SWEIS

South Carolina Enterprise Information System

Finance Knowledge Transfer
Accounts Recelvable
Breakout Session 2




Ground Rules SGEIS

@ Important Ground Rules

— Sign the attendance sheet

— Feel free to ask questions

— Turn off your cell phones and pagers

— No emaill or internet usage during class except at breaks
— Have a good time!



Agenda SGEIS

@ Create Customer Invoices/Miscellaneous Accounts
Recelvable

@ Generate Correspondence (customer statements,
IDT’s and invoices)

@ Reverse a Document



Benefits of SCEIS SAP Accounts
Recelvable S@EB

@ Integrated system
@ Real-time gueries and reports

@ Document audit trall

@ Real-time posting

@ Automatic reconciliation (AR/GL)



SWEIS

South Carolina Enterprise Information System

Account Recelvable Invoice Process




AR Invoice Business Process

Overview

SWEIS

South Caroling Enterprise lhformation System
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Accounts Receivable Overview cont. SGEIS

South Caroling Entermrise Informstion System

@ SCEIS uses several standard transactions to process to a
specific document type.

Transaction Code

Use

Defaults to document
type:

FB70 — Enter Customer
Invoice

Non-State accounts
receivable invoices

DR (customer invoice)

FV/75 — Enter Customer
Credit Memo

Credit memo for all
customers

DG (customer credit
memo) or ZK (State
agencies)

F-04 — Post with

Create and post deposits

Blank — Must use ZD or

Balance Display

balances

Clearing Z\W
FBL5N — Customer To view customer account NA
Line Item Display line items — open, cleared or

both
FD10N — Customer To view customer account NA




Accounts Receivable Overview cont.

SWEIS

South Caroling Entermrise Informstion System

@ SCEIS uses several “Z” (customized) transactions to default
to a specific document type.

Custom transaction

Screen copy of:

Defaults to document
type:

ZAR _REV

Receipt payments from
customers (AR)

F-28 (post incoming
payment)

DZ (customer payment)

ZREV

Receipt of miscellaneous
payments

FB50 (post G/L document)

SK (cash documents)

Live agency receipting
payment from Live agency

payment)

ZARIDT FB70 (enter customer ZJ (IDT invoice billing)
Live agency billing invoice)

Live agency

ZIDTREC F-28 (post incoming ZF (IDT receipts)

ZIDTPAY

Live agency billing
Non-live agency

FV50 (park G/L document)

ZF (IDT receipts)




Accounts Receivable Overview cont. SWEIS

Transactional Data
@ Posting Keys

Debit Credit
General Ledger 40 50
Customer 01 11
Vendor 21 31
Asset 70 75
Material 89 99




Enter Customer Invoice S@EIS

@ Create a customer invoice using transaction FB70
when you want to bill a non state agency for the
cost of good and services rendered.

@ The Accounts Recelvable clerk will:

— Access this transaction once it has been established
that a receivable needs to be set up for a customer.

— Have the abllity to generate an invoice from SAP.
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Enter Customer Invoice cont. SWEIS

@ All SAP documents have two components:

— Document header
— Line item

@ The document type, found in the document header,
identifies the type of business transaction.

@ All customers have a payment term of 0001 — Pay
Immediately.

@ System generated Document number is displayed
after posting.
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Enter Customer Invoice cont. SWE

South Caroling Entermrise Informstion System

@ Document Header

— Basic Data tab

« Customer Number, Invoice Date, Posting Date, Doc Type
(defaulted), Amount, Reference number (*)

— Payment tab

 Payment Terms — Defaulted from Customer Master, Base line
date (Defaulted from document date and payment terms)

— Notes tab
* Free form that will print on Correspondence type Z007
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Enter Customer Invoice cont. SEEIS

@ Line Item required fields:
— GL Account

— Amount

— Cost Center
— Order

— Fund

— Grant

— All other account assignment elements will be derived
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Enter Customer Invoice cont. SGEIS

South Caroling Entermrise Informstion System

o EIZIE]

Document Edit Goto Extras  Settings  Enwironment  Systerm Help

i @ @@ CEM anan  BRE @ m

Enter Customer Invoice: Company Code SCO1

|,5_E'a Tree on || Company Code ||® Hold ||E Simulate || Park ||‘{? Editing options |

Transzactn Invoice [
Bal. a.ag OV
 ACTEIYET Payment | Details | Tax | Motes i i
Required Header Fields:

Custamer SGL Ind

Invoice date Reference .CUStomer

Posting Date og/2gs2007 - _ H e I nvoice Date

Diacument Type DR (Custamer inva =) .

