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Welcome and Introductions ScEIS

@ \Welcome

— SCEIS Materials Management (MM) Year-
End Management Process for Agencies —
2014.

@ Introductions



Classroom Logistics SWEIS

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

@ Feel free to ask questions

@ No emall or internet usage during class
except at breaks



Course Description and Goal SWEIS

Description:

@ This course is intended to provide an overview of the
year-end closing process and specifics for Material

Management on the steps to take in SCEIS for year-
end.

@ The course audience is intended for Materials
Management staff who are involved in year-end

processes from procurement, inventory and sales and
distribution.

Goal:

@ At the end of this course, participants should be able to
perform Materials Management year-end activities and
Instruct any staff in how to perform year-end activities.
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Course Learning Objectives SWEIS

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

— Understand the Year-End Closing Procedures and
Impact on SCEIS Users

— Manage Carry Forward Process
— Manage Year-End Tools

— Manage Purchasing Process

— Manage Inventory Process

— Manage Sales and Distribution

— Understand the Five Options to Create Shopping Carts
for FY2015



Reference Materials S@EB

@ Agency Budgets, including Carry Forwards from
FY2013-14

— General Appropriations Bill, Fiscal Year 2013-2014
= hitp://www.scstatehouse.gov

— South Carolina Comptroller General’s Office
= http://www.cg.sc.gov/Pages/default.aspx
= GAAP Closing Procedures Manual

— Statewide Spending Transparency Initiative



http://www.scstatehouse.gov/
http://www.cg.sc.gov/Pages/default.aspx
http://www.cg.sc.gov/Pages/default.aspx

Reference Materials, cont. SWEIS

@ South Carolina Materials Management Office
— http://www.mmo.sc.qov

— The South Carolina Consolidated Code and
Associated Regulations



http://www.mmo.sc.gov/

SWEIS

South Carolina Enterprise Information System

COURSE LESSONS
THERE ARE SEVEN LESSONS IN THIS
COURSE.




Course Schedule SWEIS

@

SIS

Lesson 1: Understanding the Year-End Closing
Process

_esson 2: Managing the Carry Forward
Processes

_esson 3: Tools and Processes to Manage Year-
End

_esson 4: Managing Purchasing Processes
_esson 5: Managing Inventory Processes

_esson 6: Managing Sales & Distribution
Processes




Course Schedule SWEIS

@ Lesson 7: Five Options to Create Shopping Carts
for Fiscal Year 2015
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SWEIS

South Carolina Enterprise Information System

LESSON 1: UNDERSTANDING THE
YEAR-END CLOSING PROCESS




Lesson 1 Learning Objectives ScEIS

@ Upon completion of this lesson, you should
understand:

— The State’s year-end closing process
— The State’s year-end closing process dates

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

South Cargien Ercarpnss infoemntion Syatem

@ FY 2013 — 14: Current Fiscal Year

@ FY 2014 — 15: New Fiscal Year

@ June 1 - 30, 2014: Period 12

@ July 1 - 24, 2014
— Period 13 of FY2013-14
— Part of Period 1 of FY2014-15
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South Carolina Year-End Closing
Process Dates

South Carvien Ervaspnss iffoemnbon Syetem

@ Monday, June 30, 2014
— State FY 2013-14 ends

— Last day to receive goods and services for FY
2013-14

@ Monday, July 14: Last day of FY 2013-14 at
5:00PM for Accounts Payable processing

@ July 15— 24: Period 13 is available for
adjusting journal entries

14



South Carolina Year-End Closing
Process Dates

South Carvien Ervaspnss iffoemnbon Syetem

@ July 1, 2014 — July 14, 2014: Two fiscal years,
FY 2013-14 and FY 2014-15, will be open

— FY 2013-14 to process payments for goods and
services received on or before June 30, 2014

— FY 2014-15 to process payments for goods and
services received on or after July 1, 2014
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South Carolina Year-End Closing
Process

South Cargien Ercarpnss infoemntion Syatem

@ Documents to be posted in the old year must
have a Posting Date of June 30, 2014, Period
12.

@ Documents to be posted in the new year must
nave a Posting Date on or after July 1, 2014,
Period 1.
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Lesson 1 Summary SWEIS

@ You should now understand:
— The State’s year-end closing process
— The State’s year-end closing process dates

— How year-end affects SCEIS agencies
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SWEIS

South Carolina Enterprise Information System

LESSON 2: MANAGING
CARRY FORWARD PROCESSES




Lesson 2 Learning Objectives SWEIS

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

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

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

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

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

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

— Documents are denoted by “Value Types” (VT) in
SCEIS

@ FMAVCRO1 - Display Annual Values of Control
Objects
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Carry Forward Documents SWEIS

@ The following Value Types relevant to MM wiill
be allowed to be carried forward by agencies:

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

NOTE: Purchase Orders created before November 8,
2013, cannot be carried forward.

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

— VT 83 — Forecast of Revenue (for Sales Orders)
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Carry Forward SEEIS

@ The PO should be carried forward when:

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

— The items have been received but the invoice will
not be posted prior to July 14, 2014.

— If there is no GR on the PO at June 30, PO will be
carried forward. (Invoices on the ZMRBR report at
June 30 must be cleared or reversed.)
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Carry Forward SEEIS

@ Your agency must run the Open Encumbrance
Report to determine the open POs that need
to be carried forward using the ZFMJ2
transaction.

@ After a PO iIs Carried Forward, it will fall off the
Open Encumbrance Report for FY2014.
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Purchase Orders & Goods Receipts SWEIS

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

Goods/Services
Received

Invoice Received

Decision

Before or on 06/30

By CG closing date

Leave & Pay in current
year, select “No
Further 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 “No Further

Invoice,” “No Further
Confirmation”

NOTE: Purchase Orders created before November 8, 2013, cannot be

carried forward.
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Inventory PRs & Sales Orders SWEIS

@

How do you determine if an Inventory Purchase Req
(PR) or Sales Order should be carried forward or
closed? (PRs only apply to inventory.)

PO or Sales Order going to be | Decision
received or filled?

Before or on 06/30 Leave in old year, keep checking
on invoice or order completion
status

Between 06/30 and CG closing | Leave in old year, keep checking

date on invoice or order completion
status

Not going to convertto a PO or | Close PR or Sales Order
Sales Order not going to be
filled

After CG closing date CF the PR or Sales Order to the
new year -




Funds Reservations

South Carvien Ervaspnss iffoemnbon Syetem

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

All Payments will:

Decision

Be before 06/30 and by CG
closing date

Pay in Current Year &
Close FR

Not be made by CG closing
date

Carry forward FR

Be after CG closing date

Carry forward FR

Not be incurring any more
payments

Close the FR or Reduce to
Zero

Be less than the current FR
balance

Reduce the FR
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ZFMJ2 Carry Forward of Open
Value Types

South Carvien Ervaspnss iffoemnbon Syetem

@ Only a few people in each agency will be given
authorization for ZFMJ2, SCEIS Agency
Advocates will send emalils to agencies
requesting ZFMJ2 users

@ ZFMJ2 will only be available for a limited
period of time, (follow CG’s guidelines)

@ An agency’s data will only be accessible to
that agency
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Key Tools to Manage Year-End SWEIS

@ BW — Open Encumbrance Report

@ A list of Open Purchase Orders to identify:
— POs/PRs 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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ZFMJ2 AVC Options SWEIS

@ ZFMJ2 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 data in the old year that does
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 AVC Options SWEIS

You can control AVC Iin 2015 for CFWD items.

@ No availability control:

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

@ Update without checks:

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

@ Check:

— The assigned values are checked and updated. If an error
message occurs from the availability control, the corresponding
line items cannot be processed. The assigned values do not
have to be reconstructed after the program has been run.
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ZFMJ2 AVC Options

SWEEIS

South Carcrg Ermsposs infce

ohor Syater
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ZFMJ2 Transaction SCEBS

South Cargieg Emsspnss infoemnbon Syater
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ZFMJ2 Transaction S@EB

@ 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: Z0100000 to 2010227272727

@ 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 SWEIS

FProgram  Edit Goto  Environment

Year-End Closing: Carryforward of Open ltems
&
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Girant to ?
Fund to |
Funds Centar to
Commitment ltem to -
Functional Area to
Funded Frogram to

Restriction According to Attributes
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ZFMJ2 Transaction

South Carvien Emmpnen informniore Syt

@ 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

value Type tn =5
Campany Code tn o
Ciocurment Mumber to

FI Documents

Fl doc.nofisc.year

/

Multiple Selection Fields
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ZFMJ2 Transaction SWEIS

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

multiple selection by clicking on the clipboard.

II:'F hultiple Selection fof Document Mumber

Select Single Yalues

JSingle walue |

i

(L]
[ s e

KR I |

CIVSIE |@||a||||@||ae|
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ZFMJ2 Transaction S@EB

If you erroneously carry forward a document:

@ You will not be able to carry i1t back!

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

@ DO NOT DELETE it after Carry Forward!!!

— Select “No Further Invoice.” 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 S@EB

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

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

@ You can check to see if you carried
forward the documents properly by
running ZFMJ2 again in test. Results
should be “No documents found.”
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FMAVCRO1

South Carvien Ervaspnss iffoemnbon Syetem

@ If you process documents 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 buc
using FMAVCRO1 and chec

get balances by
King the box titled

“Display Budget Deficits On

Y.
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FMAVCRO1 - Layout Options

@9 H @@ LR 8 EE @M
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Sauth Cargen Emsvpnss informnbon Syetem



FMAVCRO1 - Layout Options cont. S@EIS

b= Layout Options |

Display Options
Llse VWiew 'Outgoing Amounts’ (@)
Llse Wiew [ncoming Amounts’ 9
Maxitmum Usage Hate TEE . QG
[Display Budgst Daficla Oy 1
Cinly Cbj With Annuaal Checks W
Hierarch. View of AVC Elements ol
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Choice of Fiscal Year “Pop-Up” SWEIS

@ If you have access to the transactions below;

from July 1 through July 14, you will get a
“pop-up” screen to choose the appropriate FY
for your transaction.

MES52N - Change PR

FMX2 — Change FR

FMW?2 — Change Funds Block

VA42 — Change Contract

VAO2 — Change SO

If you do not receive the pop-up message, stop and
“Cancel” the transaction and call the SCEIS Helpdesk.
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FY 2014 - FY 2015 Pop-up Message SWEIS

@ The purpose of this “pop-up” message is to
prompt you to select the appropriate FY the
transaction iIs to be posted.

