SWEIS

South Carolina Enterprise Information System

Finance Knowledge Transfer
Accounts Payable Breakout Session 1




Agenda SEEIS

@ Display Invoices With a Purchase Order

@ Display Invoices Without a PO

@ Display Payment Reports
@ Enter Invoices Without a PO/Direct Pays



Accounts Payable Concepts

SWEIS

South Caroling Entermrise Informstion System

@ Important organizational elements of AP consist of vendor
master record and account groups.

@ Vendor accounts can be combined in various account
groups, so that they can be organized and managed more

easily.

@ Number ranges are assigned to these account groups for
reporting and management purposes.

Vendor Type Description

ZVEN Vendor

ZCCD City, County, District
ZIDT State Agencies

ZINT International

ZOTV One-time Vendor




Accounts Payable Concepts cont.

South Cardling Enterprise Information System

@ AP Document Types:

— KA
— KR
— KG
— RE
— Z|
— ZP
— ZT

— ZQ

Vendor Reversal Document
Vendor Invoice
Vendor Credit Memo
Logistics Invoice

IDT INV Paying Party

Payment Posting
Travel
List Voucher




Accounts Payable Concepts cont.

South Caroling Entermrise Informstion System

@ MM Document Number

@ FlI Document Number

@ Other SAP Document Numbers
@ Logistics Invoice

@ Purchase Order

@ Goods Recelpts (GR)

@ Invoice Recelipts (IR)

@ Account Assignment

@ Header Data



SWEIS

South Carolina Enterprise Information System

Display Invoices
With a Purchase Order




Display Invoice Document — MIR4 SEEIS

South Caroling Enterprise lhformation System

@ Display parked Irvoice Docurmen t %.Qoto Systern  Help

& DisplawChange Fr @ O EE aTass EE & D
2 ment 5105600145 2008

Invoice Dispigy

document —
MIR4 - will
Invigle date OF /2572007 Reference PO Box 1385
. t ” r d effting Date u7 /2572007 MATTHEWS NC 28106
Inl Ia y p OVI e rrount 27 .25 uso Calculate tax
. |’ Tax amoun t 0.08 F1 = - E
View aCCessS T ks
" FPaymt terms 30 Days net I: al
Baseline Date OF 25/ 2007 =
@ TO Change Or Company Code  SC01 State of South Carolina Columbia, SC =
edlt fleldS ClICk Ilterm |Arnc|unt |Quanti1y |Or...||F'urchase... |Item |P rrrrrrrrr t Coc. |POText | |
i'l‘ 27.25 2B EA AGO0OA0244 10 atters fo
edit button to
create “active”

fields.

Invaice =] 5105600145| (2008

Payment , Details , Tax |, Contacts |, Note Yendor 7000000024
CAROTEK ING

[T TILL]
oo oE

@ SeleCt the Itern SearchT7’ \\ Ul ¢ v Iterns

differenttabs to |, e
display specific View the associated PO and its
information details. This active field will link
related to the back to the ME23N transaction.

invoice. 7




Display Purchase Orders —- ME23N  SWEIS

Use ME23N transaction to display a purchase order
to:

@ View the status of a previously
created purchase order.

@ View the changes made to a PO.

@ View the purchase order history
(status of goods received and
payments).

@ Evaluate supplier performance.

[ )
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Demonstration and Exercise SWEIS

=

¢ Display Invoice Document MIR4
¢ Display Purchase Orders ME23N




SWEIS

South Carolina Enterprise Information System

Display Invoices
Without Purchase Order




Display Parked Document - FBV3

SWEIS

South Caroling Enterprise lhformation System

[=
Erogram Edit QDTD S'_'.'_'StEI"I"I HEHCI
: ] XY | o X [ e =11
e 2 e S| ﬁ@'[ﬁlucumentwpe {3 G0 Entries faund M EIg B
3 ist of Parked Documents —
Help Wiew for Document Topes B
L B
ST aT ] o= T o T -
= to B4 C1 i1 0 0 = =T Y
Docurment number to
FTETETTE A coos to Type *|Description |
/\ EX  External number [«]
Seneral Selections Ko vendar document El |
Fosting date to . —
D ocurmont date ﬁ K wendor credit mermo
Document tvpe | — ta kM Metvendors
Reference to KFP  Account maintenance o
[EIEEUFEHT S ] KR ¥endorinvoice
SMSEE 757 MROBERSON to kL Yendor payment
Frocessing St L ML settlermeant B
Enter relea tao PR Price change
Complete ta R&  Sub.cred.memo stimt |
Feleased to REB  Reserve for Bad Debt
' RE Invoice - gross [
Users may enter the document RN Inwoice - net
R Billing dac transfer
number of the parked document or . -
may search a document using the 88 GiL account posting
l. d . c Sk Cash document
ISte C”te”a S Adjustment document
LIFE Diata transfar

