SWEIS

South Carolina Enterprise Information System

Finance Knowledge Transfer
Accounts Payable 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.



Agenda SGEIS

@ Enter Incoming Invoices Without a PO
@ Enter Incoming Invoices With a PO
@ Cancel Incorrect Invoices for Payment

@ Display Payment Reports

@ Review and Summary



SWEIS

South Carolina Enterprise Information System

Enter Invoices Without a PO/Direct Pays




Park Vendor Invoice — FV60 SWEIS

South Caroling Entermrise Informstion System
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Park Vendor Invoice: Co\ fipany Code SC A \ an invoice on the same

| &% Tree on |[BE company Gode J[FF Simuiatel] screen.
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Fayment , Details , Tax , Hotes Wendaor
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Fasting Date 18/03 /2007 Colfdes bkl 55439
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Demonstration SWEIS

=

¢ Park Vendor Invoice FV60




Park Vendor Credit Memo — FV65 SWEIS

South Caroling Enterprise lhformation System

— | |
Docurment Edit Soto  Extras  Settings  Environment  Systermnm Help

& = 9 H ©S©@@ | S 000 ™Ay Ey -
Park Vendor Credit Memo: Company Code SC0O1 A” the StepS are _Slmllar
|&= Tree on ||BE company Code ||[F#F simulate ||[[Hl Save as completed | |[[Hl Post | to thOSG Of entel’lﬂg an

Transactn Credit memo =] B4 InVOICe.
_m Payment , Details lNNDtes

wendar [ [ﬂjSGLmd\F\y\

Document date Reference | \]\

Fosting Date 10/037/2007

Document Type G wendor credit ..E]|

Armourt | |usD [ calculate tax >

Tax amount | | =]

Tent |

Company Code SC01 State of South Carolina Columbia, SC

Somp: Seeme Credit Memo defaults in the

Transaction field.

0 Iterns (Mo entry wariant selected )

[1]

Gl acct |D.l'C |.ﬂ-.mc|untindc|c.curr. |Costcenter |Drder |Fund =TT T LRy |
Cred..
Cred..
Cred..
Cred..
Cred..
Cred..
Cred..
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Demonstration and Exercise S@EIS

=

¢ Park Vendor Credit Memo FV65
¢ With tax exempt




SWEIS

South Carolina Enterprise Information System

Enter Incoming Invoices
With a Purchase Order




Enter a Logistics Invoice — MIRY

SWEIS

South Caroling Enterprise lhformation System

This function allows you to enter all key information required

for further processing of the invoice.

=4

Invaice Dlocurmen t Edit Goto Systerm Help
L) Bl A H @& 2R I Bhasn | BEE G D

Park Incoming Invoice: Company Code SCO01

| Show PO structure || Showworklistl | Hold || Simulate || Save as Completed | | Messages | Helpl

R}

@O0 Balance

Transac tion Invaice hed|
Invoice date | Reference

10/403/2007

Fosting Date
[ Salculate tax

Armount

Tax armaurn t 1 &P Sales Tax) il
Text

Company Code SC01 State of South Carolina Columbia, SC

Lot Ma.

You will need the invoice
date, reference, amount,

calculate tax, tax code
and purchase order
number.

Furchase OrderiScheduling Agreeme.. E) IEI Goodsfservice items =l
Layout All information =
lterm |Am0unt |Quantih,r |Or...| |Purchase |Item |P rrrrrrrrr t Doc. |F'O Text | |
] [=]
_ ﬂ
- [=]
=
] [[<10v]
BIERE ltem Search Term i) [ B/ 8 items
[ MIR7
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MIR7 — Change Tax Information SEEIS

South Caroling Enterprise lhformation System

If the tax information is incorrect you can do the following:

= Click on Tax Tab
= Unclick Calculate Tax
* Type in the correct amount of the tax
= Click back on basic data tab to save change
=
Invaice Docurment  Edit Goto Swysterm Help
& = a H I a8 0S|
Display Invoice 5700000028 2008 (Cancele(
| Show PO structure | ] | Fallow-2On Documents ... |
Transaction | Invoice =] |sToOOEORZE
(=l
Basic data | Payment | Details @SFT  contacts | Mote
Tax Data o
Tax doc.c... |Ta}=c code |Ta}=:.J|_|r. |
5,091 .94 I1 (AP Sale. = 4106300000 Calculate tax -
- N
=l El et proposal
= EI Delete Row
ER|{| [ |[«][»]
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MIR7 — Change Tax Information cont. SEIS