[ Blanket Sole Source 4600292791 Created by REBECCA NICHOLS

Q Do you want the transaction you are attempting
to process to be recorded in 20147 If you
select "YES", then the transaction wil be
recorded in 2014. If you select "NO", the
transaction will be recorded in 2015. If you
have made an error and desire the transaction to
be canceled, then select "CANCEL".

Yes I No || Cancel
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Lesson 2 Summary SWEIS

@ You should now be able to:

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

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

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

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

South Carolina Enterprise Information System

LESSON 3: TOOLS AND PROCESSES
TO MANAGE YEAR-END




Key Tools to Manage Year-End SWEIS

@ Understand Tools Available to Manage Year-
End Processes
— BW Open Encumbrance Report
— ME2N Report for Purchasing Documents
— ME2K Report for Account Assignment
— ZMRBR Report to Release Blocked Invoices
— MR11 GR/IR Reconciler
— FMX3 Display Funds Reservations

NOTE: Purchase Orders created before November 8,
2013, cannot be carried forward.
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Open Encumbrance Report SCcEIS

@ The Business Warehouse Open Encumbrance
Report shows open encumbrances:
— Open Purchase Orders
— Open Purchase 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 Encumbrance Report ScEIS

@ Access BEX through Citrix

IS IS

BEX Analyzer 3-5 BEX Analyzer 7-3
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Open Encumbrance Report SWEIS

@ The Open Encumbrance report provides:
— Funding Information
— Document Detail and Reference Number
— Posting Date
— Vendor Name and Number
— Original Amount of PO
— Any Adjustments
— Invoiced Amount
— Good Recelpted Valuated
— Remaining Balance

— Greater than 90 Days; 61-90 days; 31-60 days; O-
30 days
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Final Verification SWEIS

@ 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
pusiness day.

@ Information on BW classes is available at:

nttp://sceis.sc.gov/documents/One Section of
the REP200 Reporting _Training Course B
egins_in_June.pdf
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http://sceis.sc.gov/documents/One_Section_of_the_REP200_Reporting_Training_Course_Begins_in_June.pdf
http://sceis.sc.gov/documents/One_Section_of_the_REP200_Reporting_Training_Course_Begins_in_June.pdf
http://sceis.sc.gov/documents/One_Section_of_the_REP200_Reporting_Training_Course_Begins_in_June.pdf
http://sceis.sc.gov/documents/One_Section_of_the_REP200_Reporting_Training_Course_Begins_in_June.pdf
http://sceis.sc.gov/documents/One_Section_of_the_REP200_Reporting_Training_Course_Begins_in_June.pdf

ME2N Report, Purchasing Documents
Per Document Number S(CEIS

@ List Display by Purchase Order Number

— Can be used to filter results of the Open Encumbrance
Report

@ Used to identify POs with Goods Receipts that
have not been invoiced

@ The ME2N Report has multiple selection criteria
for your use
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ME2N Report SEEIS

South Cargieg Emsspnss infoemnbon Syater

4 Back Foreward » History Faworites Personalize Wiew Help
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MEZM = Owerview > Purchase Orders by PO Number

Purchase Orders by PO Num...
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[Menu) |b [ Save as variant... || Back |[ Exit || Cancel | [ System ) | [ Execute |[ Getvariant... || Dynamic sele
Purchasing document to ==
Purchasing organization | to | =
Scope of List YT
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Purchasing Group [ ] to [ ] =
Plant | to | =
Itern Category :l to :l =
Account Assignment Category :l to :l ==
Delivery Date to =
Walidity Key Date
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Wendor TtTo =
Supplying Plant | to | ==
Material to [ =
Material Group to =
Crocument Date to =
Intern. Article Mo, (EARNUPC) to =
Wendors Material Mumber Tto =>
Yendor Subrange To =
Fromotion TtTo =
Season to =
Season Year to =
Short Text

Wendor Mame
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Inventory — GR/IR Reconciler SWEIS

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

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

South Cargien Ercespnise infoemnbon Syater

& L=t Edit

Goto

Settings Systern

Maintain GR/IR Clearing Account
= T O & B B o w

~AdH &e@ SHEE T4 a

Post  &y*Purchase Order

Helo

Value Difference on MR11 should
equal the General Ledger value
for 240010000

Company code SC01 3tacte 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_ Difference ValuE
4500031174 10 1170172012 MORFPHOTEUIT U334 TIHNC 1l=9a78 MVO0Z LAMINATE ,HOLOGEALAM,MNETT,3C
|_lasoonzil74 10 GRATR clearing 1,600 1,138 452 47 580,23
4500031710 20 1240342012 GLOBE DIRECT LLC 127273 MVO0Z SLEEWE,DMV,LAMINATE FPOUCH, S50/
| lasooosi7lo Z0 GR/IF clearing Z,.,000 =000 54,355.00
4500031723 10 1=2/05/2012 SECUREMARK DECAL CORP 1395398 MVO0Z DOCUMENT,FEG, 491 -AVM,2013,1,0
|_lasooozi7os 10 GRAIR clearing 128 1z8 11,504.64
4500031794 10 120542012 RER DOMNNELLEY 108793 MVO0Z FORM,DMV,CT-1,0N & ROLL
| lasooozi7a4 10 GR/IF clearing Ta5, 793 Ta5, 793 71,819.37
4500033297 10 0272772013 Mac PAFPERS TIHC 1a717a MVO0Z PAPER ,BOND  COPIER,S5.5X11,WHIT
|_lasooozzzaz 10 GRAIR clearing g40 g40 25,085.51
4500033573 10 03122013 LAMINEX IMC 107419 MVO0Z EIT,CLEANTIMG,PS550I PRINTER,DM
| |asoo033s73 10 GRAIR clearing 100 loo L,123.16
4500033699 10 O053/192/2013 CORRUGATED CONTATINERS: IHNC 107122 MVOZ BOX,3TORAGE ,RECORD 1571210
|_lasoooszzeas 10 GRAIR clearing 2,000 2,000 1,712.00

* Total

217,1581.41
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ZMRBR — Blocked Invoices SWEIS

@ Most variances are Quantity Variances which

generally means the Goods Receipt has not
been entered. To clear, the recipient of the

goods/services needs to enter the Goods
Receipt.

Price variances are caused when the invoice
orice 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
keying the entry.
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ZMRBR — Blocked Invoices SWEIS

= Edit Invoices can be blocked for

Quantity or Price

List Settings

& A H e =2

Eoto WiEwys Swstem H

Relfease Blocked Invoices

O Elocking Reason &2 EF = O = ¥ T (43 TF iy (I BB
Status Plant FPiEr (User Rame Doc, Mo, It... Ity Prc  |Purch.Doc. It... ArnoLnt
LED1 226 BARDZTSE S700729720 1 e 4600222592 10 4,204.00 1
DCOo1 28432 SHE42072 37007232670 1 % 4o00222807 10 205,00 L
DCOo1 245 SHE42072 370072323765 1 B 4600222216 10 1,245,350 |1
DCOo1 2846 SHE42072 370072323765 2 % 4600222216 20 20.80 1L
DCOo1 245 SHE4207Z2 37007234943 3 B 46002232216 20 405,938 1L
LED1 226 BARDZYSE SY00726610 1 - 4 4600225447 10 2,025,600 |1
LED1 226 BARDZYSE SY00F26618 2 e 4600225447 20 2,621.60 |
LEO1 226 BARDZTSE 3700726708 1 B 4600225449 10 3,826.24 |
EDD1 212 BARZ2Z726 370072372345 19 - 4 4a002234962 190 g87.81 1
Dol 2843 PATEEE4S 3700737352 1 B 4600234976 10 245,00 |
DCo1 2432 PATEE24S 370072372352 2 - 4 4002234976 20 217.60 |
Dol 2843 PATEEE4S 570073735 3 B 4600234976 30 2767 |
DCo1 242 PATEE24S 570072372352 4 - 4 400224976 40 11995 |
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Funds Reservation Documents at

Year-End S@EB

@ Funds Reservation documents encumber budget.

@ Reducing Funds Reservations can free up
budget.

@ FMX3 to Display Funds Reservations.

@ FMX2, Change Funds Reservation, to reduce or
complete Funds Reservations.
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Display Funds Reservation — FMX3 SWEIS

(=) [ [=]
uuuuuu t Edit SGoto Systerm Help
E| Bl O H &G OGS E A EE @
Funds reservation: Display InitScrn

@\
Document number | Select documents via

Line Iterm [ ] . -
processing list

L[ EcD ¢y o2m B[ scEIsECDCS) [ovR [ [

58



Display Funds Reservation —
FMX3 cont. SWEIS

= program Edit Soto Svystem Helm
& | - 43 @@ DEE o aaEs EE O EE
FEarmrarked funds jowrnal Enter Posting Dates
£22 e L2 ] =L and Funds Center
| Document Header Data
Earmarked Funds "_l _';' [ |
Doc. Categoary =0 | |
Document type [ ]
Zormparny Coce |=co1] [ |
Document Date [ | [ |
Posting Date lo7ro1szo1z2] lossz30/,z013)
Zreated by [ [ |
Costs due an [ | [ |
| Line Itern Data
Controlling Area |scoa] | ]
Sl Account [ | [ |
Zost Center [ [ |
Order [ / [ |
WWES Elerment ' '
Fr area [gco1] / [ ]
Carmmitrment Itern [ "4 | to [
Furnds Center =1 Eoso= | to [ |
FLirnd [ | o [ |
werndar [ | o [ |
Custarmer [ | to [ |
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Display Funds Reservation —

FMX3 cont. SUEB

= Li=t Ecdit St T = e =

< -1 < Report has been manipulated to

=, = T == == S ———— P —
Earmarked funmnds jouwurmal
Date OS/1F/ 201 =
W T m e e L= =
Coaa— . o - AW v arat Cappae=ra =armat It a3t T ===t [T Lo ol e ¥ [ S |
SH1O00= == ==, =00 o El—1=F= == = =0 wE LIS =
b= 1 == o [ o o [ 1= =70O.a= = =0 L S W E=
=+ 1, =0 . i 1o, 19SS == = =0 R S W E=
T == o o o [ b=t be=F e =T =t =10 LU S W = e
=IO, . 1= s=s0.O= = =0 L S W E=
== = . 1= 9= 1= = =0 R S B E=1
=L = 1= A= == - =i e L = =]
f=T="TNF= ¥ o o o T =l =T 1= = =0 o R W =
1=, =00 i b= = B i — = =0 L S W E=
S1=.=9 (o Y o W =0 R S W E=1
= o | o | O Vo === aa =0 S LS
1=.==41 .11 11 . a9F. 7= 1= =0 S LIS
=S 1OOn=rF=sS0 = o | o | O o Vo L= o | o [ O o o a =0 L S W E=
1 =. o I o o | | = =0 R S W E=1
SHIAOOO=>rF==1 A =3, =HO . (=== b= a =0 S LS
SHAOOO=FSS= =0O.00 =S .= =0 A E LIS
= S B | o | b= el =1 = | b I T o Y o | ==1 .= =0 L S W E=
SaAOOno=Fmas A . 7==t. 0 (="t N o[ =0 R S W E=1
SI1OOO==1-=3 =Z=aO. O = ¥ o P | =0 S LS
=1 OOiO= == 1131 .5+F (o I o [ =0 R S W E— e
= S B | o | b= = B Y =<3, O . ZO. =19 .9 =0 L S W E=
= S O | o | b= ol = k=" i I o o T Y o | o I o | o | Y | =0 R S W E=1
-4 Lo
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Display a Single Funds
Reservation — FMX3

