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Key Terms and Concepts SWEIS

@ Transaction Code Is a combination of letters and
numbers that identifies a transaction (a business in
SAP).

@ User Menu displays a restricted selection of task-
specific functions.

@ SAP Menu displays all task functions within SAP.




User Menu
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South Caroling Enterprise lhformation System

@

The User Menu appears on the first
screen after logon.
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SAP Easy Access - User menu fo...

Click on triangles next to folders to
expand the folders and view
transactions, or to collapse the

folders to hide the transactions.\

The User Menu reflects a user’s
working environment. It can consist
of transactions, reports, and Internet
addresses.

The system administrator creates
menus for particular groups of users
on the basis of roles.

If the user’s role is re-assigned, the

required changes will be made by
the system administrator.
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SAP Menu
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@ The SAP menu lists the
transactions or tasks that
can be performed in SAP.
The transactions are
organized in folders and
subfolders.

@ Clicking on the triangle to
the left of the folder name
expands the folder.

— The image shows a
transaction code
highlighted in yellow

@ Clicking the triangle again
collapses an open folder.
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Navigating the Menu Bar SEEIS
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@ The SAP menu bar SAP Easy Access

Bl B E R[]
allows users to :

= & R
b (7 Cross-Application Components

perform additional

= & Accounting
. - . = & Financial Accourting
b [J General Ledger
functions within the
< £ Document Entry
. . £ FBT0 - Invaice
S Ste m I n CI u d I n £ F-22- Irwaice - General
y g £ FB75 - Credit Memo
2 F-27 - Credit Memo - General
- = £2 F-28- Incorming Payments
I O I n Off C h an I n £ F-26- Pavment Fast Entry
b} b (7 Document Parking

. b (7 Payment Advice

b (7 Down Payment
SOI I le dlsplay b (7 Bill af Exchange

b (7 Other

n n n b [ Reference Documents
settings, organizin
g y g g b (7 Account
b (] Master Records

b (] Credit Management

your favorites, and S
. b (3 'withholding Tax
tt h I b (3 Infarmation System
getling help. L
N1 Db

—

|[ER[3

[ER|3|

4

| session_MANAGER P scEisEcDest [Ns | [/




Navigating the Menu Bar (cont.) SWE
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@ This SAP icon will
display a drop-down
menu that will allow
the user to select
functions such as
minimize/ maximize
SAP screens, create
new sessions, close
sessions, and stop a
transaction.

[

[%Menu Edit Favorites Ewfras  System  Help
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|
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Create Session scount Document
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b (] Tools
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Navigating the Toolbar
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@ The standard toolbar, located Memmmmmr—om—------—— i
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below the SAP Menu batr, f—
. = ] 5A nu [~]
provides shortcuts for e —
executing transactions and TP o
i i i T —
navigating within SAP. 5 .
& FB7S - Credit Mem
—_— e
@ The command field | L] | Br S
b (3 Payment Advic
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b CJ Master Record:
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. b (7 withholding Tax
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Application Toolbar
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@ The application toolbar allows SAP users to customize
navigation of the system through shortcuts including the
Favorites menu.
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Down
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Status Bar SWEIS
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@ The status bar displays error, information, and session
warning messages, such as the one highlighted here.
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Status Bar (cont.) SGEIS
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@ The status bar also provides general information about the
system and the transaction currently open on the screen.
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Demonstration Only SWEIS

=

¢ Access SAP Menu

¢ Access User Menu

¢ Navigating the Standard toolbar
¢ Navigating the Application toolbar
¢ Status bar
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SAP ECC Favorites




Key Terms and Concepts SWEIS

@Favorites folder is created to organize
frequently used transactions by a particular
end-user.

— When you first start using SAP, your Favorites
folder will be empty. As you go through training

and begin using SAP, add frequently used
transactions to your Favorites folder to access

them easily. —
C N\ \\\
——
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Adding Favorites
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@ There are four ways to add a transaction to your Favorites folder.

1. Select the transaction to be added
to your favorites in the SAP Menu.
Go to the menu bar and follow the
menu path Favorites > Add.

2. Select the transaction to be added
to your favorites. Drag-and-drop
the transaction directly into your
Favorites folder.

3. Select the transaction to ba-added

to your favorites in the SA.'EVIenu.

Click the Create Favorites

button in the application toolbar.

4. Highlight the transaction in the
menu path. While transaction is
highlighted, right-click and select
“add to favorites.”

|[:%Menu Edit FEawarites Estras Systerm Help

| @ 240 AR DM

SAP Easy Access

3] MR

= 3 Favorites

[:

[ (] Logistics

[ (7 Accounting

> ] Human Resources
[* [J Information Systems
[* [JTools

(] Cross-Application Companents

)
Fosting -= Enter GIL Account Docum
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Re-name Favorites
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@ Follow the steps below to re-
name your favorite

1. Click to select the favorite to be
changed.

2. Click the Change # buttonin
the application toolbar.

3. The Change a favorite window
Is displayed, enter the new
name for your favorite and click
the Continue # button to
complete your changes.

|[$Menu Edit FEaworites Extras  Systerm Help
@ 20 H S 2 5
SAP Easy Access

= & EEZT ]

= &3 Favarites

= &1 SAF menu
I (] Office
[ Cross-Application Components
[ Logistics
(7 Accounting
(] Human Resources
3 Information Systems

[ Taols

R v

I@Change a favar
Text Enter GiL Account Document
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Organize Favorites
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@

Organizing your favorites list is
one way to personalize the
SAP system so it better suits
your needs.

Follow these steps to re-order a
favorite in your Favorites folder:

1.

Select the favorite to be re-
ordered in your Favorites
folder.

Click the Move Favorite Un
or Move Favorite Down
button in the application toolbar
to change the position of the
highlighted favorite in the list.

D@Menu Edit Faworites Esxtras  Systerm Help

&

Bl 4 =€ e 2 E |

SAP Easy Access

][]

ME

= =3 Favarites

.....

FBOZ - Financial Accounting -= General Ledger -= Document -=
F304 - Master Recards -= GIL Accounts -= Display Changes -=
= 3 SAP menu
[ [] Office
I 7 Cross-Application Components
[* [J Logistics
= 1= Accounting

[»

v v

[

(3 Financial Accounting

(7 Financial Supply Chain Management
(7 Contralling

[ Enterprise Cantralling

[C7 Strateqic Enterprise Management
3 Investment Management

[ Project System

[J Real Estate Management

(7 Public Sector Management

[ Bank Applications

[ (] Human Resources

=

7 Information Systems

[ [ Tools
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Create New Folder
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@ To create a Favorites
folder:

— Follow the menu path
Favorites > Insert folder

— When prompted, type
the folder name and
click the Continu

button.

Cd

=
menu  Edit Fawarites Extras System Help
& Add cri+shit+F6 3 (H) (8 |
Zhanoe Cirl+Shift+F 3
SAP Easy
iove L
EI Lelete Shift+F 2
= & Zanniies Insert folder Ctrl+Shit+Fs |—
FESM - HSEF_E Tansacion G+ SN g unt Ciocum
[B#] FBO2{  Add ather objects Cir+ShifteF7  [acument -
B Fs04 4 Dowenload to PC -hanges -=
= 9 SAP ment Unload frarm PG
b [ Office Upload from
[ [(J Cross-application Components
[* [J Logistics
I [J Accounting
[* [J Human Resources
[ (] Infarmation Systems
[ (] Tools
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Delete Favorites SWEIS
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@ Follow these Steps to delete a [%Menu Edit Faworites Extras Systern  Help
favorite from your Favorites < A AHCeq DM

SAP Easy Access

folder:
. =] || 2] | [~][=]
1. Select the favorite to be —
. = 3 Favorites
deleted from your Favorites & FBSD0 - General Ledger -> Pasting -» Enter G/L Account Docurm
fo|der_ FBOZ - Financial Accounting -= General Ledger -= Document -=

FE04 - Master Records -= GIL Accounts -= Display Changes -=

2. Click the Delete Favorite = £3 5AP menu

. . . I [ office
bUtton N the app“Catlon [ [J Cross-Application Components

toolbar to delete the 2 (] Lapiles
== 9 Accounting

hlghllghted favorite. I (7 Financial Accounting

(7 Financial Supply Chain Management
3. Or, fO”OW the menu path (3 Coantralling
Favorites > Delete to delete

(7 Enterprise Cantrolling
. ] ] (7] Strategic Enterprise Management
the highlighted favorite.

[T Investment Management
[ Project System

(] Real Estate Management
(7 Puhlic Sectar Managerment
(] Bank Applications

(] Human Resources

[ Infarmation Systems

[ Tools

T T T T T T

F 7

=
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Demonstration Only SWEIS

=

¢ Add a transaction to Favorites folder.
¢ Re-name favorite

¢ Organize transactions In favorites
folder

& Create a folder in Favorites

& Delete transaction from favorites
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Key Terms and Concepts SWEIS

@ Technical Name is the actual transaction code,
which Is a combination of letters and numbers.