South Caroling Enterprise lhformation System

|
Invoice Document  Edit  Goto Systerm Help

& | D 0B e@e@ DHE Dhoan BE @
Park Incoming Invoice: Company Code SC01

| Show PO structure || Showe woarklist | I I | Haold || Simulate |[
__ (invaice 3l Enter in the purchase order
= _ number in this box and then click
_ _MEEETYEE Fayment | Details |, Tax |, Contacts | N
| Enter. The account information will
Invoice date | o7 Reference |
Posting Date 10/83/2007 populate
Armount | [ | [Jcalculat ’
Tax amount | | [ 11 (AP Sales Taw)
Text | ;
Campany Code SC01 State of Sauth Caralina Columhbia, SC
Lot Ma.
Purchase OrderScheduling Agreeme .. 1| | - | | | IEI Goodsiservice iterns =]
Layout All information =]
Iterm |Am|:|unt |Quantit'5r |Or...||Purchase |Item |F'r|:|c:urement Coc. |F'O Teut | |

To view all account assignments your
settings should be set on All information.

(][] E (4] ]

[ER|IC3] |[«1[+]
.E.I'?I Itern Search Term |@IE {o terms
| L miRT 12




MIR7 — Changing Account Assignment SWEIS

= =13 =
Invoice Document Edit Goto Systerm Help

& B d H  @@@ SR onan BE @
Display Invoice 5700000028 2008 (Canceled By 5700000115 2008)
| Show PO structure | | | Follow-0On Documents ... |

Transaction Imvoice = 5700000028 (2008

=

_m Payment , Details , Tax , Contacts , Mote Vendor FOO0O37 741
DELL MARKETING LP (=]
Invaice date QE/ 272008 Reference XCMAOGFE42 RR2 ORE DELL WAy
Fosting Date QE/20/ 2008 ROUMND ROCK T TBEE2
Arnount ¥V ,833.54 usD Calculate tax
Tax amount 5,091 .94 1M1 (AP Sales Tax) =l - (512) F28-5228 (51 2y 283-9092
Text 45 DELL Computers |
FPayrmt terms Due immediately I: Bank acct 9999999999
Baseline Date 06/ 30/ 2008 Default Bank, 987 ol
Company Sode SC01 State of South Carolina Columbia, S %
Lavout All infarmation
PO Text [Tax Ccode .. Ja Jacctassat  |Edit own ¢ JEdit vendor. [Service |
| |Del Computers I1 (A/P Sales Tax) = k| = B=

L}

Account assignment will allow you to change
the funding stream on the purchase order, if

L1 | needed. ]
:I:I Iterm [EE] Searcr Term L= I o7 o terms

HEEEEN
1[0 s (1D
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MIR7 — Changing Account
Assignment cont. SWEIS

[= Multiple Account Assignment for tern 000001 Dell Computers
| Arnout |@uanti‘rg.r |GILAchunt |EI|_|... |CustCenter |Eewic...|Elu5iness Fro..|Text
11,315 36 7 BOZO0FAAAD RA40 RE4OBEAET QA ]
g, 082 40 a] BOZO0FAAAD RA40 RA4O8E0E1 4
a,082. 40 4] ROZO00VAARE RO40 RO408008613
g 698 883 fi BOZO0TAAAN RA4E RA4OREEAET 2
16,164 .80 10 ROZOOFAAE0 RO40 RO40AEEE11
19,397 .76 12 ROZ2EO7AAAO RO4AE REA0AQAAT G
[+]
[~]
[l |[«][*]
Total Amount fFz,741.60 Total Guantity 45 [termis) B
|v# Check || Back |[5¢]

You can change your information here and then
green arrow check to save and then click on the back
button to return to the front of your invoice.
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MIR7 — Final Invoice

SWEIS

South Caroling Enterprise lhformation System

Place a check mark in the FI box to close out a purchase order while paying the

invoice.