South Carvien Ervaspnss iffoemnbon Syetem

[ Document  Edit Goto System Help

& 1 dHICEQ SHE BT

Funds reservation: Display InitScrn

2 [

Docurment nurmber

Line Item
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Display a Single Funds
Reservation — FMX3

Sauth Cargien Emsypnss infoemnbon Syater

= pDocument

Edit

Soto

L

Document number
Owocument type
Compary Code
Doc . text

Zurrency

Sramnd total
Zharnge total

Line items

S RN R R RN S |

\0

-

Extras

<4 H & @@ B EE ) BT oAh Ry EE &

E =L == CDI“I*I‘I‘IDtiDr‘I

Ernvirornmnmearnt

Forndads reservaltion: Displfay Overviewwr scrir

Systern

H=lp

lalooos7s4a0 )|

WF |
Iscol|

&2 posted

Click on Consumption Button

Furnds Reservation wf wWwWor .
State of South Carolina

FPosting Date

CLrrency frate

O7A1=2,201=

usD

[STP - BRCE - CWRP CHARGES 771,12 - 6/30/13

LIS

S00, 000,00

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

S, k.. Amount changed

() n]
() n]
() n]
() n]
() n]
() n]
() n]
() n]
() n]
() n]
() n]
() n]

o. oo

Crverall amount

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

15,
5,000.
1z,281.

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

Sl Accoumnt
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001
E0z1450001

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

Functional Area Fy

EOS0_ 0007
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007
%DSD_DDDﬂ
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007
EOS0_ 0007

L&‘fwwwwww

oW ;oW
=

=
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Display a Single Funds
Reservation — FMX3

SCEIS

[S List Edit Goto  Wiews  Settings  Systemn Help

& fdH @@ 2 EE ST You can see activity

Farmarked Funds: Display Consumption History and open gmount
& &Y F &= 4 T Tl B H

Doc. Mo, “Itrn Business Transaction Trigger docurent Consurmptn Croy | Cgnsumptn Loug
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 UsSD
Invoice/Credit Memo 2200155741 SC012013 Q37,49 LISD 937,49 LSD
Invoice/Credit Memo 2900152086 SC0120132 2,6856.25 US 2,686,555 UsD
Invoice/Credit Memo 2200150546 SC01=2013 3,453,774 LIS 3,463,774 LUSD
:Ir‘l'-.-'Dil:E;"CrEdit Merno :EEIEIEI 160217 SC012013 6,233,771 UqD 6,233.71 LSD
Invoice/Credit Memo 2200043496 SC012013  5,233.71- D 6,233, 71- LISD

Inwvoice, Credit Mermo 2900155924 SCO12012 0 6,2332.71
Inwoice,/Credit Mermo 2900154052 SCO12013 455,96
Inwoice/Credit Mermo 29001505332 SCO012013
Inwoice/Credit Memo 2900147577 SCOl12013
Total Invoices, credit mermos

Consumpt,

Cper amourt

P T He— L L

SO 6,233.71 LSO
sD 455,95 LSO
1,6632.98 LSO
1,331.05 LSO
19,900.14 LSOy
19,900,144
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FMX2-Complete Funds Reservation-on or
after July 1 %MB

Select “YES” with Pop-Up box message: if you do not get
message, DO NOT PROCEED-CANCEL.

\ ‘ i} } g r‘ & l % f : ] :‘l o “‘ Y I‘ .m_’ .HJVI““? 1 Al
" Funds reservation: Change InitScrn
sBm
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FMX2-Complete Entire Funds Reservation
> SWEIS

-on or after July 1

Go to the HAT icon, check the “Completed” box, click on Green check
mark at bottom, and then SAVE:

Gl OIUB'QOO G onoh ERN o

nds reservation: Change Overview scrn

4000028119 09/06/2013
Document number 4000028119 & posted Document Date 08/06/2013
Document type 11 Funds Reservation W/O Workflow Posting Date 08/06/2013
L s Ei A e O v
e _
al Statistics - R —
Created by LAUST742 Created on 09/06/2013
Changed by LAUST742 Chariged on 08/09/2013
| & completed & Blocked
) be acc Block
Doc. text PRISON INDUSTRIES (2000612424) Goodman Corr
Reference Lot No.
Contract Value
my



plete One line of a Multi-line
Funds Reservation-on or after July 1- SGEIS
OPTION 1 S

Select “YES” with Pop-Up box message: if you do not get
message, DO NOT PROCEED-CANCEL.

I ST e T e s B il
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plete One line of a Multi-line
Funds Reservation-on or after July 1- SCEIS
OPTION 1 S

Highlight Line to be completed, go to “Detail Line Item” icon:
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ete One line of a Multi-line
Funds Reservation-on or after July 1-

Check “Completion Indicator” box, then SAVE.

Funds reservation: Change Detall scr
ﬂlalnoaan @ Entry | I Consumption

Overall amount 500.00
Open amount ] ‘386.68

Vendor DOONGA0000  SC DEPARTMENT OF CORRECTIONS

Cost Centes NWD40345313 Grant NOT RELEVANT
Functional Area NO40_2211 ] Funded Program W 22&1
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| Olete One line of a Multi-line
Funds Reservation-on or after July 1-
OPTION 2 %B

Select “YES” with Pop Up box message: if you do not get message,
DO NOT PROCEED-CANCEL.




plete One line of a Multi-line
Funds Reservation-on or after July 1- SGEIS

Highlight Line to be completed, go to “GOTO” at top of page, then
“Detail Line Iltem”

.- —=1 IR =i
Funds reservation: Change Overview scrn
Y- Bl e

3 6% (2 [ 0 % ¢e Entry 1 Consumption

O0a2ROT78
40000268078
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ete One line of a Multi-line
Funds Reservation-on or after July 1- SGEIS

O P I I O N ! South Carcien Emsrpnss infoemnbon Syetem

Check “Completion Indicator” box, then SAVE.

2
BPA Suicide Blankets 8/30/13 - 6/30/14

000NO40000  SC DEPARTMENT OF CORRECTIONS

Cost Center NO40345313 Grant NOT RELEVANT

‘Functional Area NO40 2211 Funded Program INOAO345313 2211

Funds Center N040345313 Commitment Item 8031010000
(= tore |

10010000
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Key Tools to Manage Year-End SWEIS

@ You should understand the tools available to
manage year-end processes

— BW Open Encumbrance Report
— ME2N Report

— ZMRBR Report for Inventory Agencies
— Funds Reservations
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SWEIS

South Carolina Enterprise Information System

LESSON 4: MANAGING
PURCHASING PROCESSES




Lesson 4 Learning Objectives SWEIS

@ 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 14,
2014.

— Close POs and corresponding Purchase Requisitions
created before November 8, 2013

— Close POs and corresponding Purchase Requisitions
created in SRM
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Purchasing at Year-End SWEIS

@ For goods and services received by June 30, post the
Goods Receipts 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.
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Open PO Options SWEIS

@ Receive and Pay in Current Year

— If the 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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Open PO Options SWEIS

@ Options for Open POs Created Before
November 8, 2013, accessed through ME23N
Tab

— Final Invoice and Block Line Item (only option, it must
be done or potentially lose budget)

— If needed in FY2015, create a new PO Iin SRM

NOTE: Purchase Orders created before November 8,
2013, cannot be carried forward
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Open PO Options SWEIS

@ Options for Open POs Created in SRM

— No Further Confirmation/No Further Invoice
— Delete PO at Header

— Delete at Line Item

— Carry forward SRM PO into next fiscal year
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POs Created Before
November 8, 2013, Using ME23N Tabs(aEIs

For POs Created Before November 8, 2013, Using the
ME23N Tab:

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.

The line item can only be unblocked up to July 14, 2014
If necessary to allow further processing (Goods Recelipt,
Invoice)
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POs Created Before
November 8, 2013, Using ME23N Tabs(@Els

Vit rEsonnce ves oo
(= | |- |- [ T —— | |- -
Han Employes Self-Services Goods Recaipt (MIGD} Shapaing Car Manitar Purzhasing BFs and Austisna WEDZ3H aplizate Cantrasts ME 1 Stestagle Purchasing

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

ME23N = Purchase Order = Display Purchase Order

| Bianket PO 4600265415 Created L,
I| Menu) (b [ Save || Back || Exit |[ Cancel | | System ) | [ Document Overview On || Document Overview Off || Create || DisplayiChange |[ Other Purchase Order |[ Hold || Check || Delete PO at Header Lew

[Blanket PO T [4600265415 | vendor [7o0D121124 GREGORY FEST COF Doc date  [B7/10/2013 |
,E‘ Header
=B Tm o | [Material Short Text FO Quantity o . [Deliv. Date |ret Price Curr. [Fer |0, [Mall Group  |Fint Stor. Location |pat
ek PEST CONTROL 288|EA |D|06/30/2014 1.00UsD |1 EA |Pest Control |SC Dept of Agricult SC Dept of Ag -
B 20 K PEST COMTROL 288|EA |(D|DG/30/2014 1. 00|USD 1 EA |Pest Control |SC Dept of Agriculty SC Dept of Ag
usn

