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@ SCEIS Shopping Cart Process for Real Estate

@ SCEIS Shopping Cart Approver Process for Real
Estate

@ SCEIS Purchase Order Process for Real Estate



SCEIS Shopping Cart Process for Real
Estate
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SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ In 2015, the Office of Comptroller General, the
SCEIS Team, and a group of agencies mapped
General Ledger (GL) Accounts to the five-digit
National Institute of Governmental Procurement
(NIGP) commodity codes in SCEIS. (Note that not
all GLs are mapped to NIGP codes.)

@ However, the new Real Estate GL Accounts are
not mapped to the NIGP codes in SCEIS.

@ The new Real Estate GL Accounts must be
entered manually.




SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ In the examples that follows, the material
requested to purchase is General Office Supplies
for Real Estate. The SCEIS system retrieves the
GL Account number, 5030010000, General
Office Supplies, used for office supplies other
than Real Estate and mapped to NIGP Code
95640.

@ The Shopping Cart Creator changes the GL
Account number to the new GL, 5030019111,
General Office Supplies, linked to the Real
Estate being tracked.




SCEIS Shopping Cart Process S(EB

or Real Estate GL Account

Shop in 3 steps: Step 2 (Shopping Cart (1 item))

| [ 4 Previous |[ Next ®] | [ Order | | [ Close |[ Save |[ check |

o Line 1: Account 5030010000 reguires an assignment to a COobject

0 Line 1: Mo funds center entered/derived in item 00Q01 (SCO1/S03001 0000}
@ Line 1: Error in account assignment for item 1

o Line 1: Enter a walue in the mandatory field Cost Center in account assignment

@ Line 1: SC itm desc cannot eg Material Grp Ctrct itm desc

I» 1 2 3 4
Select GoodsiService Shopping Cart (1 item) Complete and Order
termn Crata / i t Assign t ]’ Notes and Attachments |' Delivery Address/Performance Location |' Sources of Supply / Service Age

You can see who bears the costs and, if necessary, you can distribute the cost to several cost centres

Cost Distribution |Percentage = || Detail= || Add Line | [ Copy || Paste | [ Duplicate || Delete | | [ Spiit Distribution | | Change Al tems
| Number | Accounting Line Number | Percentage | Account Assignment Category | Assign Number | Account Assignr
[ | oot 100.00 Cost Center

Details for Itermm 0001 : Cost Center

Basic Data Fund: | |
P 1 :* [100.00
szl | | | Commitment tem: [S030010000 JloFFicE SUPPLESI
Account Assignment Category: |Cost Center - Unfunded Accounting Line. [
Cost Center: * | |
Fund Center: | |
Order: | = Current GL Account
for General Office
Grant. [NOT RELEVANT [FMOT RELEVANT Supplies and mapped
to NIGP 95640.
Functional Area: | |
Controlling Area: |SC01
I General Ledger Account: 5030010000 (7| OFFICE SUPPLEES I

Business Area: |




SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ The SC Creator edits the Shopping Cart to change
the GL Account number from 5030010000 to the
new Real Estate GL number 5030019111.

Edit Shopping Cart

[ order | | [ Read onky |[ Print Preview | | [ Close |[ Save |[ Check |[ Park || Dewete |

I i The General Ledger Account requires a number in the order fleld SO0015111 Line: 1 I o

Number 20011488702 Doccument Name FPEPER 04282018 1781 Status Sawved Created On 04282018 17:51:238 Created By Fred PEPER

mem Dats A ! mﬂ- . = Hotes and AMschments Dekrery AddressiPerformance Location - Sources of Supply § Service Agents . ;

You can see who bears the costs and, if necessary, you can distribute the cost 1o several cost centres
Cost Distribution |Fercentage = | [ cetais |[Ace Line |[ Copy |[ Paste | [ Cuptcate | [ Dewts | | [ Spit Districution | [ Changs A8 nems |
Line { =4 iy Amsign Humiber Account Assignment Description Geener




SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ The “Order” field is blank and a hard stop error
message appears indicating, “The General Ledger
Account requires a number in the order field
5030019111 Line: 17

Cirdar 0

Edit Shopping Cart
| Order | | | Read Only (| Print Préview | | | Ciose || Save || Check || Park || Delete

ﬂ The General Ledger Account requirss 8 number in the order field 5030019111 Line:t



SCEIS Shopping Cart Process S(@EIS

for Real Estate GL Account

@ To clear the error, the Shopping Cart Creator enters the
“Order” number for the Real Estate. In this example,

10001888 was entered for a Comfort Station.

