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Navigating the SAP Easy Access Screen




Key Terms and Concepts SWEIS

@ Transaction Code is a combination of letters and
numbers that identifies a transaction (a business in

SAP).
@ User Menu displays a restricted selection of task-
specific functions.

@ SAP Menu displays all task functions within SAP.
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User Menu

SWEIS

South Caroling Enterprise hformestion System

@

The User Menu appears on the first
screen after logon.

Click on triangles next to folders to
expand the folders and view

transactions, or to collapse the \

folders to hide the transactions.

The User Menu reflects a user’s
working environment. It can consist
of transactions, reports, and Internet
addresses.

The system administrator creates
menus for particular groups of users
on the basis of roles.

— If the user’s role is re-assigned, the

required changes will be made by
the system administrator.
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SAP Menu

SWEIS

South Caroling Enterprise hformestion System

@ The SAP menu lists the
transactions or tasks that
can be performed in SAP.
The transactions are
organized in folders and

DUUIUIUUID

@ Clicking on the triangle to
the left of the folder name
expands the folder.

— The image shows a
transaction code
highlighted in yellow

@ Clicking the triangle again
collapses an open folder.

|4
uenu Edt Ewvrtes Exas_Sysem l;[elp

SAQ Easy Access

|BEIRIEEICE

O Favorites
= €1 84 meny

I CJofce
b Ummnmmm
b O] Logistics.
_ vammu
= EgFinandial Accounling

= €1 Ganeral Ledger
(! Posting
< & Document

17 FBOZ- Change
t“a FB09 - Chiange Ling fams

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

12 FBRA- Resel Claarad llems
b (] Parked Dotuments
b (] Refarence Documents
b [ Cross-Company-Code Transaction
b (] Reverse
b (7 Aceount
b (] Master Records
b (3 Statistical Key Figures
b [ Periadic Procassing
b (O Comections
b (3 Reporting
I (1 inforrmatian Systern
b (3 Environment
b (3 Accounts Recenvatle
b [ Accountz Payabla
b (3 Banks
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[ [ Spetial Purpose Ledger
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Navigating the Menu Bar SEEIS

South Caroling Enterprise hformestion System

& =] [ ]
Menu Edit Favortes Edras System Help
e I—
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@ The SAP menu bar SAP Easy Access

0 il
allows users to :

R
L b (7 Cross-Application Components
perform additional
= & Accounting
= & Financial Accourting

'Fl nr\'l'lr\n \nll'l'lr'\l '|'|r'\r\ b C3 Generl Leager
1TOULIVUI |° Vvi LHIC @ €4 Aecourts Reczivable

< £ Document Entry
" . £ FA70- Invoice
S Ste m I n CI u d I n £ F-22- Irwaice - General
y g f2 FB75 - Credit Memo
2 F-27 - Credit Memo - General
£2 F-28- Incorming Payments

logging off, changing -7

—

|[ER[3

b (7 Document Parking
b (7 Payment Advice

|
b (7 Down Payment
SOI I Ie dlSpIay b (7 Bill of Exchange
b (7 Other
b [ Reference Documents

setlings, organizing e
I (] Master Recards
b (J Credit Management

your favorites, and S
u b (3 'withholding Tax
tt h | b (3 Infarmation System
ge Ing c p ] B
N1 Db

[ER|3|

4

| session_MANAGER P scEisEcDest s | [/




Navigating the Menu Bar (cont.) SWE

South Carolina Entermrise nformstion System

@ This SAP icon will
display a drop-down
menu that will allow

thna 11ear A eAnlant
LUIT UOCTI1 LU OC0TIT UL

functions such as
minimize/ maximize
SAP screens, create
new sessions, close
sessions, and stop a
transaction.
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Close L '
Create Session scount Document

Stop Transaction |
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b (7 Cross-Application Companents
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b [(J Accounting
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b (3 Tools



SWEIS

South Caroling Enterprise hformestion System

Navigating the Toolbar

= ; nEE
@ The standard toolbar, located Memmmeer————— 22— == Ef’
NN
below the SAP Menu bar, f— .
. = 1] 5AP menu Ad
provides shortcuts for A< Ch—
executing transactions and e
U@Ancnunt Receivahl
navigating within SAP. = -
@ FB7S - Credit Mem
— r -
@ The command field | [ | Br S
b (3 Payment Advic
located on the standard ; B
toolbar to the right of the G
b CJ Master Record:
Enter & button, allows SAP e
users to start tasks in SAP. ¢ S
[ [J Accounts Payable =
I | sES5ION_MANAGER PE[ sCEISECDEST [INs [ [ 7
O = @ B B @
Save Button Enter Button Back Button Exit Button Cancel Print Button Search or Search or Find
Button Find Button Next Button
= ® = a @
Scroll to Scroll to Last | Scroll to Next Scroll to Create Shorteut Hel Lavout Men
First Page Page Page Previous Page Session u P you u
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Application Toolbar SEIS

South Caroling Enterprise hformestion System

@ The application toolbar allows SAP users to customize
navigation of the system through shortcuts including the
Favorites menu.

= [ = G4
Wenu Edit Favortes Edras  Systerm  Help

(] 10 can CHE 2000 RE O
m AR Easy Access
e e = e

(7 Favorites

User SAP Menu SAP Business "
Menu Workplace »

(1 Cross-Application Components
[ (7 Logistics
= &Y Accounting
= 3 Financial Accounting
[ [ General Ledger

|
= {33 Accounts Receivable
L =7 3 Document Entry
L ) FB70 - Invoice

2 F-22- Inwoice - General
P FB75 - Cradit Mermo

Create Delete £ F-27 - Credit Mema - General

2 F-28- Incorming Payrments

Favorite Favorlte I F-28 - Payiment Fast Entry
(3 Document Parking
(3 Fayment Advice
(3 Down Payment
& o v E
> (] Master Records
I (] Credit Management
Change Move Move ) oy
Favorite Favorite Favorite v
[ (3 Environment

(3 Bill af Exchange
(3 Withholding Tax
Name Up DOWI’] [ [J Accaurts Payahla

7 Other
(3 Information System
[ e N =R

v T v T v W

(7 Reference Documents
(3 Document
(7 Account

| sEssion_ManacER 5| scEiscDest (INs | [ 7
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Status Bar S@EIS

South Caroling Enterprise hformestion System

@ The status bar displays error, information, and session
warning messages, such as the one highlighted here.

= [=] [ [=]
Extras System  Help

Menu  Edit  Eavorites

& | ol A H | SeEs DHEEE snmass EE S E

SAP Easy fAccess
|Cal (=] | (=] ) ee] [ [ = [~ ]

[ Faworites
= =5 SAP menu
= 3 Office
G2 SEWE - wworkplace
= =9 Telephone Integration
£ SPHD - Own Telephone Numbsr!
2 SPHA - Extended Settings
I O Appointment Calendar
[ 1 Room Reservations
2 SWWILH - Start WWorkfl o
[ [J Business Documents
[ [ Motification
[J Cross-Application Components
CJ Logistics
CJ Accounting
[J Human Resources
I Information Systems

[J Toaols

Ariv kv v v v

@& vou are not authorized to use transaction SPHD L [ sEsSsION_maracER [E| scEISECDCST [IMS | =
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Status Bar (cont.) SGEIS
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@ The status bar also provides general information about the
system and the transaction currently open on the screen.
L ] SAP

e | B = s i T e 22 SN e -+ 2 N e [ o=

SAP Easy Access

(Ca] (=] | =] &=

I=1=]

1 Favarites
= 5 SAP menu

= 53] Office

I SEWVE - YWorkplace
= 9 Telephone Integration

D SPHD - Owh Telephone Mumber
Y SPHA - Extended Settings

[ CJ Appointment Calendar

> [ Room Reservations

2 Sl - Starrt WWorkel o

> [[J Business Documents

[ [ mMotification

[ Cross-Application Components

[ Logistics

1 Accounting

[ Hurman Resources

3 Information Systems

1 Tools

v v

System ECD 1) (010

Client a1o0
User MROBERSOR
Erograrmm SAPLSMTR_MNAWIGATION
w Transaction SESSIOR_MAMNAGER
Response Time B3 ms
Interpretation Time IZms

FRound TripsiFlushes =2
1= TS WA SIS E R

&4 rou are not authorized to use transaction SPHD SCEISECDCS1 | INS | [ o




Demonstration Only S@EB

¢ Navigating the Standard toolbar
¢ Navigating the Application toolbar
¢ Status bar
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SWEIS
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SAP ECC Favorites




Key Terms and Concepts SWEIS

@ Favorites folder is created to organize
frequently used transactions by a particular
end-user.