To see the Purchase Order History select the

S “ H tH)
< Purchase Order History” tab. 3
= o ] e [ Defauit values | [ Addi Planning | \
[B=] Tt em [[10)PEST CONTROL o ][]
Purchase Order History LI_"I E
“5.. MWT |Material Dao... | kem |Posting Data wuantity | Dellvery cost quantity |O... sAamount in LC |L.cur =ity In OPUN | DelCostQty (OPLINY (Or...
RE-L S701063945 1 04/10/20174 25.250 0 |EA 25.25 UsD 25.250 0 [EA
RE-L 700007238 1 01/23/2014 26.260 0 EA 26.26 USD 26.260 0 |[EA
RE-L 5700995113 1 0U2UZ014 25,250 0 |EA 25,25 USD 25,250 0 [EA
RE-L E7000GEEEE 1 12/12/2012 25,250 = 25,28 |USD 25,250 o|EA
RE-L S700940489 1 1152013 25.250 0 |EA 25.25 USD 25.250 0 |EA
RE-L A700806838 1 08/30/2013 26,260 o0 |EA 2626 |USD 26,260 o |En
RE-L SY00BR00RS 1 08112013 25.250 0 |EA 25.25 USD 25.250 0 |EA
RE-L 5700859939 1 DB/MOGIZ013 25,250 0 |EA 25.25 U8D 25,250 0 [EA
Tr/Ev. Invoice receipl = 202 EA = 202,00 USD = 202 EA =
< >
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POs Created Before
November 8, 2013, Using ME23N Tab ¥

SWEEIS

worlles  Parsonalize “View Halp

tion Employees Self-Services Goods Receipt (MIZO) Shopping Cart Monitor. Purchasing RFx and suctions. MEZ3N Replicate Contracts MEZM Strategic Purchasing

MEZ23N = Purchase Order = Display Purchase Order

I Blanket PO 46002654715 Created by £ = _
I Menu) [k [ Save |[ Back || Exit || Cancel | [ System] | [ Documeant Gvarview on || Documamo\ramawmll Create || DisplayChange || Other Purchase Order || Hold || Check || Delete PO at Header Lave

|Blankat FO Tl |[4B00266416 | Vendor (7000121124 GREGORY PEST CON Doc. date  [@7/10/20813 |

Header
E itm

10
20

Daliv. Date  [Mat Prica Surr.. [Par 3., |Matl Group  |Pint Stor, Location  [Bat

QE/s30/2014 1.00UsSD |1 Ea |Fest Control |SC Dept of Agricully SC Dept of AQ =]
BE/30/2014 1.00/USD 1 EA |Fest Control |SC Dept of Agriculty SC Dept of Ag
UsD
LsD
ush
UsD
usn —
Ush
Usn
UsD

To release any remaining funds, you need to select the =

— “Invoice” tab, then select the “Final Invoice” check box. usD _,:I
[a] | »

| |Matarial Short Taxt PO Quantity =
PEST CONTROL 2BB(EA
FEST CONTROL 288|EA

=1 B

A =P
=]

| Defautvaues | [ Addl Planning

EItam a . E”El

L] [E5]

2eceip Tax code [11]
[ Final Invaice Jurizd, Code 4108300000 |
[ GR-Bad |
DP Category | I:'|
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POs Created Before
November 8, 2013, Using ME23N Tab-

SWEIS

@ To release any encumbrances assigned to the
POs created before November 8, 2013, click
“Final Invoice” under the Invoice tab.

@ After final-invoicing a PO line item:

— The encumbrances on that PO line item are
released.

Inwoice

[ Inv. Receipt ‘ Imnicing Plan \ Ta Code [

inal Invoice Jurisd. Code 4100
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POs Created Before
November 8, 2013, Using ME23N Tab~

SWEIS

@ After Blocking a PO line item on POs created
before November 8, 2013, no further activity
(Goods Recelpts and Invoice payments) can
be made against that PO line item.

h- s A (Materal Short Teut PO Cluantity 0.
im i aNAPOUtreach 104 B44EA
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Os Created Before

November 8, 2013, Using ME23N TahOUVES

@ )

Parchimew Qi [0t Gobe  ogronment  Beabem bl !mw
@1__5 susase o poon DR @@ S~
1] Blanket PO 460 :::;,';"""* 1a Campbell

}[E] [!Hﬂ Canret Eﬂ@ F1nt Frewew || Mestages "n{a Fersanal Sabieg |

| Docurmanm Overview On || DOIIt  wgterial Stocks
Aafabiby

@mv SerkeiPO__oilal o HIRYEROX CORPORAT . Do gan 208904713
b= T —
A ik Fwoand ' 2,934 80 180
3 24 ceeae ssitoiincy 0 Al 089 wen
o Met Deperme Pgurie Lim oA 0.00 2o
B run i iz 1A 35,70 1=
RECOuotmton 980 e
- PR 4 gm:m:tﬂoqumon - — g
[ 0 A a9 b Rgeend o [cloen Do Jesen Price Ic.n')\a [g [mo«;& Im [a___u m

[ iy
19 13 AL Commdrsrt Dot gments Al D DBIIBAG 3,034.89080 1 A7 Cose Machi . Arts Camesission  Artx Cammm
v !:?
o

To verify all funds have been released,
select Environment>AC Commltment Documents

g

& (=il Dlals i Al o |_Oemanvones | | a9 Parnny |
M nem 7110 | k] Encumbarancs , e |

1 - Bocam) Iesiting Flan TasCoos:

FiFnamake Juned Code  ATUFDZI00

LiECo o B srenensnt (s | - |~
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POs Created Before
November 8, 2013, Using ME23N Tab >

SWEEIS

Euuh-:u undm Edn 2000 Enguonmmn Syetarn  Holp
é RN I X RSN N Y RS il b I
> !JI Blanket PO 4600000583 Created by Linda Campbell

| Bocumant Gventew on || Documant cvariiw onf | | [D3][%221 ] Hoia Hﬁ]ﬂ— O[O Cancat |[@1 D Frint Peoview || Mazsaces |06 P i Seming |

= L=t of Documents in Accoursng = |7000053898 XEACK CORPORAT . Dot sate  [200R/04/15
Documents in Accounting — ' :
| Doc. Numb._| Cject woe test [Ld 1A 3,834.80 LOD
1563 Funis M oAU o0 usp
4800000583, GO Commm\enmv o AU 800 UED
1 A 351 10 usp
000 UsD
= | [roc 10_[clowiv Cate_[rintPrice  Jcur [Par [0 [Mssoroup [Pt [Stor Location 6l
U=y ‘-1[ Origina docurnent =N " D 2088704/10 3.03¢,00UED 1 ALl CopyMeche. Afts Comimssion Ak Cameren | =
usD [«
mes | usp | [
=
B i
— Double Click on Funds Management doc
S
Us0
 e—
usb
— i
sk
oot
UsD
|
UED
Sand
= usp
m usD
Bm UsD
- P a0 =
B=m UED =
[eliel[__ sif»
o T (Pl (S B [ommmvaies ] [ seapumin ]
[&] tteen |10 Blankst Entumberants 2 [al=]

Jurisg. Code |4167002350

L ECQ (1) (019 &3] scoimecqopt B | |
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POs Created Before
November 8, 2013, Using ME23N Tab™">>

SWEEIS

Eclit [ET= ] Settiriggs Swysterm Hezl

d H ) & & @ = 0 E T AT 8

AT [SRU

- |

k3ca lk=m ERRE G )

Docirryrerst Tooriral
ﬂﬁ =y =ONE =H @@mm%ﬂﬂ [EES RSN = El [l ssliections

Document Journal

FIM Area SC01
Year Commitment Item 2013
Comnmitmant Item

Funds Cenber

There is no remaining

S P Encumbrance on this PO
D:'::raf'l'lme EEEIRETFEElB 16:26:36

wal type taxt IWT  FM pstg o, |RefOockio | = Itarm | armt type | Amount type | = Pyt Bodat |~ v
FPurchase Orders 51 osfz=/z012 SE0017F 7268 S50 OS00 Adiustment by Follow -\ Document | 9.3= | =0
d- 50 = 0.0
Purchase Orolars 51 os/20/2012 S4E0017F 7262 &0 0100 Sirigirial 16.66
Purchase Crders 51 osfzz/z012 S4E0017 7268 ozo0 Reduction 17.83-
Furchases Oroders 51 Osf22/2012 AS0O0 177252 oS00 Addjustrment by Follow -0 Dcurmesrit 1.1%7F
J0 50 = o.00
Purchase Orclers 51 Q&g 202018 AEO0 1L F 7 2E8 70 D100 Carigiral ST
Purchase Crders 51 asfzz/z012 4500177260 az00 Raducticon [SE WIS
FPurchase Orders 51 Oofzzfenls SO0 F2ne == ] Acdiustrment by Follow-on Docwl =t
Ju, 7O = o.00
Purchase Crders 51 Os/Z0,/2Z012 SE0O0LFF 268 850 Oloo criginal 1,035,000
Purchase Oroars 51 Osfsaz2y201=2 SE0017FF2E2 =200 FaEcuisticar 1,107 . 45-
Purchase Crders 51 osfzz/z01z 4500177268 oso0 Adiustrnent by Follow-on Document 245
= - O.00
- - D00 Oy -
= == = ONON
a

Sang
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POs Created Before
November 8, 2013, Using ME23N Tab~

SWEIS

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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SRM — No Further Confirmation,
No Further Invoice SWES

@ Use MEZ23N to verify that the transaction
produced the desired result (locked line item
and unencumber funds)
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SRM — No Further Confirmation,
No Further Invoice

South Cargien Ercarpnss infoemntion Syatem

No Further Confirmation:

@ Blocks the PO from receiving additional
confirmations (Goods Receipts) and invoices.
This function DOES NOT unencumber funds.

No Further Invoice:

@ Blocks the PO from receiving additional
confirmations (Goods Receipts) and invoices.
This function DOES unencumber funds.
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SRM — No Further Confirmation,
No Further Invoice

Sauth Cargen Emsvpnss informnbon Syetem

@ The No radio button defaults for both “No
Further Confirmation” and “No Further Invoice”
which means that the transactions are not
active.