@ History is a record of transaction codes you
have used or values you have entered in fields.

@ Matchcode allows you to search for values
specific to that field. This type of search is not

available in all fields. \ '\\/!\
\v/:'// 2
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Transaction Overview SWEIS
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@ Transactions are a specific IS.; T

SAP Easy Access
task that can be performed — ==

In the SAP system. =l

= 3 SAP m % :

: LG Ofiee. o =

@ Each transaction has a T f
unique transaction code R |

=
that identifies the ﬁlﬁa ooz e
) FBO2 - Display

transaction in the system. TR Dp e

A FBRA- Reset Cleared Herms

@ Transactions are grouped jas = .
iInto an SAP module and S it
can be found by navigating S S 1
to the appropriate folder in Al |
the SAP Menu or your S B @I
L Do ey 3

specific User Menu.



Start a Transaction
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@ There are two primary ways to
start a transaction in SAP:

1.

Navigate to the transaction
through the SAP Menu or User
Menu path by clicking on the
appropriate folders. After locating
the transaction in the Menu, start
the transaction by double clicking
on the transaction code.

If you know the transaction code,
type the transaction code directly
into the command field. Click the
Enter & button located to the
left of the command field to start
the transaction.

&

Menu  Edit Favorites Extras  Systemn  Help

| & [reod el @@ DM

SAP Easy Access

][] MR

[* (J Favarites
= 2 SAP menu
[ [J Office
[* [J Cross-Application Companents
[* (] Logistics
= 9 Accounting
= 34 Financial Accounting
= = General Ledger
[* [J Posting
?ggncument
) FBOZ - Change HJ
T PO - Change Line Nems
) FBO3 - Display
t FRO4 - Display Changes
) FERA- Reset Cleared ltems
[* (] Parked Documents
* [J Reference Documents
[ [] Cross-Company-Code Transaction
[* [J Reverse

|[«][»]
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Transaction History SEEIS
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@ A History List displays the transaction
codes you previously entered into the

[=

enu  Edit Favorites Extras  System Help

Command field in SAP. l@ B c6e
_SAlee
@ To display your History List and [ﬁ 2
launch a transaction from the list: - %Eﬁi
1. Click on the Dropdown menu = 3 —
button located in the right side of qves
the Command field. Ny —
* [J Tools

2. Look at the list of previously used
transactions in your history list.

3. Select the transaction from the list.

4. Click the Enter & button to initiate
the transaction.
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Search for Transaction Code and Menu Path S(@EIS
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@ In some cases, you may not remember

the transaction code or know where to ul L Eauos System Hel
look for the transaction in the SAP |& seach sap e DIJAIEN 0@ €2
Menu. SAP Easy Access
@ If you know a description of the miCi =[]
transaction or task you need to per.form, D gt
you can search to find the transaction S e
7 Cross-Application Camponents
code and menu path. 03 Logistics

(7 Accounting
[(J Human Resaurces
7 Infarmation Systems

(1 Tools

@ To search for atransaction by
description:

1. Type Search_SAP_Menu in the
Command field and click the Enter &

T T

I@Entertransactiun code or menu text

button.
2. When the Enter transaction code or
menu text window appears, type in the

Search text entry I Goods Receip] |

description of the task being performe
and click the Continue #* button.
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SAP Security Access S@E
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@ Generally, the SCEIS Security Team provides you with the
appropriate access to all of the SAP system transactions
you need to perform your job.

@ In some cases, when initiating a particular transaction that
IS not a part of your security profile, you may receive an
error message stating that you are not authorized to
perform the transaction.

@ If an error message Is displayed, and access to this
transaction is needed, please contact:

1. Your Manager
2. The SCEIS Service Desk SCEISHelp@sceis.sc.gov

28




End a Transaction

SWE

South Caroling Entermrise Informstion System

@ The two ways to end a
transaction are as
follows:

1. Click the Exit @ button
on the standard toolbar
until you return to the
Initial screen.

2. Type /n in the Command
field and click the Enter &
button on the standard
toolbar to close the
transaction.

‘[:%anument Edit Goto  Extras  Seftings Enyirpnment
I 2o cae &
Enter G/L Account Document: Compa

|ﬁ Tree on || Cormpany Code ||® Hald ||[E Sirmulate |

Document Date Currency Ush
Faosting Date aa sl zZoar

Reference

Doc.Header Text

Cross-CCno.

Company Code SCo1 State of South Carolina Columbia
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System Alert Messages
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@ System Alert Messages are displayed in the system Status Bar.

Alert Type Description How to Respond Example
Warning alerts Acknowledge the
— indicate that you warning, check your
Warning {D should check a field field entry, and click

entry carefully before
proceeding in the
transaction.

the Enter & button
to bypass the
message.

|® Check the data for the purchasing value key

Error @

Entering invalid or
incomplete
information will cause
an error message.

The error must be
corrected to
continue.

@ Make an entry in all required fields

Information '@

Gives information
such as document
number or verification
that transaction is
complete.

No response
necessary.

& Material 7000000101 created
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Create New Session in SAP SWEIS

@ When working in SAP, it is recommended that you
open at least three sessions because:

— You are Iin the middle of an SAP transaction and need to
search for data to enter into the transaction, but do not
want to lose your work in the current transaction.

— You need to perform two transactions at one time.

— You are finished entering data for a transaction, but SAP
IS processing data for the transaction and you need to
start a new transaction.
@ As many as 6 SAP windows can be open at one

time.

@ SAP allows you to switch between open SAP
screens without losing your work. 31




Create New Session in SAP (cont.) SWEIS
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@ To open a new window in SAP, do the following:

— Type /oxxxx in the Command field (xxxx = the transaction code).

Click the Enter g_ button to start another transaction in a new
window.

OR
— Click the Create Session button.

E'QI:H:l.lr'l"nEr'lt Edit Soto Exras ZSettings  Environment Systerm  Help

& o/ imotl D_ﬂglﬁ@ﬁlﬂfﬁ][ﬁlﬂﬂﬁﬂml@
Enter G/L Account Document: Company Code SC01

|&% Treeon |E[E| Company Code ||& Hold ||B% simulate ||[H) Park || &2 Editing options |
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Toggle between SAP Sessions SEEIS
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To switch between windows without losing data in the transactions:
— Select the session from the Windows taskbar; or,

— Hold down the [Alt] key and press the [Tab] key repeatedly until you reach
the appropriate session.

To verify the window you are working in:
— In SAP, click the Tab Dropdown menu button on the status bar.

— The Transaction item in the dropdown list indicates which transaction is
open in the SAP window.

System ECD {13 (0207 %
= Client 020 ]
| User MROBERSOMN [

Erogram SAPMEF 058

v Transaction FBaO

Eesponse Time 847 ms

Interpretation Time 110 ms

w

— | Round TripsfFlushes 170
o rroap o2 [[SCEISECDCET | OVR |




Close a Session SWEIS
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@ To close awindow in SAP, do the following:

— Click the Close button in the upper right corner of the screen.

eEENY

OR

— Click the Exit @ button in the standard tool bar until session is
closed. B
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Benefits of Using SCEIS for Agency
Accounting

South Caroling Entermrise Informstion System

@ Integrated system
@ Consistency among state entities

@ One system allows higher level reporting
capabilities at the central government level

@ Real-time gueries and reports
@ Double entry accounting system
@ Imaging and workflow
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Key Changes in Agency Accounting  S@EIS

@ All financial and procurement information will be
maintained in SCEIS. There will be no need for a
separate agency accounting or procurement
system.

@ Financial or accounting staff will have information
available to them in SCEIS that has previously
required hours to track or obtain.

@ Agency staff with financial or accounting
responsibilities will need to be familiar with
accounting terminology and concepts.
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Key Terms and Concepts SWEIS

@ Transaction/Document: An accounting event
entered in the accounting records of a business. It
can be an external transaction-that is, one with an
out-sider, such as recording a payment to a
vendor. It can also refer to an internal transaction
such as making a correction of an expenditure or
revenue entry (ex. journal entry or adjusting entry)




Key Terms and Concepts SWEIS

@ Transaction Code: A combination of letters and
numbers that identifies a transaction in SAP.

@ Journal Entry: An entry made in a journal,
generally to correct account balances or
transactions. A journal entry will contain the date,
the account name and amount to be debited, and
the account name and amount to be credited. Each
journal entry must have the dollars of debits equal
to the dollars of credits.




Display Documents & GL Accounts  SWEIS

@ SCEIS uses transaction FBO3
codes to perform MIRO
accounting transactions, F-04
display account FAGLLO3
information, or look up MEZL

S_PLN_16000269
GMIDCPOST

ARO1

F-90
FMRP_RW_BUDGET
ZIDTREC

@ Transaction codes are FMMEASURED

made up of letters and FBLSN
numbers. SBWP .

documents.




Display Documents & GL Accounts
(con’t) SWEIS

@ The transaction code to
display a document is FBOS3.