— When you first start using SAP, your Favorites
folder will be empty. As you go through training

and begin using SAP, add frequently used
transactions to your Favorites folder to access

them easily. —
C N\ \\\
v/
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Adding Favorites

SWEIS

South Carolina Entermrise nformstion System

@ There are four ways to add a transaction to your Favorites folder.

1.

Select the transaction to be added
to your favorites in the SAP Menu.
Go to the menu bar and follow the
menu path Favorites > Add.

Select the transaction to be added
to your favorites. Drag-and-drop
the transaction directly into your
Favorites folder.

Select the transaction to b?Eadded
to your favorites in the SA=Menu.
Click the Create Favorites

button in the application toolbar.

Highlight the transaction in the
menu path. While transaction is
highlighted, right-click and select
“add to favorites.”

|[:%Menu Edit FEawarites Estras Systerm Help

| @ 240 AR DM

SAP Easy Access

3] MR

= 3 Favorites

[ [J Cross-Application Companents
[ (] Logistics

[ (7 Accounting

[* [J Human Resources

[* [J Information Systems

[* [JTools
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Re-name Favorites SWEIS

South Carolina Entermrise nformstion System

@ Follow the steps below to re-

name yOUF faVOFIte |[$Menu Edit FEaworites Extras  Systerm Help
1. Click to select the favorite to be & 2l AH a8 SRR
changed. SAP Easy Access

= & EEZT ]

2. Click the Change # button in

= &3 Favarites

the application toolbar. [ P50 Garieral Lsdaer = Fosiing - Enter GiL Account Gosirt
. ) = &1 SAF menu
3. The Change a favorite window b (3 ofice
. . [ (] Cross-Application Compaonents
is displayed, enter the new © P Lot
name for your favorite and click -~ L] azeathil
. [* (] Human Resources
the Continue L button to I [CJ Information Systems
[ [ Tools

complete your changes.

I@Change 3 favorg
Text Enter GiL Account Document
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Organize Favorites

SWEIS

South Carolina Entermrise nformstion System

@

Organizing your favorites list is
one way to personalize the
SAP system so it better suits
your needs.

Follow these steps to re-order a
favorite in your Favorites folder:

1.

Select the favorite to be re-
ordered in your Favorites
folder.

Click the Move Favorite Up
or Move Favorite Down
button in the application toolbar
to change the position of the
highlighted favorite in the list.

D@Menu Edit Faworites Esxtras  Systerm Help

&

Bl 4 =€ e 2 E |

SAP Easy Access

][]

ME

= =3 Favarites

.....

FBOZ - Financial Accounting -= General Ledger -= Document -=
F304 - Master Recards -= GIL Accounts -= Display Changes -=
= 3 SAP menu
[ [] Office
I 7 Cross-Application Components
[* [J Logistics
= 1= Accounting

[»

o v v

[

(3 Financial Accounting

(7 Financial Supply Chain Management
(7 Contralling

(7 Enterprise Cantralling

[C7 Strateqic Enterprise Management
3 Investment Management

[ Project System

[J Real Estate Management

(7 Public Sector Management

[ Bank Applications

[ (] Human Resources

=

7 Information Systems

[ [ Tools
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Create New Folder

SWEIS

South Carolina Entermrise nformstion System

@ To create a Favorites
folder:
— Follow the menu path

Cavinvrifoe S Ineavrt fAlAAr
I AvUIILCO ~ 111O9CIL T1VIUTC]

— When prompted, type
the folder name and

click the Continue

button.

=
menu  Edit Fawarites Extras System Help
& Add cri+shit+F6 3 (H) (8 |
Zhanoe Cirl+Shift+F 3
SAP Easy
iove *
EI Lelete Shift+F 2
= & Zanniies Insert folder Cirl+Shift+Fa
FESM - nsert Fansacion LI+ =hi+ unt Ciocum
[B#] FBO2{  Add ather objects Cir+ShifteF7  [acument -
Fa04- Dowenload to PC -hanges -=
= 9 SAP ment Unload frarm PG
b [ Office Upload from
[ [(J Cross-application Components
[* [J Logistics
I [J Accounting
[* [J Human Resources
[ (] Infarmation Systems
[ (] Tools

19



Delete Favorites

SWEIS

South Caroling Entermrise Informstion System

@ Follow these steps to delete a
favorite from your Favorites
folder:

1. Select the favorite to be
deleted from your Favorites
folder.

2. Click the Delete Favorite
button in the application
toolbar to delete the
highlighted favorite.

3. Or, follow the menu path
Favorites > Delete to delete
the highlighted favorite.

[%Menu Edit Faworites Extraz Swsterm  Help

&

Bl 4 EH I S@@ S HEGE |

SAP Easy Access

8/ S| [ 2] [~ [«

= 3 Favorites

= ] 8AP menu
[>
[
[
i

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

FBOZ - Financial Accounting -= General Ledger -= Document -=
FE04 - Master Records -= GIL Accounts -= Display Changes -=

(7 Office

1 Cross-Application Components
[ Logistics

=3 Accounting

I [J Financial Accounting

[* [[J Financial Supply Chain Management
[ [ cantralling
I [ Enterprise Contralling
[ (] Strategic Enterprise Management
I [ Investment Management
I [J Project Systermn
[ [] Real Estate Management
[ [(J Public Sector Management
[* [[J BankApplications
[ [J Human Resources
I ] Information Systems
I (] Tools
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Demonstration Only S@EB

=

& Add a transaction to Favorites folder.

¢ RPa_-namae avo nrite
W I1GCA \S1 11U\

1 \\w I 111

¢ Organize transactions in favorites
folder

& Create a folder in Favorites

& Delete transaction from favorites
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SAP ECC Transactions




Key Terms and Concepts SWEIS

@ Technical Name is the actual transaction code,
which is a combination of letters and numbers.

@ History is a record of transaction codes you
have used or values you have entered in fields.

@ Matchcode allows you to search for values
specific to that field. This type of search is not

. . . ’\/
available in all fields. \ '\‘r‘\
= 2



Transaction Overview SWEIS

South Caroling Entermrise Informstion System

Extras Systam Help

@ Transactions are a specific If.;— L N -
SAP Easy Access
fcask that can be performed it —
in the SAP system. =
@ Each transaction has a

unique transaction code ? clal Accountin

]
[
i
o
7
3
|[4][+]

=
that identifies the ) i —
2 FBO3 - Display

transaction in the system. B0 Doty Chamges —

@ Transactions are grouped ja= = .
into an SAP module and b S et
can be found by navigating ¢ S ‘:
to the appropriate folder in St |
the SAP Menu or your o Game @I
b O speciarrumose Lodger =

specific User Menu. y

[\
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Start a Transaction

SWEIS

South Carolina Entermrise nformstion System

@ There are two primary ways to
start a transaction in SAP:

1.

Navigate to the transaction
through the SAP Menu or User
Menu path by clicking on the
appropriate folders. After locating
the transaction in the Menu, start
the transaction by double clicking
on the transaction code.

If you know the transaction code,
type the transaction code directly
into the command field. Click the
Enter & button located to the
left of the command field to start
the transaction.