G0 Entries found

N

I | FEva
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Display Document — FB03 SEEIS

South Caroling Enterprise lhformation System

%Erogram Edit Goto Swysterm Help I@Ducumentﬂrpe (13 60 Entries found [=]
& = 4 @@ O FHE Help %iew for Document Types
Document List —
vm[DlE[]&E] c[22] ]
o scoi to | Tvpe “|Description |
Docurment Mumber to Y Asset postin El
Trscarvear =808 i AR Accuurfting dgucument [~
LEEEET AF Dep. postings ]
SGeneral selections Al et asset postin
Document type —ug ’ CH  Contract szﬁlemgnt
Fosting date to (- Conversion (AR COpen)
Entry date to CR  Conversion AR (rev) __|
Reference number to DA Custormer docurnent
Ez:z:z:zz:;ansamon :2 || i) Customer credit memo
Logical systeym to il OF Custamer invaice
D Customer paymen
clicual = ELI Eura raunding diff.
EX External number
On the FBOS initial screen, you may click {f= 'rereesmen
Document List to view all documents T
based on the search criteria. You may <k vensorl There are many document
narrow a document search by document L= tynes. Make sure the
5 60 Entries fou
type, reference number or posting date. If appropriate doc type is
you know the document number, you chosen before entry.
| may enter it directly.
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Display Document — FB03 (cont.)

SWEIS

South Caroling Entermrise Informstion System

g

Document Edit Goto  Extrazs  Settings  Ernvironment  System Help

3 EH €@ EHERREB04L:(EE @ E

&

YT

Display Document: Data Entry View

|EE Display Currency”@ General Ledger\iiew|

Ciata Entry Yiew

‘Document Number 3000080038 Caompany Code
Docurnent Date B ET 2007 Posting Date
Reference Cross-CC na.
Currency USD Texts exist

SCO1 Fiscal fear 2pog
0a/o0a/20a7 Period 2
Ledger Group

EERE

- B =) ) () R A

C. ‘| Itm|F'K|...|EIusA|Accnunt |Descriptinn

I Amcuun1|Curr. |T}{|CIrng daoc. Fund Cost Center |Assignment

Grant

Funds Center I

sc01 13
240
3|40

7000000087 ABSOLUTE AGUATICS

F270 5030010100 OFFICE SUPFP
F270 5030010100 OFFICE SUPFP

200.00- UsD 3400000017

a00.00 |Ush 1001 F270A00010 F270A00010
100.00 | UsD 1001 F270AQ0010 F270AQ0010

In the document overview screen, you
may view summary information. To
drill-down line item information, click

on the specific line item you wish to
view.

MOT RE...
MOTRE...

F270400010
F270A00010

LD




Display Vendor — FK0O3

SWEIS

South Caroling Enterprise lhformation System

Zd”% or Edit Goto EBExtras Environment System Help @\I a Edit Got Bl E i ¢ Gyt Hel
S endor  Edit  Goto ras nuironmen vstern  Help
= — ese s & 2 A H &G O EE S mas [ EEE
Display Vendor: Initial Screen —
- Display Vendor: Address
Aendaor! 7TO00E00068
“Wendor FBBBBEIEIEIEEI XINGTON FPOLICE D
Company Code SCeE1 State of South CaTONT ﬁ F'reviewl I:I
T Marme
General data - —
[+] Address Title =l
] contral W LEXIMNGTOMN POLICE DEPT
[ Payment transactions - -
This transaction
Company code data . Aroch Terms
[ lAaccounting info d|Sp|ayS the Vendor Eearch term 142 LEXIMGTCM
[JPayment transactions
[JZaorrespondence master record. treet Address
[CIwvithholding tase Etreet 3 ATTR: MICHAEL WWILLIARM [E.
a\ House noJstreest
District LEXIMNGTOMN
CityrStatedZIF Code LEXIMNGTOM SCo||zan71
Country us LISA South Carolina
Time zane EST Jurisdict. code 41856314250
PO Box Address
FO Box 397
Fostal Code
Company Postal Code
Select the data you want to VIEW  |ssmmunesten
- Language English zl COther communication... |
about the Vendor by CheCkIng the Telephone (843 553-1131 Extension (=2
Mohile Phone
General and/or Company Code |- @4y ssa-isi xtension =