@ Transaction codes can be
either input in the menu bar or
found by following a menu
path in the Easy Access
screen.
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Display Documents & GL Accounts SGEIS

LCO n ] .I.) Sauth Cerolin Enteraise Infomton System

Enter FBO3 in the menu box, then click the green check mark.

fites Extras Systemnm Help

o S EE T4 EY LB

SAP Easy Access

L) = {3 | | A |

C 1 Favorites
= i BAP menu
I [ Office
| Cross-Application Components
I [ Logistics
I O Accnnnting
I* [ Human Resources
[
[

C 1 Infarmation Systems

C ] Tools

[ | SESSION_MANAGER [l | sceisesgapl | OVR | . | 7 |42
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Display Documents & GL Accounts

(con’t) SWEIS
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Reports can be accessed using Navigation or Transaction Codes.
mMenu Edit Faworites Extras Systerm Help

& (Feoiios AR G R
SAP Easy Access
LB ([(=F] | || | || B || 2] | |||~

== avarites
FAGLLOZ - Geheral Ledger -= Account -= DisplaywiChandge tems (HNew)
=
[~

[ Office
[ [ Cross-Application Components
[> [[J Logistics
= 1] Accounting
== % Financial Accounting
== 9 General Ledger
> [[J Posting
> [[J Docurment
= % Account
A FAGLENS - Display Balances (Mew)
Eff-' FAGLLOZ - Dis wiChange [tems (MNew)
D F ~ Display Balances 43




SCEIS Demonstration/Exercise

South Caroling Enterprise lhformation System

=

¢ Display a document
¢ Display a document’s general ledger

account information

FBO3

FBO3
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Display a Document Exercise SEEIS
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Enter FBO3 in the menu box, then click the green check mark.

=] & [=]
Extras Systerm  Help

DA EH SCEn CHE DHDo8 EEE

=

Menu  Edit

3= &) | (s[5 |2 | [~ ]|~

= =3 Favorites
I [J FM Transactions
B[] reports
FFI_STARS - STARS Main Menu
S_ALM_ 01000003 - Budget-Related -= Budget ws. CommitmentiAc
FAGLBEOZ - General Ledoger -= Account -= Display Balances (Mew)
FEOZ - Display

=~ %9 SAP menu:

[

I [J Cross-Application Compaonents
> [J Logistics

I [J Accounting
[
[

(3 Hurman Resaurces
(3 Information Systems

K1

| I | sEssION_ManacER FE| sceisecpapt |INS | |
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Display a Document Exercise (con't) SWEIS

South Caroling Enterprise lhformation System

Enter Doc # 3000007410, Co Code SCO01, and FY 2009, then click the
green check mark.

=

/ Q@W
el Edit Goto  Miew  Systern  Help
l@u a4 H @& B Eha0  BE @

Display Document: Initial Screen /

\[fl Document List || 14 Firstiten || & Editing optighs |

/7~ N\
kevs for Entry bWiew
Document Mumber 300EAAF41A
Company Code Im
Fiscal Year Im
AN
N——

> | Fe03 PHl| sceiseSgapt |[OvR | | 2 46




Display a Document Exercise (con't) SWEIS

South Caroling Enterprise lhformation System

Note: This is the Data Entry View. Now click the General Ledger View
button. N

= =] @l [=]
Document  Edit GWo Extras Settings  Environment  Systerm Help

le \%':wwm@@@@@

Display Document:|Data Entry View |
|EE Display Currenc\\_.fx B[ General Ledger Wiew

Data Entry Wigw

Efl-é-iﬁl-ﬁﬁ]éﬁfﬂ-d?ﬁﬁé-ﬁlm Company Code Im Fiscal Year 2008
Document Date IEIE.fIEI4.f2E|E|8| Fosting Date |EIE#13!2|:|I38 Period |2_|
Reference #10, 11 | Cross-CC no. | |

Currency sh Texts exist ] Ledger Group |—|

EIBRE N E EREEE EE = EE EFE EE TR

[ 1 Itm|F'l<|...|An:cn:uunt |Descriptinn | AmnuntICurr. IEIusAIFund IGrant ICDstCenter Functional Area
sScn 113 TOO0111211 |ED THOMAS LEADER... 825.00-|USD L4860

240 5021540000 |OTHER PROFESS 5V 82500 |USD  |L4E80 10010000 MOT RE... |L460A00010 L460_0000
[l |[«][»]

I | Feo3 PE| sceisesgapt |ovr | |
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Display a Document Exercise (con't) SWEIS

South Caroling Enterprise lhformation System

What changed? The vendor entry shows in the General Ledger view as
AP. Go back to Entry View by clicking tﬁe*Entry View button.

[= =] &
Document  Edit Goto  Extras  Settings  Enwvironment Sys Help
le Bl a0 @ B anosn BRE@m
Display Document: Generyﬁedger View /
& Display Currency ||5 Entry Wigw |[ /
Drata Entry "igw
‘Document Number] 3000007410 Company Code | 5CE1] Fiscal vear 2009
Docurment Date  |B8/04/2008| Posting Date |B8/13/20088|  Period ya
Reference [#1@, 11 | Cross-CC no. | |
CUrrency Ush Texts exist [ Ledger Zroup
yd
4
Ledger ZL
Do, |3|3EIE“ZIEIT41B| Fiscalvear |2ElEIQ| Period 2
_ _ 4
EIRE N EEEEE EE = EE EE A ]
... 1 ItmlL.item |PK|...|Accnunt |Descriptiun / Amnunthurr. |EIu5A|Fund IGrant |Cnst Center |Fun|:ti|:|nal
| IET=Tig] 1 000001 31 2000010000 ACCT PAYENMOLUICHE... 225.00- USD  L460 10010000 HNOT RE...
2000002 |40 a0214540000 OTHER PROFESS 54 . g824.00 (LSO L4G0 10010000 FROTRE. .. (L4G0OADOOT0O  LA460_0001
L] [e]] [« ][»]
| | FBo3 (2] sceisesgapt |ovr [ | 7
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Display a Document Exercise (con't) SWEIS

South Caroling Enterprise lhformation System

Double-click on line 1/in the bottom part of the screen.

=4 1 |
Document  Edit Goto Exiras ings  Environment  System Help

le 1 A0 @@ CHE nnan BE @M
Display Ducmyént: Data Entry View
|EE Displaylﬁrrenw ||F-.! General Ledger View |

/

Drata Entry Wfiew
‘Document Mumberi 300fEa7410 Cornpany Code | SCO1 Fiscal Year 2009

Document Date |8/ 04/2008] Posting Date '88/13/2808)  Period 2 ]
Reference 1, 11 | Cross-CC ho. | |
CUFrEnCY USD Texts exist ] Ledger Group

/
/
=1y %"[MI E R EE = FEE EE EEH A

. 1 [trm %'..lﬂcmunt |Deacriptiun | Amnunt'Curr. |EIu5A|Fund |Grant |CnstCenter |Functinnalﬁrea
SCDi 1131 TO00111211 ED THOMAS LEADER. .. 825.00- S0 L4G60

240 5021540000 OTHER PROFESS Y. 82500 |(LUSD L460 (10010000 ROTRE... L460A00010 L460_0000
K[ | [«][]

[ | FBO3 | sceisesgapt | OVR | |ﬁ
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Display a Document Exercise (con't) SWEIS

South Caroling Enterprise lhformation System

Go back to the Data Entry screen by clicking the green_back arrow.

= [ =]
Document  Edit Goto  Extras Enyirnnment‘ Syst o
le ra|<1||e @ CHE DO DR @ m

Display Document: Line Item 001

2| | [L2]|E] 2] |[@| & additional Data |
endor: 7000111211  ED THOMAS LEADERSHIP LLC GiL Acc zlinnm peeo)| %
Company Code| SCE1 113 WEST ASHF ORD Wy 1
State of South Carolina IRMO Coc. no. | 300EEAT 41 EI|

Line ltern 1 § Invoice ¥ 31

Armount 825 .00 UsD

Additional Data

Bus. Area L460O

Disc. base 82500 | USD  Disc.amount |0.00 | UsD

Payt Terms aaad Daysipercent |0 |(0.000 % 0 |0.000 %@ |

Bline Date B8/13/2008] Fixed

ProntBlock | | Inwoice ref. | | £ Al

ProtMethod | |

Clearing B8/20/2008| /| 3400010360

Assignment #1011 | L
Text |Strategic Flanning | |'$.,;d Long text I %

I | Feoa PE| sceisesgapt |ovR | [ 2
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Display a Document Exercise (con't)

SWEIS

South Caroling Enterprise lhformation System

Double-click on line 2/in the bottom part of the screen.

ttings

=
I Document  Edit  Goto  Extras Environment  Systermn Help

le 21 /HIeee EHE fnas BF @

Qlﬁlw

Display Ducuqﬂant: Data Entry View

|EE Displayﬁ'_lrrency ||E.! General Ledger View |
/

LA

Drata Entry Wi

Eﬁ-ﬁu]:-ﬁ-fﬁéﬁfﬂ-ﬂ?ﬁﬁéﬂw Company Code IW' Fiscal Year 2008

Document Date Wm FPosting Date Im Period |2_|

Fefarence .1EI, 11 | Cross-CC no. | |

Currency W‘ Texts exist [ | Ledger Group |—|

I/

& [A[FE[Te] B [ Ble @ a]=] (] [H]