‘§Menu Edit Fawarites Esxtras Systerm Help
| & [reod el @@ DM
SAP Easy Access

][] MR

[* (J Favarites
= 2 SAP menu
[ [J Office
[* [J Cross-Application Companents
[* (] Logistics
= 9 Accounting
= 34 Financial Accounting
= = General Ledger
[* [J Posting
?ggncument
) FBOZ - Change HJ
T FO0Y - Change Ling Nems
) FBO3 - Display
t FRO4 - Display Changes
) FERA- Reset Cleared ltems
[* (] Parked Documents
* [J Reference Documents
[ [] Cross-Company-Code Transaction
[* [J Reverse

|[«][»]
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Transaction History SWEIS

South Caroling Enterprise hformestion System

@ A History List displays the transaction

codes you previously entered into the | =senu Ect Eavorios exrgs svstem el
Command field in SAP. e N EEIEE-T
SAlksn
— fabzu
. : : e v[4]
@ To display your History List and : r:?h”%’n
launch a transaction from the list: > Rl
: - I |ob52
1. Click on the Dropdown menu = pab sanents
. . . B (ko
button located in the right side of p|tan
. b i o srorees
the Command fleld [* (7 Information Systems
[ (] Tools

2. Look at the list of previously used
transactions in your history list.

3. Select the transaction from the list.

4. Click the Enter & button to initiate
the transaction.
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Search for Transaction Code and Menu Path S(@EIS
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@ In some cases, you may not remember

the transaction code or know where to = | - Systern  Help
look for the transaction in the SAP |& seach.saP Mens B IEN @ @1 D
Menu. SAP Easy Access
@ If you know a description of the miCi =[]
transaction or task you need to perform, D gt
you can search to find the transaction S e
(7 Cross-Application Camponents
code and menu path. ~eriies
Accounting

[(J Human Resaurces
[T Infarmation Systems

[ Toaols

@ To search for a transaction by
description:

1.  Type Search_SAP_Menu in the
Command field and click the Enter g_

O T T W

I@Entertransactiun code or menu text

button.
2. When the Enter transaction code or
menu text window appears, type in the

Search text entry I Goods Receip] |

description of the task being performe
and click the Continue #* button.
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SAP Security Access SWEIS

@ Generally, the SCEIS Security Team provides you with the
appropriate access to all of the SAP system transactions
you need to perform your job.

@ In some cases, when initiating a particular transaction that
IS not a part of your security profile, you may receive an
error message stating that you are not authorized to
perform the transaction.

@ If an error message is displayed, and access to this
transaction is needed, please contact:

1. Your Manager
2. The SCEIS Service Desk SCEISHelp@sceis.sc.gov

28



End a Transaction

SWE

South Carolina Entermrise nformstion System

@ The two waystoenda
transaction are as
follows:

1.

Click the Exit &3 button
on the standard toolbar
until you return to the
Initial screen.

Type In in the Command
field and click the Enter &
button on the standard
toolbar to close the
transaction.

‘[:%anument Edit Goto  Extras  Seftings Enyirpnment
I 2o cae &
Enter G/L Account Document: Compa

|ﬁ Tree on || Cormpany Code ||® Hald ||[E Sirmulate |

Document Date Currency Ush
Faosting Date aa sl zZoar

Reference

Doc.Header Text

Cross-CCno.

Company Code SCo1 State of South Carolina Columbia
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System Alert Messages

SWEIS

South Carolina Entermrise nformstion System

@ System Alert Messages are displayed in the system Status Bar.

Alert Type Description How to Respond Example
Warning alerts Acknowledge the
— indicate that you warning, check your
Warning 'CD should check a field field entry, and click

entry carefully before
proceeding in the
transaction.

the Enter &€ button
to bypass the
message.

|® Check the data for the purchasing value key

Error @

Entering invalid or
incomplete
information will cause
an error message.

The error must be
corrected to
continue.

@ Make an entry in all required fields

Information '@

Gives information
such as document
number or verification
that transaction is
complete.

No response
necessary.

& Material 7000000101 created

30




Create New Session in SAP SWEIS

@ When working in SAP, it is recommended that you
open at least three sessions because:

— You are in the middle of an SAP transaction and need to
search for data to enter into the transaction, but do not

want to lose your work in the current transaction.
— You need to perform two transactions at one time.

— You are finished entering data for a transaction, but SAP
is processing data for the transaction and you need to
start a new transaction.

@ As many as 6 SAP windows can be open at one

time.

@ SAP allows you to switch between open SAP
screens without losing your work. 31




Create New Session in SAP (cont.) SWEIS

South Caroling Enterprise hformestion System

@ To open a new window in SAP, do the following:

— Type loxxxx in the Command field (xxxx = the transaction code).

Click the Enter g_ button to start another transaction in a new
window.

OR

— Click the Create Session button.
¥

Document Edit Goto  BExras  Seflings  Environment  Systern  Help
[& /e B e LDl nnhoan DEp @@
Enter G/L Account Document: Company Code SCO01
L.E_‘g, Tree an H@ Company Code HT& Hold H-_Er Simulate H'Q Fark ||;§’ Editing options |
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Toggle between SAP Sessions SEEIS

South Carolina Entermrise nformstion System

To switch between windows without losing data in the transactions:
— Select the session from the Windows taskbar; or,

— Hold down the [Alt] key and press the [Tab] key repeatedly until you reach
the appropriate session.

To verify the window you are working in:
— In SAP, click the Tab Dropdown |[*=| |menu button on the status bar.

— The Transaction item in the dropdown list indicates which transaction is
open in the SAP window.

System ECD {13 (0207 %
= Client 020 ]
| User MROBERSOMN [

Erogram SAPMEF 058

v Transaction FBaO

Eesponse Time 847 ms

Interpretation Time 110 ms

— | Found TripsfFlushes 170 33
o reb ) |[SCEISECDCST |OVR | 7




Close a Session SWEIS

South Carolina Entermrise nformstion System

@ To close a window in SAP, do the following:

— Click the Close button in the upper right corner of the screen.

eEENY

OR

— Click the Exit r@ button in the standard tool bar until session is
closed. B
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Benefits of Using SCEIS for Agency
Accounting

South Caroling Enterprise hformestion System

@ Integrated system
@ Consistency among state entities

@ One system allows higher level reporting
capabilities at the central government level

@ Real-time queries and reports
@ Double entry accounting system
@ Imaging and workflow

36



Key Changes in Agency Accounting ScEIS

@ All financial and procurement information will be
maintained in SCEIS. There will be no need for a
separate agency accounting or procurement
system.

@ Financial or accounting staff will have information
available to them in SCEIS that has previously
required hours to track or obtain.

@ Agency staff with financial or accounting
responsibilities will need to be familiar with
accounting terminology and concepts.

37



Key Terms and Concepts SWEIS

@ Transaction/Document: An accounting event
entered in the accounting records of a business. It
can be an external transaction-that is, one with an

Niif_cidar ciirh mae rarAardin NnavmMmaoant +n
UuULTOoIUCTI, oUUIlIIl do |U\JU|U|||H a PG‘Y|||U||L LU Cl

vendor. It can also refer to an internal transaction
such as making a correction of an expenditure or
revenue entry (ex. journal entry or adjusting entry)




Key Terms and Concepts SWEIS

@ Transaction Code: A combination of letters and
numbers that identifies a transaction in SAP.

@ Journal Entry: An entry made in a journal,
generally to correct account balances or
transactions. A journal entry will contain the date,
the account name and amount to be debited, and
the account name and amount to be credited. Each
journal entry must have the dollars of debits equal

to the dollars of credits. —~
= 7
e > 39



Display Documents & GL Accounts  SEIS

@ SCEIS uses transaction FBO3
codes to perform MIRO
accounting transactions, F-04
display account fﬁ_(ill-L%
information, or look up VIEZL
documents. S PLN 16000269
GMIDCPOST
ARO1
F-90
FMRP_RW_ BUDGET
ZIDTREC
@ Transaction codes are FMMEASURED
made up of letters and FBLSN

numbers. SBWP
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Display Documents & GL Accounts
(con’t)

@ The transaction code to
display a document is FBO3.

@ Transaction codes can be
either input in the menu bar or
found by following a menu
path in the Easy Access
screen.

41



Display Documents & GL Accounts
LCQn!.I.) %ﬁ

Enter FBO3 in the menu box, then click the green check mark.

fites Extras Systemnm Help

o I ] e o S T R O T e O 3 R E

SAP Easy Access

L) = {3 | | A |

C 1 Favorites
= i BAP menu
I [ Office
| Cross-Application Components
I [ Logistics
B O Accnnnting
B [ Hurman Resources
[
[

1 Information Systems
C 1 Tools

[ | SESSION_MANAGER [l | sceisesgapl |OVR | . | 7 |42
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Display Documents & GL Accounts

(con’t) SWEIS

South Caroling Entermrise Informstion System

Reports can be accessed using Navigation or Transaction Codes.
mMenu Edit Faworites Extras Systerm Help

& (Feoiios AR G R
SAP Easy Access
LB ([(=F] | || | || B || 2] | |||~

= avorites
FAGLLOZ - General Ledger -= Account -= DisplayChange tems (MHMew)
=
[~

[ Office
[ [ Cross-Application Components
[> [[J Logistics
= 1] Accounting
== % Financial Accounting
== 9 General Ledger
> [[J Posting
> [[J Docurment
= % Account
A FAGLENS - Display Balances (Mew)
Eff-' FAGLLOZ - Dis wiChange [tems (MNew)
D F - Display Balances




SCEIS Demonstration/Exercise

South Carolina Entermrise nformstion System

¢ Display a document
¢ Display a document’s general ledger

account information

FBO3

FBO3

44



Display a Document Exercise SEEIS

South Caroling Enterprise hformestion System

Enter FBO3 in the menu box, then click the green check mark.