You would mark final payment for the following reasons:

» There is a balance on the purchase order but everything has been received.
= There are two items on a purchase order but you will never receive the second item.
» This is a blanket order and you are making your last payment.

| Show PO structure | | Fallow-Cn Documents ... |

Transaction Imvoice = BTY00O0OOOZE| 2008

m Payment i Details i Tax i Contacts i Mote

Wendor YOOO0377 41

DELL MARKETIMNG LP
Invoice date 06/ 2772008 Reference XCNOGFK 42 RRE2 OME DELL WAY
Paosting Date 06/ 3072008 ROUMND ROCK T 78632
Armount FT,033 .54 sD Calculate tax
Tax amount 5 091.94 11 (AP Sales Tax) El . (512) T28-6228 1512y 283-9092
Text 45 DELL Computers T
Faymtterms Due immediately B Bank acct 999999499499
Bazeline Date Q63072008 — Default Bank, 987 ]|
Company Code SC01 State of South Carolina Columbia, SC %
Layout All infarmation [l

GR BlkStk BUn |Del Motersheet Mo. [Bill of Lading |Ciel. Mote Gty o fin fFi B lco. Ju. Jvendor |mtaterial [ ]

@ 0.000 [=]
: ;
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Demonstration and Exercise S@EIS

=

¢ Park PO Related Invoice MIR7
¢ With sales tax
¢ With use tax
¢ Use tax & line distribution

¢ Blanket purchase order, tax exempt
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Display Document — FB03 SWEIS

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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Change Parked Document - FBV2 SGEIS

South Caroling Enterprise lhformation System

EI:’
Document Edit Soto Extras Settings Environrmment Swsterm Help

= = A H & &€ | B DR E] T a0 ga | EE D G O

Edit Parked vendor Invoice 3000000411 SCO01 2008

|.=a% Tree on | Company Code ||E Simulate || Sawve as completed ||f Editing options |

Tran=actn |Fwoic e "El Bal. oo T
Paviment . Details o wworkflowe o Tax o Motes erndor
T Address

wendor Foooooooos SSL Ind = | DELL COMPILUTER CORPORATION

Inwvaice date nes2Z5 2007 eference 24 323FF Sl PO Box 534118

Fosting Date nes2Z5 2007 ATLAMTA GA FEESRZ

Docurment Twpe KR sendor invaic = rmentk-lo ZO00000E41 1

Armount 1,000 .00 [»] Salculate tax

=l

Text Bank account 26417426311

Favimt term= 20 Day=s net E Bank fumber O5322077EB

Baseline Date o9 s 252007 = | Mugchowig Banlk of South Caraolinag RN
En[3] Sl

Temscns srvvananed 1 he tabs allow you to enter different information

S ieesaassoms e = | NECESSArY to process the invoice.

|~ssiannET

i

i

i

il | [l

0}

il | [l | [l

D]

W) I | . | [« 1[+]

[EHE = [olE]

@ Use this transaction to edit parked vendor invoices.
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Demonstration and Exercise S@EIS

=

¢ Change Parked Document FBV2
¢ Change Document FB02
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SWEIS

South Carolina Enterprise Information System

Cancel Incorrect Invoices




Cancel Invoice Document with PO -MR8M S/WEIS

South Caroling Enterprise lhformation System

Tip: After entering the invoice information, it is always advisable to click

the “Display Document” button to view and verify that you are cancelling
the correct invoice.

(=

Irvoice Document  Edit Goto Systerm Help

Click the Reversal Reason button to
ol e eee invoke the list of reasons.

Cancel Invoice Document

& Display Docurment \

[cr Reason for Reversal (2) 5 Entries found

Invoice Document Mo, R10560G142 M

Fiscal Year 2008 =
A
Details Re Reversal Posting / =
ason |Text
Reversal Heason (1 -_— s e e e - _ -
Posting Dat 01 Feversal in current period
Sl 0z Feversal in clogsed period
03 Actual reversal in current period
Select the reason applicable for 04 Actual reversal in closed period

cancellation. 05 Accrualidefarral posting 21




Clear Vendor Process Open ltems — F-44 SWEIS

South Caroling Enterprise lhformation System

Docurment

(]

