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The purpose of this document is to provide the user with instructions to complete the templates that
will be used to transfer Cash, Revenues, Expenditures, Grants, and Capital Projects from the SCEIS Book
of Record (BOR) level. The BOR level is equivalent to the STARS reporting; only using SCEIS data
elements instead of STARS data elements.

Since July 1, 2009, as you processed transactions in STARS, you have also processed transactions in
SCEIS. At the time of the “Freeze,” SCEIS will have the same cash, revenue, and expenditure balances as
STARS. As transactions are completed in STARS, the SCEIS team will ensure that the agency balances in
STARS and SCEIS are reconciled.

As soon as the Comptroller General completes processing all transactions for your agency, the SCEIS
team will supply you with a series of reports that will provide the final balances in STARS before Go-Live.
You can use these reports to transfer expenditures from the BOR level to the appropriate Fund, Cost
Center, and Functional Area. In the case of grants and capital projects, expenditures will be transferred
from the BOR Internal Order to the appropriate grant or WBS element. The “Freeze” begins October 16;
we anticipate having you these reports no later than October 23.

In this document we will first discuss the BOR master data elements and how they are posted currently
in SCEIS. In the second part we will discuss the creation of the file layout template used to upload
Journal Entries into SCEIS to reclassify currently posted BOR revenues, expenditures, and cash to a lower
detail level. Lastly, we provide the SCEIS transaction that we will use to prepare your reports from
SCEIS.

Understanding how to identify your BOR Master Data

Cost Centers
Functional Area
Grants

a 0 T o

Capital Projects
Cost Centers

STARS data does not include a data element that identifies departments or organizational units of an
entity. A Cost Center, being a required field in SCEIS, must be entered on every SCEIS transaction,
therefore the BOR team created a single high level Cost Center per Agency. The naming convention of
the Cost Center is as follows:

(BUSINESS AREA)000010.

For Example, if your agency is FO3, then your SCEIS Business Area is FO30 and your BOR Cost Center is
FO30000010. This is consistent across all agencies.
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Because there is no delineation of department in STARS, every transaction that has been entered into
STARS in FY2010 for your agency has also been entered into SCEIS in that single high level Cost Center,
your (BUSINESS AREA)000010.

Most, if not all of you, will want to prepare a Journal Entry to move revenues, expenditures, and perhaps
cash from this single high level Cost Center to the appropriate lower level Cost Center. Please keep in
mind that for all reclassifying Journal Entries you create, the BOR Cost Center must be used (for the
"From” portion of the JE).

Also, the BOR Cost Center, (BUSINESS AREA)000010, is a valid Cost Center and you may continue to use
it in the future as a cost collector for a department or organizational unit.

Functional Areas

SCEIS offers the ability to have multiple activities or Functional Areas post into a single STARS Mini-Code.
When multiple Functional Areas post to a single Mini-Code, the STARS data structure does not provide a
mechanism to determine the intended Functional Area on a transaction. Because of this limitation in
STARS, the BOR Master Data for Functional Areas is a single Functional Area for each STARS Mini code
currently in use by the Agency during FY09 or FY10. Every transaction submitted by your agency in
FY2010 which posted to a Mini-Code in STARS also posted in SCEIS to the corresponding Functional
Area.

The Functional Areas established for the SCEIS BOR activity are consistent with the format which was
provided for your future functional areas as follows:

first four digits - Business Area,

then either an underscore or X, depending on if it is a special item or not,

and then four digits.
Example: FO30_0000

As with Cost Centers above, many of you will want to move expenditures from the BOR Functional Area
to a more detailed Functional Area. Like Cost Centers, the BOR Functional Area must be used in the
reclassifying Journal Entries for the “From” portion.

Grants

For each grant, identified in STARS by Project and Phase, used during FY2009 and FY2010, the BOR team
created a unique Internal Order. An Internal Order was created for every grant, including those with
only cash balances brought forward into the year. If it was on your “CG 467" report at any time in
FY2010, it has an Internal Order in SCEIS.

Internal Orders for grants are eight numerical digit data elements that begin with a “5”.
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If a grant is non-federal and therefore, had no project and phase in STARS, then no internal order was
created in SCEIS. If you will have created a SCEIS grant for your non-federal grant, you will need to
transfer revenues and expenditures from their current cost assignment to the grant.

The SCEIS Team will provide your Agency with a report listing your current STARS Project and Phase
codes and the corresponding Internal Orders. We will also provide you with Line Item Reports that will
have Internal Order, Cost Center, General Ledger Account, Project/Phase, Fund, Functional Area, Grant,
S Amount, and Text. The reports will be broken down by Revenue and Expenditures.