Edit Shopping Cart

| Order | | | Read Only || Print Preview | | [ Close || Save || Check || Park || Delete |

[# shopping cart 2001146702 has no errors

Number 2001148702 Document Hame FPEPER 04282018 17:51 Status Saved Created On 08282016 17:51:38 Created By Fred PEPER

- Details for item 1 Pencils from Statewide contract

e Data Account Assignment MNotes and Attachments i Defvery Address/Performance Location i Sources of Supply / Service Agents I i

You can see who bears the costs and, if necessary, you can distribute the cost to several cost centres
Cost Distribution  Percentage « || Oetais | [ Add Line || Copy |[ Paste |[ Dupbcate | [ Dedste | | | Spit Distribution || Change 2N tems |

ing Line Mumber Percentage A b Assigr Category Assign Number Account Assignment Description Gener
0001 100.00 Cost Center P2EOSPP4IT Kings Mountain State S0300-
Details for ltem 0001 : Cost Center
T N — s s
SOTDEE Commiiment e [7IGENERAL OFFICE SPPLY
Account Assignment Category: ost Cenfer - Unfunded Accounting Line:
Cost Center ™ PZBOSPP41T [F] Kangs Mountain State
Fund Cenler [PzeosPPar7 [F| Kings Mountain State
IO“’ 01868 [F] Km-67 Comfort Statio I
Grant [NOT RELEVANT 7 NOT RELEVANT
Functional Area: |PZ80_0250 [F| P280 SPS - Utiity Improv
Controlin g Area: |SCO1
[+




SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ After the required Account Assignment Data is
entered, the Shopping Cart will continue with its
normal agency Workflow process for approval and
will appear in the Buyer's Perform Sourcing ready
for sourcing.




SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ If the Shopping Cart Creator failed to change a
GL Account related to Real Estate, the Approver
can change the GL Account.

— Click on the “Edit” button

— Click on link to “Shopping Cart Number”
— Click on the “Account Assignment” tab
— Click on the “Details” button

— Change “General Ledger Account” number to the
appropriate Real Estate GL number

— Enter the “Order” number for Real Estate
— Proceed with normal approval process



SCEIS Shopping Cart Process s(@E's

for Real Estate GL Account

@ If the Shopping Cart Creator and Approver failed
to change a GL Account related to Real Estate,
the Buyer can change the GL Account on the PO.



SCEIS Purchase Order Process for Real
Estate GL Account
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SCEIS Purchase order Process S(EB

for Real Estate GL Account

@ In the examples that follow, the Shopping Cart
Creator did not use the new Real Estate GL but
the Buyer recognizes the need to change.

' Details for ltem 1 Acoustical Ceilings and Walls: Cleaning,

General Data f Price=s and Conditions /'/ Account Assignment } Notes and Attachments |' Approval Preview |' Related Documents |' Delivery

[ Order as Direct Material |

Cost Distribution |[Parcentags | Details || Add Line || Copy || Paste || Duplicate || Delete || Spiit Distribution |{ Change All kems |
| Number | Accounting Line Number | Account Assignment Category | Assign Number | Account Assignment Description General Ledger A
0001 Cost Center P220SPP41Y Kings Meountain State S021470000
Details for Item 0001 : Cost Center
Bazicliaia Fund: | 30350000 OPERATING REVENUE
P t ;| 100.00
sreemiags [commitment tem: | 5021470000 GROUND/MAINT/SEC SVC |
Account Assignment Category: | Cost Center Unfunded Accounting Line: [
Cost Center: | P2E0SPP41T Kingzs Mountain State TP Component TAS
Fund Center- | P280SPP417 Kings Mountain State Sub Level Prefix:
Agency ID:
Order:
Allocation Transfer Agency ID:
Grant: |[NOT RELEWVANT NOT RELEVANT Period of Availabiliy: (0000 [-|0000
Profitakility Segment: | 0000000000 Awvailabilty Type Code:
Real Estate Key: Wain Account Code:
Reference Date: |04/29/2018 Sub Account Code:
; P280_0250 PZ80 SPS - Utility Im BETC:
Functional Area: = L

