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Business Process Details: An overview of the accounts receivable 
invoicing process.

These processes are generally performed by the accounts receivable clerk. 

For Phase 1B, no AR workflow exists except in the case of credit memos 
and journal vouchers, such as returned checks. Currently, there is no 
requirement to approve an AR invoice prior to posting.

Credit memos use the standard AP workflow. An AR clerk “parks” a credit 
memo by clicking on “save as complete.” The credit memo is then included 
in the AP workflow, approved by an AP supervisor, and posted and approved 
by the Comptroller General’s Office.

In the case of returned checks, the general ledger accountant creates a 
corrective journal entry, which is workflowed to CG for approval and 
posting 
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Two separate reconciliation accounts have been identified for customers.

The “Accounts Receivable – CURRENT” reconciliation account is  used for 
the following customers: 

General
One time 
Citi d tiCities and counties

The “Accounts Receivable – IDT” reconciliation account is used specifically 
for:

State Agencies
This account captures all entries posted to the State Agency customerThis account captures all entries posted to the State Agency customer 
account.
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Account groups have number ranges assigned to them. There are four 
customer account groups.

Number ranges are of two types:
Internal: You do not fill in the customer code when creating the customer. 
Instead, the system assigns a customer code from the number range 
assigned to the account group, when the new customer master record is g g p,
created.
ZONE and ZGNR are internally generated.

External: You fill in the customer code when creating the customer. The 
code can be alphanumeric, if the number range allows for that.
ZIDT and ZCCD customer numbers groups are externally generated. The 
first three characters in this range relate to the first three characters of the 
business area. For example: Business area of Comptroller General’s Office 
is E120, customer number is E120000.
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Document Type: Key that distinguishes the business transactions to be 
posted. The document type determines where the document is stored as 
well as the account types to be posted.
The Z document types were created specifically for IDT transactions.  The Z 
transactions will default the correct document type, thereby eliminating user 
error.
This enables separation of IDT transactions from the regular AR 
transactions. IDT transactions are excluded from the CAFR, therefore, 
posting IDT transactions with separate document types is an effective way of 
separating these transactions.
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Several “Z” transactions were created in SCEIS for specific processes. 

Separate transactions are used specifically for IDT processing. IDT processing will be 
covered in Module 6.

Two additional “Z” codes are used for regular AR transactions: 
ZREV and ZAR_REV.

ZREV is a copy of FB50. This transaction defaults a document type of SK and is used 
for the receipting of miscellaneous receiptsfor the receipting of miscellaneous receipts.

ZAR-REV is a copy of F-28. This transaction defaults a document type of DZ and is 
used for the receipting of AR-related payments.
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Posting keys: Two-digit numbers assigned to each line item in order to 
signify the account type being posted to, and whether the posting is a debit 
or a credit.

Typically you need only specify debit or credit when you enter a line item 
and the correct posting key is assigned, based on the type of transaction 
you are performing, for example, SAP Enjoy transactions. 

Some transactions, however, such as accrual entries, require you to enter 
the posting keys. Posting keys are listed on the line item displays so that you 
can quickly identify the line item as a debit or a credit and determine which 
account type is involved.
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The initial screen to enter a customer invoice requires you to enter specific 
information in order to save the document. 

If information is incomplete, you may “hold” a document to review later. 
When you click on “hold,” you must enter a temporary document number in 
order to retrieve the document again. At this stage, the system has not 
generated a document number for the FI document.

NOTE: If the AR clerk attempts to “park” the document, the document will be 
locked. Workflow will be turned on in the system; therefore, the only way to 
release the document is to approve the document via workflow.

Since there is no workflow for AR invoices, it is advisable always to use the 
post option, or use the “Hold” option if the document is incomplete. 

Once posted, an SAP document will be generated.
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The initial credit memo screen works similar to the customer invoice screen. 
Required fields must be entered in order to save the document.

The user must click on “Save as completed” to trigger workflow. Standard 
AP workflow is leveraged. Essentially, the AP supervisor and CG must 
approve all potential outgoing payments, such as the credit memo.
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Notes:
This shows the initial entry screen for a user to request a correspondence. 
The AR clerk must request the correspondence first by selecting the 
correspondence type.
The following correspondence types are configured in SAP:
Z0001 – State Auditors General Invoice
Z0002 DOI E i I iZ0002 – DOI Examiners Invoice
Z0003 – DOI Captives Invoice
Z0004 – DOI – Misc Invoice
Z0005 – IDT Invoice
Z0006 – SCEIS Account Statement
Z0007 SCEIS G i I iZ0007 – SCEIS Generic Invoice

© State of South Carolina Page 176/4/2009



SCEIS Accounts Receivable Processing (Part 1) Finance

Select a correspondence type (be sure same correspondence type was 
selected in FB12). 
Enter company code data. 
Enter either the account type or open item account or document number. 
After information is entered, click the “execution” button to move to the 
next screen.
F 64F.64
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After information is entered on the initial screen and executed, a request for 
a correspondence has been made. 
Double-click on the correspondence request and review the form.
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Print preview for customer account.
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This is the preferred transaction for SCEIS.