data.

14



Demonstration and Exercise SWEIS

=

¢ Display Parked Document FBV3
¢ Display Document FBO3
¢ Display Vendor FKO3
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SWEIS

South Carolina Enterprise Information System

Display Payment Reports




Key Terms and Concepts SGEIS

@ Exception
@ Vendor Account

@ Check Register




Display Exception Reports SWEIS

Run an exception report to generate a payment list.
The payment list displays:

@ All invoices due for payment. 6\

@ All items that are not marked —»@
for payment. —

The payment list has item indicators that explain the
reason for blocking. These lists can be used to
reconcile the payment summaries.
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Display Exception Reports cont.

SWEIS

South Caroling Enterprise lhformation System

Transaction Z_ PAYMENT _LIST runs exception reports.

(=
Program  Edit  Gotd

Payment list

Specify the date of the e

program run.

Use a program
Identification number to

Erngram run date
Identification feature.
Froposal run only

N

distinguish between
various runs on the same

date.

Company code selection

Faving caompany code
Sending comparny code

olg

[ summarize data
Paid documents
Exceptions
Display variant

Specify the type of output
you need in the generated
report.
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Vendor Line Item Display- FBL1IN SWEIS

@ This transaction allows the user to view vendor line
items In various ways.

@ Iltems you may view are:
— open items,
— cleared items, and

— all
@ Venc
capa
detal

vendor line items.

or balance display also has drill-down
pilities that allow the user to see account

S.

@ Unblock vendor for payment may also be accessed
through this transaction.
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Vendor Line Item Display cont.

SWEIS

Scuth Cardling Enterprise Information System

IIB[% = -
st Edit Goto Extras  Erwironment  Seftings Systerm Help Fgocument Edit Goto Extras Ersironment  Systern  Help
|g 390 @O oDENB oang 9 2 0HICAQ  CHE anon RE @
- - Display Document: Line Item 001
Vendor Line Item Display AENE D T
EEHIHEI |:| Aendar! 7000008885 DELL COMPUTER CORPORATION GILAcc  |2010080000
Company Code|SCA1
Eendnr‘ Cod EEEEIDEIEIDDE State of South Carolina ATLAMNTA Doc. no. |3000006410
Ompany LOGe Line lterm 1§ Invoice f 31
Name | DELL GOMPUTER GORPORATION Amount 20080 UsD
City ATLANTA
Additional Data
Bus. Area F270 —
5t |Assignment DocumentNo | Type Doc. E |5|D0|Amoy| Disc.base  [S80.09 UED Dlae wivou  EREE UED
FPayt Terms NT30 Daysipercent |30 |0.000 | %0 o.ooe |% o —
0 @ REAAEAAAIT | RE ﬁuznm Bline Date B9/26/2807 Fixed
|:| @ HE0EEROAGT [RE / 09042007 Pmnt Block Invoice ref. ! ]
[1 @|3433 3000080410 KR Ba/26/ 2007 Prit Methad
] i@ |45 5800000143 |RE 10403/2007 Assignment 3433
] i@i|4500000284 500000140 |RE 10/03/2007 Text
[] i@|45000002841 BEOAEEA141|RE 18/083/2007
[1 i@|45000002842 BEOAOEA142|RE 18/083/2007 218 00- 0G0 haTa
] i@ [451 5800008149 |RE 104032007 107 .00- [USDH
a 16,066 . 45- |USD
(1 @ 1REAEEABEAE )| KZ B4/05/2007 2,500,808 |USD |17OE0BOGOOO
] @ 1700000000 | K& B4/05/2007 2,500.00- (USkh (1700000600
] @ B2 Zp BFA0/2007 7RO 00 |USD  [Zo0eQeQenez
] @ 7h0.00-|USD [Z0POEREO6Z
[1 @|FP - : - 100.88- |USD | 3200000046
0 /| 1he status field will show if a 105,60 |USD | 3208060045
- a| | documentis cleared (green), B.08 [UsD
+ accouf OPEN (red) or parked (yellow). 16,065.45- |UsD
= #