Using these reports you will create Journal Entries to move revenues and expenditures from the Internal
Order to the appropriate SCEIS grant. Additionally, if the grant had 07/01/2009(FY2010) beginning cash
and fund balances, an entry to move these to the specific grant is needed. The SCEIS will also provide a
report of beginning cash by grant Internal Order.

Capital Projects

For each Capital project identified in SPIRS, the BOR team has created a unique Internal Order. Internal
Orders for capital projects are eight numerical digit data elements that also begin with a .5".

The SCEIS Team will provide your Agency with a report listing your current STARS Project and Phase and
the corresponding Internal Order. We will also provide you with Line Item Reports having Internal
Order, Cost Center, General Ledger Account, SPIRS number, Fund, Functional Area, Grant, $ Amount,
and Text. The reports will be broken down by Revenue and Expenditures.

Using these reports you will create Journal Entries to move revenues and expenditures from the Internal
Order to the appropriate WBS.

Creation of the file layout template to upload Journal Entries

You will receive reports from SCEIS that are sorted by Fund, Cost Center, Functional Area, Grant, Internal
Order (if applicable), SPIRS number (if applicable), General Ledger Account and Text. There will be
reports for revenues, expenditures, cash, and Internal Orders. The reports will provide summary totals
for each cost assignment combination.

Taking one line at a time, you will need to complete the template below in Fig. 1:
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[ =
z IS < 3 L . ‘E‘
Gross Line
document SGL item DR/CR Cost Functional Internal Line item
Armt Account|amount IND Center Area Fund Srant Order wBes Text

Fig. 1, Blank Template
EXPENDITURES

Fig. 2 demonstrates expenditures for a single BOR cost assignment (high level) being distributed to the
appropriate Cost Centers and Functional Areas. Note the transaction must balance by STARS Sub-Fund,
STARS Mini-Code and STARS Object code. Functional Areas H730_0000, H730_1234, and H730_WXYZ
must share the same STARS Mini-Code for this transaction to balance by STARS Mini-Code.

05 i 2 - =1 TRANSFER WORKSHEET (3) - Microsoft Excel e
=/ | Home | insert  pagetsyout  Formulas Data = x
I e oo s - |[& = T
Paste Bz u-|[@-|[3> A e & Center ~ ||| 8 - % o |[%8 3% Insert Delete Form

[ £ Grass document Amt
A B c D E F G H 1 & K |
Gross
document Line item DR/CR Functional Internal
1 Amt GL Account amount IND Cost Center Area Fund Grant Order WBS Line item Tex|
EXPENDITURES
2 | 20,000.00 5030010000 10,000.00 CR H730000010 H730_0000 30350000 NOT RELEVANT TO A MORE
EXPENDITURES
3 20,000.00 5030010000 7,550.00 DR H730A00010 H730_1234 30350000 NOT RELEVANT TO A MORE
MOVE

20,000.00 5030010000 2,450.00 DR H730BO0010 H730_WXYZ 30350000 NOT RELEVANT EXPENDITURES|

Transfers must balance by program (STARS Mini code / Functional Areas)
Transfers must balance by GL Account / STARS Object code (no transfers to new GL account)
s |[Transfers must balance between Grants, I/O and WBS (I/O and Grant or I/O and WBS)

4
E
s [INOTE: Transfers must balance by Fund Group (General fund, Earmarked, Restricted, and Federal.)
7
8

24

W 4 > ¥ CASH TRSF ~ REVENUE TRSF ~ GRANT TRSE ~ CAP PROJ TRSF | EXPENDITURE TRSF , Blank .~ ©a [ m I
Reaay Average: 1,265,096.666 67 _ Count:42 _ Sum: 15,181,160,000.00 ||| 58 [0 (1|, 200%6,(—) CJ )

Fig. 2, Journal Entry to distribute expenditures from BOR Cost Center and Functional Area
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REVENUES