Controlling Area: | SCO01

IGeneraI Ledger Account: | 5021470000 GROUNDMAINTISEC SVC I

Business Area: |P280



SCEIS Purchase Order Process s(@E's

for Real Estate GL Account

@ The Buyer edits the Purchase Order (PO) Account
Assignment by changing GL 5021470000, Ground
Maintenance/Serv to 5021599100, Building Mgmt Fee for
Real Estate.

Purchass Order Numibker S50047T0204 (Ch W L] P Ordar Type SCER Standasd PO Blats I Profass L& T Date O 18 Total WVabil
Cverviews | weager ' “Hems | Motes and atachments | approval | Tracking |
General Dats | Pricas a0 Cononons ACCOUNT AssOnment Hotes and Afachments i Appenoal Prey e v I Ratated Do-Cuments © Dekeery
am Chraci T 1 |
i Do b | Oetnis || Add Line || Copy || Paste || Dupicate || Oelete | | | Splt Detrbubon || Changs ANEsms |
Funmtyer s b L b i BDCaUn Sssignemen Calegory Assgn Mumbers £ 1 i O o General Ledper -
o1
itn for 1 Can
e - Fund: (30250000 7| OFERATING REVENUE
Parcant T I Commirmant Beme | 502 1565100 [P BULDHNG MGMT FEE I
. =t A Eanee | Urfumded Accountng Lns:
Coal Camgr: = |PRE0SPRATT [P Kings Mowntain Siate TP Component TAS
Fisnd Center: |FEBOSFP41T ] FEings Mountain Siate Sulbs Laws! Pre fis: o
o .
| croer =0 | Agency =]
- A Tranafer A o 7|
Girant: [MOT RELEWVANT [P HOT BELEVANT Pariod of Avalabaty; 0000 F| - | oo =
ProfMabity Sagmant | 0000000000 Avadabity Typs Code [ ]|
A=a W sy 1 danaAccoum C o [ ]|
Retarencs Dabe: | 0425201 [l uln Socound Code - |
Functional Area : [Fz8o_ozsa CF| P80 PS5 « Uiy improw DeTC: =
Controlng Ares: | SC01
| Ganarsl Ledger sccount: | %02 1559100 CF] BULDNG MGMT FEE |
uuuuuuuuu : | P2Em0 [= ]|




CEIS Purchase Order Process

or Real Estate GL Account

A hard stop message appears requiring a Real
Estate “"Order” number before proceeding.

Change Purchase Order

| | Order |[ Ssawe | | [ Print Preview | | [ Check |[ Close |[ Export |[ Import || Related Links . |

Io The General Ledger Account requires a number in the order field 5021595100 Line:1 I

Purchase Order Number 4500470204 (Change “Wersion} Purchase Order Type SCEIS Standard PO Status In Process Docurment Date 042502018 Total Valu

Owerview |/ Header )/ Hems |/ Motes and Attachment=s |/ Approval |/ Tracking

- Details for Item 1 ical C and Cleaning,

General Data I' Prices and Conditions /'/ i t Assign 14 ]' Motes and Attachments I' Approval Prewview }' Related Documents I' Delivery

| Order as Direct Material |

Cost Distribution | Details |[ Add Line || Copy | [ Paste |[ Duplicate |[ Delete | | Spiit Distribution | [ Change Al tems |
| Mumber | Accounting Line Number | Account Assignment Category | Assign Mumber | Account Assignment Description | General Ledger #
|_| 0001 Cost Center P220SPP417 Kings Mountain State 5021599100
Details for Iterm 0001 : Cost Center
TTEE TR Fund: 20350000 7| OPERATING REWENUE
Frrzzrzze | HIEDER I | commitment tem: [5021589100 7BUILDING MGMT FEE |

