted, and
Federal funds after July 31, 2013, will be brought forward
Into the new year.

Cash balances from the previous fiscal year will be

pooled with new fiscal year cash balances during July for
extended period 12 and period 1 - only for non-state
funds.

Transactions will not allow an overdraft of cash accounts
for 2013, even If there is available cash in both fiscal
years combined.
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Accounts Recelvable at Year-end

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

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

@ If you know the customer number, use T-code
FBL5N to display individual AR balances.
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Accounts Recelvable at Year-end

@ Compare FBL3N and/or FBL5N to ZGLA to
ensure that A/R balances agree.

@ After reviewing A/R balances, use Transaction
Code F-32 to write off customer accounts.
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FBL3N

= List Edit Goto

Extras

& -

Enwironment

Settings

System

Help

d H & &@ OEE ) 5 Aaases ) EE &

GO Accowunt Line Ttermm Display

e & B O P EE ) F & Y OEEE S B B E

G/ L Acccount
Company Codea SC01

1300010000

CCOUMTS RECEIVABLE - CLIRREMT
E—

o)

Prllesssooessssesuuuenoes.

LAcsigrimert
20130212
201203212
20130329
20130410
20130410
201=20<410
20130415
20130423
2013042
20120429
20130429
20130<430
2013230502
20120502
20130502
20130502
2013051
20120514
20120514
20130514
2013051

count 1200010000

24 iterms displaved

Documen...  |Busa,
2000232744 KOOSO
QoOo09g87F02 [auisin]
Q0099522 KOOSO
20101020 KOOSO
2000239474 KOOSO
20002239477 KOS0o
Q0101022 KOOSO
Q201020561 KOOSO
Q0102062 KOOSO
2000241337 KOOSO
2000241340 KOOSO
90102126 KOOSO
Q0102675 KOOSO
Q0102677 KOSsO0
Q0102673 KOOSO
Q20102680 KOOSO
201033651 KOOSO
Q0103362 KOSsO0
Q01033632 [uisin]
20103354 KOOSO
2000243012 KOOSO

Doc. Type Doc. Date

DR
R
R
R
DR
DR
R
R
R
DR
DR
R
R
R
R
R
R
R
R
R
DR

0z/1z/201=
03/13/2013
03/29/2013
O<4/10/2013
O/ 10/201=
O4/10/2013
O4/16/2013
O4/23/2015
O4/24/201=
O4/20/201=2
O4/29/2013
O<4/30/2015
0S/02/201=2
0S/02/201=2
05/02/2013
0S/02/2015
05/ 14/2013
0S/14/201=2
05/14/2013
05/ 14/2015
05/ 14/2013

Run on GL
1300010000 Only

HE

o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1
o1

e -

2,115.10
15.90
255,00
26.50
1,577.50
1,577.50
26,50
ZES5.00
55,25
1,535.50
1,535.50
55,00
55,25
132,50
53,00
106,00
132.50
10&.00
127.20

9,556,
a60,689.78
60,689.78
60.,689.78

LISD
LISD
LIS
LISD
LISD
LISD
LIS
LISD
LISD
LISD
LIS
LISD
LISD
LISD
LISD
LISD
LISD
LISD

(W [=TEE

=t
| .
Ty

[ [=REE
[ [SREN

Fata
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FBLSN

Edit Soto Extras Ernvironrent Settings Systerm Help

-l H S@@ DEME smTm A EE

Custormrer Line Itermr Dispilay

=22 items displaved

S & EE OR 52 g5 = BT B == = = = =1 Selections [ pispute cCase

Customer =

Company Code SCO01

Hame =

City =
T assignment *Docurnen... | T... |Doc. Date |7 DD E  armount in local cur. LCurr (Clrng doc. ™| Text

in ) - 2,113.00 UsSD

. | Account 4002979 i 2,113.00 USD
] @ 2000222744 DR 02/1Z2/201= 2,115.10 uUsD MNewe Collision Record January 20
- 2000239477 DR 04/10/2013 1,577.50 USD Mew Collision Record April 2013
- 2000241237 DR 04/29/201=2 1,535.50 USD Mew Collision Record April 2013
s - 5,228.10 USD
. | Account 4003463 i 5,228.10 USD
- 4000109725 21 04/10/201= 464.26 USD HazMat Escort /=213
| 4000109726 =1 O4/10/201= 625.09 USD Haziat Escort /4,13
- 4000111884 =1 0S5/09/201= 234,12 USD Hazlat Escort <4/30/13
| 4000111885 =1 O05/09/201= S09.00 USD Haziat Escort 5717132
L - 1.832.57 USD
. | Account D1O00O0OS i 1,832.57 USD
- 40001112823 =1 05/09/201= 2,819.16 USD 05/1/2012 EBldg SecurityMaint
| 4000111909 =1 O05/1=3/201= 57, 717.12 USD DMy April 2012 Bldg Operating «
| - 66,536.28 USD
. | Account R400011 i 66,536.28 USD
- 4000110757 21  04/23/2013 LSO SIT Reimb for april 2012
e 4000111729 21 O05/02/201= LSO IFTA REImMb FM 10 Frils
s - 132,175.15 WSD
. | Account U1Z0001 i 132,175.15 JUSD
= - 261,233.78 JUsD

108



ZGLA

[T Report Edit  Goto Wiew  Extras Settings  System Help

& | B @@ CHE Do BE @

GL Account Variation Report
Tedd@mEN BT KO TaEE &Y 8 F E L Houwn 4 4 » M &

=
I_I :‘ﬁelected Accounts Variation Report Fun Date / Time 05714/
Bus Area: K050 Fund: * Frant: *
Cost Ctr: * Funded Program: * Period: 11, 2013

Account Group Selected: 1300020000,1300010000

GL Account ¥TDr Beg EBEal MTD Actiwvity Y¥TD End Eal
1300020000 ACCOUNTS RECEIVAELE - IDT 141,117.62 59,426,358 200,544, 00

L ——

1300010000 ACCOUNTS FECEIVAELE - CURFENT 51,090,687 9,599.11 /ED,EBEI.'?E

E * Total 192,208, 29 69,025,449 \ 201,233,758
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Enter Vendor and Click

Appropriate Radial Button
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Enter Document

Number(s)
/ to be Cleared
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G/L Account Line Item Display —
FBL3N

G/L Account Line ltem Display

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

Selection using search help
Search help D

Search string

[ = Search help |

Line itern selection

II:-" GiL Account Mumber (29

=] =]

Status
@ Open iterms
DOpen at key date

G/L account

O Cleared items
Clearing date

ik no. in chart of 3

H Chart of Accounts

Open at key date

kA axinum Mo, of Hits

Al items
Posting date

[«I[1EE]

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

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

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

1

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

1
1
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G/L Account Line Item Display —
FBL3N cont.

FPrograrm Edit Goto  Systerm Help

& = |

9 H S@ @ DEE SmTmOas BE @ om

G/L Account Line Item Display

GIL account selection

GiL account

Company code

[ 1] to
[ ] to

Selection using search help

Search help ID

Search string

[ = Search help |

Line itern selection

II:D' GIL Account Murmber (123

[=] =]

Status
@ Open items
Cpen at key date

G/L account

) Cleared items
Claearing date

Chart of Accounts

Open at key date

I aximum Mo, of Hits

Al items
Foaosting date

Type
[¥] Marmal iterms
[ Moted iterms
[ Parked iterms

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

I hMultiple Selection: S account

Single Wwalue: GAL account

. 1200010000
L

1300020000

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

(&

3/L account nio. 10 chart of accounts

‘ﬁ*l Hllﬂllﬂllﬁlf@lg@mghﬂaster reconds M_I

GL Acct “|ChAc |Long Text

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

| Brogram Edit Goto

ke |

9 H &@@ ) 2000 A s EE ) @ o

AN

| Data Sources |

IG/L Account Line Item Display

G/ account selection

L account

[(B=1elalak EIEIEIEII (=]

Company code

SCcof |

to

1390010000

to

Selection using search help

Search help 1D

Search string
| =3 Search help

Line iterm selection

=5 i=1iN]

@& Open items
Open at key date

|El4.EIE.2EIEIEI|

) Cleared items
Clearing date

COpen at key date

Al iterms
Posting date

Tyvpe

to

to

Hormal iterms
[ roted items
[ Parked iterms

I i=t Output

Layout

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

G/L Account Line Item Display

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

/L Acocount

1300810008 ACCOUNTS RECEIWABLE - CURREMWT

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

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

G/L Account Line Item Display

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

GL ABcocount

1300010088 BCCOUNTS RECEIWABLE - CURRENT

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

Document Edit Goto  EBxtras Enwironment  System Help

& | a0 @Ea@ SOHE OmTmOas  BE 2

Display Document: Line Item 001

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

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

GIL Acc |13EIEIEI1 aaan

Doc. Mo, |2EIEIEIEIEIEI42.T"

Line Iterm 1 f Invaice § 01
Amaount '55.00 LSO

Additional Data

Bus. Area |HE|1EI|

Pront Block | |

Contract | | ! |_| Flowe Type | |

Assighment |* |

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

Text v, #800039

=, Long text
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Display Customer Line ltems —
~BL5N

EFrograrm Edit Soto Sw=termrm Help

== | S =1 B e A R

= 6 S|

¥ T A% 53

E= =1 |

=

Customer Line Item Display

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

Custormer selection

Custormer account

Zompany code

scot |

to

to

| [=

R

Selection using search help

Search help I

Search string

[ == Search help |

Line iterm selection

Statu=s
@ Open iterms
Open at key date

OG5 /07 2002

o Zleared iterms
learing date

Dpen at key date

oAl iterms

Fosting date

to

to

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

List Output

Lawout

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

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

Document  Edit  Goto

Extras

Environment System  Help

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

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

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

Amount '55.00 LISD

Additional Data

Bus. Area |HE|1EI

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

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

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

PmntBlock | |

Contract | | ! |_| Flows Type | |

Assigniment |* |

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

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

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

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

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

To review Undeposited Cash receipts, use FBL3N.
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Display Undeposited Cash —
FBL3N cont.

Trograrmn 20l oo Sesiermn oelg

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

G/L Account Line Item Display

||| Data Sources |

Il account selection

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

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

List Qutput
Layout

Maximurm nurmber of iterms
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Display Undeposited Cash —
FBL3N cont.