Fig. 3 demonstrates revenues for a single BOR cost assignment (high level) being distributed to the
appropriate Cost Centers and Functional Areas. As above, the transaction must balance by STARS Sub-
Fund, STARS Mini-Code and STARS Object code. Functional Areas H730_0000, H730_ 1234, and
H730_WXYZ must share the same STARS Mini-Code for this transaction to balance by STARS Mini-
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[N A - D TRANSFER WORKSHEET (3) - Microsoft Excel SEx
—/‘ Hom Insert Page Layout Farmulas Data Review View @ -9X
=8 X cut o I PR < = e || et n Ea T | B F2 | E AutoSum > A?
o Calibri 1B AN T == |3~4 Wirap Text| Number ; 5 T = _r‘ ;J - 7 }}
Paste B I U-~ - M AN IEE || =3 Merge & Center v ||| § ~ % o ||%3 ;%8| Conditional Format Cell Insert Delete Format _ Sort & Find &
~ . Format Painter i-H = L i O >0 e ormatting - as Table - Styles - b L 0ear~  Fijer~ Select~
Cliphoard 7] Font fi Alignment fu Number Styles Cells Editing
| Al M fi | Grass document Amt el
A B c D E F G H | J K |
Gross
document Line item DR/CR Functional Internal

MOVE REVENUE T
2| 20,000.00 4890010000 10,000.00 DR H730000010 H730_0000 30350000 NOT RELEVANT DETAIL COST CENT
MOVE REVENUE Tt
3| 20,000.00 4890010000 5,000.00CR  H730A00010H730_ABCD 30350000 NOT RELEVANT DETAIL COST CENT
MOVE REVENUE Tt
4| 20,000.00 4390010000 5,000.00 CR  H730B00010 H730_1234 30350000 NOT RELEVANT DETAIL COST CENT

=

NOTE: Transfers must balance by Fund Group (General fund, Earmarked, Restricted, and Federal.)

Transfers must balance by program (STARS Mini code / Functional Areas)

Transfers must balance by GL Account / STARS Object code (no transfers to new GL account)

Transfers must balance between Grants, Internal order and WBS (Internal Order and Grant or Internal order and WBS)

~

oo

o

1 Amt GLAccount amount IND CostCenter Area Fund Grant Order WBS Line item Text

10
11
12
13
14

Fig. 3, Journal Entry to distribute revenues from BOR Cost Center and Functional Area

GRANTS
SCEIS grants will have been created prior to the “Freeze” either manually or via an upload template

Grant Revenues and Expenditures
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In Fig. 4 below, expenditures charged to a BOR grant Internal Order are being moved to the
corresponding SCEIS grant. The transaction must balance by STARS Sub-Fund, STARS Mini-Code and
STARS Object code. The Journal Entry to move the grant revenues and expenditures must also balance

between the BOR Internal Order and the grant. Figure 5 below shows an entry to move beginning cash

and fund balances to the grant.

E"—; 9 - = TRANSFER WORKSHEET (3) - Microsoft Excel - =7 X
- Insart Page Layout Farmulas Data Review View @ - = x
‘= ::z:” Calibri -~z ~||A a7 Humber - E’é 7;5- :;2 ﬁm = _:J E:‘J‘r?sum - ’r}? }3
P romat e | B B i EE s e B £ sty ot G | Moo e o S e nte

Clipboard = Font = Alilgnment iE} Number = Styles Cells Editing
[ a1 - # | Gross document Amt Il
A B C D E F G H 1 Jd K =
Gross
document Line item DR/CR Cost Functional Internal
1 Amt GL Account amount IND Center Area Fund Grant Order WBS Line item Text
EXPENDITURES
FROM BOR
> | 20,000.00 5030010000 10,000.00 CR H730001H730_1234 50550000 NOT RELEVAN 50000832 lrhé-gERNAL ORDER
EXPENDITURES
= | 20,000.00 5030010000 5,000.00 DR H730A0 H730_1234 50550000 H730XYZ12345 FROM BOR
TRSF
EXPENDITURES 3

2 | 20,000.00 5030010000 5,000.00 DR H730B0O H730_ABCL 50550000 H730XYZ12345 FROM BOR

5

s INOTE: Transfers must balance by Fund Group (General fund, Earmarked, Restricted, and Federal.)