Cross-CC no. ePosting Date

i:{oaur:tuum S0 DCalculat;tax .Document Type

Text esAmount

Company Code SC01 State of South Carolina Columbia, SC

Lot No. eReference

0 lterns { Mo entry variant selected ) 4‘ Req ul red FI eIdS:
S GIL acct |DIC |.»'3«m0untin doc.curr. |Costcenter |0rder |Fund |Grant |.»'3«ssign .Amount
Cred. [

H Cred. = G/L Account
n red T «Cost Center
L Ered. & U <Fund

m Cred. = =|| eOrder

K1 | [«[r]

eGrant

BHE-E = afF

| I | Fe70 Pg| scEisECDCsT |ovR | | 2




Hold Incomplete Customer Invoices: Do

NOT “Park” SWES

South Caroling Enterprise

@ Customer invoices can be saved as incomplete
documents by using the “HOLD” functionality on a
FB70 transaction.

@ Do NOT click on “Park” within an FB70 transaction,
as this will LOCK the document.

IE3
| Document  Edit Goto Biras  Seftings  Environment  systern Help

@ 1IE e@Q SHE 8DoD PR QM
Enter Customer Invoice: Cumpany Code scm
aa Tree on [|BE Company Code |E Simulate || ,;;‘? Editing options

...............

Transactn: | R Invoice

Bal. 0.00 D

’_M Payrment ( Details ( Tax i Miotes 15
1




Enter Customer Invoice-ZARIDT
Live to Live §,@E|5

= [=NENES|
Document Edit Goto  Extras  Settings  Environment  Systern Help

|& I a B e@e SDHE Do PR @m
Enter Customer Invoice: Company Code SC01
E Tree on | Company Code ||® Hold ||E Simulate || Park ||ﬂ Editing options |

Transactn  |R Invoice 3|
Bal. [0.00 [e'i'e]
m Payment i Details i Tax i Motes
Customer | [=)5GL Ind [ ] -
Invaice date Reference | R_eql'“red Header
Posting Date 06 /04 /2009 Fields:
Document Type | ZJ Z1 (IDT IV Billl.. 21| <Customer
Cross-CC no R
Amount usD | I:ICaIcuIatetx eInvoice Date
Ul 8] ; =Posting Date
Text
Company Code  SCO1 State of South Carolina Columbia, SC Document Type
Lot ho. Amount
Reference
}‘ O lterms [ Mo entry variant selected ) 4‘
GiL acct ID:"C IAmDunt in doc. curr. ICDst center |Functional area Fund Grant  |Order IWEES eI
HCr.m =]
| ] Heor. @ =] . ]
n HCr. @ Required Fields:
= i «G/L Account
] H Cr. @ sAmount
= e -Cost Center
B Her. B [] eFunctional Area
H Cr. @ o E“IlEl .Fund
[ |
ST
I [ FB70 ME| sceisecpapt [INS [ [ 7
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Enter Customer Invoice-ZIDTPAY

Live to Non Live

SWEIS

South Caroling Enterprise lhformation System

=
| Document  Edit Goto Extras  Settings  Environment  System  Help

|& 0 E eEe S0l anon DR @M

i sang

Park G/L Account Document: Company Code SCO01

E Tree on | Company Code ||E Sirulate || Save as completed || Past ||ﬁ Editing options |

Amount Information

Required Header Fields:
Document Date

*Reference

eDoc. Header Text (Optional)

Required Fields:

Document Date | ﬁ'j Currency UsD Total deb

Posting Date 06/01/2009 [ 0.00 |USD

Reference |

Doc.Header Text | «ﬁ

Document Type  |ZF | | 9.08 |UsD

Company Code SC01 State of South Carolina Columbia, SC
(i}

0 ltems [ Screen “ariant : ZF|_FvE0_ZF_030_0100
GiL acct ID:"C IAmUunt in doc.curr. ICUSi center |Functional area IFund Grant  |Order WWES element

«G/L Account to

<

be credited
sAmount

eCost Center
eFunctional Area

e e A e A e o)

eFund
Grant
«G/L Cash on

[0 g e E

K|

[2]
[

Deposit account
1000040000 to be
debited

Amount

I [ Fws0 [ [ sceisecpapt [INS | ([ 7
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Demonstration and Exercise S@EIS

?Enter Customer Invoice FB70
¢ “Hold” an Invoice
¢ Enter Customer Inv w/ 1 time Customer FB70
¢ Enter a live to live invoice ZARIDT
¢ Enter a live to non live invoice ZIDTPAY
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SWEIS