/

=
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Display a Document Exercise (con’t) SWEIS

South Caroling Enterprise hformestion System

Enter Doc # 3000007410, Co Code SCO01, and FY 2009, then click the
green check mark.
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Display a Document Exercise (con’t) SWEIS

South Caroling Enterprise hformestion System

Note: This is the Data Entry View. Now click the General Ledger View
button. N\

= =] @ [=
Document  Edit GWo Extras Settings  Environment  Systerm Help

le \%':wwm@@@@@

Display Document:|Data Entry View |
|EE Display Currenc\\_.fx B[ General Ledger Wiew

Data Entry Wigw

Efl-é-iﬁl-ﬁﬁ]éﬁfﬂ-d?ﬁﬁé-ﬁlm Company Code Im Fiscal Year 2008
Document Date IEIE.fIEI4.f2E|E|8| Fosting Date |EIE#13!2|:|I38 Period |2_|
Reference #10, 11 | Cross-CC no. | |

Currency sh Texts exist ] Ledger Group |—|

EIBRE N E EREEE EE = EE EFE EE TR
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Display a Document Exercise (con’t) SWEIS

South Caroling Enterprise hformestion System

What changed? The vendor entry shows in the General Ledger view as
AP. Go back to Entry View by clicking me*Entry View button.
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Display a Document Exercise (con’t) SWEIS

South Caroling Enterprise hformestion System

Double-click on line 1/in the bottom part of the screen.
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Display a Document Exercise (con’t) SWEIS

South Caroling Enterprise hformestion System

Go back to the Data Entry screen by clicking the green back arrow.
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Document  Edit Goto  Extras Enyirnnment‘ Syst o
le ra|<1||e @ CHE DO DR @ m

Display Document: Line Item 001
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endor: 7000111211  ED THOMAS LEADERSHIP LLC GiL Acc zlinnm peeo)| %
Company Code| SCE1 113 WEST ASHF ORD Wy 1
State of South Carolina IRMO Coc. no. | 300EEAT 41 EI|

Line ltern 1 § Invoice ¥ 31
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Bus. Area L460O
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Display a Document Exercise (con’t)

SWEIS

South Caroling Enterprise hformestion System

Double-click on line 2/in the bottom part of the screen.
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South Caroling Enterprise hformestion System

Display a Document Exercise (con’t.) SWEIS

Go back to the Data Entry screen by clicking the green back arrow.
c 9
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Display a Document Exercise (con't.)

SWEIS

South Caroling Enterprise hformestion System

Click on the “hat” icon.
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Display a Document Exercise (con’t)

SWEIS

South Caroling Enterprise hformestion System

When finished, click the boxed “X” to close the header window.
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Display a Document Exercise (con’t) SWEIS

South Carolina Entermrise nformstion System

Click the yellow “exiKarrow to go back to the SAP menu screen.
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When is a Correction Needed? S@EIS

South Caroling Enterprise hformestion System

Corrections are needed for occasions when:

@ Expenditures or revenues are
recorded to the incorrect
account codes and need
corrections.

@ Cash needs to be transferred
from one account to another.

@ Payroll expenditures need to
be spread to accounts other

than where originally posted.
56



How is a Correction Made?

@ Corrections or adjustments are
made using a two-sided balanced
journal entry transaction (SCEIS
code FV50).

@ Journal entries can reverse the
original entry and properly record
the accounting event.

@ Journal entries can record an
accounting event that occurred
outside of the books of account,
such as interest earned at the
bank or accrual adjusting entries.
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Exercise

SWEIS

South Carolina Entermrise nformstion System

=

¢ Adjust an expenditure transaction

FBS0
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Journal Entry Exercise — FB50 ScEIS

South Caroling Enterprise hformestion System

Enter FB50 in the menu box, then click the green check mark.

SRR i T i I - R 79 = L=/ B

T Favarites

7 {3 SAF menu;
B Ol Office
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Journal Entry Exercise — FB50 SWEIS

South Caroling Enterprise hformestion System

[= =] &I =]
Document Edit Goto Extras  Seltings Environment  Systerm Help

leg 200 @  SHE anoan| e
Enter G/L Account Document: Company Code SC01

|ﬁ Tree on || Cormpany Code ||$ Hold ||[E Sirnulate || Park ||;;°? Editing options |

Amount Information
Daocument Date Im Currency Ush Total deb.
Posting Date 05/14/2008) | 15.00 |USD
Reference L TEST |
Doc.Header Text |GLTest | Total cred.
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El 5 [ A0 N o te nctinnal ares : ] 7]
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L[] |[«][»]
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Journal Entry Exercise — FB50 (con’t)

SWEIS

South Caroling Enterprise hformestion System

[= =] &
Document  Edit Goto Extras  Seftings Enwironment  System Help
le D0 H @@ L anoan DR @@
Enter G/L Account Document: Company Code SCO1
|% Tree off || Company Code ||@ Hold ||ﬁ Simulate || Fark ||(f’ Editing options |
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usD
Ol Held documents Document Date | ﬁ‘:l currency Total deb.
Pasting Diate O&/13/2008 | o.00 | UsSD
Refarence |
Doc Header Text | Total cred.
Document Type I:.7| [ B8 | UsSD
Cross-CGC no. |
Company Code SO0 State of South Carolina Columbia, SC L]
0 tems { Mo entry variant selected )

B GiL acct [Dic [armount in doc.curr. [Costcenter [Functional area [Fund [Grant [order [T
= (=]
= (=]
=]

El
=]
1]
El
=]
=] =]
= [l
K[| |ER|3
[ [ 2 EE = [ 2=
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A document number is assigned to every transaction in SAP. 61



Exercise — FB50 Journal Entry (con't)

SWEIS

South Caroling Enterprise hformestion System

LE=
Document Edit Goto Extras §Etﬁngs Eryironment Systemn  Help
< | 348 Cee DHE DDoD HE @

et i

i
o

e e

Enter G/L. Account Document: Company Code SC01

!% Tree on ['IE] Gnmpaﬂy Code H& Hald [1& Simulate HE Park |[§ Eu:litirl_g ur::hu:rns]
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L Arnount Information
DocumentDate  [82/19/2008]  Currency  |USD |
o Total deb, Green
Fosting Date Bz2sa9rz2o088 i
e o | 25 .88 |USD means
Reference |30800808000 | —
the entry
Dog.HeaderText  |Correct object and fund [ .
Document Type ﬁl‘; TOEEs IS
i i e || et den ceaiEn e R | 25.80 balanced
Company Code  Sco1  iState of South Caroling Eolimbia, 8¢ /
e i |
i acct D Amount in doc.curr. Costcenter |Order Fund Erant Asszignment no.
SE33030008 Cred_ = 25.80[TEE1 AREE1 0 (FE0a088E 1oe10E00 HOT RELEYANT [=]
030010008 Debit & 23.00{TO91AQ0010 (30000000 EBEIBEEIEIEIB MOT RELEWANT =]
= u
=]
et
- 8
| | =
| | =]
=] [~]
e} : I =]
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Demo/Exercise

SWCES

South Carolina Enterprise Infarmation Sy

¢ Detailed General Ledger Reports

FAGLBO3
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GL Account Balance Display -FAGLBO03

SWEIS

South Caroling Enterprise hformestion System

Enter FAGLBO3 in the menu box, then click the green check mark.