7 |Transfers must balance by program (STARS Mini code / Functional Areas)

s |[Transfers must balance by GL Account / STARS Object code (ho transfers to new GL account)

s [Transfers must balance between Grants, Internal order and WBS (Internal Order and Grant or Internal order and WBS)

M 4 » M| CASH TRSF .~ REVENUE TRSF | GRANT TRSF .~ CAP PROJ TRSF -~ EXPENDITURE TRSF . “Blank %1 0 i,

| 0

Ready Average: 1,176,289,29531  Count: 43 Sum: 15,291,760,839.00 | £ (O] (1| 200%, =) 0} (+)

Fig 4, Grant expenditure reclassification

Grant Cash

For each grant, the BOR team posted the STARS FY2010 beginning balance to the corresponding Internal

Order. Asyou reclass revenues and expenditures from the Internal Order the appropriate SCEIS grant,

as in Fig. 4 above, the SCEIS system creates the offsetting cash entry. The beginning cash balance must
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also be reclassed from the Internal Order to the SCEIS grant. This beginning cash balance was recorded
as Cash, GL# 1000030000, with the offset being to Fund Balance, GL# 3000010000. The entry to reclass
cash from the Internal Order to the SCEIS grant will reverse the BOR entry and record that same entry
using the SCEIS grant. See Fig. 5 below.

- B i = TRANSFER WORKSHEET (4) - Microsoft Excel - ® x
] =
—} Home Insert Page Layout Formulas Data Review View @ - = X
=2 & Cut B = e = = - - = m me = =7 =] j o X Autosum
B e Calibri 11 AT =T ==||®| |SiwmepTet General P‘Ig jﬂ‘{_‘( I__‘ﬂ‘ == = ‘gj 3 eure 7| lﬁ
Paste (B 2 u-||m-|[M- Al |= = =|[z= s=|| B Merge & Center + ||| § = % 9 |[%§ %8| Conditional Format Cell || Insert Delete Format || _ Sort & Find &
= Format Painter | - oee B >0 Formatting = as Table - Styles= || - - - 2Clear~  Filter~ Select~
Cliphoard = Font i Alignment i Number = Styles Cells Editing
| cla ~ 5|
A F] e ] o | E F G H 1 i « [ v [ ™ N [ o [
Gross document Lineitem DR/CR Functional Internal
1 Amt GL Account amount IND Cost Center Area Fund Grant Order WBS Line item Text
TRSF CASH FROM BOR
INTERNAL ORDER TO SPECIFIC
2| 40,000.00 1000030000 10,000.00 CR H730000010 H730_1234 50550000 NOT RELEVANT 50000839 GRANT
TRSF CASH FROM BOR
INTERNAL ORDER TO SPECIFIC
3 40,000.00 3000010000 10,000.00 DR H730000010 H730_1234 50550000 NOT RELEVANT 500008339 GRANT
TRSF CASH FROM BOR
INTERNAL ORDER TO SPECIFIC
4 40,000.00 1000030000 10,000.00 DR H730A00010 H730_1234 50550000 H7301YZ12345 GRANT

TRSF CASH FROM BOR
INTERNAL ORDER TO SPECIFIC
40,000.00 3000010000 10,000.00 CR H730B00010 H730_1234 50350000 H7301YZ12345 GRANT

Transfers must balance by program {STARS Mini code / Functional Areas)
Transfers must balance by GL Account / STARS Object code (no transfers to new GL account)
10 |Transfers must balance between Grants, internal order and W8S (Internal Order and Grant or Internal order and WES)

8
6
7 |NOTE: Transfers must balance by Fund Group (General fund, Earmarked, Restricted, and Federal.)
8
9

1 —1

25
M4 b W[ CASHTRSF , 'REVENUE TRSF | GRANT TRSF .~ CAP PROJ TRSF . EXPENDITURE TRSF ¥ ) 0| m

Select destination and press ENTER or thonse Paste B e |
s

Fig. 5 Reclass grant cash

CAPITAL PROJECTS

In Fig. 6 below, expenditures charged to a BOR capital project Internal Order are being moved to the
corresponding WBS. As with revenues and expenditures, the transaction must balance by STARS Sub-
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Fund, STARS Mini-Code and STARS Object code. The Journal Entry to move the capital project revenues

and expenditures must also balance between the BOR Internal Order and the WBS.

Warkboaok Views Show/Hide Zoom Window Matros
Gross
document Lineitem DR/CR Functional Internal
Amt GLAccount amount  IND  CostCenter  Area Fund Grant Order WES Line item Text
TRSF EXPENDITURES FROM BOR
INTERNAL ORDER TO CAPITAL
20,000.00) 5071210000 10,000.00 CR H730000010 H730 0000 30438000 NOT RELEVANT 50000839 PROJECT
TRSF EXPENDITURES FROM BOR
INTERNAL ORDER T CAPITAL
20,000.00 5071210000 5,000.00 DR H730A00010 H730 0000 30438000 NOT RELEVANT C.H730.000L.AADOL PROJECT
TRSF EXPENDITURES FROM BOR
INTERNAL ORDER TO CAPITAL
20,000.00 5071210000 5,000.00 DR H730B00010 H730 0000 30438000 NOT RELEVANT C.H730.000LAADOL PROJECT
NOTE: Transfers must balance by Fund Group {General fund, Earmarked, Restricted, and Federal.)
Transfers must balance by program (STARS Mini code / Functional Areas)
Transfers must balance by GL Account / STARS Object code (na transfers to new GL account)
Transfers must balance between Grants, Internal order and WBS (Internal Order and Grant or Internal order and WBS)

