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Welcome and Introductions SEIS

Welcome to SCEIS Accounts Payable Updated
Design Workshop

R D

Introductions

Sign-in sheet

Restrooms

Breaks

Parking lot

Complete course evaluation at end of class



Classroom Logistics SEEIS

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

@ Feel free to ask questions

@ No email or internet usage during class
except at breaks



Workshop Learning Objectives S@EIS

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

— Understand the accounts payable changes

— Discuss the changes to the workflow and approval
process

— Understand the reasons for the changes
— Explain the standard 3-way match
— Know when to use transaction codes MIR4 and MIR5

— Describe the purpose of transaction code MIRO and
when to use that transaction

— Describe the variances between PO, GR and
Invoice



Workshop Agenda SWEIS

@ Topic 1. Upcoming Changes
@ Topic 2: Accounts Payable (AP) Workflow

@ Topic 3: Display Invoice Document —
Transaction Codes MIR4 and MIR5

@ Topic 4. Variances — Blocked Invoices
@ Topic 5: Support and References

@ Topic 6: Next Steps



SWEIS

South Carolina Enterprise Information System

TOPIC 1: UPCOMING CHANGES



AP Invoicing Changes SWEIS

Effective Date — March 1, 2012

Invoices will now be posted and Not Parked

Transaction code MIRO will be used and not
MIR7

Subsequent Debits and Credits
No Agency Level Approval

Change current hard stop error messages to
warnings



AP Invoicing Changes cont. SWEIS

@ All purchase orders except document types of
Blanket Agreements/Orders will require Goods
Receipts (GR). This indicator will no longer be
changeable on PQO’s except blanket document
types.

@ Invoices can be entered before a Goods
Receipt

@ Invoices will consume Goods Recelpts at time
of entry of invoice



Benefits of Process Changes S®EIS

@ Standard 3-way match of PO, GR, and Invoice
will:

@ Prevent duplication of vendor payments now
occurring

@ Reduce workloads

@ Stop manual overriding

@ Provide more accurate costing in inventory
@ Assist with cleaner year-end



SWEIS

South Carolina Enterprise Information System

TOPIC 2: ACCOUNTS PAYABLE
WORKFLOW



AP Workflow Flowchart

SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

Paper invoice arrives.

Scan invoice.

Workflow-1

AP Clerk/Super

COMPLETED without Blocks

Invoice Posted.
Payment Block Set.

Complete
Invoice

Ready for
Payment Run.

Payment Block
Released.

APPROVED

CG Audit

Approve or
Reject

REJECTED
Email sent to initiator and
auto-reveresed
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AP Invoice Approval S@EIS

@ Post

— If there is a three way match a “P” Block is set
automatically and it is work flowed to Office of CG.

— If there is not a three way match at posting a “R” block is
set automatically and must be reviewed in ZMRBR.

@ If Office of Comptroller General (CG) Approves

— Payment Block is released and the invoice is ready for the
payment run

@ If Office of CG Rejects

— Workflow and Express Mail are sent back to the initiator
— Invoice is auto reversed
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SWEIS

South Carolina Enterprise Information System

TOPIC 3: ACCOUNTS PAYABLE
INVOICE ENTRY



Enter Invoice — Transaction
Code MIRO S@EB

IEln\.rDice Ciocument  Edit Goto w
& | 0B eGe Sl nnoan FHE @m

Enter Incoming Invoice: company Code SC01

| Show PO structur || Show worklist | ] | Hold ||E Simulate | ] | &2 Messages || Help |
Transaction <@ Balance o.oa | UsD

=]

wWendor FOO000000a01
BEALUFORT AUTO ELECTRIC
Invoice date [12¢28/2011]| Reference |DWWOETGOW | PO Box 85
Posting Date 12/28/2011| PORT ROYAL SC 20035
Armount 20.00 | |jusp | [ calculate tax
Tax amount | 1010 AP Tax Exempty =] =i =
Text | k=3
Pavrmt terrms 22 Davys net I: o]
Baseline Date 1242852011
Company Code SC01 State of South Carolina Columbia, 5C %
FO reference
[1 Purchase OrderScheduling Agreem. ©1| (4500023842 | | | 3 Goodsfservice items + planned .. =
Layout | 7_B310 All information =]

Iterrm Armount |Quantity'

@ MIRO screen is very similar to MIR7 except you will click on the save
icon for posting.