System  Help

FﬁGLEDS 1 H [ SCEa | S

SAF Easy Access

1 TR s I - I Y 2 E

(] Favorites
= &3 SAP menu

[ (] Office

[ Cross-Application Components
[ [J Logistics

[ Accounting

[ [[J Human Resources

I+ 7 Infarmatinn Systems

[ [J Tools

EEN=NE R ENE S
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GL Account Balance Display - FAGLB03  SEIS

South Carolina Entermrise nformstion System

|© B SAPS
Account  Edit Goto Environment  Systern Help

|@ 240 @ SHE f000 | BE| @m
Balance Display: G/L Accounts For the Ledger ZL
| Document Currency || [ Document Currency || Document Currency | |L‘ET Individual Account |
Account Mumber 1000000000 CASH DUE TOMFROM %

to 1000050000 PETTY CASH 1
Company Code SCo State of South Carolina
Fiscal Year 20649
Display More Chars
All Documents in Currency Display Currency LSD Company code currenc
Bl @] To see additional
FPeriod I DEbItl Creditl Elalancel Cum. balance . .
Bal Carmfo.. details, double click
1 14,991,945.00 14,991,948 00 14,991,948.00
2 on an amount.
3 14,991 948 oo
4 5,788,103.84- 8,203,84416
g 301,701 .46 BUY B72.87 2,307 977.41- 5,895 8B66.75
G (Ll 31872958 173,636.66- 5,722,230.09
¥ 462 800.16 319119066 2,728,390.50- 2,993,839.59
g 1,565,896.97 1,245147.449 320,749.48 3,314,589.07 __|
g 110557016 1,002154.44 103,415.72 3,418,004.79
10 15915.08 15,919.08- 3,402,085.71
11 50.00 50.00 3,402,085.71
12 3,402,085.71 N
13 3,402,085.71 [«]
14 3,402,085.71 (]
b | FacLBo3 P sceisesuapt [ovrR [ | 7
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GL Account Balance Display - FAGLBO3

SWEIS

South Caroling Entermrise Informstion System

=
I List Edit Goto Extras Environment Settings Systern  Help

IZIIEIEE!?

| @ D00 @ oHE hnon RE @
G/L Account Line Item Display G/L View
X0 KO I 0 =2 P = [E8][IE9 setections ||
. . . [«]
B/L Account . To view the details for a particular =
Company Code 5001 .
Ledger 2L document, you can drill down further.
Loccount Bush| Cost Ctr Func. Area|Fund Funded Program |0Order|Documentho WT{ Date LC amnt| Text
{7 1000030000 |EZ10 30350008 Qa1 11/03/2008 22,068 .26
[l 1000030000 |E2180 30350000 1100001836\ 2B [11/03/2008 44,998 .76
[l 1000030000 E210 30350000 1100001837 |28 [11/03/2008 40,910.70
[ 1000030000 |E210 30350008 1100008183828 [11/03/2008 25,232 .10
[ 1000030000(E210 30350088 110000231528 [11/20/2008 9,993.17
[ 1000030000(E210 30350088 110000231628 [11/20/2008 23,725.15
[0 1000030000(E2180 30350008 1100002317 |26 [11/20/2008 13,081.15
[0 1000030000 |E2180 30350000 110000231828 [11/20/2008 20,915.91
[0 1000030000 E210 30350000 1100002347 | 2B [11/21/2008 8,775.38
[ 1000030000 |E210 30350008 1100002345 2B [11/21/2008 16,376 .21
[ 1000030000(E210 30350008 110000234928 [11/21/2008 16,025 .80
[ 1000030000(E210 30350088 1100002350| 26 [11/21/2008 12,254 .31
[] 1000020000 |E2180 10610000 3400018369 ZP [11/06/2008 445 56
[0 1000040000 |E2180 5E550000 4600000386 ZF  [11/06/2008 40,549 .00
[ 1000040000 E210 50550000 4600000386| ZF  [11/06/2008 ,
2 381,781 .45 )
g
T
aa 301,701 .46
301,701 .46 [~]
[~]
Ll [ |[«][»]
(@@ 15 items displayed I | FAGLED3 P8 | sceisesapt [ovr | | 7
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GL Account Balance Display - FAGLB03  SEIS

South Caroling Enterprise hformestion System

[=
I Document  Edit Goto Bxtras  Settings Enwironment  Systerm Help

s g
le 21AH @@ CHE f0hs AR @6
Display Document: Data Entry View

EIEIHE Display Currency ||5 General Ledoer Yiew |

Data Entry Wiew

Document Mumb el 1100081835 Cormpany Code W Fiscal Year 2009
Dacurment Date 2 Fosting Date 1140372008 Feriod ’5_‘
Reference |APED387 | Cross-CC no. | |

Currency UsD Texts exist [] Ledger Group ’—|

EIERE R E LR EE EE S EE EE ER AL

C.. 1 Itm|PK|...|Accuunt |Descriptinn | ﬁmuuntICurr. |ElusA|Fund IGrant ICnstCenter IFunctinnaIArea IOrder IFunds
SC 1|50 4110230000 FAM &CIR CRT FIL FEE 22 068.26-|USD  |E210|30350000 MOT RE... E210ZMDBIF E210x0018 E210Z
240 1000030000 | CASH ON DEPOQSIT-.. 2206826 |LUSD
(][] |[«][»]

b | FacLBo3 P sceisesuapt [ovrR [ | 7
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Exercise

SWCES

South Carolina Enterprise Infarmation Sy

=,

¢ View GL Reports Group

ZGLA
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General Ledger Reports - ZGLA SEEIS

South Caroling Enterprise hformestion System

Enter ZGLA in the menu box, then click the green check mark.

=4
Menu  Edit Fauerffes Extras  Swystem Help

Y 1ECaa BRE DDOD FHEE
SAP Easy Access

La|[=]| &) | (51~ )|~

(] Favorites
= £ SAP menu
I [] Office
I [] Cross-Application Companents
[ (7 Logistics
[ ] Accounting
[ [J Human Resources
I [] Infarmation Systems
I [ Tools

[+ | BEESION_MAMAGER sceisecqdhl

Ng | |7
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General Ledger Reports - ZGLA SWEIS

@ ZGLA Reports Include:

Cash

Revenues

Expenditures

Expenditures without Depreciation
Accounts Payable

Accounts Receivable

Trial Balance

Inventory

Assets

RRRPR

DRRDRDRDR
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ZGLA Cash Report SEIS

South Caroling Enterprise hformestion System

From the ZGLA menu, select SC_Cash. To execute the transaction,
select @

(= (=] @
Brogrgm Edit Goto  Enwironment  Systerm Help
|@ 290 @@ DHE anas B e
GIK Fund Account Analysis: Selection
@ |% Wariation || Output Parameters... || Data Source. . || Extract Parameters. . || Feports... |
Selection values %
Fiscal Year 2p09 —
Feriod 12
Selection groups
Account Graup SC_GASH ) |
Or waluefs) | ta =
Business Area E21E||I|5'] ta (=
Cost Center to =
Funded Frograrm | |
Or value(s) | ‘to | | =
Fund | | to | 5 El
Grant to 5
| oo | =
LDl | [«][v]
| I | zoLa PE| sceisecqdbt NS | | 2
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ZGLA

Cash Report (con't SEIS

South Carolina Entermrise nformstion System

(=
Eeport  Edit Goto

|a

Wiew Extras Settings  Systerm Help

DA H I S@E@ BEE BY4ass | EE @D

GL Account Variation Report

ﬂRepons
GL Account VEE
GL Account by[<]

[ T[]

wariation: Characte... |

Business Are:

Fund

Grant

CostCenter [a]

Funded Progr[=]
[ <]

) (el (][] (S i [E[][E corumn J[I<][<J[> ][]

|[«[v]

Selected Accounts Yariation Report Run Date ! Time 0051372009,
Bus Area: E210 Fund: 10810000 Grant: * Locount Groaup Selected: SC_CA
Cost Ctr:. * Funded Program: * Feriod: 12, 2009
GﬂL foccount ¥TD Beog Bal MTD Boctiwitw ¥TD End EBal
=
logooooaaan CASH DUE TO/FROM
logg@@iEaes  UMDEPOSITED CASH - FF2
1oaazaaaa IDT CASH CLEARING ACCOUNT
10308 CASH OM DEFPOSIT-STO 3,580,131 .95 3,580,131 .95
10004888 CASH DISBURSEMENTS-S5TO 1,328 034 03- 1,328,034 03-
_E **** Total 2,282 097 .87 2,252, 097 87

ariation: Fund |
= o * Fund

10010000 GE
20350000 OF
38530000 5
S0550000 FEI

I «][e]

[=]
=

K] [

|[«][»]

| ZeLa P | sceisesgapt [ovr [ | 2
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ZGLA Trial Balance S@EIS

South Caroling Enterprise hformestion System

From the ZGLA menu, select the SC_Trial Balance. To execute the
transaction, select @&

[= =1 &1 G
Frogram Edit Goto nyironment  System  Help

le P 200 @@ SDHE s na s FEE @ m
G/L Fupd Account Analysis: Selection
B .5'% wWariation || Output Parameters. . || Data Source. .. || Extract Farameters... || Repors.. |