' GeneralData Prices and Conditions | Account Assignment | Notes and Attachments | Approval Preview ﬁ

| Order as Direct Material |

O Furchase Order Response Invaice Expected
O Shipping Notification [ Confirmation-Based Invoice Verification
Goods Receipt / Confirmation of Performance of Senice N Evaluated Receipt Settlement
Goods Receipt / Confirmation of Performance of Service Invoice
Confirmed Quantity: | D| DR Invoiced Quantity: | D| DR
Confirmed Value: | 000 USD Invoiced Value: 0.00/ USD
No Further Confirmation . Y85 0 No Further Tvoice 185 = 1t0
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SRM — No Further Confirmation,
No Further Invoice

SWEEIS

@ Indicators can be found by clicking the “ltems”
tab, then the “Details” button, then the “Related
Documents” tab

Display Purchase Order
[# Edit| | [Print Preview | | [%] | [ Check ][ Close || Copy | Export [ Delete || Related Links .|

Purchase Order Number 4600333065 Purchase Order Type SCEIS Standard PO Status Ordered Document Date 04/25/2014 Total Value (Gros

/ Overview r Header )ﬁ[ Motes and Attachments r Approval r Tracking ‘

|
| | Details || sdd ftem . || Copy || Paste || Duplicate || Delete || Undelete | | | Propose Sources of Supply || Add Condition . || Remove Condition . || Exercise Option | ' Orde

I'|l‘:|| Line Number | Deleted | [tem Type | [tem Number | Product ID | Description | Product Category | Quantity | Unit | Currency | Per | MNet
1 Material 1 Synthetic Automatic Transmission Fluid 40530 4 DR USD 1 1z

/ General Data ]/ Prices and Conditions ]/ Account Assignment l/ Motes and Attachments l/ Approval Preview

| Order as Direct Material |
O Purchase Order Response Invoice Expected
(= Shipping Motification [l Confirmation-Based Invoice Verification
Goods Receipt / Confirmation of Peformance of Service (] Evaluated Receipt Settlement
Goods Receipt f Confirmation of Perfformance of Service Invoice
Confirmed Quantity: | U| DR Invoiced Quantity: | U| DR
Confirmed Value: | 000 USD Invoiced Value: | 0.00|usD
Mo Further Confirmation © Yes @ No Mo Further Invoice ©' Yes (= Mo
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SRM — No Further Confirmation,
No Further Invoice

South Casvien Ermsrpnze

ormnbon Syster

@ To activate either “No Further Confirmation” or
“No Further Invoice”, click on the “Edit” button,
select the line item, change the indicator(s) to
“Yes.”

Change Purchase Order
[ Order ][ Save | | [ Print Preview | | [ Check |[ Close |[ Export |[ Import || Cancel |[ Park |[ Related Links |

Purchase Order Number 4600333065 (Change Version) Purchase Order Type SCEIS Standard PO Status In Process Document Date 04/25/20°
Supplier SAMPSON BLADEN OIL COMPANY INC

/ Dvenﬁewi Header m( Motes andAttachments' Apprwali Track]ng|

/ General Data ]/ Prices and Conditions ]/ Account Assignment ]/ Motes and Attachments l/ Approval Preview _

| Order as Direct Material |
1 Purchase Order Response Invoice Expected
(| Shipping Motification [1 Confirmation-Based Invoice Verification
Goods Receipt / Confirmation of Performance of Senvice (| Evaluated Receipt Settlement
Goods Receipt [/ Confirmation of Performance of Service Invoice

Confirmed Quantity: | 0| DR Invoiced Quantity: | U| DR

Confirmed Value: | 0.00/ UsD Invoiced Value: | 0.00| USD
Mo Further Confirmation = Yes ) Mo Mo Further Invoice = Yes ) No 3
~




SRM — No Further Confirmation,
No Further Invoice

@ Then click on the “Order” button

Change Purchase Order
Order || Save

Print Preview | Check || Close || Export || Import || Cancel || Park | Related Links .

Purchase Order Number 4600333065 (Change Version) ~ Purchase Order Type SCEIS Standard PO Status InProcess  Document Date 04/25/20°
Supplier SAMPSON BLADEN OIL COMPANY INC

/ Dufer'.riewi Header m Notes andAttachmentsI Appmvali Tracking‘

/ General Data l/ Prices and Conditions l/ Account Assignment l/ Motes and Attachments I/ Approval Preview

[ Order as Direct Material |
O Purchase Order Response Invoice Expected
= Shipping Motification [] Confirmation-Based Invoice Verification
Goods Receipt / Confirmation of Performance of Service | Evaluated Receipt Settlement
Goods Receipt [ Confirmation of Perfformance of Service Invoice
Confirmed Quantity: | 0| DR Invoiced Quantity: | 0/ DR
Confirmed Value: | 0.00/ usD Invoiced Value: | 0.00/ USD
No Further Confirmation ' Yes ) No Mo Further Invoice = Yes ) No




SRM — No Further Confirmation,
No Further Invoice S@EB

@ There will be a yellow warning message to
Indicate that the PO has an item or items
changed per the selection criteria you choose.
Below is the yellow warning message.

@ temis) marked No Further Confirmation or lnvoice

95



SRM — No Further Confirmation,
No Further Invoice

South Carvien Ervaspnss iffoemnbon Syetem

To verify that the line has been marked “No
Further Confirmation™ use the ME23N folder.

This function will:

@ Display a lock on the line item which is visible
In the ME23N view

@ Check the “Delivery Compl indicator” in ECC

@ This transaction prevents Confirmations &
Invoices
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SRM — No Further Confirmation
Results iIn ECC

SWEEIS

South Cargien Ercarpnss infoemntion Syatem

(W . state Standard PO 4600333086 Created by Fred PIEPER

Document Overview On

my| state Standard PO

1| Headar
= (A1
B
BI
R

) (B ()

(] stam E@!@m
Material Data | Quantities/Weights | Delvery Schedule /“Delvary | Invoice | Conditions | Account Assignment | Purchase Order History | Texts | Delvery ... || [+ /[» ][0

~|[4600333086] Vendor

|Mataral [Short Taxt

Document Overview Off

4" Broken Whita-Paint

|

il e ®e @

[7000088692 CAROLINA PAVEME..| Doc. date  [05/13/2014)

[PO Quantity 10.../€|Dalv. Date | Nat Prica [Curr... Par
62,790FT D 08/16/2014 0.05USD 1
L__Addi Planning __

*] (]~

Overdelv, Tol.
Underdel. Tol.
Shipping Instr,

Stock Type

Ram. Shelf Life
QA Control Key

lo.0 | Munbmitad
0.0 |3

o |
|

[ % & Hod &b T [ cancel @& dDprint Preview  Messages [ & Personal Setting

0. Matl Group  |PInt |stor. Location |BLT]

FT Paints Traffic SC Dept of Transp ., SC Dpt of Tran .,

1st Rem./Exped,
2nd Rem./Exped.
3rd Rem./Exped,
No. Exped.

Pl, Daliv, Time
GR Proc, Time
Incotarms

lo | @ Goods Raca|pt
foﬁi! N1 GR Mon-Valusted
o | 10wy, compl,

fo ]

CI

lo | Latest GR Date [ !
[ |




SRM — No Further Confirmation,

No Further Invoice SWEIS
Steps for No Further Invoice on a Line ltem

1. Display the PO

2. Click on the “Edit” button

Select the line item and click on the “Details”
button

Click the “Related Documents” tab

Select the “Yes” radio button beside No
Further Invoice.

Click the “Order” button (Remember to
refresh until the PO Status shows Ordered)
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SRM — No Further Confirmation,
No Further Invoice

South Cargien Ercarpnss infoemntion Syatem

Steps for No Further Invoice on a Line Item
/. Close the PO
8. Click on the "ME23N" folder

9. Enter your PO Number in the “Other
Purchase Order” field

10.Verify that the PO has a lock on the required
line item
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Delete PO at Header SWEIS

@ Some of the reasons to delete a PO at the
Header are:

— 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.

— http://sceis.sc.qov/documents/How to Delete a P
O_at the Header.pdf (With an Asset Shell)
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http://sceis.sc.gov/documents/How_to_Delete_a_PO_at_the_Header.pdf
http://sceis.sc.gov/documents/How_to_Delete_a_PO_at_the_Header.pdf

Delete PO at Header SWEIS

@ Deleting a PO will send the Shopping Cart
(SC) requirement back to Carry Out Sourcing
INn SRM. The SC requirement will need to be
‘rejected”.

@ After the PO is deleted, it will fall off the Open
Encumbrance Report.
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Delete PO at Line Item SWEIS

@ Some of the reasons a PO should be deleted
at the Line Item are:

— There are multi-line items on the PO that does not
have history or back-end documents (Goods
Receipts or Invoices) posted against the PO line
item

— The requestor no longer needs an item on the PO

— The vendor can no longer provide the item

— http://sceis.sc.qov/documents/How to Delete a P
O _at the Line Item.pdf (With an Asset Shell)
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http://sceis.sc.gov/documents/How_to_Delete_a_PO_at_the_Line_Item.pdf
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Delete PO at Line Item SWEIS

@ Deleting a PO will send the Shopping Cart
(SC) requirement from the line item back to
Carry Out Sourcing in SRM. The SC
requirement will need to be “rejected”.

@ After the PO is deleted, it will fall off the Open
Encumbrance Report.
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Lesson 4 Summary SWEIS

@ You should now be able to:

— Understand the importance of completing all Goods
Receipts by June 30 and Invoice Receipts by July 14,
2014.

— Close POs and corresponding inventory Purchase
Requisitions created before November 8, 2013

— Close POs and corresponding inventory Purchase
Requisitions created after November 8, 2013

104



SWEIS

South Carolina Enterprise Information System

LESSON 5: MANAGING
INVENTORY PROCESSES




Lesson 5 Learning Objectives SWEIS

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

— Understand process from Materials Reservations to

Goods Issued and impact to funds management and the
Budget.

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

— Understand other year-end considerations for managing
iInventory.

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

@ 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 SWEIS

Close or Delete all Material Reservations
that you will not fulfill

@ Mark the Deletion indicator on the Material
Reservation If you have not issued or will not issue any
guantity against this Material Reservation (MB22)

OR
@ Mark “Final Issue” indicator on the 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)
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Material Reservation — Deletion SOEIS

Sauth Casvieg Ernapnsn infoemabon &

MB22 — Change Reservation

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

NO40345313

MEAE_2213

Itm Material Quantity in- UnE PTnt SLoc Batch I3
1T 164141 ko PAL DCO3 [w][ ]




Material Reservation — Final Issue SOEIS

Sauth Casvieg Ernapnsn infoemabon &

MB22 — Change Reservation

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

NO40345313

MO40_2213

Itm Material Quantityin - UnE PTnt SLoc Batch FIs| D
1 104141 ko PLAE DCO3 L1 | O
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Goods Issue — Final Issue

SWEEIS

South Caroien Ermerpnse indcemnbon Syater

MIGO - Goods Issue

Heservation

- Accnunmssignment

Resenmation
Regmt Date
Fegmt Gy

Withdrawal G . :
. | W}Lnal Issue Indicator

| |Final Issue

OE/ 28/ 2011
20

Fo&

Created by

AMGELA BELCHER
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Inventory Purchasing Documents  S@EIS

@ Funds are encumbered when a Purchase
Requisition (PR) 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  SWEIS

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

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

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

@ 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)

114



Beware of Unit of Measure SWEIS

@ Quantity on the Purchase Order must equal
the quantity on the Purchase Requisition or
there will be an encumbrance balance left on
the Purchase Requisition.