South Carolina Enterprise Information System

AR Correspondence and Account
Statements




A/R Correspondence Process SEEIS

South Caroling Enterprise lhformation System

/
’ \\
7/ '
' Generate Invoice
Receive Invoice Create Invoice Scan Form (if Notify Reque? for Send \ L @
Form required) Invoice Cga d Cortespondence Correspondence N
/ -020 Proces\ Accounting Transactions
7 \
/ ’ \
\
7/ \
/
P \
/ \
/ \
/
s \
Y \
/ \
/
, \
y \
7/ \
/
P \
y \
4 A 4 A

Generate Invoice

for 4

Correspondence
N J N J

Send
Correspondence
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Request Correspondence — FB12 SEEIS

South Caroling Enterprise lhformation System

@ SAP allows you to

request a

correspondence

such as:

— AR Invoices
— Account

statements

IDT invoice for
billing

=X TELIPg
Correspondence  System Help

@ A EH I Ce@ I EHE DO (HE @6

Request Correspondence

Company Code SCO1

III7 Detail Specifications for Correspondence
SCEIS Account statement
Company Code SCO1
Customer goooooy
WVendor
Postings fram E9/29/ 2006
Postings to 08/29/2007 [=)
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Maintain Correspondence — F.64 SWEIS

@ You can maintain your correspondence request in
the following ways:

— Print a request immediately (from the print view)

— Repeat the print of a request (providing the request has
not been deleted)

— Display the request with the print view function
— Repeat the request
— Maintain the request text

— Delete the request
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Maintain Correspondence cont.

SWEIS

South Caroling Enterprise lhformation System

|E{‘%Erogram Edit Goto Systemnm  Help

|@| 2l a0 @@ DHE aeas DR e m

S SAPZ

Maintain Correspondence Requests

e N

[o]slel el sl olel sl sl o]

General selections
Correspondence | Iﬁ’ ta
Company code | to A
Account type [ ] to [ ]
Open itermn account |—| to |—|
Document number |—| to |—|
Fiscal yvear I—l to
Liser W' to —l
Date of request | to |
Time of request 0006 : 00| to FEREEREE)
Frint Date | to |
Cash journal numker | ta ]
Further selections
Entries without print date
] Entries with print date

Required Fields:
eCorrespondence
eCompany Code

eAccount Type

I-| F.e4 FE| scEISECDCS1 | ovR |

L Z
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Maintain Correspondence cont. SEEIS

South Caroling Enterprise lhformation System

i SAPE

=
List Edit Goto Systerm Help

| & Hal eoe CHB SDan [E @

Maintain Correspondence Requests

Unit testing Correspondence Date OQO8/29/2007
Columbia Maintain Page 1
Corr. CoCd Acctidoc. User K=y m Lime Print date
Sort Corr. CoCd AcTyp Acct Doc.no. Fis.¥r Date Time Print
\ - -

Correspondence ZOBAE Company code SCA1 SCEIS Account statement " Dou ble_CIICk to prlnt_
ZOOBEE SCO1 GROOBOAT Cust MROBERSOM Q8/29/07 16:07F: 40

Fostings from OE8/29/2006 Postings to aes 29,2007
ZOOBEE SCO1 GROOBOAT Cust MROBERSOM Q8/29/07 16:10: 44

Fostings from 09/29/2006 Postings to aes 29,2007

Double-click view print
preview.

[[411¥]

N

[ | Fe4 [El| sCEISECDCST | IMS |
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Maintain Correspondence cont. S@EIS

South Caroling Entermrise Informstion System

Examiners B
Remit To:

Comptroller General
Senate Streaet
COLUMEBIA SC 29201

UsA
State of South Carolina

Mail To: Invoice
Columblia Sewer & Dralnage

Inwsice Date
542 Georgia St 04/04/2007
COLUMEBIA &2C 29201 Inwoice Number
USA 123-11

Customer Number

e0o0oos

Telephone

Teletax

Total Due
Examining feez & travel expenszse for week ending:
(zee detailz attached)

Weekend Date:04/06/2007

Doc.No. Amount Reference Date Line Item Text

1800000009 450. 00 123-11 04/04/2007

450. 00

Payment Dus Immediately
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Print Correspondence — F.61 SGEIS

South Caroling Enterprise lhformation System

@ Once executed, this transaction will print all requested correspondence
requests.

% [=] (= [=]
Prograrm Edit Soto Swsterm  Help

& B 9 H &e@ | DOEE ST as | EE G by
Trigger for Correspondence

Senera | selections
Zarres pondence ZOO0E t [ =
Company code s5Co1 t E
Accoun t tvp o t =
2R itern count t E
Documen tnurber 1 B
Fiscal year t ?
Us 1 B
Date of request 1 =
Time of request oo oo t Qoo oo ?
Repeat at print date = t =
Zash journal number t E
Prograrm contral 1
Delete iffinished since =] - -
R d Fields:

Print control eq u I re Ie S =
Log to printer

e eCorrespondence

eCompany Code
eAccount Type

| Fe1 | sceEisecoost [ins [ [
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Print Correspondence cont.