Selection values

Fiscal Year 2009
Period [ 12]
Selection groups —

Account Group SC_TRIAL_BALANCE ) |

Orvaluels) \r/tg |—| =
Business Area lm to | E
Cost Center [ ] to [ ] E
Funded Prograrm | |

Orvaluels) | [ 1o [| [ =
Fund [ ] ta [ ] o
Grant | [ 1o | | =

[» | ZGLA M2 | sceiseSgapt [ovR | | 2
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ZGLA Trial Balance (con’t S@EIS

South Caroling Entermrise Informstion System

[= =l &l =
Report  Edit Goto  Wiew Extras Seftings  Systermn Help

|er 100 eEe DHB atoan AR @ m

GL Account Variation Report
2= E=|E EYw] [E][E2][E8 cowmn J[I][< ][> ][]
ﬂREDDYTS | B GSelected Accounts Wariation Report Fun Date ¢/ Time BG5/13/2009, [+]
GLAchuntVaE El
2 1 aecniad e Bus Area: E210 Fund: * Grant: * Loccount Growp Selected: SC_T
Cost Ctr: * Funded Program: * Feriod: 12, 2009
Wariation: Character...I GL Account YTD Beg Bal MTD Actiwvity ¥TD End Bal |
Fund
arant 1000000008  GASH DUE TO/FROM
CostCenter [2] 1000010005 UWDEPOSITED GASH - FF2
_ 1000020000 IDT GASH CLEARIMG ACGOUNMT
Funded Progri{ =] 1000030000 GCASH OW DEPOSIT-STO 6,606,281 .96 G, GO6,281.96
[ WPl 1000040008 CASH DISBURSEMENTS-STO 3,204 196 25- 3.204 196 25
verEiiem: Fumne = |- tash 3,402 ,085.71 3,402, 085.71
= 4 * Fund
10010000 GE| 1801010008 WEHICLES&TRANS-MA 16,533 .00 16,533 .00
20350000 0P 1801015000 PHOTOGRY&FAX EQPT-MA 9,500,160 9,500 10
I —— 1801016000 DF EQPMT-MA 80,946 .00 80,946 .00
_ 18810817808 PRINTIMG EQUIPMENT - (MA) B, 028,05 ,025. 05
50550000 FEL 1801021008 PHOTO/AY EQPMT-MA& 10,489 .50 10,489 .50
1802010000 WEHIGLES&TRANS-FA 16,533 .00 16,533 . 00
1802010010 WEHIC&TRMNSP-CONTR-FA 16,533 .00- 16,533 .00
1802015000 PHOTOGRY&FAX EQPT-FA 9,500,160 9,500 10
1802015010 FHOTO&FAX EQ-COM-FA 9,500.10- 9,500.10
1802016000 DF EOPMT-FA 80,946 .00 80,946 .00
1882016018 DF EOPMT-GOMTRA-FA 80,946 .00- 80,946 .00
1882017808 PRINTIMG EQUIPMENT - (FA) f,028.05 §,026.05 L
1802017018 PRINT EO-COMTRA-FA 6,028.05- 6,028 05 [«]
1602021000 PHOTO/ &Y EQPMT-FA& 10,459 .50 10,489.50 [+]
I D] gy | <]
| | zoLa M| sceisesgapt |ovr | | 7
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ZGLA Revenue Report

SWEIS

South Caroling Entermrise Informstion System

=
I Report Edit Goto  Wiew Extras  Seftings  Systerm Help

|e~

e

dH @@ SERE BDOo8 EE @ o

Qlﬁlw

GL Account by Fund

== Y] (] [1]{ cotumn J[1<][<][» ][]

ﬂREDDﬂS | B GSelected fccounts by fccount ¢ Fund Run Date { Time B5/13/2009, [+]
LAy Bus & E21@ Fund: * Grant - * Period: 12, 2004 =
GLAccnunthy s PEEE - LN o, Fant eriod: .
B e By Cost Ctr: Funded Program:
GL Account By dccount ¢ Fund ¥TD Beg Bal MTD Activity ¥TD End Bal
4110150008 COURT MOTIONS FEES 450,000 . 0A- 450,000 . 0A-
[ ] 4110230008 FAM &CIR CRT FIL FEE 194 525 F2- 104,525 62-
Variation: Charasteri_| 4225010008 GCONYICTION SURGHARGE 1,784 B77.33- 1,784 B77.33-
Hon: 4295040000 DRUG COMYICTION SURCHARGE 1 879,079 .57- 1 879,079 .57-
Business Area 4800080008 ALLOC FROM ST AGENCIES 14 479 00- 14 479 00-
Grant
costCenter | = |**** 30350000 OPERATING REVENUE 3 522 BE1.52- 3 522 BE1.52-
1 Funded P
EHIREE FEE 42BOOZA0A0 FED OPER GRANT-REST 218,444 A0- 218,444 A0-
= |**++ 50550000 FEDERAL 218, 444 0A- 218, 444 0A-
[ W]
""" = [##+*+ Total 3,741,105 52- 3,741,105 52-
Wariation: Cost Centerl
= | * Cost Center
Initial value
=
| x| | <1+

[ | ZoLa Pl | sceisesnapt | OovR | |
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Module Integration MS@EIS

Transactions in SCEIS post across all modules as
needed. An expenditure posted in the General
Ledger (FI) will also post to Funds Management
(FM), Controlling (CQO), Grants Management (GM)
and if necessary into Project Systems (PS) or
Asset Management (AM).
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Module Integration (con't) SEEIS
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The impact of a transaction across modules can be viewed
when in a document by selecting Environment.

= K OO
Document Edit Goto  Exiras  Seftings em  Help
S E@

le 2] < E CHe oo IR @
Display Document: Data Entry View
| Taxes ||&& Display Currency ||EE General Ledger view |

Data Entry Wiew

‘Docurment Murmber 1000002274 Company Code 5001 Fiscal Year 2009
Document Date A5M1342009 Fosting Date o513 /200609 FPetiod 11
Reference GL TEST Cross-CiC no.

Currency s Texts exist Ledger Group

= E R E N EE R EE I EE EE EE A

[ 'l ItmlPKl...lAccnunt |Descripti|:|n | Amnuntlourr. |ElusA|Fund |Grant Cost Center |Functional Area order
SCo1 1 &0 030010000 OFFICE SUPFLIES 168.00- LSO E210 10010000 NOTRE... E210BO00010 EZ210_0000
240 020040000 MICROFILM SUPFLIES 158.00 UsD  |[Ex10 10010000 MOTRE... |[E210A00010 |E210_0000
(][] |[][>]
[ | FBo3 P3| sceisesgapt [ovrR | | 2

78



Module Integration (con't)
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From the Environment tab, select Document
Environment and Accounting Documents. A list
of all documents related to the specific

transaction will be presented.

III:' List of Docurments in Accounting

Documents in Accounting

Coc. HRumb.. | Ohject type text

Ld

1000002274 Accodnting document
1000094632 Controlling Docurment
1000132882 Funds Manadement doc
1000002274 Grants Mogm. Doc.

X | EF Separate || Sriginal document || | 3€
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Module Integration (con't) SEEIS

South Caroling Enterprise hformestion System

Cash outlays for balance sheet items present an interesting posting
issue across modules. When purchased, assets are posted to a
balance sheet GL in Fl, but must post as an commitment item in FM.

[= =1 &l E
Document Edit Goio  Extras Settings  Environment  System Help

R 20 0 @@ S He s eas BE @ m
Display Document: Data Entry View
Taxes ||EE Display Currency ||E.! General Ledger Wiew |

Data Entry Wiew

Docurment Mumbear — Caompany Code Iﬁl Fiscal vear 2069
Docurment Dat( m Foasting Date ml Feriad |5_|

Reference CSENWRREEEET | Cross-CC no. |
CuUrrency usp | Texts exist ] Ledger Group |—|

E=1 0 E 1 B EE EE EEE = = [ EEE A

c... | tmlLitem |PK]. |Account | Description | Amount|Curr. |Busa|Fund |Grant |cost center |Functional
SO0 1 a1 NIEESE = W BAILEY FORD INC 24 .349.00- 5D FP240

2 T 1201010000 1H000002026 0000 24, 349 00 (LSD FP240 30350000 ROT RE... P240D00052 P240_029

[«1[+ ]I |[«1[»]

I- | Feo3 [E| sceisesgapt |ovr | | 2
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Module Integration (con't) SEEIS
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Accounting Docu\ment FM Document

= = E:
Document  Edit Goto  Exiras Settings Environ nt Systerm Help
I ] = |l e e (52 | 20 = List of Docurments in Accourting
Display Document: Data Entry VieW\ . :
=] - - Documents in Accouwiting
| Taxes ||EE Display Currency ||E! General Ledgerw Doc. Numb. ] Object type te Ld
T T 2700001478 Ackounting Aocument
o 5700001478 Asset Tr#nsaction
Docurment Mumber |5700081 473 Company Code SCEM 1000062748 Contdfing Docurnent
Document Date 10/21/2008 Posting Date 11/25/2008 1000021738 Euls Management doc
Reference INv#F22081 Cross-CC no. 1000081532 Funds Managerment doc
Currency Ush Texts exist HT5700001478 Grants Mgm. Doc.