Edit Soto

Settings
=s

Environment

9 H & G e | @GS E T oAh Eh | EE e O

Sy=stem

Help

Clear Vendor Process open items

||| Distribute ditt. || Sharge o diff. |[&” Editing options || & CGash Disc. DY

Fartial pmt

¢« Res.items

¢ WWithhildg tasx

Account iterms FOO0D0O0O00S DELL COMRPUTER CORPORATIONM

Assignme...lDocument |D..|F'..lF'Dsting DatelDDcur‘nent I

LISD Sross

19000008 F5S
1900000 F 6
1900008 7F 7
19000073
S1000naas
i=pojeiciofayayage]
S1opooaa 3
SE0DOnaa
SE00OOOE1
S300000ER1 6
i==jaleleiola ok
SI0Q0OOa1 2
S30Q0OOnEa19

KR BEiioFs19/z087

KR
KR
KR
RE
RE
RE
RE
RE
RE
RE
RE
RE

21
21
21
21
21
21
21
321
21
21
21
21

aFs19s2007
aFs19s2007
aFs19s2007
QF /a3 /2007
QF /a2 2007
AQFs25/2007
Q¥ &3 2007
Q3142007
Qef16/2007
Qef16/2007
Qef16/2007
Qef16/2007

ar 1972007
ar 1972007
ar 1972007
ar 1972007
OF Q32007
AF A2/ 2007
Q7 252007
ayF 3172007
Q2 /1472007
Q21672007
Q21672007
Q21672007
Q21672007

500 . 00 -
500 . 00 -

The items that you want to clear
should be in blue and you would
double click the other items to
turn them black. Your balance
should be zero.

Ea[3] N\
El [&I=] [ElE 2mo. | [#& cross==_|[ & currency| [ 1 tterns |[H tterns | [ n )\ I Disc.
Editing status
Mumber of iterms 43 Amount entered o.on
Display from iterm 17 Assigned 1 B66 . 45 -

Reason co

Display in clearing cUurrency

e

Difference postings

Mot assigned

16, 066 . 45

[ F-aa

@ This transaction clears open FI documents.
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Cancel a Document Without PO - FBOS SWEIS

South Caroling Enterprise lhformation System

Specify a reason to reverse a document. The reason is
recorded in the reversed document.

=

Drciiment -Edh! Gots. “Syetam Help Click the Reversal Reason button to

4 u 18 €@ display the list of reasons.
Reverse Document: Header Dat:

|6‘nr" Display before mersal”ﬂ Dntumentl:st“ﬁ Hasss,/

[E-Reason for Reversal (13 12 Entries found

[ Document Details

| Document Nurmber

=
MR EEEEEE
Reason 1Text |
01 Reversal in current period

nz Feversal in closed period

3 Feturned Check - current period

04 Feturned Check - closed period

04 Incarrect amount - current period

]3] Incarrec amount - closed period

M o7 Wirong fiscal maonth - current period

na Wrand fiscal manth - closed period
)09 Deposit slip not attached-current period
10 Deposit slip not attached-closed period
11 Wrong document date - current period
12 WWrong document date - closed periog3

| Company Code
Fiscal Year

| Specifications for Reverse Fosting.
| Reversal Reason | P o o o o o o - - =
Posting Date
Pnsﬂng Feriod

| Check management specifications '

Void reason code

Select a reason for the
reversal you are doing.




Demonstration and Exercise S@EIS

=

¢ Cancel Invoice Document MR8M
¢ Clear Open Items F-44

¢ Reverse Document FBOS8
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Next Steps — Accounts Payable
Breakout Sessions

South Caroling Entermrise Informstion System

@ Accounts Payable

—June 16, at 9:00-12:00 (June 17, at 1:00-4:00 repeat)
In Wade Hampton B01-B

—June 23, at 9:00-12:00 (June 24, at 1:00-4:00 repeat)
In Wade Hampton B01-B

— June 30, at 9:00-12:00 (July 1, at 1:00-4:00 repeat)
In Health and Human Services

— July 7, at 9:00-12:00 (July 8, at 1:00-4:00 repeat)
In Health and Human Services



Next Steps SGEIS

@ Additional Support and Reference Materials

— You can access additional support and print step-by-
step procedures on the SCEIS uPerform website.

Go to the SCEIS website at http://www.sceis.sc.gov
and click “SCEIS uPerform”
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Any Questions?

SWEIS

South Caroling Enterprise lhformation System
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