L 1 Itm|F'A...|Accuunt |Deacriptinn | ﬁ'-.mu:uunt|Curr. |EIu5A|Fund |Grant |C|:|51Center Functional Area
SCO01 11 7000111211 |ED THOMAS LEADER... 825.00- | USD | L460

2040 4021540000 OTHER PROFESS 5V 825.00 |USD L4860 10010000

HOT RE... |L460A00010 L460_0000

<1D]

b [ Fo03 B[ sceisesgapt [ovr [ [ 2
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South Caroling Enterprise lhformation System

Display a Document Exercise (con’t) SWEIS

Go back to the Data Entry screen by clicking the green back arrow.
/

B -
Document  Edit Goto  Extras  Enwironment  Syste =
le sl 0lele CHE anon DR @m

Display Document: Line Item 002
HELEBJSI[ ssctonsioas |
{GIL Account 21 540008 | OTHER PROFESS SERVICES %
Comparny Code T State of Sodth Cardling -
Dac. nao. 3EIIZIEIIEIEIT41EI|
Line lterm 2 ¥ Dehbit entry £ 40
Arnount (82500 USD
Tax Code |_|
Tax Jur. | |
Additional Account Assignments
Cost Center L460ARDETE Order 30008211 |
WiBS Elernent | | —
Real Estate Obj | |
Sales Order o [o ] ||
Asset | | | | = More | [~]
e i o mon Il ] El
I | FBO3 P3| sceisesgapt [ovR | | 2
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Display a Document Exercise (con’t) SWEIS

South Caroling Enterprise lhformation System

Click on the “hat” icon.
/

A SAP

¢ / NI H e CHE a0 AR 9

Aisplay Document: General Ledger View
| Display Currency ||E.!E Entry View |
—

Data Entry Wiew

Cocument Mumber | SEEEEE7410 Campany Code |5I:EI1 Fiscal Year 2p6e4d

Document Date  |08/04/2008 Posting Date 188/13/2008]  Perind 2 ]

Reference #10, 11 | Cross-CC no. | |

Currency UsD Texts exist H Ledger Group

Ledger ZL

Coc. J0QAAAF410 Fiscalvear |2EIEIEI Period 2
= El=EEED  EEER 2 e SR ED )

.. "l ItmlL.item |F'K|...|Acn:n:uunt |Descriptinn | Amuunthurr. |EIusA|Fund |Grant zost Center | Functional
SC01 1 000001 3 2000010000 ACCT PAYEVOLUCHE. . g25.00- LSO L460 10010000 HOT RE...
2000002 40 5021540000 OTHER PROFESS 5Y. . 825.00 |USD |[L460 10010000 HOT RE... L4GOADOOTO L4B0_0O001

K[ |[«][+]
| | Feoa 4| sceisesqapt [ovr | |
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Display a Document Exercise (con't)

SWEIS

South Caroling Entermrise Informstion System

When finished, click the boxed “X” to close the header window.

———

II:'? Document Header: SC01 Company Code

Document Type ER| Yendor invoice
Coc.Header Text
Card type Card no.

FReguest Mumber
Reference #1o, 11 Ciocument Date
Fosting Date

CUrrency =D Fosting Period
Ref. Transactn BEEFF | Accounting document
Reference key Jnopoard4loscol 2ao9 Log.System
Entered ky WF-BATCH Farked by

Entry Diate AEs1a472008 Tirme of Entry

T ode

Changed an 110372008 Last update
Leddger Srp Ledger

Fef keyihead) 1 LAGR2O2Z206001 006 FHef key 2
o | | 3

——

bEsa4 2008
oes13/2008
b2 2oo9

ESUCLNTETO
LWHALE™Y
ba 2407

54



Display a Document Exercise (con't) SWEIS

South Caroling Entermrise Informstion System

Click the yellow “exi&arrow to go back to the SAP menu screen.

= \ = Bl =
Document Edit Goto  Extras Settings nwironment  Systerm Help
le =] a0 efale

(D EGE oo EE @
Display Document: Genéral Ledger View

|EE Display Currency ||E' Entry wiew |

Data Entry Wiew

‘Document Mumberi S00OEA7 410 Company Code SGE1 Fiscal vear 2o09
Document Date O3/04 /2008 Fosting Date QEs1342008 Feriod 2
Reference #1a, 11 Cross-CC no.

Zurrency USD Texts exist Ledger Group

Ledger ZL

Doc. J00E0EF 410 Fiscalvear 2009 Feriod 2

Sl [al=FlalcElwa][Eal ]Sl alEm al=E] (1] [E]

L "l ItmlL.item |F'K|...|chcount |Descripti0n | Amounthurr. |ElusA|Fund |Grant |CDStCenter |Functi0nal.ﬂxrea |Or[
SC01 1 000001 31 2000010000 ACCT PAYEMOUCHE... 8225.00- USD L460 10010000 MNOT RE...

2000002 40 5021540000 OTHER PROFESE SW... 22500 LsD L460 (10010000 MOT RE... | L460A00010 |L4G0_0000 201
BN |[«1[>]
| I | FE03 (3] sceisesgapt |ovr [ [ 2
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When is a Correction Needed? SWEIS

South Caroling Enterprise lhformation System

Corrections are needed for occasions when:

@ Expenditures or revenues are
recorded to the incorrect
account codes and need
corrections.

@ Cash needs to be transferred
from one account to another.

@ Payroll expenditures need to
be spread to accounts other

than where originally posted.
56



How Is a Correction Made?

@ Corrections or adjustments are
made using a two-sided balanced
journal entry transaction (SCEIS
code FV50).

@ Journal entries can reverse the
original entry and properly record
the accounting event.

@ Journal entries can record an
accounting event that occurred
outside of the books of account,
such as interest earned at the
bank or accrual adjusting entries.
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Exercise S@EB

=

¢ Adjust an expenditure transaction FB50
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Journal Entry Exercise — FB50 SGEIS

South Caroling Enterprise lhformation System

Enter FB50 in the menu box, then click the green check mark.

Systern  Help

SRR T i I - R 73 = =/ B

[8| =] =] [~ |« ]
C 1 Favarites ; : - —
|7 {Cd BAP menu;
I Cl office

I O Cross-Application Companents
I [ Logistics

I [ Accounting

I [ Human Resources

I O Infarmation Systerns

[

[ Tools

I- | sSEsSION_MaANAGER PEl| sceisesgapt [ovr | | 2
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Journal Entry Exercise — FB50 SWEIS

South Caroling Enterprise lhformation System

[= =] &I =]
Document Edit Goto Extras  Seltings Environment  Systerm Help

leg 200 @  SHE anoan| e
Enter G/L Account Document: Company Code SC01

|ﬁ Tree on || Cormpany Code ||$ Hold ||[E Sirnulate || Park ||;;°? Editing options |

Amount Information
Daocument Date Im Currency Ush Total deb.
Posting Date 05/14/2008) | 15.00 |USD
Reference L TEST |
Doc.Header Text |GLTest | Total cred.
Docurnent Type IE| Adjustment docurment | 15.00 |USD
Cross-CC no. | |
Comparny Code S0 State of South Caroling Columbia, SC |

2 tems { Screen Variant : ZF1_FY50_ZF 030010073

El 5 [ A0 N o te nctinnal ares : ] 7]
SO0 A Cred .. = 15 A0E2TRBHAET1 O E210_QAQGHE TEEA0EN NOT R. .
SHA40ET 0008 Debhit E 15 . REZ18A0001TH E2T0_QQRGQ0A 1EE1a000 MOT R. B
| e [~]

L[] |[«][»]

= BEEE BHE-E (CE (2]
|

[ Feso B[ sceisecadet [Ins [ 0 [ 2 60




Journal Entry Exercise — FB50 (con’'t) SWEIS

South Caroling Enterprise lhformation System

(=4 [ (=] S|
Document  Edit Goto Extras  Settings Environment  Systerm Help

le D0 H @@ L anoan DR @@
Enter G/L Account Document: Company Code SCO1
|% Tree off || Company Code ||@ Hold ||ﬁ Simulate || Fark ||(f’ Editing options |

I [ Screen variants for it R EIIRT (R S En

- S lﬁiﬁaﬁzudnotcausni:egnrlzqem Diocument Date | ﬁ‘:l Currency usD Total deh.
Posting Date O5¢13/ 2009 | o.88 |uso
Refarence |
Doc Header Text | Total cred.
Document Type I:.7| [ B8 | UsSD
Cross-CGC no. |
Company Code SO0 State of South Carolina Columbia, SC L]

0 tems { Mo entry variant selected )
B GiL acct [Dic [armount in doc.curr. [Costcenter [Functional area [Fund [Grant [order

(4| (|| Cf | (| || |
) —

0] IS . |[«1[»]