/L Account Line Item Display

GfL Account

10060160088  UWDERFOSITED CASH

(WD | s2lE | @ aE | &= | = | &5 =] | 5[0 seectons | [0 cispe

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

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

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

— Review Accounts Receivable balances.

— Review and clear all undeposited cash amounts.
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LESSON 6: PROCEDURE FOR
MANAGING BUDGET



Lesson 6 Learning Objectives

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

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

— 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 2013 and 2014.

— Understand how new year appropriations will be
handled.

— Understand how to review budget reports and what
affects budget balances. 129



Key Terms and Concepts

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

that utilize each.

@ Posted, Pre-posted Budget Iltems

@ Carryforward Budget Items

@ Workflow Items

@ Statewide Carryforward Appropriations

@ Earmarked, Restricted, and Federal Appropriations
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Budget Items at Year-End

@ Clear all pre-posted budget items by the close of business
July 12, 2013, for the fiscal year.

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

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

@ Statewide Carryforward, will be handled centrally. Agency
personnel will not have to enter this information, if there is
any carryforward.
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View Budget Documents

@ Why it is important to review the status of budget
documents or pre-posted budget document
— Budget documents

§ Check regularly to ensure transactions have been approved and
posted.

— Pre-posted budget documents

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

§ Transfers will reduce the appropriate reduction, but will not
Increase the offsetting budget until approved.

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

§ SAP uses the most conservative approach to budgeting.
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Display Budget Items - FMEDDW

EPrograrmm Edit Soto

Environiment

Swysterm Help

& | =2 a9 EH I &S EeE ) 42 EGE ) EaTmoaaE | EE &
Entry Documeant

[E|l==] _ |[=|[=|m=[ [ [ [ [ |

Fhd Area r____1

Zonvert sign to user interrface

Budget Category I—l T I I

Entry Docurment Rumber To

Docififl= Enter Fhd Area j{=]

Sred e ares [sced [ | =

orig | to |

re s to

Coc |ﬁ’||3€| to

Person Responsible | to |
Text RNarme |tD |
BZ=S walue Twpe _| to |

WMeEersion —l ji=] |

Fiscal wear :I to —l

Budgeting Feriod ___j to |

aear of CTash Effe ctivity T

Int. Bdgt. Proces= To

Budget Type to

Entry Docurment Type T

Cocurment Status [ ] to [ ]

Reversal status :I to :I

Entry Docurment Line —l to —I

Srant I‘tD |
Furnd | to

Funds ZTenter | to |
Cormirmitrmient iterm |t|:| |
Functional Area | to |
Funded FPrograrm |t|:| |
Custormer Field | to

Lavout Selectiaon 133
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Pre-Posted Budget Items —
FMEDDW

Enter Fiscal Year and
Document Status 2
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Pre-Posted Budget Items —
FMEDDW cont.

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

MR EEE ERIE

Document Stat... | Short Descript.

1 Fosted

i Freposted

3 Freposted posted
4 Freposted undone

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

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

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

4. Pre-posted Undone — Originally saved with the Pre-post
button but then was cancelled (undone) 135



Pre-Posted Budget Items —

FMEDDW cont.

[= List

= -~

Edit St S=ttimgs

<1 = & EE

SysteErm He=lg

P I =S It I W W= i | E =1

Sefectforr List for Ermrfry Do comrrresrris

= =ONE = Z= =1
Fr<1 area SCo1
U rrerncCy s

Preposted 10010000 Budget
Docs that need to be completed.

Budagaet Catagory Pawrmenic

N\

oz, Date “D... Erntry Chocw = Line weEr=i Coc.... Process [ T | -
OsyO=2,201=2 201= 1000127271 OoOooodol O TRFWwv Sernd 1O00i100cod
OsyO=2,201=2 oooooz=z O TRFEFWYW Raecsive (| 1O00i100cod
Os;;09,/201= 1O0001=27F4=S OOoooo= O TRFEFWYW Raecsive (| 1O00i100cod
Os;;09,/201= oOoood=t O TRFWwv Sernd (| 1O00i100cod
OSs;1=2,201=2 1000127297 aOooool O TRFWwv Sernd (| 1O00i100cod
OSs;1=2,201=2 oooooz=z O TRFEFWYW Raecsive (| 1O00i100cod
Ol1714,201= 1OO0i1=s=s0-71 OOooool O AL Serdd o 10010000
Ol1714,2013= oooooz=z O AL Sernd o L 10010000
Ol1714,2013= ooooo= O AL Rec=iv= (| L 10010000
Oy 15,2012 10001202 OOooool O TRFEFWYS Receiv= (| U 10010000
OSsy 15,2012 oooooz=z O TRFEFWYS Receiv= (| U 10010000
OSsy 15,2012 ooooo= O TRFEFWYS Receiv= (| U 10010000
OSsy 15,2012 oOoooo=st O TRFwW Sernd (| U 10010000
OSsy 15,2012 ooOoooos O TRFEFWYS Receiv= (| U 10010000
OS15/2=201= oooa0s O TRFEWYY Receive ] U 10010000
OS15/2=201= ooooao>F O TRFEWYY Receive O Z01= TR 10010000
OS15/2=201= ooooaos O TRFW Sernd O Z01= TR . 10010000
OS15/2=201= ooooos O TRFEWYY Receive O Z01= TR . 10010000
OS15/2=201= Lo o T T e o Y | TRFEWYY Receive O Z01= T 10010000
OS15/2=201= ooooi1ll O TRFEWYY Receive O Z01= T 10010000
OS15/2=201= ooooi1=2 O TRFEWYY Receive O Z01= TRA . 10010000
OSs15/=201= oOooOi1= O TREWYWS Rec=ive O Z01= TRA 10010000
OSs15/=201= OooOooOl1=4 O TREWYWS Rec=ive O Z01= TR.A 10010000
OSs15/=201= ooOooo0i1s O TREWYWS Rec=ive O Z01= TR.A 10010000
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Statewide Carryforward
Appropriations

@

Proviso 89.27 - 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 OCG the State Budget Office will determine each
Agency’s carryforward amount and transact the necessary
entries.

— 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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Carryforward General Appropriations —
FMBB cont.

@ Agencies with separate authority to carry forward General

Fund appropriations to the new fiscal year must:
— Process budget transactions by August 2, 2013.
— Use T-code FMBB to process carry forward.

— Reference the applicable proviso or permanent statute

related to the carryforward authority in the text fields on each
line item.

§ Fallure to reference the applicable proviso or permanent statute

will result in the Office of State Budget’s refusal to process the
transaction

@ Note: This is not the “up to 10% carryforward” determined after
the close of the fiscal year in accord with Proviso 89.27.
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Carryforward General Appropriations —
FMBB cont.

E ocurnent Edit Goto Extras Erviranrmert Swystem

dE e@e@ 2 HH

s

&

=
Budgeting Workbench - Create Doc

Cocument Crwverviews onfoff %7 88 Hold Prepost  |[H] Save

Process [cowr carry COwer -

——lli

Process COVR
Document Type CFWD
Budget Type CFOR
Sender Year 2013

Sender Period 12 p-on
. .00
Document type [CPWD CRWD (Carryfo.. « | Recelver Year 2014
Wersion o
A Receiver Period 1
Docurnent Date 0541620173
| Sender [
Fiscal Year zZ0l13 Period 1z~
Budget Type CFOR | CARRYFORW ARDS
| Receiver
Fizcal Year z0ol14 Perioc 1.+
Budget Type CFOR| CARRYFOR W ARDS
_/ O Payrment Budget ]
(] ) e ) () 0 5 () (8[| (B[S misster st || [t | ey i, [
Lines
-f+ [Fund Furnds Center Functional Area Funded Prograrm Cormrnitrment Item Grart
- 10010000 FOZ0000010 FOZ0_Coo0 0100,000000,000 S1z2001 MNOT F
+ 10010000 FOZ0000010 FOZ0_Coo0 0100, 000000,000 512001 MNOT F




Carryforward General Appropriations —
FMBB cont.

Account Assignment remains the same,
only Sender/Receiver (+/-) are different.

Lnes

-}+ \Fund \Funds Certer \Functinnal e \Funded Program Commitment Item Grant
10010000 Fra0000010 F30 (000 (1200,000000,000 212001 NOT RELEVANT

+ 10010000 FOO0000010° S0 o0 (1200, 00000.000 A0 NOT RELEVANT
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Earmarked, Restricted, and Federal
Appropriations

@ 2013 Earmarked (3XXXXXXX), Restricted (AXXXXXXX),
and Federal (5XXXXXXX) fund appropriations
— Will lapse July 12, 2013.

— Will be held open for the processing of documents not having a state
level impact relative to Period 12 FY2013, until July 26, 2013.

@ 2014 appropriations for these funds should have been
Included by the Agency in the 2013-2014 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 (EXXXXXXX) 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

141
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Appropriations for New Fiscal Year

@ Appropriations for the new fiscal year will be loaded into SCEIS

via an interface with STARS.

@ Budgets will be loaded into SCEIS exactly as it is received from

the OCG, at the highest level.

Earmarked (30000000) and Restricted (40000000) funds must
be transferred from the highest level fund to the specific detalil
fund to process transactions (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

Ensure your budgets are properly posted.

Review budget reports regularly, such as:

— ZBD1 (Budget Consumption)

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

— FMAVCRO1 (Budget Availability Control)

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

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

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

§

Original Budget . - -
ZBD1 differs from BUDCON in that it

Budget Transfers : . :

: separates commitments into categories.
Actual Expenditures This should help Budget Managers
Purchase Orders determine where budget is obligated.

Purchase Requisition$
Other transfers

A4

w W W jwn W W W | W

Subtotal column after expenditures
Subtotal column after purchase orders and requisitions
Subtotal column after other transfers etc.. 144



FMAVCRO1 Report

@ This report Is useful for reviewing:

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

— 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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FMAVCRO1 Report cont.

Run FMAVCRO1 with “Display
Budget Deficits Only” to show
negative lines

4 EN TP

off |,

Hierarchy of Control Chijects - Budget Addresses - Posting ...

-

It is the agency’s responsibility to

clear all negative budget balances.
Either move budget (FMBB) or J/E

expenditures (FV50) to clear.