SEEIS

South Caroling Entesprise lhnfarmation Syatem

Check Register

|E?
List Edit Goto Settings

|e
Check Register

State of South Carolina
Columbia, 5C
Company code SCE1

Systermn Help

dH @@ OHEE BT 4as | EE & D

KIERICY

Check Register

Bank B8R E Default EBank

Bank Key 123456780

Looct number CHECK 995999999

Checks created manuallsy

Check number from to Payment Pmht date |[Croy Amount paid (FC)|Recipient/void reason code
2007003090060 J4pO000000( 11 /052007 |USD 711.76| DELORES DACOSTE AWENDAW SC
207003100029 240000000711 /062007 |USD 93.15|MICHAEL L WRIGHT GREER 5C
2O007EA3100210 3400000001 (11062007 |USD 57 .85 BIM SUM COLUMBIA SC

20073100211 3400000002( 11 /062007 |USD 57 .85|WADE A LIMEBERGER COLUMEIA SC
2O007EA3100212 340000000311 /06/ 2007 |USD 43 95| CARRIE J MITCHELL COLUMEIA SC
2O07EA3100213 340000000411 /062007 |USD 57 .85 JOHM H MILLS III COLUMEIA SC
2007003100214 3400000005116 2007 |USD 370 .63 JAMES R BURCH COLUMEBIA SC
2007003100215 3400000006 ( 11 /062007 | USD 431 .65| GWEMDOLYM F MCGRIFF COLUMBIN SC
200703100216 340000000811 /062007 |USD 40 .94 SARAH B PADGETT LEXINGTOM SC
2007003100217 J400000009( 11 /062007 |USD 1,366.72| JAMES M YOUMWG POWELL OH

2007003100218 40000001011 /062007 |USD 8926.98| POUL E CARSOM COLUMEIA SC
200703100219 3400000011 (11 /062007 |USD 97 .98 KAIYIMG WEI COLUMBIA SC

200703110031 3400000023 1107 2007 [USD 4 .62 USA MOBILITY WIRELESS IMC ALEXAMDRIA WA
2O07EA3110032 340000002411 /07 2007 | USD 127,887 . 35| KING BUSIMESS SOLUTIONS SIMPSOMVWILLE SC
2O007EA3110268 3400000012117 2007 [USD 57 .85 BIM SUM COLUMBIA SC

2007003110269 3400000014117 2007 |USD 57 .85|WADE A LIMEBERGER COLUMEIA SC
2O07EA3110270 3400000015 1107 2007 |USD 48 95| CARRIE J MITCHELL COLUMEIA SC
2007003110271 340000001711 /07 2007 |USD 1,311 .20|PAUL E CARSOM COLUMEIA SC

2O070A31 20006 340000003711 /082007F |USD 3,065, 39 0ED IMFORMATION SY¥STEMS IN MARLTON WU
2007003120162 3400000A28(11/08f 2007 | USD 1,001.04|CYNTHIA E DUBLIM-CAULEY COLUMEIA SC
2O007EA3120163 3400000032 11/08 2007 |USD 97 .91| FEDERAL EXPRESS CORP PITTSBURGH FPA
2O07EA3130024 3400000043 11/09 2007 |USD 98 .34 JACOE D SHERBERT COLUMEIA SC
2O007EA3130025 3400000045 11/09 2007 [USD 96.12| THOMAS E DARBY CHESTER 5C