Fig. 6, Transfer of capital project expenditures from BOR internal order to project WBS

CASH -Transferring Cash between Funds
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In Fig. 7 below, cash is transferred between funds. This entry is needed where you are dividing one

STARS subfund into multiple SCEIS funds. Use the General Ledger accounts Operating Transfer From

and Operating Transfer To when creating this entry. SCEIS will derive the correct cash accounts to post.
Note the cash transaction must be balanced by the STARS Sub-Fund.

)i 92 - =)~ TRANSFER WORKSHEET (3) - Microsoft Excel - = x
= T @ - = x
= . ¥ g O 5 E o 4T A
PaSte  rormat painter || B2 1 |[EE | S - A - e | e Ttiatylens|| et |23 coean RIS e

Clipboard = Fant = Number Styles ceiis caiting
| K8 -~ | ]
A B c D E S H 1 J K =
1 |
2
Gross Line
document GL item DR/CR Cost Functional Internal

3 Amt Account |amount IND Center Area Fund Grant Order |WBS|Line item Text

a 1000.00| 6100010000| 1000.00 CR H730A00010|H730_0000 |30350000|Not Relevant Move Beg Cash

E 1000.00| 6200010000 400.00 DR H730B0OC010|H730_1234 |30350002|Not Relevant Move Beg Cash

5 1000.00| 6200010000 600.00 DR H730C00010 |H730_WXYZ|30350000|Not Relevant Move Beg Cash

7 =

8

9

Fig. 7, Transfer of cash between funds

Note: All reclassifying Journal Entries will be using document type “Z2”.
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Reports

ZGLA — This report allows the Agency to view Cash Balances by Business Area, Fund, Grant, and Funded
Program. The Fiscal Year will be 2009 and Period 13 so we can bring over the prior year Cash balances.
The Cash Accounts the Agency will look at will be those from 1000000000 to 1000040000.

Program  Edit Goto  Enwironment  System  Help

(/] @ e@a@ CHE OO0 HE @

G/L Fund Account Analysis: Sefection

(Eb [ o5 Wariation || #% | OutputPararneters.. | Data Source.. || ExtractParameters.. | Reports..

Selection values
Fiscal Year 2009
Petiod 13

Selection groups
Account Group

Orvalueis) to
Business Area | to
Cost Center to
Funded Pragram

Orvalueis) to
Fund to
Grant to
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KOB1 — This report shows all postings to Book of Record Internal Orders during Fiscal Year 2010. It shows
all account assignments for Expenses and Revenues posted against these Internal Orders. This report
allows Agencies to see which Internal Orders need to be pushed to Grants or WBS Elements and the
account assignment for each. Agencies can enter a specific Internal Order or an Internal Order Group to
see postings. The layout is set to “/ZCONVBOR” in order to view the Revenues and Expenditures.

Program Edit Goto Exiras  Swstern Help

& a8 @@ DEE SO0 FEE @D

Display Actual Cost Line ftems for Orders : Initial Screen
& = J=( Further Selection Criteria...

Crder to
ar

Order Group

Cost Element to

ar
Cost Elerment Group

Fasting Data

Fosting Date gy /el 2oe9 to 10431 /2089
Settings
Layout {ZGONYBOR] @Ine lterm Report Expenditures & Revenues

More Settings

KSB1 — This report shows all Revenues and Expenditures for an Agency for Fiscal Year 2010. The layout
needs to be set to “/ZCONVLAYOUT” in order to see all Revenues and Expenditures for an Agency.

FProgram  Edit Goto Extras  Swystermn Help

& B0 @& BEME B0 an EE @
Display Actual Cost Line itemns for Cost Centers : initial Screen
D @& = J=[ Further Selection Criteria...

Cost Center o EI
or

Cost Center Group

CostElement 1o

ar
CostElement Group

Posting Data

Posting Date o7 /01742009 to 1843172009
Settings
Layaut JCONYLAYOUT| @onversion Layout for Moy Go Live

lore Settings
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