Consurmable ... Consurmed At Available At

& «Several Grant Waluess

220,006,34 117,201,098.17 116,974 491,85

v SlF0301EC01220

v SlF0301PCARALD
v SlF0301PCWRLL0
v SlF0301PDARALD
b SlF0301PDWRLL0
v SlF03010A00112
v S1F03010A00113
v SlF03010A00910
b SINOT RELEWVANT

24 550,00 72, 457,54 47,907.59-
0.00 070,483.00  970,483.00-
0,00 29,327,283.00 29,327,253.00-

0.00 79,440,00 79,440,00-
0.00  18,5333,186.00 183,358,156.00-
2,820,002 2,925,658 72,80
0.00 343,23 343.23-
1,000,00 222727 1,227.27-

198,2060.32  68,3587,430.20 65,139,243.85-
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What affects Budget Balances?

@ Encumbrances decrease budget immediately.

— PRs, POs, “Save as Complete” Parked documents, and funds
reservations

@ To free up your budget

— Reduce encumbrances that are finalized, no longer needed, and
final but have remaining balances

— Or carry them forward to next year.

@ If budget documents are not completed properly, the
budget items will not populate the appropriate columns on
the budget reports.
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Lesson 6 Summary

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

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

— 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 2013 and 2014.

— Understand how new year appropriations will be
handled.

— Understand how to review budget reports and what
affects budget balances. 148



LESSON 7: MANAGING
CASH STATUS



Lesson 7 Learning Objectives

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

— Understand SCEIS cash accounts.
— Review cash balances.

— Manage your cash balances.
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Undeposited Cash 100001 XXXX

@ The Undeposited Cash must be zero at
year-end.

@ Run ZGLA and enter the GL range of your
agency’s Undeposited Cash Accounts
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Undeposited Cash 100001 XXXX

s Sistem  Help These should all be
I = - 6 O W i = | &
zero at year-end.

<y b T & T oia P E [ [ column 4 4 » M [ o8 oo o2 5@

=
I_l }Elected Accounts Variation Report Fun Date / Time a5/
Bus Area: * Fund: * Grant: *
Cost Ctr: * Funded Program: * Period: 11, Z013

Aoocount Group Selected: 1000010101, 1000010112

GL Account ¥TD Eeg Eal MTD Actiwvit m;ﬁh\

l000010101 UOHNDEFP CASH FO30-0I0 4,997,493 \ 4,997,493
lo000l0l0z2 TUNDEFP CaSH FO30-0RS \\ /
l000010103 TNDEFP Ca3H FO30-D3IT &

l000010l104 TNDEP CA&3H FO30-0G3 ADMIN

lo00010l10a TNDEFP Ca3H FO30-3TRFPLITS 1,144,569 1,144,569

l000010108 TUHNDEFP CaASH FO30-MMO

l0000l0l09 THNDEFP CASH FO30-3EO0

l000010111 TUNDEFP CaSH FOSO-EIFP

l00001011s TUNDEFP Ca&3H FO30-0LG \

= * Total 6,142,158 \ 6_,142.18/




IDT Cash Clearing 1000020000

@ The IDT Cash Clearing must be zero at
year-end.

@ Run ZGLA and enter the GL 1000020000.

@ If your balance for FY2013 is not zero,
research the balance to determine document
numbers that result in the balance.

@ Open a ticket and provide the document
numbers to the SCEIS staff. Do not try to clear
the balances.
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SCEIS IDT Cash 1000020000

Accoumt MHumber
Compary Code
Fiscal “ear

DiSIZILEI':.I' rMore Chars

Al Docurments in Currency

1000020000 IDT CASH CLEARIMG
ICOol
2013

(S][¢a [ .= . (0] [E]

Period Ci=bit

Bal. Carryvfor

Credit Balance

State of South Carolina

Display Curremncy LIS

Cumulative balance
293,288,332,

o7 -

1 159,719,226.43 158,980,677 .86 F3E,548.57 292,549,843.50-
= 186,631, 167.86 155,925, 130.60 706,037 .26 391,543,806.24-
< 140,691,742.13 136,451,745.51 4,239,996.62 287,603,209.62-
<+ —— 95 5,194, 732.32-  3092,798,541.94-
S SE 87,140.60-  392,885,652.54-
=) Current year bqlance' 43 =2,698,171.28 290,157,511.26-
7 155,838,963.36 7,923,5832.23 2,094,619.87-  392,282,131.13-
=] 121,428,439.70 £9,821.43 661,321.73-  392,943,512.86-
= 131,735,255.22 131, 7N, 588,26 30,666.96 392,912,845.90-
10 106,690,068, 11 106, 742,18, 34 53,550.23- 3292,966,396.13-
11 25,299,955, 90 25,417, 54g0 117,889.80-  2393,084,285.93-
1z 293,054, 285.93-
1= 293,084, 285.93-
14 293,054, 285.93-
15 293,054, 285.93-
16 /\ 293,084,285.92-
Total 1,501,297,021.02 1,501,792,924.29 = ( 204,106.14 | ) 393,024, 285.93-

Company code currenc
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SCEIS Petty Cash 1000050000

@ If your agency had a prior year 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 Petty Cash 1000050000

@ If your agency has a new year petty cash that
has not yet been loaded into SCEIS, use the
transaction below to load:

Entry : Debit 1000050000 (Petty Cash)

Credit 5230010001 (Petty Cash
Fund)
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Cash Pooling

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

@SCEIS will look back to 2013 and pool the
cash If there iIs not sufficient cash in the new year
fund to process a payment for non-state funds.

@SCEIS does not look forward to 2014 if there Is
not sufficient cash in the old year fund to process
a payment for state funds.
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New Year and Old Year Balances

@ Edits for Cash are handled differently
depending on the year and fund.

@ On-line and Payment Run transactions are
handled differently.

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

Payment Run Date
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Lesson 7 Learning Objectives

@ You should now be able to:
— Understand SCEIS cash accounts.
— Review cash balances.

— Manage your cash balances.
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LESSON 8: GENERAL “CLEAN-UP™ OF
PARKED DOCUMENTS, WORKFLOW,
FUNDS RESERVATIONS, ADJUSTING
ENTRY DOCUMENTS, AND
FIXED ASSETS



Lesson 8 Learning Objectives

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

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

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

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

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

— Review fixed assets to ensure asset balances are
proper.
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Key Transactions

@ FBV3 - Display Parked Documents

@ FBL3N — GL Account Line Item Display

@ FMX3 - Display Funds Reservations

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

@ FAGLBOS3 - GL Account Balance Display

@ FV50 - Park GL Account Document
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Parked Documents

@ All Parked Documents must be processed or
deleted prior to July 12, 2013.

@ FBV3 - Use transaction code FBV3 to identify
Parked Documents.

@ FBL3N — Use to search for Open Documents
by Doc Type or GL.

@ Parked documents can also be identified on
the “Open Encumbrance Report” in BW.
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Parked Documents — FBV3

= List Edit Goto Settings System Helpn FBV3 prOVideS IiSt
= con esa 8RR 200 BE 98 _1of Parked Documents

Display Parked Documents: List
FHEERSTHET EE THEE S

St. Fiscal Year Per... Docurmentho Type Entered on ered at Posting Date Docurment Header Text Completed by Reason User S| Cp |Transac
@ 2013 10 2003687549 KR 104457 04/11/2013 TRAOGS9G54 TRAOGSG4 W[ FWel
@ 2013 10 3003685472 KR 02:432:52  04/15/20132 LOROSEE2 W[ FWBOD
@ 2013 10 3003714893 04/22/2013 12:56:53 047222012 TRADS9E4 W[ Fwel
ﬁ 2013 10 3003725810 04/25/2013 11:45:39 04/25/20132 MARDSE21 MARDSE21 W[y FWBD
@ 2013 10 3003725932 KR 11:55:19 04/25/2012 MARDSE21 MAROSE21 Voo [J] FWED
@ 2013 10 3003732661 KR. 04/29/2013 15:30:47  04/29/2013 IWITHERS IWITHERS WU FVED
@ 2013 10 3003735770 KR 04/30/2013 14:32:34 04/30/2013 TRADG9G4 W [] Fwao
@ 2013 11 3003750143 KR 05/03/2013 15:23:19 05/03/2013 ANMN4E440 AMMN4E440 Yoo [y FYED
@ 2013 11 3003750177 KR 15:41:18 0S/03/2013 [ jJONESH JOMNESH Yoo U] FWED
@ 2013 11 3003751718 KR 05/06/2013 10:17:56 0S/05/2013 TER31911 Vo[ FVED
@ 2013 11 2003752086 KR 11:48:51 0S5/06/2013 WEROG424 WEROG424 W[ FWel
@ 2013 11 3003753242 KR 12:115:41 05/06/2012 CE CATSS5464 CATSS454 W [J] FWBD
@ 2013 11 3003753250 KR. 12:23:14  05/06/2013 CE CATSS464 CATSS464 Voo [J] FveD
ﬁ 2013 11 3003753271 KR 12:41:55 05/06/2013 CE CATSS464 CATS5464 W[y FWBD
@ 2013 11 3003753328 KR 14:01:59 05/06/2013 CE CATS5464 CATS5464 Voo [J] FWED
@ 2013 11 3003753368 KR. 14:13:35 05/06/2013 CE CATSS464 CATS5464 WU FVED
@ 2013 11 3003753375 KR 14:16:50 05/06/2013 CE CATS5464 CATS5464 Yoo U] FVWED
@ 2013 11 3003753386 KR 14:20:04 05/06/2013 CE CATS5464 CATSS464 Yoo [y FYED
@ 2013 11 3003753416 KR 14:33:39 05/06/2013 CE CATSS464 CATS5464 Yoo U] FWED
@ 2013 11 3003753461 KR 14:51:53 05/06/2013 CE CATSS464 CATSS464 Vo [y FVED
@ 2013 11 2003753619 KR 15:32:55 05/06/2013 CAR13097F CAR13097F W[ FWel
@ 2013 11 30037523530 KR 15:37:50 05/06/2013 CAR13097 CAR13097 W [J] FWBD
@ 2013 11 3003753640 KR. 15:42:19 05/06/20132 MMIKELL MMIKELL Voo [J] FveD
ﬁ 2013 11 3003753666 KR 15:50:51  0S/06/20132 MMIKELL MMIKELL W[y FWBD
@ 2013 11 3003753706 KR 16:07:27 0S/06/20132 TRADE9E4 W[ FweD
@ 2013 11 3003753712 KR. 16:09:28 0S5/06/2013 TRADGIG4 W[ FWBD
@ 2013 11 3003753830 KR 16:11:58 0S/06/2013 TRADS964 TRADG9G4 Yoo U] FVWED
@ 2013 11 3003753918 KR 16:55:39 05/06/2013 MMIKELL MMIKELL Yoo [y FYED
@ 2013 11 3003755867 KR 05/07/2013 10:49:57  05/07/2013 OTH BARSS401 BARSS401 Yoo U] FWED

SAPg b ECP (2) 010 ¥ | SAPVPAPEC
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Parked Documents — FBL3N

Extras  Erwironment  Settings  System  Help

(HICAQ BHE 8104

(& Lt

ﬁr !