@ Purchasing units of measure (UOM) can be
established by the Agency Material Master
Liaison to assist buyers with conversion

between base UOM and the purchasing UOM.
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WRONG METHOD!

South Cargien Ercespnise infoemnbon Syater

Task Quantity/Value Encumbrance on | Encumbrance on
PR PO

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 UOM 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! SWEIS

Task Quantity/Value Encumbrance Encumbrance
on PR on PO
Create Purchase | 100 ea @ $5.00 | $500 (quantity $0
Requisition 100 ea)
Create PO 10 bx @ $50.00 | $0 $500
(Purchasing
UOM = bx )

In this example, the buyer ordered 10 boxes where the
purchasing UOM has been implemented. In this
purchasing UOM, 1 box = 10 each. The system will
convert the box UOM to each once the Goods Recelpt is
entered. Thus the inventory will be correct, the PO will be
correct and the PR will be correct.
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Key Tools to Manage Inventory
Year-End

South Carvien Ervaspnss iffoemnbon Syetem

@ 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 Purchase Requisition Actions S((EEIS

@ Actions for Open Purchase Requisitions

1. Convert to Purchase Order

. Delete Purchase Requisition on or before 06-30-
2014

3. Carry forward Purchase Requisition into next fiscal
year on or before 06-30-2014
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Open PO Actions

SWEEIS

South Cargien Ercarpnss infoemntion Syatem

@ Actions for Open Inventory Purchase Orders
-1. Receive and pay in the current fiscal year

-2. Mark “Delivery Complete” on inventory PO’s created on or
before November 8, 2013.

(L Inventory PO 4500035000 Created by LYNN FULMER

Document Ovarview On

[ % & g4 dAennt Preview

Messages [KM ¢ Parsonal Setting

Go to Document Bullder

|Matl Group  |Pint

Wire Rope . 5C Dept o
Wire Rope . SC Dapt o
Wire Rope . FSC Dept o
Wire Rope . SC Dept o

v invantory PO ~|[4506035000] Vendor |7000169319 CENTURY FASTENE.| Doc. date  |[08/16/2013)
= Dalvary/Invoica | Conditions | Texts | Address | Communication | Partnars | Additional Data | Org. Data | status /‘Paymant Processing
Ratantion [Not Applicable ~!
DP Category v|
T B s.iem (A (1 Matarial |Short Text |PO Quantity |o.../c|palv. Date  |Net Price |curr... par |o..
™10 136827 NUT,HEX, 5/16,U55,100/ .. 2008X D 06/17/2013 1.70U80 1 Bx
20 136803 BOLT,HEX HEAD,5/16X1 508X D|06/17/2013 4.50U8D 1 BX
30 136004 BOLT,HEX HEAD,5/16 X .. 1758X D 06/17/2013 6.00USD 1 BX
[ Jao 136807 BOLT,PLOW,5/8" X 2 1/.. 30BX D (06/17/2013 13.00USD 1 Bx
(I - usp
“ » | |
) (B [ ] () (o) (i [ Defaul values | [ AddiPlanning |

:1J Item

Qverdely, Tol,
Underdel. Tol.
Shipping Instr.

Stock Typa

Rem, Shelf Life
QA Control Key

[ 101136827 , NUT,HEX,5/16,U55,100/6X

[ [* [ uniimited

\ |*

; -
[Unrestricted use ~]
[ o]

‘ -

- [a]=]

' I¥1GooUs Recwipt
| MY GR Non-Valusted

|

18t Rem,/Exped,
2nd Rem./Exped,
3rd Ramn./Expead.
No. Expad.

Pl Daliv, Tima
GR Proc, Time
Incoterms

Latest GR Date | |

1
|
fo |
[
‘.
i \

|
|
|
[

Invoica |~ Conditions | Account Assignment | Purchase Order History | Text
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Open PO Actions, cont. SEEIS

South Carglen Emsvpnss indoemnbon Syatem

-3. Inventory POs created in SRM after November 8th
use the “No Further Confirmation” and “No Further
Invoice” indicator.

Change Purchase Order
[ Ordar || Save | | [ Print Praview | | Cioae || Export || import || Cancel || Park || Relsted Links +

Purchase Order Number 4500038291 (Changs Waraion) Purchase Order Type Inventory PO Statua In Process Document Date 01/22/2014 Total Value (Groas) 3168008 USD
Supplier DANA SAFETY SUPPLY.

Gvarview " Hm- NotuundAﬂammf Ap'pmvdr TTanth:||

125108 BOOT,LEATHER, 2", LACE MALE 8W BLACK  BOO0OB 1 PAA UED 1 86.00
lﬂ'_ Waterial 10 135118 BOOT LEATHER, 8" LACE MALE 11M,BLACK 20002 3 PAS USD 1 86,00

I I I . p £ -

GeneralData | Pricea and Condifiona | Account Assignment | HNotes and Aftachments | Approval Preview | Related Documents | Delvery | Extended PO Hi
Crdar as Direct Matarial

[ Purchase Order Response [# Invoice Expacted
| Shipping Notification [] Confirmation-Based Invoice Verification
|+| Goods Receipt/ Confirmation of Performance of Service | Evaluated Recelpt Settlemant

‘Goods Recsipt /! Confirmation of Performances of Servios Invoice
Confirmed Quantity: | 0] Pas invoiced Quantity: | 0] Paui
Confirmed Value: | 0.00] usD Invoiced Valua: | 0.00| UsSD
IMn Further Confirmation = 725 No | | No Further Invoice = 725 (/HNO |
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Open PO Actions, cont. SWEIS

— 4. Delete Purchase Order at the line item or Delete
at Header

Must perform corresponding action on PR

— 5. Carry forward Purchase Order into next fiscal
year

NOTE: Purchase Orders created
before November 8, 2013, cannot be
carried forward.
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Receive & Pay in Current Fiscal Year SGEIS

@ If the Purchase Order will be received and paid in the
current fiscal year, make no revisions to the Purchase
Order, follow standard process (Goods Receipt, Invoice

Receipt).

@ Remember, Purchase Orders encumber budget. In order
to free up budget for payments at year-end, it is
Important that only Purchase Orders that will be paid In

the current fiscal year remain open.

123



Delete Inventory PO SWEIS

@ Delete Purchase Order should be used when:

— The items on the Purchase Order 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.
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Carry Forward SWEIS

@ The Purchase Order should be carried forward
when:

— The items will not be delivered prior to June 30th 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 14, 2014.

— The list of purchase orders that need to be carried
forward must 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 2014.
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Other Year-End Considerations SWEIS

@ Goods Receipt/Invoice Receipt — When the
value on the Goods Receipt differs from the
value of the invoice, the net difference is
posted in the GL to the GR/IR clearing
account.

@ Run transaction MR11 to identify variances
and clear appropriately.
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Physical Inventory (per CG’s Office) SWEIS

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

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

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

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

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

@ Physical inventory documents must have
differences POSTED no later than June 30,
2014.

@ Do not wait until June 30th to start taking
iInventory.
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Helpful Transactions

Sauth Cargien Emsypnss infoemnbon Syater

@ 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.for Material | PH
Company Code SLET Evaluation for 2011
Current Fiscal Year 2011 Current Period 10
Created on B4/29/2011 by SYOUNG
Flant DC23 SCOC Liwesay B Camp Warehouse 5Stock
Storage Location QGRE1 Livesay B Camp

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

101491 <€ Example: materials not yet

1615081 . . .

101502 counted In this fiscal year
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Helpful Transactions S@EIS

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

— Active documents must be POSTED or DELETED
by June 30, 2014.

| D561 COOKIES, ICED OATHMEAL 502 DC23 HEET
| DOOR4357 217 ZEM0. 12 BE/ 2902010 B6/29/2070 1
1EIEIEIEIET5 24 2011 87 B1S2002011 012002071 1 Doc. Active

\ Example: document not yet /

POSTED
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Other Year-End Considerations SWEIS

@ Inventory scrapping (MIGO, Movement Type 551)
Do not populate the GL field, the system will

default the correct GL.

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

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

— Surplus inventory — Comply with your agency’s
guidance and 19-445.2150, Surplus Property
Management.
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Lesson 5 Summary SWEIS

@ You should now be able to:

— Understand process from Materials Reservations to
Goods Issued and impact to funds management and the
Budget.

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

— Understand other year-end considerations for managing
iInventory.

— Use reports to review at year-end to manage the
replenishment of inventory.
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Lesson 6 Learning Objectives SWEIS

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

— Review and prepare sales documents for year-end.

— Recognize the transactions used to review sales
documents.

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

— Use reports to view open orders, picks, issues and
billing.

— If you shipped in FY2014, invoice in FY2014.
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SD—Open Orders VAO5 SWEIS

@ VAO5- Open Sales Orders can be viewed by selecting the Open Sales
Orders in the Selection Criteria and clicking on the Organizational Data
to add the agency information.

List of Sales Orders

(% Disp.variants  Further sel.criteria  |Organizational data | Partner function...

Sold-to party | |
Material | |

Purchase order no. |

| Sales order data
Document Date 07/01/2013 To |04/17/2014
Selection cricera
(#)Open sales orders [ My orders
Al orders
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SD—-Open Orders VAO05,cont SEEIS

South Cargien Ercarpnss infoemntion Syatem

@ The List of OPEN Sales Orders criteria can be
viewed several ways. This example is by
customer. The layout can be chosen by the
user by going to settings, layout and current.