2O07EA31 30026 3400000046( 11 /092007 |USD 72.98| JERRI L BUTLER MARIOM SC

2O007EA31 30036 3400000044 11/09 2007 |USD 6.23|DOUGLAS S COOMER LEXIMGTOM SC
2007003170010 3400000050 112132007 (USD 143 . 32| POLMETTO MICROFILM SYSTEMS LEXIMGTOM 5SC
200703180037 3400000063 112142007 |USD 353 48| RICHARD S GAIMES LEXIMGTOMN 5SC
Z2O07EE3180038 4000007211414 2007 (USD 239.89|EDITH E WELVWER W COLUMEBIA 5C
2O070A3180039 3400000080 11/14/2007 |USD 13.63[USs MOBILITY WIRELESS INC ALEXAMNDRIA WA
2007003180285 3400000057 11/14/2007F |USD 530.02| CARLA L GRIFFIMW LEXINGTOM 5C
2O007EA3180286 3400000058 114142007 |USD 559.13| JOHM C MICHOLS COLUMEIA SC
2O07EA3180287F 3400000059 114142007 |USD 57 .85 BIM SUM COLUMBIA SC

2O007EA3180288 3400000060( 114142007 |USD 57 .85|WADE A LIMEBERGER COLUMEIA SC
2007003180289 3400000061 (114142007 |USD 306.84| ROSA M RIVERS COLUMEBIA SC
2O070E3180290 340000EE62 (114142007 |USD 29 37| CARRIE J MITCHELL COLUMEBIA SC
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Demonstration SWEIS

=

¢ Display Exception Report Z PAYMENT LIST
¢ Display Check Register FCHN
¢ Vendor Line Item Display FBL1N
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SWEIS

South Carolina Enterprise Information System

Enter Invoices Without a PO/Direct Pays




Park Vendor Invoice — FV60 SWEIS

South Caroling Entermrise Informstion System

IE%QUE:L“"I"IEI'Tt Edit Soto Extras Set]l TTTEIT O TIT T T=TTL [= =21 T TT=TFr . .
|@ O R - B S RS R e ' |IF_I|S|mU|ateisaveandEd|t
Park Vendor Invoice: Co\ fipany Code SC A \ an invoice on the same

| &% Tree on |[BE company Gode J[FF Simuiatel] screen.
Transactn Invoice it Bal. o. oo T
Fayment , Details , Tax , Hotes Wendaor
Address
wWandar TagLoooay CASTARMEDA WYILLIAMSE LTD
Invoice date 10/0372007 Refarance FO#1234 7a0s METRO BLYD
Fasting Date 18/03 /2007 Colfdes bkl 55439
Document Type KR &Wendar inwo
Armount 375 0@ [ calculate tax = rgag
Tax amount =t
Text The tabs allow you to enter tavalls :
Paymt terms 30 Days dﬂ t . f yt Reference fleld ShOUld be
Baseline Dat 1eve3:9 AlITTerent INformation necessar . .
—— . y the vendor invoice number.
to pProcess the invoice.
1 tems [ Mo entry wvariant selected 4‘
SN GIL acct |DIC |Am|:|unt in doc.curr. |Sh|:|r1 Text Long Txt Tax code |Ta}{jurisdictn code |C|:|mmitment it
_EEISEIEHEHEIEI Debhit = AT5 . A0OFFICE S .. 'E? I F415500000 5020010100 :
| [=pit = 72
Debit = '@
] Debit Pz
] Debit = 2
] Debit = (2
] Debit G2
] Debit 527 =]
] Debit = =2 =]
[« ][] [ | |[«][*]
S E B e (&= o5




Demonstration SWEIS

=

¢ Park Vendor Invoice FV60
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Any Questions?

SWEIS

South Caroling Enterprise lhformation System
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Next Steps — Accounts Payable
Breakout Sessions

South Caroling Entermrise Informstion System

@ Accounts Payable
—June 9, at 9:00-12:00 (June 10, at 1:00-4:00 repeat)

—June 16, at 9:00-12:00 (June 17, at 1:00-4:00 repeat)
—June 23, at 9:00-12:00 (June 24, at 1:00-4:00 repeat)
— June 30, at 9:00-12:00 (July 1, at 1:00-4:00 repeat)
— July 7, at 9:00-12:00 (July 8, at 1:00-4:00 repeat)

All Accounts Payable (AP) Breakout Sessions will be held at the
Wade Hampton Training Room B01-B



Contact us

ina Entermrise hformstion Sy:

SCEIS Project:
SCEIS-AST@scels.sc.qoVv
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