Edit Gofo

This report was run
selecting only
GL 2000010000

G/L Account Line Item Display
/@S PEER FTa¥d BHad TBEE

Selectinns D Dispute Case

G/L Account
Company Code 5C01

2000010000 ACCOUNTS PAYABLE AND VOUCHERS PAYABLE (VENDORS)

7 Assignment * Documen..,” Busé Daoc, Type Doc, Date PK E Amaunt inlacal cur, LCurr Tx Chng doc, * Text
_[ﬁ]EDlEDSH 3003760822 (050 KR 05/02/2013 31 300.18- UsD
@ 20130315 2700796802 030 RE 05/02/2013 31 2,908.22- 5D 11
oy g 3,264.41- USD
~ Account 2000010000 Chus 3,264.41-USD
- n nen 3,264.41- USD
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Delete Parked Document — FBV?2

(= Dpocument Edit Goto Extras Settings Ervironmment Systerm Help

& | - dEH @@ DHE oo BE @0

£dit Pard Fnter Document number — [$€@02 2013
Sa Tree on CDrru: and C“Ck On Document aﬂd | 1| &7 Editing options

Transactn Eal. lo. oo
»y | Delete Parked Document | —_—
| Address

b

Wendor jl7o00145305 _| GL Ind [ = CERTIFIED TRAMSL
Inwvoice date los/06/2013) Reference DES-13-0405 105 OME HARBISOT
Posting Date loss17/2013) Period f11] COLUMBLS ST Zoz
Document Type KR KR (Wendor in.. | Documentho 3003750645 )

Arnount |75.00 | Jusp [ Icalculate tax = (503) 7S1-701;
Tax amount [ ' [ - |

Text 'DDSlD-’-‘r Arabic Interpreting Services '

Payvrt terms Due immediately

Baseline Date 05/06/2013 :

4 PF 4 F

17 Itermns ([ Screen wariarnt @ Scresn 100 )

BL| GfL acct |D,."C |.-'l'-.m|:uur‘|t in doc.c... |CDSt center Order FrLind Gramt
Lllzolo0003s & De. ™ J.86 LO4AOFEOOOO lo00l0000 Logolanollls
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Parked Documents — IDTs

@ Use transaction Z_IDT_DOCLIST to view your
agency’s parked IDT payables, 39 documents.

@ Assuming these are FY2013 expenditures,
they should be processed in FY2013 prior to
the July 12 deadline.

@ IDTs remaining in Parked status after July 12
will be carried forward into the new year.
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Z IDT _DOCLIST

Eu G ey g This report will provide a list of IDT
g JQOI000 DHE & payables yet to be processed

Document List for IDT's

QB8 &¥Y EAEY T4 Beg

) Bus. Avea Yew Do, Wb ECedts ©  Delits Doc. Type. Doc, Date  Posting Dt Period Entered on- Customes Mumbe Blng Agency Mumte Refeence b |
[NE[ID ]2013 TO0EE 000 000 A (5/4R083 050G 11 0514013 WEOoool OO0FO30000 4000111971

MO0 003 J0erE 000 6000 4 05403 O9M40L 1 O9fl4fl3 memouol QO0FOZ0000 4000tiani
0D 2003 JOOUBG 000 1000 4 5152003 05031 Ofl5R0l3 wPooont (OCND40000 4000112050
» 0.00 + 910.00
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/MRBR — Blocked Invoices

@ PO-related invoices (RE documents) are
posted at the time of entry, not parked.

@ RE documents are systematically matched to a
Goods Receipt and Purchase Order to ensure
goods were received and price Is correct.

@ If there Is a discrepancy between price or
receipt of goods the invoice is blocked for
payment.

@ Run ZMRBR to view blocked invoices.
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/MRBR — Blocked Invoices

= Edit Invoices can be blocked for

Quantity or Price

List Settings

& - 4 S O
Release Blocked Invoices

Eoto WiEwys Swstem H

O Elocking Reason &2 EF = O =

Status Plant FPiEr (User Rame Doc, Mo, It... Ity Prc  |Purch.Doc. It... Armount |«
LED1 226 BARDZTSE S700729720 1 e 4600232592 10 4,204.00 1
DCOo1 28432 SHE42072 37007232670 1 % 4o00222807 10 205,00 |
DCOo1 245 SHE42072 370072323765 1 B 4e00222216 10 1,245.50 1
DCOo1 2846 SHE42072 370072323765 2 % 4600222216 20 20.80 |1
DCOo1 245 SHE4207Z2 37007234943 3 B 46002232216 20 405,98 |
LED1 226 BARDZYSE SY00726610 1 - 4 4600225447 10 2,0285.60 |1
LED1 226 BARDZYSE SY00F26618 2 e 4600225447 20 2,621.60 |1
LEO1 226 BARDZTSE 3700726708 1 B 4600225449 10 3,820.24 |
EDD1 212 BARZ2Z726 370072372345 19 - 4 4a002234962 190 g87.81 |
Dol 2843 PATEEE4S 3700737352 1 B 4600234976 10 245,00 |
DCo1 2432 PATEE24S 370072372352 2 - 4 4002234976 20 217.a0 |
Dol 2843 PATEEE4S 570073735 3 B 4600234976 30 27.67 |
DCo1 242 PATEE24S 570072372352 4 - 4 400224976 40 119,95 |
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/MRBR — Blocked Invoices

@ Most variances are Quantity Variances which
generally means the Goods Receipt has not
been entered. To clear, the recipient of the
goods needs to enter the receipt.

@ Price variances are caused when the invoice
price exceeds the stated price on the PO. This
may be a price error on the PO or on the
Invoice, or often is the result of an error in
entry, the A/P clerk adds freight or tax on line
item.
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MEZ2K — List Display by
Purchase Order

ME2K/ME2N — use to identify POs with Goods
Receipts that have not been invoiced.

MEZ2K — Cost Center is in the table of selections, Fl
driven

ME2N — Plant is the primary CO in the table of
selections, MM driven.
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MEZ2K — List Display by
Purchase Order cont.
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MEZ2K — List Display by
Purchase Order cont.
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MEZ2K — List Display by
Purchase Order cont.

= . | | _ _ From the Dynamic Selection, pull
ist Edit Soto Wiews Erwironrnent Settings System H= . " . . ” “ .
& S e@e DDmEme = | In Still to be Delivered” and “Still

Purchasing Documenits For Cost Center to be InVOICed
& T F = 5 A ST wls B A 2m

Itermn sas 'WES Ele... |Order Type Short Text Matl Gr... DI A Plant | Still to be deliv, | To be irv, |SLoc | Qlar

10 1 ZSTD Showecase, Troply Cas . 42092 K ITO1 1 1 0001
Purchasing Document 4600234452

10 1 ZSTD Display and Showroorn . 572821 K ITO1 1 1 0o01
Purchasing Document 4600242923

10 1 ZSTD Display and Showsroom . 57231 kE ITOL1 1 1 0001

Cost Center FOZ0J1AO0000O
Purchasing Document 4600228020

10 1 Z5STD HP Torner 20772 K ITOL1 1 1 0ool
20 1 Z5STD HP Toner 20772 K ITOL1 1 1 0Oool
20 1 ZSTD HFP Toner 20772 K ITO1 1 1 0001
=0 1 ZSTD HFP Torner 20772 K ITO1 1 1 0ool

Cost Center FOZ0JAO000O1
:Purchasing Document 4600205465
10 1 ZSTD Syrmantec Endpoint Pr. 92015 K ITO1 =10 210 0001 3
Cost Center FOZ0I1IBO000
Purchasing Document 4600179065

10 1 100 ZSTD Enginesr Services, Prof | 925332 K ITO1 1=2,8=21.280 13,821.2280 0001 19,
Purchasing Document 4600190977

10 1 ZSTD Locks, Key Blanks, and 45055 kE ITOL1 V001
Purchasing Document 4600191002

10 1 ZSTD Swirnming pool mainte,. 923165 K ITOL1l 1 Qo011
Purchasing Document 4600193684

10 1 100 ZSTD Wiring and Other Elect . 91082 K ITO1 <, 100 4,100 0001 =,
Purchasing Document 4600194724

10 1 ZSTD Locks, Key Blanks, and | 49055 K ITOL1 001

Messcbhacicos Mo amanesd ASOANAINEne s
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Workflow Items

@ Beginning July 1, workflow items for payments for
the prior year will be shown in the inbox as a high
priority item 1 and will be in “red.”

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

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

@ Be sure to clear all priority items by the year-end
closing date of July 12.
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Funds Reservation Documents at

Year-end

@ Funds reservation documents encumber budget.

@ Reducing funds reservations can free up budget.
@ FMX3 to Display Funds Reservations.

@ FMX6, Manual Override Funds Reservation, to
reduce funds reservations.
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Display Funds Reservation — FMX3

3\ Select documents via

processing list
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Display Funds Reservation —
FMX3 cont.

Enter Posting Dates
and Funds Center

/
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Display Funds Reservation —

FMX3 cont.

oSt

T = e =

=l | = Y= T

——

== === | o

L e B =1 m L [l = =

=

Earmarked funmnds jouwurmal

M= e O /1 F,A,201 =

i

| =

Coaa— . o AW v arat Cappae=ra =armat Tt a3t T ===t [T Lo ol e ¥ [ S |
S 1 === ==.=0O0. O Fa==s=.== a = el LIS =
=S SO 1= . =O.=34= = =1 LR S W = ]
=4 11 .= . 1=, 19 == = = LR S N = ]
=} = SO0 . =0, === s =1 LT S W == ]
=, A 1=, ==0. 0= = = LR S N = ]
== .= . 1=.="9==. 1= = =1 LR S W = ]
= .= 1=, 1==3.== - = :WI: L=
==.=40O0. O =g =i, = = =1 LT S W == ]
d =, =S F L= = = LR S N = ]
=1=.== o R e | 1 =1 LR S W = ]
F==J e [ | Y e | | =, FF=am. == B = LR S N = ]
1=.==1 .11 11 . .=a949F. = 1= =1 el L=
=1 1 =" == F==J e [ | Y e | | == e o | R | | a = LR S N = ]
O =1, A=, = =1 LR S W = ]
= A =" == 1 O =%, =400, = .=l == a = LR S N = ]
= 1 OO =" === =00 O == == =1 L e N L ]
=2 A =" == jm Bl o | R | | =4=1 .= = LR S N = ]
=2 1 =" 9= d . == .1 =a=.010 =1 LR S W = ]
= A == =3 == . == .k = LR S N = ]
=S 1 OO ="==101 11 1.7 O . =1 S e W L ]
=2 A =" =-=4 1 ==3 .. =, =1 = . == = LR S N = ]
= =" ="~ o I [ | Y | | jm B | | Y | | =i LR S N = ]
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Dacument  Edit

Eota

Extras

Environment System  Help

Display Funds Reservation —
FMX3 cont.