ElIRE N R EEREE EEIE ERE EE ER I

C.. | tm|Litem [PK]. |Account | Description | Amount| | Separate || Criginal document | e
501 1 31 Toooo3z1e3 |YIC BAILEY FORD MG 24 349.00- LUSD FP240

2 o 1801010000 (140000002026 0000 24.349.00 (USD P240| 30350000 MOT RE... (P2400D00052 F240_029

L] [»]] |[«][»]

I»| FEO3 B | sceisesgapt [owvR | | [ 2
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Module Integration (con't) SW@EIS

South Caroling Enterprise hformestion System

Accounting Document

[= =3 E
Cocument  Edit Goto  Extras  Settings  Environment  Swystem Help

E2 20 HIeee CHE D00 BE @m
Display Document: Data Entry View
| Taxes ||EE Display Currency ||F-.! General Ledaer Wievw |

Drata Entry Wfiew

5EJEEUF53HWGF&HEF5W| Campany Code Iﬁ' Fiscal Year Z2ER9
Document Date] | 18/21/2008 Fosting Date 11/25/2008  Period [5 ]
Reference e e | Cross-CC no. | |

CUrrency UsD Texts exist [ ] Ledger Group

EIIRE N B EEEE EE N EE EE EE U]

(S 1 ItmlPKl...lAccnunt |Descriptinn | Amnunthurr. |EIu5A|Fund |Grant |C|:|st Center |FunctinnaIArea
SC01 1131 JOO0033183 |WIC BAILEY FORD IMC 24, 349.00-|UsSD |(P240

2|70 1801010000 1]1DDDDDDEDEE oooo 2434900 |[UsSD  (P240 30350000 MOTRE... |[P240D00052 P240_0299
L]l |[«][»]

i [ FB03 FA| sceisesgapt [ovr [ [ 2
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Module Integration (con't) SEEIS
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FM Document

E LA Wi
List Edit Goto Views Seftings System  Help

G | 2 40| 0ae BHE SRS AR QN
Display FM Document: Qverview

alev iz @ 8sa Tl Eeds) 8

EM Do Mo VT Walue typel Amt typel Per| Fh pstg d. | Cmmtltem [FMAC Amntl Fund Grant GIL Account |Fun
1000081432 154 nwoices  Qriginal & 117262009 5060310000 34,349.00 30350000  NOTRELEVANT 11801010000 P24

[ Fo3 ] seeisesamt [OR | |/




Geolearning Registration SCEEIS

@ Shortly, you will use the Geolearning Learning
Management System to manage information and materials
for the Knowledge Transfer Program. This includes:

— Meeting registrations

— AttanAan~n
M\LULT I Iuadl iveo

— Learning plans

— Meeting materials

— Knowledge checks

— Surveys

— Transcripts

— Completion certificates



Geolearning Registration (cont.) SWEIS

@ Review the instructions for requesting your GeolLearning
account

— Instructions to request a GeolLearning account are located at
WWW.SCEIS.SC.goV

— Click Knowledge Transfer Program

— Review the instructions for requesting your Geolearning account

— Complete all fields, whether it is indicated that they are required or
not

@ Submit your request for a new Geolearning Account by
Wednesday, May 20, 2009
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Any Questions?

SWEIS

South Caroling Enterprise hformestion System
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Next Steps SWEIS

FI Knowledge Transfer Breakout Session

@ Funds Management (one class, multiple times)
— May 28, 2009 (tentative)
— May 29, 2009. Time and location TBA

@ Invitation-only
— Based on Subject Matter Expert list from AST Leads

— Computer station for each participant
— Registration is required to plan and track participation
— Only registered individuals will be allowed to attend

Complete and return today’s evaluation

87



Contact us

SWEIS

South Caroling Enterprise hformestion System

SCEIS Project:
SCEIS-AST@sceis.sc.gov
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Key Terms and Concepts SWEIS

@ Accounting

@ Accounting entry or event

@ Double-entry accounting or bookkeeping
@ Debit entry

@ Credit entry
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Key Terms and Concepts (con't.) SWEIS

@ Expenses/expenditures

@ Accounts payable

@ Recelpts

@ Revenues

@ Accounts receivable

@ Accrual basis of accounting

o
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Key Terms and Concepts (con't.) SWEIS

@ Asset

@ Liability

@ Fund balance or fund equity
@ General ledger

@ Account

@ Trial balance

X
W
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Double-Entry Accounting SWEIS

@ Every transaction has at least 2 entries.
@ There must be at least one debit.

@ There must be at least one credit.

@ Entry must balance or equal to zero. |
@ Debits = Credits. :
@ Debits are on the left of a transaction

and indicate “what was received.” ;

@ Credits are on the right of a transaction
and indicate the “source of the item
received.”
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Double-Entry Accounting (con’t.) SWEIS

@ Debits are “what is received” and credits are the
“source of the item received.”

Example 1:

| receive registration fees from customers in the form
of cash and checks. The accounting entry is:

Debit — Cash (what | received)

Credit — Registration fee revenue (the source of
what | received)
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Double-Entry Accounting (con’t.) SWEIS

Example 2:

| buy office supplies. | receive the supplies and pay
for them with cash. The accounting entry is:

Debit — Office Supplies Expenditures (what |
received)

Credit — Cash (the source for what | received)
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Double-Entry Accounting (con't.) SEEIS

South Caroling Enterprise hformestion System

@ Balance Sheet Accounts

— Assets

« Cash

AR

* Fixed Assets - Equipment
— Liabilities

* AP or any other types of payables
— Equity or Fund Balance

@ Assets — Liabilities = Equity or Fund Balance
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Double-Entry Accounting (con't.) SEEIS

South Carolina Entermrise nformstion System

@ Operating Accounts

— Expenditures
 Personal services
« Contractual services
« Supplies
* Fixed Charges
* Travel
* Equipment

— Revenues
« State appropriations
« Sales
* Federal grants

 Other revenue -



Double-Entry Accounting (con't.)

South Carolina Entermrise nformstion System

Positive Balances
L

@ Balance Sheet Acct.
— Assets DR
— Liabilities CR
— Fund Balance CR

@ Operating Account

— Expenditures DR
— Revenue CR

Negative Balances

@ Balance Sheet Acct.
— Assets CR
— Liabilities DR
— Fund Balance DR

@ Operating Account

— Expenditures CR
— Revenue DR
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Double-Entry Accounting (con’t.) SWEIS

@ To ensure the records and accounts are in
balance, sometimes accountants use “T” accounts
to assist in preparing journal entries.

@ \What is a “T” account?

— Itis a capital “T.”

— Used to “visualize” a general ledger account.

— You can “see” the proposed debits and credits.

— You can “see” the ending account balances.

— A minimum of 2 “T" accounts are needed for an entry.
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Double-Entry Accounting (con'’t.) SWEIS

@ T- Accounts Cash
Debit Credit

@ Debit — Operating Account (Expenditures)
Credit — Balance Sheet Account (Cash)

@ Debit — Balance Sheet Account (Cash)
Credit — Operating Account (Revenue)
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Accruals ms(@Els

Accruals recognize expenditures and revenues
when:

@ the expense or revenue occurs,

@ not when cash is actually received or paid out.

So, what does that mean?
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Accruals - Expenditures SEIS

South Carolina Entermrise nformstion System

@ For Expenditures, it means:

— When a purchase order is approved, an “obligation”
OCCuUrs.

— “Obligation” initiates an “encumbrance.”

— At the time the invoice is processed, an accounts
payable and expenditure are recognized and booked.