@ Select “Hold” if you want to come back later and finish the invoice. This
invoice will then appear in the workilist. 14




Worklist- Transaction Code
MIRO SWEIS

| =
Inmnwoice CDrocurmrnient Edit =it Sw=te=rm

= =1 <3 =

Enteaer Imncoming inmnvaoice:s O

I Showw PO structure IIII Hide woarklist I J

wrrorkli=t Transaction
— " Held docurments [;=_I

STY0039094zF 201 2
1 Parked docurme nt= _m

C ]l Docs camplete for po s

In~=oic-= dats
Fo=tino [
Armiount
T 3= marmiaur]

@ The worklist above shows all invoices awaiting completion
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Enter Subsequent Debit using
MIRO ScEIS

Elnvnice Dacument Edit Sotao Sy=tem Help

& D Aa H &@&E& | 20D s as EE @D
Enter Incoming Invoice: Company Code SCO1

| Show FO structure || Show vwarklist | | IE:" | | Hold ||E Simulate | ]l.& Messages | Help |

Transaction |3 Subsequent dehit =] @ Balance a. oo | o

=

Wendor FO00000001
BEALIFORT ALUTO ELECTRIC

Invoice date 12/28/2811 Reference |SDFSDFS.“.D5—.“. | PO Box 95

Fosting Date 12+s282752011 PORT ROYAL SO 29935
Armount 12 .00 UsD | [ calculate tax

Tax amount 10 10 ¢&F Tax Exempt =] =] =
Text | TN

FPavimt terms 22 Davs net I:

Baseline Date 12+:28275211 =

Campany Code SZ01 State of South Carolina Columbia, SC = |

FO reference

[1 Purchase OrdenScheduling Agreem .. 21|  [4500023542)] | | 2 Goodsiservice iterms

Layout F_EB310 A1 infarr
Iterm Armoaunt IQuantit‘y’

@ “Subsequent debit” is entered also in the MIRO transaction.

@ This can be used when an invoice is entered for the incorrect amount.
For example: Original Invoice was 20 for $2.00 ea. but should have been
20 for $20.00 ea. This posting of 20 for $18.00 will correct the issue.
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Enter Subsequent Credit using

MIRO SWEIS

T
Invoice Docurment  Edit Soto Systerm Help
& | D 0 =3 @ e mmaas EE &
Enter Incoming Invoice: Company Code SCO1
| Show PO structure || Show vworklist | | I%l | | Hold ||E Sirmulate | ] | S Messages | Help |
nsactinn [4 Subsequent credit = | ©O@ Balance 0. 06

Payment  Details . Tax , Contacts . MNote Yendor FOOOooo0o0o01
BEALIFORT ALUTO ELECTRIC

Diocurment date 1228452811 Reference |asFaFAF PO Box 95
Fosting Date 12s282011 PORT ROYAL S 29935
Armount 10| usD | [ Calculate tax
Tax armount 10 10 (AP Tax Exermpt) El' - —
Tesxt | E=;
Pavit terms 22 Days net I:
Baseline Date 122872011 —
Company Code SC01 State of South Carolina Columbia, S = |

Sl account

1 Purchase OrderScheduling Agreem .. =1  [4500023842] | | 2 Goodsiservice iterms)
Layvout F_B210 Al infar
Iterm I.-ﬂ-.r'nnunt It:!uantit'g.-' IOr._.I IF'urn::hase IItem IF'O Text
1 10 20 EA [ 4500822842 10 BOXM SHIFPIFMG, 1 5" 9'=4"

@ “Subsequent credit” is entered also in the MIRO transaction.