&

DA H @@ BEE SmTmaas | BE @D

Funds reservation: Display Detail scr

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

Line ltem EEEEEEEE A
Text |auto lease |

Contral data

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

Currency UsD

Owerall amount | 7,202 006 |

Qpen amaount | 1,975.87 |

Due on [ ]

mMore data

Wendor I—l

Customer [ ]

Alternat. payee [ ]

Coding Block

Cost Center E12EIP.EIEIEI1EI|

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

Funds Zenter

E120A60810 |

Commitrment tem |5EIE‘I 540000

| = hlore
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Display a Single Funds
Reservation — FMX3
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Display a Single Funds
Reservation — FMX3

= pDocument

o -

Edit Soto

Extras

A H & @@ B EE ST aAnsEy EEOE

Ernvirornmnmearnt

Syster Help

Forndas reservaltion: Displfay Overvieww scrir

E =L == CDI“I%I‘I‘IDtiDr‘I

Docurment number A1 000375499
[ p— |
Owocument type TF
| ey |
Compary Code SCOL

&2 posted

Funds Reservation w/f wWwWor .
State of South Carolina

Click on Consumption Button

FPosting Date a7 A1=2A2012
| peesessm— |
CLrrency frate TS

Doc. text

Zurrency 1S

Srand total

S00, 000,00

Zharnge total

Line items

Cn... S.. R.. Amount changed
1 o.oo0
= o.oo0
= o.oo0
=1 o.oo0
5 o.oo0
5 o.oo0
7 o.oo0
= o.oo0
= o.oo0
10 o.oo0
11 o.oo0
1= o.oo0

o. oo

20 ,300.
36, 500.
41, 500.
4G, 500 .
S0, 100.
T4, S00.
I37,300.
Z22,900.
1z,500.

15,
5,000.
1z,281.

Crverall amount

oo
oo
oo
oo
oo
oo
oo
oo
oo
[SE=
oo
11

5L Accoumnt
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001
SE0z1450001

|[sTP - BR:CE - CWRP CHARGES FAlLf1z2 - 5f=E001=

Cost Center
HEOSOSEQOOOO
HEOSOSEFIT1LO
HEOSOSEFIIZ0
HEOSOSEFIISO
HEOSO0SEFITAO
HEOSOSEFLSO
HEOSOSEFLSO
HEOSOSEFL7O
HEOSOSEMCCO
HEOSOSEQOOOO
HEOSOFPDAEOD
HEOSOSEQOOOO

Functional Area Fu

EOS0_0007
EOS0_0007
EOS0_0007
EOS0_0007
EOS0_0007
EOS0_0007

%DSD_DDDﬂ
EOS0_ 0007
EOS0_0007
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007

ESiE
ESiE
ESiE
ESiE
ESiE
ESiE

=
—

ESiE
ESiE
51
ESiE
51



Display a Single Funds
Reservation — FMX3

[S List Edit Goto  Wiews  Settings  Systemn Help

& FdHEH @@ B HEE ST You can see activity

Earmarked Funds: Display Consumption History and open gmount
= ST F & & <T [ TGl B H

Doc. Mo, “Itrn Business Transaction Triggetr docurnent Consurnptn Croy | Cnsumptn LCu
4100037549 1 Receipt amt 20,200,000 s Jo,200.00 LSO

Invoice/Credit Memo 2900152917 SC012013 32,077,658 USD f 3,077,656 UsD
Invoice/Credit Memo 2200155741 SC012013 Q37,49 LISD 937,49 LSO
Invoice/Credit Memo 2900152086 SC0120132 2,6856.25 US 2,686,355 UsD
Invoice/Credit Memo 2200150546 SC01=2013 3,453,774 LIS 3,453, 74 LUSD
:Ir‘l'-.-'Dil:E;"CrEdit Merno :EQDD 160217 SC012013 6,233,771 U#D 5,233, 71 LUSD
Invoice/Credit Memo 2200043496 SC012013  5,233.71- UED | 6,233.71- LUSD

Invoice/Credit Memo 29001556984 SCO0120153  6,233.71 WsD 6,233.71 USD

Inwoice,/Credit Mermo 2900154052 SCO12013 455,96 pISD 455,956 LSD
Inwvoice, Credit Mermo 2900150522 SC012013 1,662.92 LISD
Inwoice,/Credit Mermo 2900147577 SCO12013 1,221.05 UsSD
Total Invoices,/credit mermos 19,900.14 UsD
Consumpt, 19,900, 14 LSO

399.86 LUsSD

E Pl el e N L T B Pt

Cper amourt

P T T TR T
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Reduce Funds Reservation - FMX6

h

Enter Document

Number and Line Item

Transaction: FMX6
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Reduce Funds Reservation —
FMX6 cont.

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

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

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

CUrrency LSO

Reduction armt

Feduction text

Zontral data

] ompletion indicator

walues

[ 1ltermn blocked

[ ] tern block

Crrency

Cverall armount

Open armount

1,650.080 |

Cue on

More data

1426 .75 |

wWerndar

OOAFO3aaGE|

Custarmer

Alternat. paves

Coding Block

BUDGET AD CORNTROL BOARD

Zost Center

E120a0QE1 2

Fund

100100

Functional Area

jejefeoiaiofayoiopalayeiofaoial

Funds Center

E1zoaoood 2

Srant

|NOT RELEWAMT

Carmimittment item

|sazanaooon

[ ==

Mare
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Reduce Funds Reservation —
FMX6 cont.

Document

Edit Soto Extras Environment Swystem Help

& |

=2 aH @@ B & Tmasn | EE e

Funds re

servation: Display Detail scr

|&E|[@] =] L]|2r| [E¥ consumption |

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

Control data

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

i S0

Overall amount | 1,650.00 |

Dpen amount 0.o0 |

Due on |

More data

Wendor |EIEIEIFEIEEIEIEIEI| BUDGET ARD COMRTROL BOARD

Custormer I—l

Alternat. payee I—l

ZCoding Blaock

Cost Center Im

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

Funds Center [E1Z2RARBET 2 | Cormmitrment ltern  |SAZ0A098066

| =*  More
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Reduce Funds Reservation —
FMX6 cont.

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

— Should be reviewed to determine that receipts have been properly

posted against AR and not posted as a direct receipt, leaving an
erroneous AR balance.
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GL Account Review and JEs —

Review cont.

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

@ Revenue and expenditure accounts

— Review can reveal inappropriate classifications of revenues and
expenditures.

@ Fund Balance

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

@ Fixed Assets

— Review for appropriateness of entries for capital expenditures which
create asset shells postings to accounts 18XXXXXXXX.
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GL Account Review and JEs —

Review cont.

@ Undeposited Cash accounts

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

@ IDT Cash Clearing account

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

@ Zero-Balance Clearing Funds

— Cash balances should be cleared from these accounts regularly
and should have a zero balance at the end of the fiscal year.
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Fixed Assets at Year-End

@ No new transaction codes or special procedures to close
out fixed assets at year-end.

@ Steps to take:
— Use S _ALR 87011990 transaction to view asset history.

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

— Make adjustments to fixed assets as needed.
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Transaction S_ALR 87011990

==

Edit Soto

Sxsterm

Help

Prograrm

= |

= |

=1 =l

= 3 & |

= 050 G |

E=a [ ke I == e |

=

Asset History Sheet

=] =] =] [ ][]

Company code =con I-fr':l to I (=3
Asset number ] to ] ==
Zubrnumber ] to ] ==
Selections
Ss=set class I 1o I (=3
Business area [E1 ZDI\ to [ | ==
CE

Setting=
Report date

OSSO0, 2010 |

Depreciation ares

=20

Sort ~ariant

=y}

@ List assets
... or main nurmbers anly

or group totals only

Full Accrus
Co. codesfb

Enter
Business
Area and

select Full

Display options
COuse &l grid

Accrual from

the drop-

Further settings
History shest version

IEIEIEIEI I

[l Depreciation posted

I cormpl.

down box

Iide wWEFSior)

Retirmt simulations
Lower wvalue assets classes

L~ sirmulation period frorm

Intangible as=s=ets classes

[

T

to ]




S ALR 87011990




Fixed Assets at Year-End

@ Once you are informed that all Depreciation
runs have been completed for the fiscal year,
run ZGLA for assets and compare the values
INS_ALR 87011990 to those in ZGLA. They
should equal.

@ The asset values on ZGLA should equal those
values that you report in the Fixed Asset
Reporting packages.
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Unposted Assets S ALR 87012056

@ Use transaction S _ ALR 87012056 to get a list
of assets with -0- value.

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

@ Review this report to determine if the unposted
asset should be deleted or whether a value
should have been assigned to the asset.
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Unposted Assets S ALR 87012056
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Things to Remember for Assets

@

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

— Use Transaction Type ZDO or 115
— Use Offsetting GL as 4310020000

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

recorded in the current year:
— Use Transaction Type 100
— Use Offsetting 5xxx GL as originally charged
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Inventory - GRIR Reconciliation

@ GR/IR Clearing Account, 240010000, should
be Zero (0.00) at fiscal year end,

@ Use MR11 to view items that have not cleared
the GR/IR Clearing Account,
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GR/IR Clearing — MR11

Enter Plant or Plant range
and date range

Check Delivery Surplus and
Invoice Surplus
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GR/IR Clearing — MR11 cont.