B [TE (&

I Sl =
f@ Documentmnnnnzzmwmpanv code SCO1 [ Fes0 FE| sceisesapt [ovR | |

A document number is assigned to every transaction in SAP. 61




Exercise — FB50 Journal Entry (con’t)

SWEIS

South Caroling Enterprise lhformation System

L=
Document Edit Goto

Exitras Setlings

Enyironment

Systermn  Help

& |

Bl dHIC@d EHE STDOo0 I HEE @

Enter G/L. Account Document: Company Code SC01

Iﬁ'Fa Tree on ”E] Company Code II& Haold ||E Simulate II@ Park ||5? Editing options |

62

Armount Informnation
Document Date 82/19/2008]  Currency  [USD | Total deb. Green
Posting Date 82/19/2003)
| 25.00 |USD means
Reference |3080808080 |
Doc.Header Text | Correct object and fund | ~ f[he S
DocumentType  [SU] Total cred. M IS
et e 2 . | 25.00 balanced
Company Code SCO1  iState of South Caroling Eolumbia, SC:
oc-/
G acct i Amount in doc.curr. Cost center |Order Fund Grant A.ssignment no.
SA33030808 Cred_ = 25.80TOE1 ADEEY G 30000000 MEE10808 (NOT RELEWANT [=]
5030010008 Debit = 25.80TOE1 406810 30000000 303500008  |NOT RELEWANT [=]
= = i .
B =)
=
|| =
|| =
| | =]
=] [=]
] : I =]
(][] [ — 4 ] ]




Demo/Exercise S@EB

=

¢ Detailed General Ledger Reports FAGLBO3
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GL Account Balance Display -FAGLBO3 SWEIS

South Caroling Enterprise lhformation System

Enter FAGLBO3 in the menu box, then click the green check mark.

SAF Easy Access

EEN=NE R ENE S

(] Favarites
= & SAP menu
[ [J Office
[ Cross-Application Components
[ [J Logistics
[ Accounting
[ [[J Human Resources
I+ 7 Infarmatinn Systems

[ [J Tools

[» | BESSION_MANAGER sceisecydbi




GL Account Balance Display - FAGLB03 SWEIS

South Caroling Enterprise lhformation System

|© B SAPS
Account  Edit Goto Environment  Systern Help

|@ 240 @ SHE f000 | BE| @m
Balance Display: G/L Accounts For the Ledger ZL
| Document Currency || [ Document Currency || Document Currency | |L‘ET Individual Account |
Account Mumber 1000000000 CASH DUE TOMFROM %

to 1000050000 PETTY CASH 1
Company Code SCo State of South Carolina
Fiscal Year 20649
Display More Chars
All Documents in Currency Display Currency LSD Company code currenc
Bl @] To see additional
FPeriod I DEbItl Creditl Elalancel Cum. balance . .
Bal Carmfo.. details, double click
1 14,991,945.00 14,991,948 00 14,991,948.00
2 on an amount.
3 14,991 948 oo
4 5,788,103.84- 8,203,84416
g 301,701 .46 BUY B72.87 2,307 977.41- 5,895 8B66.75
G (Ll 31872958 173,636.66- 5,722,230.09
¥ 462 800.16 319119066 2,728,390.50- 2,993,839.59
g 1,565,896.97 1,245147.449 320,749.48 3,314,589.07 __|
g 110557016 1,002154.44 103,415.72 3,418,004.79
10 15915.08 15,919.08- 3,402,085.71
11 50.00 50.00 3,402,085.71
12 3,402,085.71 N
13 3,402,085.71 [«]
14 3,402,085.71 (]
b | FacLBo3 P sceisesuapt [ovrR [ | 7
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GL Account Balance Display - FAGLBO03

SWEIS

South Caroling Entermrise Informstion System

=
I List Edit Goto Extrazs Environment Settings Systern Help

IZIIEIEE!?

| @ D00 @ oHE hnon RE @
G/L Account Line Item Display G/L View
(][ M ] [so][2] ) [] [E8] [0 setections J[E7]
. : : [«]
B/L Account . To view the details for a particular =
Company Code 5001 =
Ledger zL document, you can drill down further.
Loccount Bush| Cost Ctr Func. Area|Fund Funded Program |0Order|Documentho WT{ Date LC amnt| Text
7 1000030000|E210 30350000 elel] 11/03/2008 22 0BG .26
[] 1000030000 |E210 30350000 1100001836| 28 |11/03/2008 44,998 .76
] 10000300088 )E210 30350000 110000183728 |11/03/2008 40,910.70
] 1000030088 |E210 20350000 1100001838 2B |11/03/2003 25 232 10
]  1oooozoo08|E2ia 20350000 1100002315 28 |11/20/200% 9,993.17
]  1oo0oo30008|E2io 30350000 1100002316 26 |11/20/2008 23,725.15
[0  1oo0oo3cood|Ezio 30350000 1100002317 26 |11/20/2008 13,081.15
[0 1000030000 |E210 30350000 1100002318 28 |11/20/2008 20,915.91
] 1000030088 E210 30350000 1100002347 2B |11/21 /2008 8,775.38
] 1000030088 |E210 20350000 1100002345 2B |11/21 /2003 16, 376 21
]  1oo0oo3co0|E2iao 30350000 1100002349 26 |11/21/2008 16,025 .80
]  1oo0oo30008|E2io 30350000 1100002350| 26 |11/21 /2008 12,254 .31
[0 10000200080 |E210 10010000 3400018369| ZF  |11/06/2008 445 56
[0 1000040000 |E210 5E550000 4600000386| ZF  |11/06/2008 40,549 .00
] 1000040088 |E210 5O550000 4600000356| ZF  |11/06/2003 :
. 381,701 46 )
g
T
w4 301,701 . 46
301,701 .46 [~]
[~]
(Dl [ |[«][»]
(@@ 15 items displayed I | FAGLED3 P8 | sceisesapt [ovr | | 7
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GL Account Balance Display - FAGLB03 SWEIS

South Caroling Enterprise lhformation System

[=
I Document  Edit Goto Bxtras  Settings Enwironment  Systerm Help

s g
le 21AH @@ CHE f0hs AR @6
Display Document: Data Entry View

EIEIHE Display Currency ||5 General Ledoer Yiew |

Data Entry Wiew

Document MumbefE 1100081835 Cormpany Code W Fiscal Year 2009
Dacurment Date 2 Fosting Date 1140372008 Feriod ’5_‘
Reference |APED387 | Cross-CC no. | |

Currency UsD Texts exist [] Ledger Group ’—|

EIERE R E LR EE EE S EE EE ER AL

C.. 1 Itm|PK|...|Accuunt |Descriptinn | ﬁmuuntICurr. |ElusA|Fund IGrant ICnstCenter IFunctinnaIArea IOrder IFunds
SC 1|50 4110230000 FAM &CIR CRT FIL FEE 22 068.26-|USD  |E210|30350000 MOT RE... E210ZMDBIF E210x0018 E210Z
240 1000030000 | CASH ON DEPOQSIT-.. 2206826 |LUSD
(][] |[«][»]

b | FacLBo3 P sceisesuapt [ovrR [ | 7




Exercise S@EB

=,

¢ View GL Reports Group ZGLA
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General Ledger Reports - ZGLA SEEIS

South Caroling Enterprise lhformation System

Enter ZGLA in the menu box, then click the green check mark.

=4
Menu  Edit Fauerffes Extras  Swystem Help

Y 1ECaa BRE DDOD FHEE
SAP Easy Access

La|[=]| &) | (51~ )|~

(] Favorites
= £ SAP menu
I [] Office
I [] Cross-Application Companents
[ (7 Logistics
[ ] Accounting
[ [J Human Resources
I [] Infarmation Systems
I [ Tools

[+ | BEESION_MAMAGER sceisecqdhl

Ng | |7
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General Ledger Reports - ZGLA SWEIS

@ ZGLA Reports Include:

Cash

Revenues

Expenditures

Expenditures without Depreciation
Accounts Payable

Accounts Receivable

Trial Balance

Inventory

Assets

RR PR

DRRDRDRDR
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ZGLA Cash Report SEEIS

South Caroling Enterprise lhformation System

From the ZGLA menu, select SC_Cash. To execute the transaction,
select (@

(= (=] @
Brogrgm Edit Goto  Enwironment  Systerm Help
|@ 290 @@ DHE anas B e
GIK Fund Account Analysis: Selection
@ |% Wariation || Output Parameters... || Data Source. . || Extract Parameters. . || Feports... |
Selection values %
Fiscal Year 2p09 —
Feriod 12
Selection groups
Account Graup SC_GASH ) |
Or waluefs) | ta =
Business Area E21E||I|5'] ta (=
Cost Center to =
Funded Frograrm | |
Or value(s) | ‘to | | =
Fund | | to | 5 El
Grant to 5
| oo | =
LDl | [«][v]
| I | zoLa PE| sceisecqdbt NS | | 2
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ZGLA