SWEIS

South Caroling Entermrise Informstion System

0¥ O = &
List Edit Goto Settings Systern Help
< | 20 H eEe SHE Bnan DR 2m
Trigger for Correspondence
L[« ][> ][]
Unit testing Trigger fTor Correspondence Time 17:13:36 Date Q&8/29/2007F E
Columbia Log SAPF140/MROBERSON Page 1 [~}
CoCd| Type of caorrespondence Spool no. | Mame SUT1|Suffix 2 Pades|Fax/e-mail
SCO1|SCEIS Account statement 8,331 |Zoeas |LocL|scod 4
Frirker
M arme: SCEIS_RM40E
Statuz Feady
Type: HP Lazerlet 4050 Senes PCLE
Where:  IP_172.30.256
Camrment; [~
Frint range Copies
oAl Humber of copigs: E|
~
- e e
] | -
| F.e1 FEl[sceisEcpest [ins [ Wl [ 2
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Demonstration and Exercise S@EIS

=

¢ Request Correspondence FB12
¢ Maintain Correspondence F.64

¢ Print Correspondence F.61
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Account Statements SGEIS

@ The State generates monthly account statements
for customers by using standard SAP transactions
FB12, F.64, F.61.

@ Correspondence type Z0006 has been created for
account statements.

@ The account statement can be created for
customers and/or vendors. It displays the balance
carried forward, all open items in the chosen period
and the closing balance of the account.

@ The account balance statement will only display
the open item list. Payments and cleared items will
not be displayed. 2



Account Statements cont. SGEIS

South Caroling Entermrise Informstion System

& =1 [ i
Brogram Edt Golo Syetem Hel glI:'CDrrespnndence selection
V] HAE Q@ SRR AL HE @®
. Corr.|Type of correspondence
Maintain Correspondence Requests i i
Hooo1 |State Auditors general Invoice
20002 |1 00I-Examiners invoice
General gelections OOB3 | 001 -Captives invoice
Cofespondence Z000E 0 LO0B4 1 DOI-Misc invoice
Company code 5001 0 o005 IDT Invoice
Account type , ZE0A6 | SCEIS Account statement
Cpen item aceount 4000005 0

Dacument number

=

Figcal yaar

Uzer DHMCGUTGAN ]
[Diate of request 0
Time of request o:60:00 0 0:60:08 Continue (Enterj|
Print Date i

Y Y I I I I I I s Y

= lglglslsglglslslslg=

=

Cash journal number

III:’DetaiI Specifications for Correspondence
Further selections
[¥| Entries without prirt date SCEIS Account staterment
] Entries with print date
Company Code SCE
: : - Customer A0RR00O5
Required Fields: vondor
e Correspondence type Postings fram 9/30/2087
e Company code Postings to 9/1/2007
e Customer Account number Continue || Cancel |
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SWEIS

South Carolina Enterprise Information System

Reverse a Document




Reverse Document FB0OS8 S@EIS

South Caroling Entermrise Informstion System

@ If you created an invoice by mistake you can
reverse the document by using FBOS.

=g 1 = (=
Document  Edit Goto  Systern Help

|& s JB e@e CHE S0o0 BE @
Reverse Document: Header Data

|6‘Uﬂ Display before reversal ‘ Document list H?E Mass Reversal |

Document Details

Document Mumber 2000000011

caompany Code SCo1 i

Fistal Year 2008 = Reason for Reversal (13 12 Entries found =]
Specifications for Reverse Posting M =

Reversal Reason D1|

Pasting Date VIHIDIMI%IEI |Q|E||

Posting Period
Reason 1Text |

Check management specifications 01 Reversal in current period
Woid reason code nz Feversal in cloged period
03 Returned Check - current period
04 Returned Check - closed period
05 Incorrect amount - current period
06 Incorrec amount - closed period
oy Wrong fiscal month - current period
s Wirong fiscal month - closed period
k] Deposit slip not attached-current period
10 Deposit slip not attached-closed period
11 Wirong document date - current period
12 Wirong document date - closed period

12 Entries found | 32




Demonstration and Exercise S@EIS

=

Reverse Document FBOS8
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Next Steps — FI Knowledge Transfer
Breakout Sessions

South Caroling Enterprise lhformation System

@ Accounts Recelvable, 3 more classes
—June 18, at 9:00-12:00, ESC

— June 25, at 9:00-12:00, ESC
—July 2, at 9:00-12:00, ESC



Any Questions?

SWEIS

South Caroling Enterprise lhformation System
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