The accounts receivable clerk receives payment for a specific invoice. The 
check is accompanied with a payment remittance. The clerk accesses 
ZAR_REV to receipt the payment and clear the open receivable, using the 
correct reference/invoice number. 

If the clerk does not receive information on the reference/invoice number, he 
or she can view all open receivables and attempt to match and apply 
payment based on amount. To have this transaction default to document 
type DZ, post through transaction ZAR_REV. 
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Residual payments are not used, only partial payments.
In the event of an overpayment, the AR clerk may clear the receivable, 
choose the button “charge off diff” and create a credit memo for the 
remaining amount.
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Notes:

Posting a payment through ZREV prompts you to enter key financial 
information such as: G/L account to be posted to; cost center and fund.

Use transaction code ZREV to have the document type default to SK (cash 
document). This transaction is used to receipt non-AR related 
payments/miscellaneous revenue.

The accounts receivable clerk will credit revenue and debit “Un-deposited 
Cash.”

NOTE: Post this document – do not park.
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Workflow exists for some journal entries, such as Returned Checks. 
However, there is SAP standard workflow and image workflow.

Image workflow exists when a document is imaged and the imaged 
document is sent to the user’s SAP inbox.

The AR clerk needs to know how to retrieve an image from a transaction. 
For example, returned checks are sent to STO Central, which images the 
returned checks and attaches them to a journal entry. The AR clerk 
accesses the image and completes the journal entry based upon the 
returned check’s image and the data from the STO’s journal entry.

Image workflow is also used for deposits. The AR clerk images the bank 
deposit slip and supporting documentation, and also wire/ACH information.
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When the AR clerk images the bank deposit slip, the image is routed to his 
or her SAP inbox. The AR clerk may access this image by going to SBWP. 

The AR clerk double-clicks on the image. Two screens will appear: One 
screen containing the image, the second screen containing a dialog box 
which generates the blank F-04 transaction, which issued to post the 
deposit.
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Notes: 

Most commonly used banks:
Bank of America – 03100013
Wachovia – 03100011
NBSC – 3100016
First Citizens – 03100020

For a complete list of Banks used by the State of South Carolina:
www.treasurer.sc.gov  > banking > Accounting/Banking > stars >  Scroll to 
page 4
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The Accounts Receivable Clerk takes all cash/checks that were receipted 
into “Undeposited Cash” 1000010000 accounts and transfers to “Cash on 
Deposit STO.” 1000030000
Document date is entered as the date of the validated bank deposit.
Posting date is the date the transaction was recorded in SAP using 
F-04 transaction.
The STO then conducts a post audit on all F-04 transactions daily, to p y,
validate that the deposit is correct, the cash being recorded and the deposit 
slip are accurate. STO looks for the document date to equal the validated 
date on the bank deposit. They reconcile this with the information from the 
bank.
Wire payments use document type ZW.
Cash and check payments use document type ZD.Cash and check payments use document type ZD.
F-04 is used to post deposits. 
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Enter the amount of the deposit.
Click the “choose open items”
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Enter the undeposited cash account number:  1000010000
Select your additional selections 
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Enter the data needed based on your selection 
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Click the green check mark
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The customer account balance display has drill-down functionality which 
permits you to drill down into the line items that make up the balance 
summary totals.
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This is the initial screen to display customer account balance. The required 
fields are the customer account and company code. On this initial screen, 
you may also specify the data to be viewed. For example, if you only want to 
see customer balances according to open items, select the “open items”
button.
You may also use the dynamic selections button to further restrict your 
search.
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After you enter required information on the initial screen, the customer 
account will be displayed according to your selection criteria. You may 
double-click on any line item to display the detailed document information 
for that particular transaction. Within this header there are several other 
selections to view other details about the transaction or to edit information.
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Customer account balance display shows a cumulative balance of the 
account chosen. This information is viewed by account periods.
The customer account balance display has drill-down functionality which 
permits the user to drill down into the line items that make up the balance 
summary totals.
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Double-click on any cumulative balance within customer line item account 
display to view transaction breakdowns. 
This screen shows transaction information such as document type, status 
(Open: red dot. Cleared: green dot) and document number.
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