Cash Report (con’t) SEEIS

South Caroling Enterprise lhformation System

(=
Eeport  Edit Goto

|a

iew Extras Settings  Systerm Help

oA H I S@E@ BEE BY4ass | EE @D

GL Account Variation Report

ﬂRepons
GL Account VEE
GL Account by[<]

[ T[]

wariation: Characte... |

Business Are:
Fund

Grant
CostCenter [a]
Funded Progr[=]
[ <]

) (el (][] (S i (][] [0 cowmn J[1<][< ][> J[>1]

|[«[v]

Selected Accounts Yariation Repart Run Date ! Time 0051372009,
Bus Area: E210 Fund: 10810000 Grant: * Locount Groaup Selected: SC_CA
Cost Ctr. * Funded Program:.: * Feriod: 12, 2009
GﬂL foccount ¥TD Beog Bal MTD Boctiwitw ¥TD End EBal
=
logooooaaaa CASH DUE TO/FROM
logo@@iEaes  UMDEPOSITED CASH - FF2
1o0aazaaaa IDT CASH CLEARING ACCOUNT
1003008 CASH OW DEPOSIT-STO 3,580,131 . 95 3,580,131 .95
100084880 CASH DISBEURSEMENTS-S5TO 1,328 034 03- 1,328,034 03-
_E **** Total 2,282 097 .87 2,252, 097 87

wariation: Fund |
= o * Fund

10010000 GE
20350000 OF
38530000 5
S0550000 FEI

I «][e]

[=]
=

K] [

|[«][»]

| ZeLa P | sceisesgapt [ovr [ | 2
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ZGLA Trial Balance SWEIS

South Caroling Enterprise lhformation System

From the ZGLA menu, select the SC_Trial Balance. To execute the
transaction, select @

[= =1 &1 G
Frogram Edit Goto nyironment  System  Help

le P 200 @@ SDHE s na s FEE @ m
G/L Fupd Account Analysis: Selection
B .5'% wWariation || Output Parameters. . || Data Source. .. || Extract Farameters... || Repors.. |

Selection values

Fiscal Year 2009
Period [ 12]
Selection groups —

Account Group SC_TRIAL_BALANCE ) |

Orvaluels) \r/tg |—| =
Business Area lm to | E
Cost Center [ ] to [ ] E
Funded Prograrm | |

Orvaluels) | [ 1o [| [ =
Fund [ ] ta [ ] o
Grant | [ 1o | | =

[» | ZGLA M2 | sceiseSgapt [ovR | | 2
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ZGLA Trial Balance (con't) SEEIS

South Caroling Entermrise Informstion System

= ElE =
Report  Edit Goto  View Extras  Seftings  System Help

|0~ D0 ld  @e@Ee DHR oo DR @m

GL Account Variation Report
2= E=|E EYw] [E][E2][E8 cowmn J[I][< ][> ][]
ﬂREDDYTS | B GSelected Accounts Wariation Report Fun Date ¢/ Time BG5/13/2009, [+]
GLAchuntVaE El
2 1 aecniad e Bus Area: E210 Fund: * Grant: * Loccount Growp Selected: SC_T
Cost Ctr: * Funded Program: * Feriod: 12, 2009
Wariation: Character...I GL Account YTD Beg Bal MTD Actiwvity ¥TD End Bal |
Fund
arant 1000000008  GASH DUE TO/FROM
CostCenter [2] 1000010005 UWDEPOSITED GASH - FF2
_ 1000020000 IDT GASH CLEARIMG ACGOUNMT
Funded Progri{ =] 1000030000 GCASH OW DEPOSIT-STO 6,606,281 .96 G, GO6,281.96
[ WPl 1000040008 CASH DISBURSEMENTS-STO 3,204 196 25- 3.204 196 25
verEiiem: Fumne = |- tash 3,402 ,085.71 3,402, 085.71
= 4 * Fund
10010000 GE| 1801010008 WEHICLES&TRANS-MA 16,533 .00 16,533 .00
20350000 0P 1801015000 PHOTOGRY&FAX EQPT-MA 9,500,160 9,500 10
I —— 1801016000 DF EQPMT-MA 80,946 .00 80,946 .00
_ 18810817808 PRINTIMG EQUIPMENT - (MA) B, 028,05 ,025. 05
50550000 FEL 1801021008 PHOTO/AY EQPMT-MA& 10,489 .50 10,489 .50
1802010000 WEHIGLES&TRANS-FA 16,533 .00 16,533 . 00
1802010010 WEHIC&TRMNSP-CONTR-FA 16,533 .00- 16,533 .00
1802015000 PHOTOGRY&FAX EQPT-FA 9,500,160 9,500 10
1802015010 FHOTO&FAX EQ-COM-FA 9,500.10- 9,500.10
1802016000 DF EOPMT-FA 80,946 .00 80,946 .00
1882016018 DF EOPMT-GOMTRA-FA 80,946 .00- 80,946 .00
1882017808 PRINTIMG EQUIPMENT - (FA) f,028.05 §,026.05 L
1802017018 PRINT EO-COMTRA-FA 6,028.05- 6,028 05 [«]
1602021000 PHOTO/ &Y EQPMT-FA& 10,459 .50 10,489.50 [+]
I D] gy | <]
| | zoLa M| sceisesgapt |ovr | | 7
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ZGLA Revenue Report
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=
I Report Edit Goto  Wiew Extras  Seftings  Systerm Help

|e~

e

dH @@ SERE BDOo8 EE @ o

Qlﬁlw

GL Account by Fund

== Y] (] [1]{ cotumn [[1<][<][» J[>1]

ﬂREDDﬂS | B GSelected fccounts by fccount ¢ Fund Run Date { Time B5/13/2009, [+]
LAy Bus & E21@ Fund: * Grant - * Period: 12, 2004 =
GLAccnunthy s PEEE - LN o, Fant eriod: .
B e By Cost Ctr: Funded Program:
GL Account By dccount ¢ Fund ¥TD Beg Bal MTD Activity ¥TD End Bal
4110150008 COURT MOTIONS FEES 450,000 . 0A- 450,000 . 0A-
[ ] 4110230008 FAM &CIR CRT FIL FEE 194 525 F2- 194,525 62-
Variation: Charasteri_| 4225010008 GCONYICTION SURGHARGE 1,784 B77.33- 1,784 B77.33-
Hon: 4295040000 DRUG COMYICTION SURCHARGE 1 879,079 .57- 1 879,079 .57-
Business Area 4800080008 ALLOC FROM ST AGENCIES 14 479 00- 14 479 00-
Grant
costCenter | = |**** 30350000 OPERATING REVENUE 3 522 BE1.52- 3 522 BE1.52-
1 Funded P
EHIREE FEE 42BOOZA0A0 FED OPER GRANT-REST 218,444 A0- 218,444 A0-
= |**++ 50550000 FEDERAL 218, 444 0A- 218, 444 0A-
[ W]
""" = [##+*+ Total 3,741,105 52- 3,741,105 52-
Wariation: Cost Centerl
= | * Cost Center
Initial value
=
| x| | <1+

[ | ZoLa Pl | sceisesnapt | OovR | |
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Module Integration




Module Integration SWEIS

Transactions in SCEIS post across all modules as
needed. An expenditure posted in the General
Ledger (FI) will also post to Funds Management
(FM), Controlling (CO), Grants Management (GM)
and if necessary into Project Systems (PS) or
Asset Management (AM).
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Module Integration (con’t) SEEIS

South Caroling Entermrise Informstion System

The impact of a transaction across modules can be viewed
when in a document by selecting Environment.

= K OO
Document Edit Goto  Exiras  Seftings em  Help
S E@

le 2] < E CHe oo IR @
Display Document: Data Entry View
| Taxes ||&& Display Currency ||EE General Ledger view |

Data Entry Wiew

‘Docurment Murmber 1000002274 Company Code 5001 Fiscal Year 2009
Document Date A5M1342009 Fosting Date o513 /200609 FPetiod 11
Reference GL TEST Cross-CiC no.

Currency s Texts exist Ledger Group

= E R E N EE R EE I EE EE EE A

[ 'l ItmlPKl...lAccnunt |Descripti|:|n | Amnuntlourr. |ElusA|Fund |Grant Cost Center |Functional Area order
SCo1 1 &0 030010000 OFFICE SUPFLIES 168.00- LSO E210 10010000 NOTRE... E210BO00010 EZ210_0000
240 020040000 MICROFILM SUPFLIES 158.00 UsD  |[Ex10 10010000 MOTRE... |[E210A00010 |E210_0000
(][] |[][>]
[ | FBo3 P3| sceisesgapt [ovR | | 2
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Module Integration (con’t)

SWE

South Caroling Entermrise Informstion System

From the Environment tab, select Document
Environment and Accounting Documents. A list
of all documents related to the specific

transaction will be presented.

III:' List of Docurments in Accounting

Documents in Accounting

Coc. HRumb.. | Ohject type text

Ld

1000002274 Accodnting document
1000094632 Controlling Docurment
1000132882 Funds Manadement doc
1000002274 Grants Mogm. Doc.