List of Sales Orders By partner - Schedule lines
FAFEHRE TS %suwwn &

Open sales orders
Doc. date 07/01/2013 To 04/17/2014
QM Doc. Date Document SaTy |Sou-wpt Iumw Descrotion Unt Status © Confym... Unt £ UMt £ Netprce & Netvalbe BB Purchase order no. I Order gty DEI
M3 12/09/20:3 116636 ZOR Bl 10 S00020 LASOR,PHONE,COLA HR  Open 1.0 HR 1 60.00 635.19 275380 1.0
1703 12/10/2013 116805 ZOR HE30007 20 S01600 VENDOR MATERIALINSTAL.COLA HR Opan 1.0 HR 1 227271 4,161.30° 21 628983 1.0
L1703 1201002013 116805 ZOR H630007 10 902023  LASOR,VENDOR INSTALLCOLA  HR Open 1.0 'HR 1 1.868,%9 416130 71 628983 1.0
CIT02  02/20/2014 121338 Z0R 4002297 10 900020  LABOR,PHONE,COLA HR Open 0.5 HR 1 60,00 30,00 207007 0.5
(1703 022142014 121438 ZOR 4002297 10 900020 LABOR,PHONE,COLA HR Open S.0 HR 1 60.00 34571 307493, 497, 501 &3 5.0
M3 02/24/2014 121659 ZOR 4002297 10 900020 LABOR,PHONE.COLA HR Open 30 MR 1 £60.00 277.02 324107, 111 & 325268 30
103 02/26/201% 122047 ZOR D170009 10 500020 LABOR,PHONE,COLA HR  Open 26.5 MR 1 60.00 1,876.23 B68837 - Anderson 26.5
1703 03/05/2014 122663 ZOR L030001 10 900020 LASOR,PHONE,COLA HR Opan 50 HR 1 60.00 305.96 675742 - Forence 5.0
L1103 03/07/2014 122862 ZOR LO40001 10 900020  LASOR,PHONE.COLA HR Opan 4.0 HR 1 €0.00 273.60 671921 - Farfiald C 4.0
CIT03 031272014 123207 Z0R D170009 10 900020  LASOR,PHONE COLA HR  Open 8.0 HR 1 60,00 624.77 673037 - Camden 8.0
(1703 03/19/2014 123784 ZOR 4002297 10 900020  LABOR,PHONE.COLA HR Open 1.0 HR 1 £0.00 9349 348993 1.0
103 03/24/2014 124135 ZOR 4002297 10 900020  LABOR,PHONE,COLA HR Open 1.0 MR 1 60.00 9349 343474 1.0
03 03/24/2014 124134 ZOR 4002297 10 500020 LABOR,PHONE,COLA HR  Open 1.0 HR 1 60.00 60.00 347639, 640 & 352296 1.0
1703 03/24/2014 124115 ZOR 4002297 10 900020  LABOR,PHONE,COLA HR Open 7.0 HR 1 60.00 47241 337239, 336622, 697 7.0
1703 03/24/2014 124109 ZOR 4002297 10 S00020  LABOR,PHONE,COLA HR  Opan 1.0 HR 1 60,00 60,00 Z1 336732 1.0
CIT03  03/25/2014 124313 Z0R 4002297 20 900020  LABOR,PHONE,COLA HR  Open 1.0 HR 1 £0,00 61.02 RENEDY S00084 1.0
CITO3  03/25/2014 124312 Z0R 4002297 20 900020  LABOR,PHONE,COLA HR Open 1.0 HR 1 60.00 9349 SAM REMEDY 960485 1.0
02 03/25/2014 124311  ZOR 4002297 20 500020 LABOR.PHONE,COLA HR Open 1.0 KR 1 60.00 9149 SAM REMEDY 959767 1.0
1T03  03/25/2014 124310 ZOR 4002297 20 500020 LABOR,PHONE,COLA HE Open L0 MR 1 60.00 69.82 SAM REMEDY 960346 1.0
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SD—Close an Open Order—VAO02 ScEIS

@ To close an open sales order, double click on the S/O in VAOS5 or
go directly to VAO2. Enter the sales order number and choose a
“Reason for Rejection” under the reason for rejection tab and
save OR change the quantity in the sales order to the quantity
shipped to the customer and save the change on the order.

Clrange SCEIS Standard Order 116636 Overview
[ e o] | ] & 0 & @l ordaers

SCEIS Standard Or.. [116636 | Met value | 639.19 |[usp |
Sold-To Party [aoozzey | I ]|
ship-To Party [ag0zze7 |
PO Humber | 279380 | PO date CEYT-FYETIEY) ||
- Bales | Item overview | Itermn detal | Ordering party | Precuremen t | shipping M
Ordar reason [ -|
| Al tterms |
Itam | Matarial Raason for rajaction Mat valua | Dascription |pInt | Poitam | Custormar [T
10 900020 ECETS Rejectiona = £0.00 LAROR,PHOMNE,COLA ITas -
20143511 579,19 PHOME,CORDLESS,DURAFON, 1X, REFURB ITO3 -

1

I | [ [tod| (sl 137



SD — Incomplete Sales Orders —

V. O : South Carvien Ervaspnss iffoemnbon Syetem

@ To view and determine why a sales order is incomplete, use V.02 to
review Incomplete Sales Orders. You can search by agency or
“created by.” All incomplete sales orders should then be updated or
deleted.

| Tncomplfete SD Documenits
L

Incompletaness
General
Delivery
Billing docurment
Price determination
Mo assignment
Status group

]
G

o

Organizational data

I
=]
0]
H

Sales organization to

Distribution channel to

to
to
to

Diwision
Sales office

]]]]] ]
HEEEe

Sales group

Document Information

Created by
SD transaction

C

to

Execute

|5

Display wvariant

Listt variation
[+ safety query
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SD — Incomplete Sales Orders —

V.02 cont.

South Cargieg Emsspnss infoemnbon Syater

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

Incomplete SD Documents

&

Edit incompletion

=)

4

UEY

Ell

<

&l

Incomplete SD Documents

Basic list

(% Choose || mmm? | I Selections |

[Ex| sales Document Type

Created by Createdon |..|..|..|..|Number

Order 12000

TER4D455  05/12/2010 X X X 005
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SD — Incomplete Sales Orders —
V.02 cont.

South Cargien Ercarpnss infoemntion Syatem

@ 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 Missing

Nat
ala
ItemlShDr‘t Descriptinnlnﬂisaing Data ;l\/

10 Flant

10 Shipping PointiReceivi
20 Functional Area

20 Funds Center

20 Fund
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SD — Picking and Issuing — VL10H S®EIS

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

Activities Due for Shipping "Sales Order and Purchase Order Items"
[(Dalog [lBackground € [ L2 T E E & F ¥ B W T [H TF B 4

<% OriginDoc. Sold-to pt Saly
iy Iter GI Date DE Material Open gty BUm Cumty SO
E 108721 4002297 ZOR
[ @ce 20 09/03/2013 101046 1 ER 1 EA
E 108235 4002297 ZOR
[@ice 20 09/04/2013 101042 4 ER 4 ER
[ @i 30 0970472013 100887 4 ER 4 EL
E 1082446 4002297 ZOR
[ @cc 20 09/04/2013 101046 1 ER 1 EI
E 108944 4002297 ZOR
[ @ce 20 09/05/2013 101046 1 ER 1 EA
E 1p9082 1002010 ZOR
[@ice 10 03/12/2014 100010 15 ER 15 ER
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SD — Blocked for Delivery -VA14L SEIS

@

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

T

18 11 e 7 . s T o i e

List Edit Goto Seftings  System  Help

v/

D AEQae QRE D000 HE @

Sales Documents Blocked for Delivery

&7 oo ]| B9 | B I v ) ) R s

Sales Documents Blocked for Delivery

Cust.:
Basic list

sDDac.  |..|DelBlkDesc |D.|Req.dhat [Soltopt |Shipto  [Sales DocumentType  |Headerblocktem block  [UsrStatBlk | CredChkBIk

20710  Credit limit 01 0B/232010 (3402000 (3402000 | Order b
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SD — Open Sales Contracts —-VA45 SWEIS

South Carvien Errsyposn inoemnior Syatem

@ VA45 — Review all Open Sales Contracts. Close old contracts or
roll over to next year using ZFMJ2.

List of Contracts
FEFEETER

Open contracts

Validity Peried 07/01/2013 To 05/18/2014
Document | Item| SLNO|S | Description |SaT',r | Doc. Date |Conﬁerty| PO Number | PO number |Batch| Valid from |Valid to |DIU.Date| Created by | BB|Sold-to pt

40000740 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4009159

| 40000739 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4012283
| 40000738 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4012282
| 40000737 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4002681
| 40000736 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11,25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4004511
| 40000735 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4012281
| 40000734 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4001604
| 40000733 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/25/2013 1 USF Monthly USF Monthly 12/01/2013  11/30/2014 SPIREP 4012279
| 40000725 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/27/2012 1 USF Monthly USF Monthly 12/01/2012  11/30/2014 SPIREP 4009161
| 40000724 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/27/2012 1 USF Monthly USF Monthly 12/01/2012  11/30/2014 SPIREP 4002585
| 40000723 10 FEE,UNIV SERVICE FUND RECURRING BILLING ZRB  11/27/2012 1 USF Monthly USF Monthly 12/01/2012  11/30/2014 SPIREP 4009163
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SD-Incomplete Sales Contracts
V.06 " SWEIS

@ V.06 — Review all Incomplete Sales Contracts. Are they valid?
Do they need to be updated to complete? Should they be
deleted?

ca

o Ganeryl

+/88ng documsnt

¥'Prce detsrmmnation

! %o assgnment }
Stats group [ to (2]

[®]

=

1 |1

Sales offce o= 0 | ] )
S35 group | to | E

Created by -
SO transacton 4 to [ i l

Organgational data
SAR5 DIganuaton e
Dstrbution channal 3

g8 88

Deply varant

V! Safety query
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SD — Billing — VFX3 SGE