[& Lot Edt Goto Gettngs  System  Hel

¢ "(HICEQ CHR ©

Maintain GR/IR Clearing Account

MR11 Report lists differences between
| the Quantity Received and the Quantity
Invoiced and the Difference Value.

Heost Gopuchacerdr B E 29 Y & B4 N4
Company code 3001 3tate of 3outh Carolina
Currency 13D
Purch.Doc. Item PO Date  Name 1 Material Plnt Short Text 1)}
Purch.Doc. Itew Account key naue Quantity REEW Difference Qty Difference Value
| _IdIEDDDSllTél 10 11/01/2012 MORPHOTRUST US4 I 129678 MV0Z LAMINATE  HOLOGRAM, HEW,3C Ed
_DflEDDDBll'M 10 GR/IR clearing 1,600 1,138 462 47,580, 23
4500031710 20 1270372012 GLOBE DIRECT IAC 127273 MV0Z2 3LEEVE,DMV, LAMINATE POUCH, 50/PAC PAC
14500031710 20 GR/IR clearing 2,000 2,000 54,356, 00
B 4500031793 10 1270572012 SECUREMARE DECAN CORP 139898 MV0Z DOCTUMENT,REG,491-AVM,2013,1,000/CAR CAR
14500031793 10 GR/IR clearing 128 128 11,504,584
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GR/IR Clearing — MR11 cont.

[E Lt Edit Goto  Settings Systemn Help

& MR S @@ L HER \/glue Difference on MR11 should

Maintain GR/IR Clearing Account equal the General LEdger value
Erost  &rPurchase Order E = T ¥ & for 240010000

Company code SC01 Stacte of South Carolina

Currency TS

Purch.Daoc. Item PO Date Name 1 Material Plnt ShDrE_Text 5

Purch.Doc. Item Account key name Quantity Receiwed Quantity inwvoiced Difference Dtyl_ Differesce ValuE
4500031174 10 11 /0142012 MORPHOTRUST T34 INC 129678 MVO0Z LAMINATE ,HOLOGEALAM,MNETT,3C
|_lasoonzil74 10 GRATR clearing 1,600 1,138 452 47 580,23
__4500031?10 20 12032012 GLOEE DIERECT LLC 127273 MvVOz2 SLEEVE ,DMV,LAMINATE FPOUCH, S50/
| lasooosi7lo 20 GRAIF clearing 2,000 2,000 54,355.00
4500031723 10 1240542012 SECUREMAFRK DECAL CORP 139598 MVO0Z DOCUMENT,FEG, 491 -AVM,2013,1,0
|_lasooozlzas 10 GEAIR clearing 128 1=25 11,504.564
__4500031?94 10 12052012 RR DOMNNELLEY 105793 MvOz2 FORM, DMV ,CT-1,0N & ROLL
| lasooozi7a4 10 GRAIF clearing 745,793 745,793 71,819.37
4500033297 10 022772013 MAC PAPERES INC 107170 MVO0Z PAPER ,BOND  COPIER,S5.5X11,WHIT
|_lasooozzzaz 10 GEAIR clearing 40 sS40 25,0585.51
__45000335?3 10 03122013 LAMINEX INC 107419 MvVO2 EKIT,CLEANTING,PS550I PRINTER,DIM
| 4500033573 10 GR/IR clearing 100 100 5,123.16
4500033699 10 0341242013 CORRUGATED CONTATNERZ TINC 107122 MVOZ BOX,3TORAGE ,RECORD 1571210
|_lasooozzsaq 10 GRAIR clearing Z,000 2,000 1,71z.00

* Total

217,1581.41
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GR/IR Clearing - ZGLA

[= asccount Edit

Soto

Ernwirornment

=

EBalarrce Display: 7L Accowrmrnls For ffre Ledger =8

[l Document CLirrerncy

—
I_.ﬂ-.ccn:lur‘nt Mumber
Cormpary Code
Fizcal wear

Di5|:|-|a'5.-' ore Chars

Al Docurrments im Currer sy

== e L )

Period
Bal. Zarrvtfor .

el Y ) S Y A

BERRRR
ok wWwNREO

Total

Crebit

FO,225.
E0,979.
=1sS,40=,
4=F, 303,
==, 074,
=203, 745,
250,570,
53,755,

14
FO
<+1
(=] =]
=12 ]
1=
=
=1

1,4}, 072.53

SCOoOl1
=013

Credlit

155,991,
132, S,
192,193,
435,047,
105, 252,
e T=T=Pra =t
1=9s, 700,

22,555,

System

< H I && @ =2 EEE ) 3T A8 sy EE 0 &

=8 Document Cuirrency

Help

Drisplay Currericy

47
47
=1
=] 0]
=
=1=]
o1
3

1,661,250, 04

IT(_‘:”i’DDl:urrler—nt Crrerncy

=400010000 SRYIR CLESARING ST
State of South Carolina

LIS

Balarnce

=25, 755,
FF,B5,
1=z=,.209,
1,553,
F1,279.
165,015,
F=.a70.
19,779,

==
FI-
10

(=T B
1=-
b
<

= b=

Wy S Indivicdual 2,

Company code curre

431,
411,

=7, 206,
165,071,
et ===
=1, 44165,
105, 595,
270,713,
197,592,
217,622,
=217, 622,
217,622,
217,622,
=217, 622,
=217, 622,
217,622,
217,622,
=217, 622,

Cumulative balance

=1
=
=1-
I=1=1
=1
1=-
==
F1-
2 -
=59-
=99-
=59-
=59-
(==
=99-
=59-
=59-
(==
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Other Reminders

@ Run Z SCEIS Errors to identify items on the
error file. All errors must be cleared before
year-end.

)

® Clear fund 30240000

@ Repay Interfund Loans, run ZGLA for GLs
1390010000, 2090010000.
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Lesson 8 Summary

@ You should now be able to:

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

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

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

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

— Review fixed assets to ensure asset balances are
proper.
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LESSON 9: Managing
Project Systems



Lesson 9 Learning Objectives

@ Upon completion of this lesson, you should
understand:

— Management of project-related POs
— Final Settlement process
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Project System Procurement

@ Purchase Orders and Funds Reservation

— Execute report CJI5 to display commitments on projects
from purchase orders/fund reservations;

— Double click on purchase order to see if this item will pay
In current year. If not, roll purchase order forward

— If you see a value and the purchase order has “final
Invoice” marked, lock the line item on the purchase order
to release the condition on the purchase order.
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Period End Settlement

@ Executed by Comptroller General’s Office 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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Open Encumbrance

@ Execute BW open encumbrance report;

@ Delete or process parked documents with
WBS using transaction code FBV?2

@ View open fund reservations and purchase
orders with a WBS. Roll forward if needed, if
not, close.
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Parking WBS Settlement Profile

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

@ If you need to re-class expenses from the “Z”
WBS, create a journal entry to move the
expenditures to a capital WBS.
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View Projects

@ Execute transaction code CN43

@ Review status of projects

@ Close projects if they are complete to stop
postings

@ If you have a final asset with additional
charges in this year, you will need to contact

the CG’s Office and provide the asset number
and value to settle.
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Capitalization to an Asset

@ The Final Settlement process will be executed
centrally by the CG’s Office for FY2013.

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

@ You must set up the asset shell and give that
iInformation to the CG’s Office with your request.
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Lesson 9 Summary

@ You should now understand:
— Management of project-related POs
— Final Settlement process
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ESSON 10: MANAGING PURCHASING
PROCESSES



Lesson 10 Learning Objectives

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

— Complete all goods receipts by June 30 and invoice
receipts by July 12, 2013.

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

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

@

For goods and services received by June 30, post the
Goods Recelpts by June 30 in order to assure that funds
are posted in the current fiscal year.

Invoices received by June 30 should be paid in the
current year.

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

Monitor ZMRBR dalily to ensure all GRs are entered for
all posted invoices.
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Key Transactions

@ BW — Open Encumbrance Report

@ A list of Open Purchase Orders to identify:
— POs that are no longer necessary,

— POs that may need to be modified in order to un-encumber funds.
— POs that may need to be Carry-forward

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

@ ME23N — Change Purchase Order

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

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

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

@ Actions for Open Purchase Orders

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

3. Delivery Complete inventory PO (to be covered In
next lesson)

4. Delete PO

5. Carry forward PO into next fiscal year
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Recelve & Pay in Current Fiscal Year

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

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

@ Use Final Invoice/Block PO when:

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

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

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

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

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

@ Delete PO should be used when:

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

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

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

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

@ The PO should be carried forward when:

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

The items have been received but the invoice will not be
posted prior to July 12, 2013.

Posted invoices are included on the ZMRBR report and the
errors will not be resolved prior to July 12, 2013.

 Price Differences
« Quantity Differences/Goods Receipt not posted

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

After a PO is Carried Forward, it will fall off the Open
Encumbrance Report for 2013.
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Verification of Encumbered Funds

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

cont.

T~

Double click on Funds Management doc
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Verification of Encumbered Funds
cont.

[
List Edit Goto ‘iews GSeffings System Help

DW_

@ 4D 000 DHRE000 R OB

Dacument Journal

BEEIHIEE

SR TG Bes B o)

Doctment Jouna You can see by this screen that all
Maea SO funds have been released from this
Year Commitment tem 2003

Commitment ltem Purchase Order.

Funds Center

Fund

Layout

User ESTRUBE

Date/Time 200808603 08:12:29

RefDocho ‘|‘|tem|‘¢T |Ua|‘typetext ‘|Amlhfpe‘|Prd|FMpstgd. 1PvmtEdgt|Cmmt|lem |FundsCenter |Fund |GILAccuum|FundedProgram|FMDuc.Nu.|
4600000583 1051 Purchase Orders 0500 | 12 200806/05 | 3,582.30 5040020000 HE10ADOCYS 10010000 5040020000 0100.000000.000
51 0200 10 200804125 35170 A040020000  HO10ADOCYS 10010000 5040020000 0100.000000.000
51 0100 |10 200804015 | 393400 5040020000 HO10ADOOS 10010000 5040020000 0100.000000.000
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Lesson 10 Summary

@ You should now be able to:

— Complete all goods receipts by June 30 and invoice
receipts by July 12, 2013.

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

— Close purchase orders and corresponding requisitions
(if applicable) in the current fiscal year.
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LESSON 11: MANAGING INVENTORY
PROCESSES



Lesson 11 Learning Objectives

@ 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 Purchase Requisitions (PRS)
and POs.

— Understand other year-end considerations for managing
Inventory.