@ This can be used when an invoice is entered for the incorrect amount.
For example: Original Invoice was 30 for $40.00 but should have been
30 for $30.00. This posting of 30 for $10.00 will correct the issue.
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SWEIS

South Carolina Enterprise Information System

TOPIC 4: DISPLAY INVOICE DOCUMENT
- TRANSACTIONS MIR4 AND MIRS



Display Invoice Document:

Initial Screen — MIR4 S@EB
=

Systerm Help

o al @ €E@ | 26

Display Invoice Document

e Display Document

Invoice Docurment Mo AYOOOO0AEE 3]
Fiscal Wear 20011

@Invoice Document No. — Enter a single document number.

@Fiscal Year — Enter the correct fiscal year for which this
transaction is relevant. South Carolina’s fiscal year runs from
July 1 — June 30.
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Invoice Document List:
Initial Screen — MIR5

Sunith Cartbn Eriergrus hihmmasun Sysie

=

Frogram Edit Goto

Systerm Help

g

N0 Qe DHE Do os BE @ m

Display List of Invoice Documents

|@| || | Expert Mode |

Document Mumber 1] to [ ] o
Fiscal Year W to | | (=3
L=er JBROUGHTOM to | (=43
Invoicing Party [ ] to [ ] o
[ ]one-Time Accaount Only

Company Code W to | | (=1
Docurnent Date [ ] to [ ] =
Posting Date [ ] to [ ] =
Docyment Tyvpe [ ] o [ ] o

@ Fiscal Year — Enter the correct fiscal year for which this transaction is
relevant. South Carolina’s fiscal year runs from July 1 — June 30.

@ Enter other relevant search criteria. For example: User name




SWEIS

South Carolina Enterprise Information System

TOPIC 5: VARIANCES -
BLOCKED INVOICES



Invoice Variances

SWEIS

[=

Invaoice Documen t Edit Goto System Help

aldHe@@ CHE AT

Enter Incoming Invoice: Company Code SCO01

Transaction

| Show PO structure || Show worklist | ] ] | Hold ||E Simulate | ] | 1]

es

Sal

[1 Invoice

=]

Invnice date = Reference |

Fosting Date 122872011

Armount | | | | [ <alculate tax

Tax amoun t | [ 1111 (AP Sales Tax =]
Text | |
Company Code SC01 State of South Caralina Columhbia, SC

Lot Moo [ ]

1 Purchase OrdenScheduling Agreem .. @1 | | |
Iltem |Aml:|unt |Quantitg.f |Or...| |F'urchase |II
L]

.E.I'ﬁl Iterm ISearch Term

@ Diocurmen tno. 5700390961 created (Blocked for payment)

@If you get the message
below,

Document no. xxx created
(Blocked for payment)

a price or quantity block
has been placed on the
Invoice. The invoice has
posted but either there Is
a price difference or an
Issue with the GR.

@You can use MIR4 to
display the invoice
document or you can run
transaction ZMRBR to
see the blocking reason/s.
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Variances between PO, GR and
Invoice

SWEIS

@ ZMRBR is the standard SCEIS solution for
displaying blocked invoices caused by variances
among the PO, Goods Receipt, and/or Invoice

@ Invoices are blocked due to variances in price,
guantity, or both

@ Blocked invoices can only be corrected by
performing corrective transactions (GR,
Subsequent Credit/Debit , PO Price/Quanity
Change etc.)
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Variances between PO, GR and
Invoice cont.

SWEIS

@ Blocked invoices should never be manually
released.

@ Once the variance has been corrected, the block
will be removed automatically via a scheduled
batch job

@ Variances/blocks will be covered in more detall in
the presentation on ZMRBR

24



Summary of Changes S@EIS

@ AP Workflow — The invoice is entered by AP and
subsequently approved by the CG’s office

@ Invoices can now be entered prior to Goods
Receipt and will consume Goods Receipts at time
of entry

@ MIRO transaction will be used to process invoices

@ ZMRBR is the SCEIS solution for identifying
variances between the PO, Goods Receipt, and
Invoice