X | EF Separate || Sriginal document || | 3€
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Module Integration (con’t) SEEIS

South Caroling Enterprise lhformation System

Cash outlays for balance sheet items present an interesting posting
Issue across modules. When purchased, assets are posted to a
balance sheet GL in FI, but must post as an commitment item in FM.

[= =1 &l E
Document Edit Goio  Extras Settings  Environment  System Help

R 2l 9 H @@ S HE auos BE @ m
Display Document: Data Entry View
Taxes ||EE Display Currency ||E.! General Ledger Wiew |

Data Entry Wiew

Docurment Mumbear — Caompany Code Iﬁl Fiscal vear 2069
Docurment Dat( m Foasting Date ml Feriad |5_|

Reference SENWRREEEET | Cross-CC no. |
CuUrrency usp | Texts exist ] Ledger Group |—|

E=1 0 E 1 B EE EE EEE = = [ EEE A

c... | tmlLitem |PK]. |Account | Description | Amount|Curr. |Busa|Fund |Grant |cost center |Functional
SO0 1 a1 NIEESE = W BAILEY FORD INC 24 .349.00- 5D FP240

2 T 1201010000 1H000002026 0000 24, 349 00 (LSD FP240 30350000 ROT RE... P240D00052 P240_029

[«1[+ ]I |[«1[»]

I- | Feo3 [E| sceisesgapt |ovr | | 2
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Module Integration (con’t) SEEIS

South Caroling Enterprise lhformation System

Accounting Docu\ment FM Document

= ==
Document  Edit Goto  Exiras Settings Environ nt Systerm Help
I ] = |l e e (52 | 20 = List of Docurments in Accourting
@ =| Display Document: Data Ent VieW\ - -
=] play ry - Documents in Accouwiting
| Taxes ||EE Display Currency ||E! General Ledgerw Doc. Numb. ] Object type te Ld
- 2700001478 Ackounting Aocument
Crata Entry “Yiew: -
5 o . 5700001478 o Sl 50O 5700001478 | Asset Tr#nsaction
ocurnent Mumber ompany Code
O t Dat 1042142008 F t'FI ; 1 11725/ 2008 1000062743 | Contyliing Document
ocument Date osting Date 1o00nz1238 Eulls Management doc
Reference INv#F22081 Cross-CC no. 1000081532 Funds Managerment doc
Currency Ush Texts exist HT5700001478 Grants Mgm. Doc.

ElIRE N R EEREE EEIE ERE EE ER I

C.. | tm|Litem [PK]. |Account | Description | Amount| | Separate || Criginal document | e
501 1 31 Toooo3z1e3 |YIC BAILEY FORD MG 24 349.00- LUSD FP240

2 o 1801010000 (140000002026 0000 24.349.00 (USD P240| 30350000 MOT RE... (P2400D00052 F240_029

L] [»]] |[«][»]

I»| FEO3 B | sceisesgapt [owvR | | [ 2
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Module Integration (con'’t) SWEIS

South Caroling Enterprise lhformation System

Accounting Document

[= =3 E
Cocument  Edit Goto  Extras  Settings  Environment  Swystem Help

E2 20 HIeee CHE D00 BE @m
Display Document: Data Entry View
| Taxes ||EE Display Currency ||F-.! General Ledaer Wievw |

Drata Entry Wfiew

5EJEEUF53HWGF&HEF5W| Campany Code Iﬁ' Fiscal Year Z2ER9
Document Date] | 18/21/2008 Fosting Date 11/25/2008  Period [5 ]
Reference e e | Cross-CC no. | |

CUrrency UsD Texts exist [ ] Ledger Group

EIIRE N B EEEE EE N EE EE EE U]

(S 1 ItmlPKl...lAccnunt |Descriptinn | Amnunthurr. |EIu5A|Fund |Grant |C|:|st Center |FunctinnaIArea
SC01 1131 JOO0033183 |WIC BAILEY FORD IMC 24, 349.00-|UsSD |(P240

2|70 1801010000 1]1DDDDDDEDEE oooo 2434900 |[UsSD  (P240 30350000 MOTRE... |[P240D00052 P240_0299
L]l |[«][»]

i [ FB03 FA| sceisesgapt [ovr [ [ 2

82



Module Integration (con'’t)
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FM Document

[&
List Edit Goto Views Seftings  System  Help

“

3 4HQe@ SRE DDA HE QB

D@W

Display FM Document: Qverview

SERENE

EM Do Ba Itn VT |Value type|Amt typel Perl Fh psty d. {Cmmtitem | FMAC Amntl Fund Grant GIL Account |Fun
1000031532 154 nwvoices  Qriginal 511252009 50803100007 34 34900 130350000 NOTRELEVANT 1801010000 P24
P03 P sceisesoapt |OVR | |/




Geolearning Registration SWEIS

@ Shortly, you will use the GeolLearning Learning
Management System to manage information and materials
for the Knowledge Transfer Program. This includes:

— Meeting registrations
— Attendance

— Learning plans

— Meeting materials

— Knowledge checks

— Surveys

— Transcripts

— Completion certificates



Geolearning Registration (cont.) SWEIS

@ Review the instructions for requesting your GeolLearning
account

Instructions to request a GeolLearning account are located at
WWW.SCeIS.SC.qoV

Click Knowledge Transfer Program
Review the instructions for requesting your GeolLearning account

Complete all fields, whether it is indicated that they are required or
not

@ Submit your request for a new GeolLearning Account by
Wednesday, May 20, 2009
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Any Questions?

SWEIS

South Caroling Enterprise lhformation System
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Next Steps S@EB

FI Knowledge Transfer Breakout Session

@ Funds Management (one class, multiple times)
— May 28, 2009 (tentative)
— May 29, 2009. Time and location TBA

@ Invitation-only
— Based on Subject Matter Expert list from AST Leads
— Computer station for each participant
— Registration is required to plan and track participation
— Only registered individuals will be allowed to attend

Complete and return today’s evaluation
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Contact us

ina Entermrise hformstion Sy:

SCEIS Project:
SCEIS-AST@scels.sc.qoVv
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Key Terms and Concepts SWEIS

@ Accounting

@ Accounting entry or event

@ Double-entry accounting or bookkeeping
@ Debit entry

@ Credit entry




Key Terms and Concepts (con't.) SWEIS

@ Expenses/expenditures

@ Accounts payable

@ Receipts

@ Revenues

@ Accounts receivable

@ Accrual basis of accounting




Key Terms and Concepts (con't.) SWEIS

@ Asset

@ Liablility

@ Fund balance or fund equity
@ General ledger

@ Account

@ Trial balance




Double-Entry Accounting SWEIS

@ Every transaction has at least 2 entries.
@ There must be at least one debit.

@ There must be at least one credit.

@ Entry must balance or equal to zero.

@ Debits = Credits.

@ Debits are on the left of a transaction
and indicate “what was received.” ;

@ Credits are on the right of a transaction
and indicate the “source of the item
received.”
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Double-Entry Accounting (con't.) SWEIS

@ Debits are “what is recelved” and credits are the
“source of the item received.”

Example 1.

| receive registration fees from customers in the form
of cash and checks. The accounting entry is:

Debit — Cash (what | received)

Credit — Registration fee revenue (the source of
what | received)
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Double-Entry Accounting (con't.) SWEIS

Example 2:

| buy office supplies. | receive the supplies and pay
for them with cash. The accounting entry Is:

Debit — Office Supplies Expenditures (what |
received)

Credit — Cash (the source for what | received)

95



Double-Entry Accounting (con't.) S@E

South Caroling Enterprise lhformation System

@ Balance Sheet Accounts

— Assets

e Cash

« AR

* Fixed Assets - Equipment
— Liabilities

* AP or any other types of payables
— Equity or Fund Balance

@ Assets — Liablilities = Equity or Fund Balance
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Double-Entry Accounting (con’t.) S@E

South Caroling Enterprise lhformation System

@ Operating Accounts

— Expenditures

* Personal services
Contractual services
Supplies
Fixed Charges
Travel

e Equipment
— Revenues

« State appropriations

o Sales

e Federal grants

o Other revenue
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Double-Entry Accounting (con't.)

South Caroling Entermrise Informstion System

Positive Balances
+

@ Balance Sheet Acct.
— Assets DR
— Liabilities CR
— Fund Balance CR

@ Operating Account

— Expenditures DR
— Revenue CR

Negative Balances

@ Balance Sheet Acct.
— Assets CR
— Liabilities DR
— Fund Balance DR

@ Operating Account

— Expenditures CR
— Revenue DR
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Double-Entry Accounting (con't.) SWEIS

@ To ensure the records and accounts are In
balance, sometimes accountants use “T” accounts
to assist in preparing journal entries.