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

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

year budget.

@ If the account assignment changes from one
year to the next, the Material Reservation will
need to be deleted and recreated with the new

account assignment.
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Material Reservations cont.

Close or Delete all Material Reservations
that you will not fulfill

@ Mark Final Issue indicator on the Material
Reservation (MB22)

OR

@ Mark the Deletion Indicator on the Material
Reservation if you have not issued or will not issue
any quantity against this Material Reservation

(MB22)

OR

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

backorder (MIGO)



Material Reservation — Final Issue

MB22 — Change Reservation

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

NE40345313

ME40_2213

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

MB22 — Change Reservation

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

NE40345313

ME40_2213

Deletion Indicator

Itn  Material Quantityin  UnE Fnt SLoc Batch \ﬁ\% D

1 104141 ko POA DCO3 MO O
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Goods Issue — Final Issue

MIGO — Goods Issue

Heservation

- Account Assignment

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

Final Issue Indicator

/

Withdrawal Gy

| |Final Issue
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Inventory Purchasing Documents

@ Funds are encumbered when a Purchase
Requisition is created.

@ When the Purchase Requisition is converted to
a Purchase Order, the encumbrance transfers
from the Purchase Requisition to the Purchase

Order.
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Inventory PR & PO Encumbrance

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

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

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

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

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

Purchase 100 ea)

Requisition

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




Beware of Unit of Measure

@ Quantity on the Purchase Order must equal
the quantity on the Purchase Requisition or

you will leave an encumbrance balance on the
Purchase Requisition

@ Purchasing units of measure can be

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

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

Requisition 100 ea)

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

In this example, the buyer ordered 10 each, rather than
10 boxes of 10 each from the vendor (10 units to a box).
With no purchasing unit of measure in place, the system
does not recognize this purchase as anything other than
the base unit of each and assumes there are 90 more
each still required.
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CORRECT METHOD!

(Purchasing
UoM = bx)

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

In this example, the buyer ordered 10 boxes where the
purchasing unit of measure has been implemented. In
this purchasing unit of measure, 1 box = 10 each. The
system will convert the box unit of measure to each once
the Goods Receipt is entered. Thus the inventory will be

correct, the purchase order will be correct and the
requisition will be correct.




Key Transactions

@ MESA — Open Purchase Requisitions

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

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

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

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

@ Actions for Open Inventory Purchase Orders
1. Receive and pay in the current fiscal year
2. Delivery Complete inventory PO
3. Delete/Change PO line item and/or Delete/Change
Requisition
4. Carry forward PO into next fiscal year
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Recelve & Pay in Current Fiscal Year

@ If PO will be received and paid in the current fiscal year,
make no revisions to the PO, follow standard process and
roll into the next year using ZFMJ2.

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

@ Use Delivery Complete when:

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

— Any PO with PO History should be marked Delivery
Complete and should not be deleted.

— Delivery Complete is the indicator that releases
encumbrance on inventory POs. The Final Invoice
indicator will not release the encumbrance on
iInventory PO.

— Buyers have the ability to set Delivery Complete
iIndicator on inventory POs; or

— Inventory Management personnel can also select
Delivery Complete during Goods Receipt when no
further materials are expected from the vendor. 2a6




Delete PO

@ Delete PO should be used when:

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

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

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

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

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

@ The PO should be carried forward when:

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

The items have been received but the invoice will not be
posted prior to July 12, 2013.

Posted invoices are included on the ZMRBR report and the
errors will not be resolved prior to July 12, 2013.

 Price Differences
« Quantity Differences/Goods Receipt not posted

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

After a PO is carried forward, it will fall off the Open
Encumbrance Report for 2013.
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Physical Inventory (per CG’s Office)

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

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

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

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

@ Pay attention to unit of measure when entering

your count. The default is the base unit of
measure.

@ Physical inventory documents must have
differences POSTED no later than June 30,
2013.

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

@ MIDO: Display Physical Inventory Documents

— Items not yet counted
— Documents not yet posted

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

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

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

101491 <€ Example: materials not yet

1615081 . . .

101502 counted in this fiscal year

101503 e , , ,

251



Helpful Transactions

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

— Active documents must be POSTED or DELETED
by June 30, 2013.

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

\ Example: document not yet /

POSTED
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Other Year-End Considerations

@ Inventory scrapping

— Review any inventory that may be considered
obsolete or damaged.

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

— Surplus inventory — Comply with your agency’s
guidance and 19-445.2150, Surplus Property
Management.

@ Ensure that Goods Receipts for the current
fiscal year are posted.
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Lesson 11 Summary

@ You should now be able to:

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

— Understand impact of open PRs and POs.

— Understand other year-end considerations for managing
iInventory.

— Use reports to review at year-end to manage inventory.
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LESSON 12: MANAGING SALES AND
DISTRIBUTION (SD) PROCESSES



Lesson 12 Learning Objectives

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

— Review and prepare sales documents for year-end.

— Recognize the transactions used to review sales
documents.

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

— Use reports to view open orders, picks, issues and
billing.
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SD — Open Orders — VA0S

)

® Sales Orders

— Review all Open Sales Orders (VAO5). Choose Open

Sales Orders In the Selection Criteria.

[=
Li=t Edit Soto

Settinos=s Enviranmment Swysterm Help

&

3l A @ S @@ D T A

List of Sales Orders

|Ei Diispwvwariants || Further sel.criteria || 2roganizational data || FPartner functiarn... |

Sold-to party

L=

material

Purchase arder no.

Sales aorder data

Cocument Date

| To

Bss1as2a11 )

Selection criteria

@ Open sales orders

[ 1ty arders

Al arders
-_— |
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SD — Open Orders

@ The List of OPEN Sales Orders can be by
creator or by agency.

Open sales orders

Doc. date 00/00/0000 To 05/11/2011

S0 Doc. | tem| SLMo|S |Description SaTy |Doc. Date Confirm@ty) PO Kumber PO number Batch|alid from
24091 10 1| |PHONE,DIGITAL 74050018 BLACK,REFURE ZOR 03z2araom G |TEETZPRS1  |TEST ZFRS1
25083 10 1| |ADAPTER,HEADSET,OME TOUCH S00AREFURB (ZOR | 0301452011 2 |dfs dfs
25071 10 1| |ADAPTER,HEADSET,OME TOUCH,500AREFURE (ZOR |02 412011 3 |adfad adfad
26043 10 LABOR, PHOKE, COLA ZOR 02042011 1.0 |asas asas
26024 20 1| |ADAPTER,HEADSET,OME TOUCH S00AREFURE | ZOR 11162010 2 |seqwer segwer
26022 10 LABOR, PHONE, CHAS ZOR 110092010 10.0 ftitritritri titritritri
24880 10 LABOR, PHONE, CHAS ZOR 100062010 35 1167771 16777-1
24876 10 LABOR, PHOME, CHAS ZOR 100062010 20 118748-1thru3 147481 thry 3
24872 10 LABOR, PHOME, COLA ZOR 100062010 1.0 14830 16830
24871 10 LABOR, PHOME, COLA ZOR 100062010 1.0 14814 16814
24870 10 LABOR, PHOME, CHAS ZOR 1000612010 1.5 149968-1,2 16568-1,2
24864 10 LABOR, PHONE, COLA ZOR 100062010 1.0 158816 16816
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SD — Close an Open Order —
VAQ2

@ To close an open sales order, you must

choose a “Reason for Rejection” in the sales
order and save OR change the quantity in the
sales order to the quantity shipped to the
customer.

N0 @@ LHE nnoan BE @B

Change SCEIS Standard Order 20710: Overview

|5/ | )]\ | [ || [ rders |

SCEIS Standard Or.. (20718 | Met valu 1,360.00 |USD
30ld-To Party Ba02oo0  [FRICHLAND SCHOOL DISTRICT 2 r 6831 BROOKFIELD ROAD /.. |
3hip-To Party 3402000 RICHLAMD SCHOOL DISTRICT 2/ 6831 BROOKFIELD ROAD /..

*0 Mumnber 11001920 | PO date 'B8/02/2010)|

Reaso

n far rejection

Order reason 103 Quantity discrepancy
[tetr M aterial Reason for rejection Metvalue Description Plnt
10133743 02 Poor guality e 1,360,088 CHAIR DIPLOMAT MO CASTERS MAHODGARY PIOY
El




SD — Incomplete Sales Orders —
V.02

@ To determine why an order is incomplete, use V.02

to review Incomplete Sales Orders. You can

search by agency or by “created by.” Update or

delete.

incomplete SD Documents

Incompleteness
Sienera 1
O elive ry
Billing daocurmen t
Price determination
[+] Mo assignment

Status group I_l to | |
Organizational data

Sales organization Iml to I—I

Distribution channeal |ﬁ| to | |

Division Z1|[ = to | |

Sales office |—| to I—I

Sales group I—I to |—|
Ciocumen t Information

Zreated by |

SO transac tion = to [ ]
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SD - Incomplete Sales Orders —
V.02 cont.

@ Incomplete SD documents are shown by
clicking into the document. The system details
why the Sales Order is incomplete.

Incomplete SD Documents

|| Edit incormpletion | = || |||§, El ||EJ [ Choose | ﬁ| E| (2| F | Selections

Incomplete SD Documents

Basic list

4]

Sales Document Type Created by Created on | ..|...]...|...|Mumber
Qrder 12000 TER404455 OaM 22010 (X | | 004
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SD - Incomplete Sales Orders —
V.02 cont.

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

=
Sales Document Edit Soto Environment  Systerm Help

& | | dH @G @  DHE SO BEE @
Change SCEIS Standard Order 12000: Incompletion Log
=& & | | complete Data |

Change SCEIS Standard Order 12000: Incompletion Log

Sold-To Party FO3I0017¥ BUDGET AMD COMTROL BOARD

Following data still needs o be completed

ItemlShDr‘t Descriptinnlnﬂisaing Data |
10 Flant
10 Shipping PointiReceivi
20 Functional Area
20 Funds Center
20 Fund
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SD - Picking and Issuing — VL10H

@ Review all Activities Due for Shipping in VL10H
and complete.