25



SWEIS

South Carolina Enterprise Information System

TOPIC 6: SUPPORT AND
REFERENCES



Additional Resources: SCEIS
uPerform Documents

South Catbv Erlerrus i

SEEIS

s Sy

\

C

About SCEIS

Data Cleansing &
Conversion

Cutover

Agency Support Teams

Training

Finance

HR & Payroll

Materials Management

Reporting

Imaging

Technical

MySCEmployee

B¥CB

‘SC Budget and Control Board

South Carolina

Enterprise Information System

SC Budget and Contrel Board

MySCEmployees Training

CO500 & CO5004 Year-
End Course Files

Business Objects Training

SCEIS Quick Reference
Cards

SCEIS Training Guides
and Tools

Blackboard
SCEIS uPerform

Knowledge Transfer
FProgram

FRAUD PREVENTION
HOTLINE

(803) 822-8877
or (800) 411-3893
1201 Main Street, Suite 715
Box 27 Columbia, 5C 29201

Everyone Working Together
to make Government Better

implemented in 198

+ Eliminate redundan
which is expected to

BeyonW the efficiencies and
state a cies, providing th

[®] | site Map | Privacy | Disclaimer

| [scach

MySCEmployes Training

CO500 & CO5004A Year-
End Course Files

Business Objects Training

SICEIS Quick Reference
Cards

SICEIS Training Guides
and Tools

Blackboard

Knowledge Transfer
Program

han 70 state
nce, materials

hich was
1969

processing all of

ed services by
t.

Reminders & Tools

= MySCEmployee Tools - (Link
- page resides under SCEIS
Logins)

* FY2010/FY2011 Reminders
& Tools (Link) - Click to
download tools and
infarmation to assist with
FY¥2010 Year-End processes
for Finance and Materials
Management.

» Time Management
Caonversion - Agency
Instructicns - (1.1mi XL3)

« PADO14 Furlough Template -
(Link) Click to download
spreadsheet and view
details.
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SCEIS Service Desk — Contact
Infaormation

=

SWE

rith Cariivai Erlerprus hilmriason Sys

ome|_ ectoss

Home » Contact Us

About SCEIS

Data Cleansing &
Conversion

Cutover

Agency Support Teams

Training

Finance

HR & Payroll

Materials Management

Reporting

Imaaging

Technical

MySCEmployee

B¥CB

SC Budget and Control Eoard

FRAUD PREVENTION
HOTLINE

South Carolina
Enterprise Information System

5C Budget and Control Board

SCEIS Service Desk

Administration

Enterprise Change &
Communications Team

Finance (FI) Team

Human Resources/Payroll (HR)
Team

Integration and Project
Management

Materials Management (ML)
Team

Technology Team

N\

| site Map | Privacy | Disclaimer

I ey

Contact Us

Click here to send a help request to the SCEIS Service Desk.
202-286-0001

SCEIS Service Desk Ticket Form

Am you T USEr &0 S aspensncing e
crobismy

oo Firal Nama

Voo Loal Hame

Vour Eman addrass

vour SCEIS Usemame o]
Voo Coabyct PRang Numbar,
Viour Agancy

Suled Ma area of SORIE in which jou we
AOERNanong d crobiem

Desorine Ma problem m dels

Hawm you #nessy aporid Mis proteem o ha
SCEE Sanica Degk?

Afnch B szrean shet [aphiseal

Fives Oredo

Hone Selected

Pinnse select

Cives ©no

| Browse.

| Moty

ahach soreemifl
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Workshop Summary S@EIS

@ You should now be able to:
— Understand the accounts payable changes

— Discuss the changes to the workflow and approval
process

— Understand the reasons for the changes
— Explain the standard 3-way match
— Know when to use transaction codes MIR4 and MIR5

— Describe the purpose of transaction code MIRO and
when to use that transaction

— Describe the variances between PO, GR and
Invoice

29



Any Questions? SEEIS

30



Evaluation S@EB

Please complete the online course
evaluation that will be emailed to you
after the workshop.

Your input will help to shape future

enhancements to the
SCEIS End User Training Program.
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