@ What is a “T" account?
— Itis a capital “T.”
— Used to “visualize” a general ledger account.
— You can “see” the proposed debits and credits.
— You can “see” the ending account balances.
— A minimum of 2 “T” accounts are needed for an entry.
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Double-Entry Accounting (con't.) SWEIS

@ T- Accounts Cash
Debit Credit

@ Debit — Operating Account (Expenditures)
Credit — Balance Sheet Account (Cash)

@ Debit — Balance Sheet Account (Cash)
Credit — Operating Account (Revenue)
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Accruals S@EB

Accruals recognize expenditures and revenues
when:

@ the eXPENnSse or revenue occurs,

@ not when cash is actually received or paid out.

So, what does that mean?
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Accruals - Expenditures SWEIS

@ For Expenditures, it means:

— When a purchase order is approved, an “obligation”
OCCurs.

— “Obligation” initiates an “encumbrance.”

— At the time the invoice Is processed, an accounts
payable and expenditure are recognized and booked.

— Budget funds are set aside (obligated), but not cash.
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Accruals - Expenditures SEEIS

South Caroling Enterprise lhformation System

V4

Goods & Agency Processed by
Invoice Processes CGO & STO

Received Payment

PR approved

Budget/funds encumbered, Dr Expenditures Dr Accounts Payable

set aside, as a result of the Cr  Accounts Payable Cr Cash

PR, but cash not paid out. Cash decreased as a result
Expenditure recognized, of the CGO approval for
but cash not yet paid out. check to be cut by the STO.
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Accruals — Revenues SWEIS

@ For Revenues:

— When the agency realized an amount of money is due
the agency, the agency initiates a “billing.”

— At this time, the accounts receivable and revenue are
recognized and booked, but not cash.

— Cash will be recognized when the cash/check/wire is
received and deposited.
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Accruals - Revenues SWEIS

South Caroling Enterprise lhformation System

3
Money & Agency
Agency Bills for Checks Processes Processed by
Money Owed Received || Receipt STO
Dr Accounts Receivable Dr Cash (STO Clearing) Dr Cash (Agency Acct)

Cr Revenue Cr Accounts Receivable Cr Cash (STO Clearing)
Revenue recognized, but Checks/cash are deposited Agency cash increased as a
cash has not been into a STO account for result of the STO approval
received. verification before posting. of bank deposit.
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Demonstration S@EB

=

¢ Expenditure Example:
¢ Encumber funds for a purchase order.

¢ Pay for the purchased items.
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Expenditure Example SWEIS

@ Each entry will generally post to a Balance Sheet
Account and an Operating Account

@ Example: To encumber funds for a purchase order

Dr. Expenditures $150
Cr. Accounts payable $150

@ Example: To pay for the purchased items

Dr. Accounts payable $150
Cr. Cash $150
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Expenditure Example (con't.) SWEIS

@ From the examples on the previous slide:
@ Example: To record a purchase order

Dr. Expenditures $150
Cr. Accounts payable $150
Cash AP Expenditures

(D150  (1)150
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Expenditure Example (con't.) SWEIS

@ From the examples on the previous slide:
@ Example: To pay for the purchased items

Dr. Accounts payable $150
Cr. Cash $150
Cash AP Expenditures
150 (2) (2)150| 150 (1) (1)150

150 0 150
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Revenue Example §(3EB

@ Example: To record an amount owed your agency

Dr. Accounts Receivable $200
Cr. Revenue $200

@ Example: When payment is received

Dr. Cash $200
Cr. Accounts Receivable $200
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Revenue Example (con't.) SWEIS

@ From the example on the previous slide:
@ Example: To record amount owed your agency

Dr. Accounts Receivable $200
Cr. Revenue $200
Cash AR Revenue

(1)200 (1)200
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Revenue Example (con't.) SEEIS

South Caroling Enterprise lhformation System

@ From the example on the previous slide:
@ Example: Record the receipt of funds

Dr. Cash $200
Cr. Accounts Receivable $200
Cash AR Revenue

200 (2) (1)200 | 200 (2) (1)200

200 0 200
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What is a General Ledger?

SWEIS

South Caroling Enterprise lhformation System

@ It is the main source of
accounting information for a
business entity.

@ Commonly referred to as the
“Original Book of Record.”

@ Itis a summary of all accounting
events that occur in the operation
of a business.

114



What is a General Ledger? (con't) SEEIS

South Caroling Enterprise lhformation System

@ It is a collection of all asset,
liability, fund equity, revenue,
and expenditure accounts.

@ It is a collection of all balance
sheet accounts (assets,
liabilities and fund equity) and
operating accounts (revenues
and expenditures).

@ Transactions are summarized in
a General Ledger by General
Ledger accounts (GL accounts).
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What is a General Ledger Account? SWEIS

@ It is a record in the GL that is used to collect and
store similar financial information (debits/credits)
for a specific activity such as Cash on Deposit,
Misc. Revenue, Supplies, etc.

@ GL accounts are organized into a Chart of
Accounts which consists of all GL accounts
classified by GL account type.

@ A Chart of Accounts provides a framework for the
GL accounts to ensure an orderly representation of
accounting data.
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What is a General Ledger Account? (cont.) SEIS

@ The most common General Ledger Account
categories in a Chart of Accounts are:

— Assets

— Liabilities

— Equity or Fund Balance
— Revenues

— Expenditures

— Transfers/Other
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What is a General Ledger Account? (con't) SEIS

@ Within the GL, more detail account schemes are
used to collect and store similar financial
Information:

— Funds such as state appropriation, earmarked, &
federal funds — 1001, 3035, 5055

— Programs such as administration, consumer services,
claims, & employee benefits — 0762, 0764, 5215, 1542

— Object codes such as personal services, contractual
services, supplies, & travel — 0158, 0200, 0300, 0500
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General Ledger Account Example SWEIS

3035-0762- STARS

This account represents state appropriations
for administrative supplies at the Department
of Agriculture as follows:

STARS SCEIS

3035 = general operating = 30350000
0762 = administration = 30000000
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General Ledger Account Example (con't) S(EIS

@ Each financial account has a set of balance sheet
accounts:
— Assets
— Liabilities
— Fund Equity
@ Each financial account has a set of operating
accounts:
— Revenue
— Expenditures

@ Using our earlier example, account 3035-0762-
0301 would have the following GL balances:
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General Ledger Account Example (con't.) S/EIS

South Caroling Enterprise lhformation System

3035-0762- (STARS) or

30350000-30000000 (SCEIS)

Balance Sheet Accounts Dr Balance Cr Balance
Cash $150
Accounts Receivable

Accounts Payable $150 $150

Operating Accounts
Revenue
Expenditures $150
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What is a Trial Balance? SWEIS

South Caroling Enterprise lhformation System

@ It is a statement prepared summarizing the general
ledger accounts at the end of the accounting period to
assure total debits equal total credits.

Trial Balance

Account Title Debit = Credit
Cash £7.000 |
...... ﬁlf:i:iﬁiﬁﬁsnﬂéﬁé-iﬁéﬁié-:-_”_”_“ BUDU
...... Office Supplies 3000
Office Equipment s, o000
Bank Lean e £5,000
Aecousts Payabls T § 560
Gotmmon Stode T R a
...... Consulting Revenue ! 7.000
Rent Expense e
Salaries Expense | 2500 0
Supplies Used 1200
Ttilities Expense 00 ¢
Total | 223,000 $23,000

@ It lists balances in all GL accounts in the double entry

system.
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Trial Balance Example SWEIS

Our previous example’s TB would look like this:

3035-0762- (STARS) or
30350000-30000000 (SCEIS)

GL Account Dr Balance Cr Balance
Cash $150
Accounts Receivable

Accounts Payable $150 $150
Revenue

Expenditures $150

Totals $300 $300
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General Ledger/Trial Balance Exercise SWEIS

3035-0762- (STARS) or

30350000-30000000 (SCEIS)

GL Account Dr Balance Cr Balance
Cash

Accounts Receivable
Accounts Payable
Revenue
Expenditures

Totals
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General Ledger/Trial Balance Exercise (con't-p =k

3035-0762- (STARS) or
30350000-30000000 (SCEIS)
GL Account Dr Balance Cr Balance
Cash $200
Accounts Receivable $200 $200
Accounts Payable
Revenue $200

Expenditures
Totals $400 $400
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Trial Balance by Financial Account

SWE

South Caroling Enterprise lhformation System

30350000-30000000

GL Account

Cash

Accounts Payable
Expenditures
Totals

30350000-30000000

GL Account

Cash

Accounts Receivable
Revenue

Totals

TOTAL ALL ACCOUNTS

(SCEIS)
Dr Balance Cr Balance
$150
$150 $150
$150
$300 $300
(SCEIS)
Dr Balance Cr Balance
$200
$200 $200
$200
$400 $400
$700 $700
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Trial Balance by GL Account

South Caroling Entermrise Informstion System

Fund/Funded Program 30350000-30000000

GL Account

Cash

Accounts Receivable
Accounts Payable
Revenue 4530030000
Expend. 5030010000
Total All GL Accounts

Dr Bal Cr Bal

$200 $150

$200 $200

$150 $150
$200

$150

$700 $700

End Dr End Cr

$ 50

$ -0-
$ -0-

$200
$150
$200 $200
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