Activities Due for Shipping "Sales Order and Purchase Order Items "
S Ooisles [CBackaround 5 & L @ B BE &S % F & &= = & TF B =

=% 0OriginDoc. Sold-to pt SaTy

£ Item GI Date DB Material Open gty BUR Cumlty SU
L = 942841 4002297 ZOR

(E- e 20 B3/1342013 101046 1 EA& 1 EA&
= 95403 4002297 ZOR

@ 10 03/20/2013 101046 1 EA 1 EA
= 95411 4002297 ZOR

[ @co 20 03/20/2013 108977 1 EA 1 EM
=1 95663 4002297 ZOR

[ i@co 20 030222013 101046 1 EA 1 EA
= 95666 4002297 ZOR

[ @ 20 B3I/2242013 101046 1 EA 1 EA
= 95569 4002297 ZOR

@ 20 O3/2242013 101046 1 EA 1 EA
= 95EFA 4002297 ZOR

[ @co 20 03/22/2013 101046 1 EAM 1 EAM
= 95675 4002297 ZOR

[ @co 20 03/22/2013 101064 1 En 1 En
= 95685 FO20016 ZOR

@ 10 047222013 108010 1 EA 1 EA
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SD — Blocked for Delivery — VA14L

@ Sales Orders blocked for Delivery. This can be
edited by double clicking on the sales order, or
the line item can be deleted in VA14L.

E-.. L - T ) T i 1
List Edit Goto Seftings  System  Help
V] DI H Q@@ BHR S0 L0 BE QM

Sales Documents Blocked for Delivery

&7 e | B3] BB ] rove ) ) [ 2 s

Sales Documents Blocked for Delivery

Cust.:

Basic list
Ed|SDDoc.  |.|DelBikDest D.Recdidt [Soldtopt |Shipto  [Sales DocumentType  [Headerblockitem block  [UsrStatBlk |CredChiBIk
00110 ¢ Creditlimit 00 08/232010 3402000 3402000 Order X
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SD — Sales Contracts

@ VA45 — Review all Open Sales Contracts

@ V.06 — Review all Incomplete Sales
Contracts. Are they still valid?
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SD - Billing — VF04

@ VFO04 — Review all open Billing Documents
related to Sales Orders. Be certain there are
no billing documents awaiting release to
accounting. All shipments made by June 30
must be billed by that date.

@ | B @@ SHE DDho0 HE @

Maintain Billing Due List

a v 2 = FE F = B2 Individual billing document  Collective billing document  Caollective hilling doc fonline

S |BICatSCrg. | Billing Date  |Sold-topt BT Dsts S0 Doc. DChl Dv  DocCa Address Mame of sold-to party Sold-toLoc | Sortterm Counter| ShPt F
A ZDOST  06/01/2011  H270042 F2 US 7050 Z1 Z1 . 382682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITo3
RoOA ZDOST  06/20/2011  H270042  F2 US 43122 Z1 Z1 C 392682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA T3

L% A ZDOST  09/06/2011  H270042 F2 US 51986 Z1 Z1 C 392682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA T3

L% A ZDOST  08M4/2011  HZ70042  F2 US 52800 Z1 21 C 392682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA T3

% A ZDOST  08/20/2011  H270042 F2 US 53189 Z1 Z1 C 382682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITo3

KA ZDOST  10/06/2011  H270042 F2 U5 54629 Z1 Z1 C 382682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITo3

KA ZDOST  10/06/2011  H270042 F2 US 54630 Z1 Z1 C 382682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITo3

C®A ZDST  10/06/2011  H270042 F2 US 84631 Z1 Z1 C 382682 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITO3

Cx A ZDST  10/06/2011  H270042 F2 US 54632 Z1 Z1 C 3926582 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITo3

Cx A ZDST  10/06/2011  H270042 F2 US 54633 Z1 Z1 C 3926582 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA ITo3

XA ZDST 1070672011  H270042  F2 US  &4634 Z1 Z1 C 392692 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA To3

L% A ZDST  10/08/2011  H270042  F2 US 84635 Z1 Z1 C 3926592 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA T3

L% A ZDST  10/08/2011  H270042  F2 US  &4638 Z1  Z1 C 3926592 USC - UNIVERSITY TECHNOLOGY SERVICE COLUMBIA T3
WA FRRT  ANMAEINTT HITANL?  F? IR AR4RAT 71710 AOIRAT LIEC - 1 INVEREITY TECHRNAL NGY SFERVICE ROl 1 IMALL mn=
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SD — Billing — VFX3

@ VFX3 — Release Billing Documents for Accounting.
This allows you to view billing documents that are due

to be released to accounting.

List Edit

Goto Settings

g

Swstermn  Help

110 Cee SHE D00 PR QE

Release Billing Documents for Accounting

IR0 =1 N EN | e 7

Sorg. |

Fayer  |BICat|Billing Date |BillT|Created by

|Created an

|Sold-to pfBill Doc.  |Ps.{5 |Char

ZD... [

ZD0C
Z00C
Z00C
Z00C
Z00C
ZD0C
ZD0C
Z00C
Z00C

1040040 L
Jo40044 L
2402000 L
MO40026 L
MO40026 L
MO40026 L
HE30029 L
HE30029 L
HE30029 L
HE30029 L

0es28:2010 | F2
Q72Tizo1n F2
10ma2mo k2
gem2rzmo k2
oesa0201n k2
oesa0201n k2
o9ats2010 F2
o9ats2010 F2
o9m2omo k2
o9m2omo k2

FAM43430

FAM43430

TER40455

RFERGLISON
RFERGLUSON
RFERGLUSON
RFERGUSON
RFERGUSON
RFERGLISON
RFERGLISON

100052010
100052010
1000772010
0142652011
03082011
03082011
030852011
030852011
03082011
03082011

1040040 90024829 (M ¥ |Delivery-related billing document

J040044 90024356 M
2402000 (80025007
MOA00Z26 900250584 |M
MO40026 80025163
MO40026 80025164
HE30029 30025165
HE30029 30025166
HE30029 /80025167
HE300249 /80025168

Delivery-related hilling document
Delivery-related hilling document
Delivery-related hilling document
Celivery-related billing document
Celivery-related billing document
Delivery-related hilling document
Delivery-related hilling document
Delivery-related hilling document

Delivery-related hilling document
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SD - Billing — VF05 and V23

@ VFO5 — Review all pending and open billing
documents

@ V23 — Review all SD documents blocked for
billing, by clicking on Edit sales doc

= I T L L R S A g =
ocume locked for Billing

7 oz e ] (B2 ]| [ @) | [ sercton

SD Documents Blocked for Billing

Customer:

Basic list
sDDoc.  |.|BilBIkDes on Sold-topi | Created MName |BB|Celivery status

12000 |PI Billing Block 05/12/2010 |FO30017 | TER40455 BUDGET AND CONTROL BOARD Z4 |Mot delivered

| | 12852 € 0%/21/2010 1038032  |LIN42812 ORANGEBURG COUNTY Mot relev for deliv
[ EEEEE! [Pl Billing Block 0G/0A2010 |U120027  |ANIZE66T SC DEPT OF TRANSPORTATION Z4 Mot relev for deliv
|| 15817 |PI Billing Block 06/22/2010 4005696  |RAM43430 SHAW INDUSTRIES GROUP INC Z4 | Mot relev for deliv
| | 18384 C|PI Billing Block OB/30/2010 |NZON001  |GEN39065  |SC CRIMINAL JUSTICE ACADEMY Z4 |MNot relev for deliv
| |1z897 [Pl Billing Block 07/29/2010 [N200001  |FRE41541 5C CRIMINAL JUSTICE ACADEMY Z4 |Mot relev for deliv
| | 18918 [Pl Billing Block 02/02/2010 |[N200001  |FRE41541 5C CRIMINAL JUSTICE ACADEMY Z4 |Mat relev for deliv
| |1z025 |PI Billing Block 02/03/2010 |N200001  |GEN39085  |SC CRIMINAL JUSTICE ACADENY Z4 |MNot relev for deliv
| 1=148 [Pl Billing Block 02/03/2010 |[NZO0001  |LIN42812 SC CRIMINAL JUSTICE ACADEMY Z4 [MNot relev for deliv
| |1214a |PI Billing Block 02032010 |NO40026  |LIN42812 SCDC COMMI Z4 |Not delivered
|__l1osaz B 08122010 |HITO0050 | ANIZERGT UNIY OF SOUTH CAROLINA Fully delivered

268



SD — Billing — Current Fiscal Year

@ If the sales order was shipped in the
current fiscal year, the billing must be
completed in the current fiscal year.
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SD — Transaction Codes to

Remember
@ VAO5 Review all OPEN Sales Orders
@ V.02 Review INCOMPLETE Sales Orders
@ VL10H Review all Open Picking & Goods
ssue Requests
@ VA1l4L Review any SD Documents Blocked
for Delivery
@ VA45 Review All OPEN Sales Contracts
@ V.06 Review All INCOMPLETE Sales

Contracts
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SD — Transaction Codes to

Remember cont.

@ VFO4  Maintain the Billing Due List

@ VFX3 Release Billing Documents for
Accounting

@ V23 Review Sales Orders Blocked for
Billing

@ VFO5 Review all Pending and Open Billing
Documents
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SD Sales Orders Carry Forward

@ A Sales Order or Contract can roll
forward to the new year by using ZFMJ2
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Lesson 12 Sales & Distribution

Summary

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

— Recognize the transactions used to review sales
documents.

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

— Use avallable reports to view open orders, picks,
Issues and billing.
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Course Summary

@ You should be able to:

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

— Carry forward documents

— Manage open ourchasing documents

— Post expenditures and accounts payable.

— Post revenues and accounts receivable.

— Monitor budget reports and balances at year-end.
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Course Summary, cont.

— Monitor cash status at year-end.

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

— Prepare project systems at year-end and close
projects.

— Prepare purchasing documents for year-end closing.

— Prepare inventory documents for year-end closing.

— Prepare sales and distribution documents for yeatr-
end closing.
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Course Learning Objectives, cont.

— Monitor cash status at year-end.

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

— Prepare project systems at year-end and close
projects.

— Prepare purchasing documents for year-end closing.

— Prepare inventory documents for year-end closing.

— Prepare sales and distribution documents for yeatr-
end closing.
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Any Questions?
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Next Steps

@ Additional Support and Reference Materials

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

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

Please complete the online course
evaluation. After class you will receive a
course evaluation link.

Your input will help to shape future

enhancements to the
SCEIS End User Training Program
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Contact Information

@ Training@sceis.sc.gov

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

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

b. Email: SCEISHelpDesk@sceis.sc.qov

@ SCEIS Website at www.scels.sc.gov
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