Account Assignment Category: | Cost Center - Wi mrechesct 0o sy v

Cost Center: * |P280SPP417 [F| Kings Mountain State TP Component TAS

Fund Center: |P2E0SPP417 | Kings Mountain State Sub Level Prefix:

Agency ID:
I Order: [ I
Allocation Transfer Agency ID:
Grant: [NOT RELEVANT [HMOT RELEWVANT Period of Availability: | 0000 [J] - [oooe )
Profitability Segment: [0000000000 ] Auwailability Type Code:

Real Estate Key: | | Main Account Code:
Reference Date: |0&2%20185 Sub Account Code:
Functional Area: |P280_0250 (7| P280 SPS - Utility Improw BETC:

Controlling Area: |SCO01

I General Ledger Account: |5021 599100 | BUILDING MGMT FEE I

Business Area: |P220 ]|




SCEIS Purchase Order Process S(EB

for Real Estate GL Account

@ The Buyer enters the Real Estate "Order” number

and proceeds with the normal PO process.

Purchase Order Number 4500470804 Purchase Order Type SCEIS Standard PO Status Ordered Document Date 04/25/2018 Total Value (Gross) 101
Overview ’/ Header J’ ltems |’ MNotes and Attachmentz |/ Approval |/ Tracking |

L mresmeme rus sseo w

AL et BEEE AT T W W GEED e Ee E EETRy

General Data |' Prices and Conditions / Account Assignment ]' MNotes and Attachments |' Approval Preview |' Related Documents |' Deelin

| Order as Direct Material |

Cost Distribution |Percentage | Details || Add Line || copy || Paste || Duplicate || Delete | || Spiit Distribution || Change All tems |
| Number | Accounting Line Number | Account Assignment Category | Assign Number | Account Assignment Description General Led
0001 Cost Center P2B0SPP417 Kings Mountain State 5021599100
Details for ltem 0001 : Cost Center
Dasi i Fung: |30350000 DPERATING REVENUE
P tage: [100.00
SEELELE Commitment ftem: |5021599100 BUILDING MGMT FEE
Account Assignment Category: | Cost Center Unfunded Acoounting Line: [
Cost Center- | PZB0SPP417T Kings Mountain State TP Component TAS
Fund Center: |PZB0SPP41T Kings Mountain State LD LeuElFiEne
A ID:
Order- | 10001888 Km 67 Comfort Station LELsy
Allocation Transfer Agency ID:
Grant. |MOT RELEWVANT MOT RELEVANT Period of Availability: (0000 - [oooo
Profitability Segment. | 0000000000 Availability Type Code:
Real Estate Key: Main Account Code:
Reference Date: |04/29/2016 Sub Account Code:
. PZ80_0250 P280 SPS - Utility Im BETC:
Functional Area: = prov

Controlling Area: |SCO01

I General Ledger Account: | 50215595100 BUILDING MGMT FEE I

Business Area: |P280



SCEIS Purchase Order Process

for Real Estate GL Account s(@E's

@ Good Receipts and Invoice Recelpts are

processed as they normally are with no further
regquirements.

Y tem [ 11 Janitorial/ Custodial Services Bl alv]
Materal Data | Quantities/Weights | Delivery Schedule | Delvery | Invoice

h Conditions h Account Assignrment Purchase Order History I h

EliREBRERIEEREEERIRIGEIEBIE
...| Material D... |Item | Posting Date|z Quantity | Delivery cost guant... | 0...|E Amount in LC | L.cur |Z Qty in OPUn | DelCostQty (
WE | 1015001049720 1| 05/02/2016 1 oM. 0.00 [UsSD
Tr./Ev. Goods receipt . 1 M_ = 0.00 USD = 1
RE-L|  [5701650590) 1 [05/02/2016 | 1] 0 m_ | 6.00 [USD | |
Tr./ Ev. Invoice receipt) 6.00 USD =




Questions for SCEIS Material Management
Team
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Thank you for attending
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