— Budget funds are set aside (obligated), but not cash.
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Accruals - Expenditures

SWEIS

South Caroling Enterprise hformestion System

V4

PR approved

Goods &
Invoice
Received

Agency
Processes
Payment

Processed by
CGO & STO

Budget/funds encumbered,
set aside, as a result of the
PR, but cash not paid out.

Dr Expenditures
Cr  Accounts Payable

Expenditure recognized,
but cash not yet paid out.

Dr Accounts Payable

Cr Cash
Cash decreased as a result
of the CGO approval for
check to be cut by the STO.
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Accruals — Revenues SWEIS

South Carolina Entermrise nformstion System

@ For Revenues:

— When the agency realized an amount of money is due
the agency, the agency initiates a “billing.”

— At this time, the accounts receivable and revenue are
recognized and booked, but not cash.

— Cash will be recognized when the cash/check/wire is
received and deposited.
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Accruals - Revenues

SWEIS

South Caroling Enterprise hformestion System

Agency Bills for
Money Owed

Money & Agency
Checks Processes
Received Receipt

<

Processed by
STO

Dr Accounts Receivable
Cr Revenue

Revenue recognized, but
cash has not been
received.

Dr Cash (STO Clearing)
Cr Accounts Receivable

Checks/cash are deposited
into a STO account for
verification before posting.

Dr Cash (Agency Acct)
Cr Cash (STO Clearing)

Agency cash increased as a
result of the STO approval
of bank deposit.
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Demonstration S(@EIS

=

¢ Expenditure Example:
¢ Encumber funds for a purchase order.

¢ Pay for the purchased items.
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Expenditure Example SWEIS

@ Each entry will generally post to a Balance Sheet
Account and an Operating Account

@ Example: To encumber funds for a purchase order

Dr. Expenditures $150
Cr. Accounts payable $150

@ Example: To pay for the purchased items

Dr. Accounts payable $150
Cr. Cash $150
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Expenditure Example (con'’t.) SWEIS

@ From the examples on the previous slide:
@ Example: To record a purchase order

Dr. Expenditures $150
Cr. Accounts payable $150

Cash AP Expenditures
(1)150 (1)150
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Expenditure Example (con'’t.) SWEIS

@ From the examples on the previous slide:
@ Example: To pay for the purchased items

Dr. Accounts payable $150
Cr. Cash $150
Cash AP Expenditures
150 (2) (2)150| 150 (1) (1)150

150 0 150

109



Revenue Example MS(@EIS

@ Example: To record an amount owed your agency

Dr. Accounts Receivable $200
Cr. Revenue $200

@ Example: When payment is received

Dr. Cash $200
Cr. Accounts Receivable $200
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Revenue Example (con't.) SWEIS

@ From the example on the previous slide:
@ Example: To record amount owed your agency

Dr. Accounts Receivable $200
Cr. Revenue $200

Cash AR Revenue
(1)200 (1)200
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Revenue Example (con't.) SEEIS

South Carolina Entermrise nformstion System

@ From the example on the previous slide:
@ Example: Record the receipt of funds

Dr. Cash $200
Cr. Accounts Receivable $200
Cash AR Revenue

200 (2) (1)200 | 200 (2) (1)200

200 0 200
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What is a General Ledger?

SWEIS

South Caroling Enterprise hformestion System

@ It is the main source of
accounting information for a
business entity.

@ Commonly referred to as the
“Original Book of Record.”

@ Itis a summary of all accounting
events that occur in the operation
of a business.
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What is a General Ledger? (con’t) SEEIS

South Caroling Enterprise hformestion System

@ It is a collection of all asset,
liability, fund equity, revenue,
and expenditure accounts.

@ It is a collection of all balance
sheet accounts (assets,
liabilities and fund equity) and
operating accounts (revenues
and expenditures).

@ Transactions are summarized in
a General Ledger by General
Ledger accounts (GL accounts).
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What is a General Ledger Account? SWEIS

@ It is a record in the GL that is used to collect and
store similar financial information (debits/credits)
for a specific activity such as Cash on Deposit,
Misc. Revenue, Supplies, etc.

@ GL accounts are organized into a Chart of
Accounts which consists of all GL accounts
classified by GL account type.

@ A Chart of Accounts provides a framework for the
GL accounts to ensure an orderly representation of
accounting data.
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What is a General Ledger Account? (cont.) S(EB

@ The most common General Ledger Account
categories in a Chart of Accounts are:

— Assets
— Liabilities

— Equity or Fund Balance
— Revenues

— Expenditures

— Transfers/Other
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What is a General Ledger Account? (con't) S(EB

@ Within the GL, more detail account schemes are
used to collect and store similar financial
iInformation:

— Funds such a
federal funds
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— Programs such as administration, consumer services,
claims, & employee benefits — 0762, 0764, 5215, 1542

— Object codes such as personal services, contractual
services, supplies, & travel — 0158, 0200, 0300, 0500

118



General Ledger Account Example SWEIS

3035-0762- STARS

This account represents state appropriations
for administrative supplies at the Department
of Agriculture as follows:

STARS SCEIS

3035 = general operating = 30350000
0762 = administration = 30000000
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General Ledger Account Example (con't.) WB@

@ Each financial account has a set of balance sheet
accounts:
— Assets
— Liabillities
— Fund Equity
@ Each financial account has a set of operating
accounts:
— Revenue
— Expenditures

@ Using our earlier example, account 3035-0762-
0301 would have the following GL balances:
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General Ledger Account Example (con’t.) SEIS

South Caroling Enterprise hformestion System

3035-0762- (STARS) or

30350000-30000000 (SCEIS)

Balance Sheet Accounts Dr Balance Cr Balance
Cash $150
Accounts Receivable

Accounts Payable $150 $150

Operating Accounts
Revenue
Expenditures $150
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What is a Trial Balance? S@EIS

South Caroling Enterprise hformestion System

@ It is a statement prepared summarizing the general
ledger accounts at the end of the accounting period to
assure total debits equal total credits.

Trial Balance

Account Title Debit = Credit
Cash £7.000 |
...... ﬁlf:i:iﬁiﬁﬁsnﬂéﬁé-iﬁéﬁié-:-_”_”_“ BUDU
...... Office Supplies 3000
Office Equipment s, o000
Bank Lean e £5,000
Aecousts Payabls T § 560
Gotmmon Stode T R a
...... Consulting Revenue ! 7.000
Rent Expense e
Salaries Expense | 2500 0
Supplies Used 1200
Ttilities Expense 00 ¢
Total | 223,000 $23,000

@ It lists balances in all GL accounts in the double entry

system.
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Trial Balance Example S(@EIS

South Carolin Entermrise nform

Our previous example’s TB would look like this:

3035-0762- (STARS) or
30350000-30000000 (SCEIS)

GL Account Dr Balance Cr Balance
Cash $150
Accounts Receivable

Accounts Payable $150 $150
Revenue

Expenditures $150

Totals $300 $300
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General Ledger/Trial Balance Exercise SWEIS

Scuth Caroling Enterprise lnform

3035-0762- (STARS) or

30350000-30000000 (SCEIS)

GL Account Dr Balance Cr Balance
Cash

Accounts Receivable
Accounts Payable
Revenue
Expenditures

Totals
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General Ledger/Trial Balance Exercise (con't )=k

3035-0762- (STARS) or
30350000-30000000 (SCEIS)
GL Account Dr Balance Cr Balance
Cash $200
Accounts Receivable $200 $200
Accounts Payable
Revenue $200

Expenditures
Totals $400 $400
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Trial Balance by Financial Account SWEIS

30350000-30000000 (SCEIS)

GL Account Dr Balance Cr Balance

Cash $150

Accounts Payable $150 $150

Expenditures $150

Totals $300 $300
30350000-30000000 (SCEIS)

GL Account Dr Balance Cr Balance

Cash $200

Accounts Receivable $200 $200

Revenue $200

Totals $400 $400

TOTAL ALL ACCOUNTS $700 $700
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Trial Balance by GL Account

South Carolina Entermrise nformstion System

Fund/Funded Program 30350000-30000000

GL Account

Cash

Accounts Receivable
Accounts Payable
Revenue 4530030000
Expend. 5030010000
Total All GL Accounts

End Dr End Cr

Dr Bal Cr Bal

$200 $150

$200 $200

$150 $150
$200

$150

$700 $700

$ 50

$ -0-
$ -0-

$200
$150
$200 $200
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