Sauth Cargien Emsypnss infoemnbon Syater

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

Release Billing Documents for Accounting
Ay 2 Qa9EEFYREZ M

51/ s0rg. | Payer BICat Biling Date BilT| Created by | Created on Sold-to pt Biling Doc. | PsSt' S | Char Biling Type Name of the payer I
__l ZD0C 1023012 L 10/03/2013  F2 TER40455 01/21/2014 1023012 90122672 Delvery-related biling document  Invoice GREENVILLE COUNTY DETENTION CTR. (
ZD0C 3241022 L 10/31/2013  F2 TER40455 01/21/2014 3241022 90122675 Delivery-related biling document  Invoice PIEDMONT TECHNICAL COLLEGE F
ZD0C 3241022 L 11/14/2013 F2 TER40455 01/21/2014 3241022 90122676 Delivery-related biling document  Invoice PIEDMONT TECHNICAL COLLEGE F
ZDOC 3331002 L 09/30/2013 F2 TER40455 01/21/2014 3331002 90122680 Delivery-related biling document  Invoice MCCORMICK SCHOOL DISTRICT I
ZD0C 4006631 L 09/09/2013 F2 TER40455 01/21/2014 4006651 90122687 Delvery-related biling document  Invoice NEWBERRY HISTORICAL SOCIETY !
ZDOC  D200008 L 09/09/2013 F2 TER40455 01/21/2014  D200008 20122702 Delvery-related biling document  Invoice GOVERNORS QFFICE-CONTINUUM OF CARE (€
ZD0C  He30029 L 07/23/2013 F2 TER40455 01/21/2014  HG30029 90122706 Delivery-related biling document  Invoice SCDEPT OF EDUCATION 3
ZD0C  He30029 L 09/30/2013 F2 TER40455 01/21/2014  HB30029 90122707 Delivery-related biling document  Invoice SCDEPT OF EDUCATION 3
ZDOC  H630029 L 12/18/2013 F2 TER40455 01/21/2014  HB30029 90122708 N Delivery-related biling document  Invoice SC DEPT OF EDUCATION ¢
ZDOC 1040043 L 12/03/2013  F2 TER40455 01/21/2014 1040043 90122717 Delvery-related biling document  Invoice SCDEPT OF HEALTH & ENV. CT 3
ZDOC  K0s0003 L 11/21/2013  F2 TER40455 01/21/2014  K0S0003 90122727 Delvery-related biling document  Invoice DEPARTMENT OF PUBLIC SAFETY [
ZD0C  L240003 L 08/30/2013 F2 TER40455 01/21/2014  L240003 90122735 Delivery-related biling document  Invoice SC COMMISSION FOR THE BLIND 3
ZD0C  NO40026 L 11/07/2013 F2 TER40455 01/21/2014  N040026 90122738 Delivery-related biling document  Invoice SCDC COMMISSARY WAREHOUSE 3
ZDOC  U120027 L 11/13/2013 F2 TER40455 01/21/2014  U120027 90122767 Delivery-related biling document  Invoice SC DEPT OF TRANSPORTATION ¢
ZD0C  uU120027 L 12/03/2013  F2 TER40455 01/21/2014  U120027 90122769 Delvery-related biling document  Invoice SCDEPT OF TRANSPORTATION 3
ZD0C 3402000 L 01/15/2014 S1 1OY63646 02/10/2014 3402000 90124194 Delivery-related biling document  Cancel. Invoice (S1) RICHLAND SCHOOL DISTRICT #2 F
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SD- Billing —~VF04

SWEEIS

South Cane

0 Erspnss infoemnbon Syater

@ VFO04 — Review all open Billing Documents related to Sales

Orders. There should be no billing documents awaiting release to
accounting. All shipments made by June 30 must be billed by that

date.

Maintain Billing Due List
a v 2 & 7 E ¥ = % mndividual biling document  Collective biling document

Collective biling doc./online

S | BiCat SOrg.  Biling Date Sold-to pt | BilT | DstC Document DChl Dv  DocCa Address | Mame of sold-to party Sold-toLoc | Sork term Counter | ShPt | POD status| Net Valu

¥ A ZDST 10/07/2013 4002297 F2 US 111682 Z1 71 C 357837 SOUTH CAROLINA NET INC COLUMBIA IT03 180.00
“x a zpsT 12/09/2013 4002297 F2 US 116636 Z1 Z1 C 357837 SOUTH CAROLINA NET INC COLUMBIA IT03 60.0C
“lx A zpsT 12/10/2013  HB30007 F2 US 116805 Z1 Z1 C 354996 DEPARTMENT OF EDUCATION COLUMBIA IT03 4,161.3C
“|x a zpsT 02/20/2014 4002297 F2 US 121338 Z1 Z1 C 357837  SOUTH CAROLINA NET INC COLUMBIA ITo3 30.0C
“lx A  zpsT 02/21/2014 4002297 F2 US 121438 71 Z1 C 357837 SOUTH CAROLINA NET INC COLUMBIA IT03 300.00
“x a zpsT 02/24/2014 4002297 F2 US 121840 Z1 Z1 C 357837  SOUTH CAROLINA NET INC COLUMBIA ITo3 180.0C
~x a zpsT 02/26/2014 DI70009 F2 US 122047 Z1 Z1 C 475474  OFFICE OF EXEC. POLICY & PROGS COLUMBIA IT03 1,590.00
" x A zDsT 03/05/2014  L040001 P2 US 122863 Z1 Z1 C 355708 DEPT OF SQCIAL SERVICES COLUMBIA ITo3 300.0C
“x a zpsT 03/07/2014  L040000 F2  US 122882 Z1 Z1 C 355708 DEPT OF SQCIAL SERVICES COLUMBIA IT03 240.00
“lx a zpsT 03/12/2014 D170009 F2 US 123207 21 A1 C 475474 OFFICE OF EXEC. POLICY & PROGS COLUMBIA ITo3 480.0C
“|x A zpsT 03/19/2014 4002297 F2 US 123784 21 Z1 C 357837 SOUTH CAROLINA NET INC COLUMBIA IT03 60.0C
“lx A zpsT 03/24/2014 4002297 F2 US 124109 21 Z1 C 357837 SOUTH CAROLINA NET INC COLUMBIA IT03 60.00
“x a zpsT 03/24/2014 4002297 F2 US 124115 Z1 Z1 C 357837  SOUTH CAROLINA NET INC COLUMBIA ITo3 420.0C
~x a zpsT 03/24/2014 4002297 F2 US 124134 21 Z1 C 357837 SOUTH CAROLINA NET INC COLUMBIA IT03 60.0C
“|x A zpsT 03/24/2014 4002297 F2 US 124135 Z1 Z1 C 357837 SOUTH CAROLIMA NET INC COLUMBIA ITo3 60.0C
TIx A ZDST 03/25/2014 4002297 F2 US 124239 Z1 71 C 357837  SOUTH CAROLINA NET INC COLUMBIA IT03 60.00
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SD - Billing —Vv23 SWEIS

South Carvien Errsyposn inoemnior Syatem

@ V23 - Review all SD documents blocked for billing by highlighting
the Sales Order and clicking on “Edit sales doc”. This allows the
user to make any necessary changes needed in order to bill.

SD Documents Blocked for Billing

g B F B R @ Rchoose [Gusave M ™ @ F  Hsoectons

SD Documents Blocked for Billing
Customer:
Basic list
[E| SD Doe. | ... BilBKkDes Lon | Sold-to pt | Created | Name | BB Delivery status | Sales doc.type Header block Item block |
125529 C DSIT - Spirit  04/08/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Order X
125744 C DSIT - Spirit 04/10/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Order X
125753 C DSIT - Spirit  04/10/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Fully delivered Order X
125875 C DSIT - Spirit 04/11/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Fully delvered Order X
126003 C DSIT - Spirit 04/11/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Order X
126047 C DSIT - Spirt  04/14/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Order X
126606 C DSIT - Spirlt  04/21/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for dely  Order X
126607 C DSIT - Spirit 04/21/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not delvered Order X
} 126608 C DSIT - Spirlt 04/21/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for dely  Order X
126609 C DSIT - Spirt 04/21/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Fully delivered Order X
} 126812 C DSIT - Spirnt 04/23/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for dely  Order X
126875 C DSIT - Spirt  04/23/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Order X
! 126947 C DSIT - Spirtt 04/24/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not raelev for delv  Order X
126949 C DSIT - Spirtt 04/24/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Fully delverad Order X
t 126971 C DSIT - Spirt 04/24/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not raelev for dely  Order X
127023 C DSIT - Spirtt 04/24/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Order X
127073 C DSIT - Spirt 04/25/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not raelev for delv  Order X
127074 C DSIT - Spirtt 04/25/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not relev for delv  Ordar X
127115 C DSIT - Spirt 04/25/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not delvared Ordar X
127165 C DSIT - Spirt 04/28/2014 4002297 BEV11756 SOUTH CAROLINA NET INC  Z1 Not delvered Ordar X
127166 C DSIT - Spirt 04/28/2014 4002297 BEV11756 SOUTH CAROLINA NET INC 21 Not relev for deliv  Ordar X
127229 C DSIT - Spirt 04/28/2014 4002297 BEV11756 SOUTH CAROLINA NET INC 21 Not ralev for deliy  Ordar X
127246 C DSIT - Spirt 04/28/2014 4002297 BEV11756 SOUTH CAROLINA NET INC 21 Not delvared Ordar X
127357 C DSIT - Spirt  04/29/2014 1020003 BEV11756 DHHS Z1 Not ralav for deliv ~ Ordar X
127358 C DSIT - Spirt 04/29/2014 4002297 BEV11756 SOUTH CAROLINA NET INC 21 Not relev for deliv  Order X 147




SD - Billing — Current Fiscal Year ~ SGEIS

@ 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 — Helpful SD Transaction Codes S EIS

@ VAOS
@ V.02
@ VL10H

@ VAl4L

@ VA45
@ V.06

Review all OPEN Sales Orders
Review INCOMPLETE Sales Orders

Review all Open Picking & Goods
ssue Requests

Review any SD Documents Blocked
for Delivery

Review All OPEN Sales Contracts

Review All INCOMPLETE Sales
Contracts
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SD — Transaction Codes to

Remember cont.

South Cargien Ercarpnss infoemntion Syatem

@ VFO4
@ VFX3

@ V23

@ VFO5

Maintain the Billing Due List

Release Billing Documents for
Accounting

Review Sales Orders Blocked for
Billing

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

@ A Sales Order or Contract can roll
forward to the new year by using ZFMJ2.



Lesson 6 Summary SWEIS

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

— Recognize the transactions used to review sales
documents.

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

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

South Carolina Enterprise Information System

LESSON 7: Five
Options to Create Shopping Carts

for Fiscal Year 2015




Shopping Carts for FY 2015 SWEIS

@ Five Options to Create Shopping Carts
for Fiscal Year 2015

@ http://www.sceis.sc.gov/documents/Five
Options_To_Create _SC for FY2015 B
efore_or on July 1 2014.pdf



http://www.sceis.sc.gov/documents/Five_Options_To_Create_SC_for_FY2015_Before_or_on_July_1_2014.pdf
http://www.sceis.sc.gov/documents/Five_Options_To_Create_SC_for_FY2015_Before_or_on_July_1_2014.pdf
http://www.sceis.sc.gov/documents/Five_Options_To_Create_SC_for_FY2015_Before_or_on_July_1_2014.pdf

Course Summary SWEIS

@ You should now be able to:

— Understand the Year-End Closing Procedures and
Impact on SCEIS Users

— Manage Carry Forward Process
— Manage Year-End Tools

— Manage Purchasing Process

— Manage Inventory Process

— Manage Sales and Distribution

— Understand the Five Options to Create Shopping Carts
for FY2015
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Any Questions? SWEIS
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Next Steps S@EB

@ Additional Support and Reference Materials

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

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

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 SWEIS

@ Training@sceis.sc.qov

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

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

b. Emalil;: SCEISHelpDesk@scels.sc.gov

@ SCEIS Website at www.scels.sc.gov
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