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Agenda



 

Logistics, Ground Rules & Introduction


 

Project Timeline


 

Workshop Objectives


 

Business Process Review
– Process overview
– AS-IS process flow
– Current system alignment
– Process improvement opportunities
– SAP terms glossary
– SAP concepts & functionality 
– Business process flow
– Leading practices
– Enterprise readiness challenges



 

Next Steps – Action items


 

Questions
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Before we get started ...

Logistics
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Ground Rules



 
Has everybody signed in?



 
Everybody participates – blueprint is not a 
spectator sport



 
Silence means agreement



 
Focus is key – please turn off cell phones and 
close laptops



 
Challenge existing processes and mindsets



 
Offer suggestions and ideas



 
Think Enterprise



 
Ask questions at any time



 
One person at a time please



 
Timeliness – returning from break



 
Creativity, cooperation, and compromise
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Introduction



 
Roles


 

Process Analyst and Functional Consultant – lead and 
facilitate the discussions and drive design decisions



 

Documenter – take detailed notes to support the formal 
meeting minutes to be sent by the Process Analyst to all 
participants for review and feedback



 

Team Members – provide additional support for process 
discussions, address key integration touch points



 

Subject Matter Experts – advise team members on the 
detailed business process and participate in the decisions 
required to design the future state business process

Round the Room Introductions
Name 

Position
Agency
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Project Phases



 

Five Key Phases

• Strategy & Approach Defined
• Project Team Training

• Business Process Definition
• Development Requirements

• Development & Unit Testing
• Integration Testing
• End-User Training Materials

• User Acceptance
• Technical Testing
• End-User Training
• Conversion

• Go-Live Support
• Performance Tuning
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Finance Leads
Beverly Hodges – Finance Lead
Drew Thigpen – Finance Lead
Mary Ramsrud – Consulting Lead

Logistics Leads
Belinda Rogers – Logistics Lead
Jack Ladhur – Logistics Lead
Brad Denham – Consulting Lead

Linear Assets Leads
Mark Suarez – Agile Assets Lead
Charles Pilson – Consulting Lead

General Ledger

Accts Payable

Cost Accounting

Grants Mgt 

Asset Accounting

Real Estate Management

Marietta Holliday
Anees Pasha
Mary Walker

Accounts Receivable

Cash Management

Funds Management

Project Systems

Budget Prep

Project Organization - Functional Teams

Grantor
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Blueprint Objectives



 

Review and discuss the current or As-Is business processes
• Which helps to drive out the Business requirementsBusiness requirements
• As well as the integration pointsintegration points with other processes



 

Define Master Data
• Address key integration points
• Support organizational requirements
• Consistent and appropriate use of data fields



 

Define Future or To-Be business processes based on:
• Best Practices inherent in SAP
• Intellectual capital from other SAP implementations
• State business requirements



 

Identify development requirements 
• Which could result in the need for a form, report, interface, 

conversion, enhancement, or workflow (FRICE-W)


 

Understand and communicate any organizational impacts / Enterprise 
Readiness challenges



 

Gather system security authorizations and district-wide training 
requirements
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Accounts Payable Workshops
Session ID Date Business Process Goals

FI-AP-001 08/18/08 Account Code Structure 
– Vendors

- Build business process design for maintaining vendors
- Determine field level requirements for Non PO vendors & reporting requirements
- Determine use of vendor master functionality
- Identify legacy systems that will be used for data conversions

FI-AP-002 09/17/08-
09/18/08
09/23/08

Accounts Payable
Processing 

- Develop business process design for Non PO related vendor invoice approvals
- Develop business process design for 3-way/2-way match PO related invoice approvals
- Develop business process design for invoice billing discrepancies and invoice tolerances
- Develop business process design for vendor down payments.
- Develop business process design for outgoing vendor payments
- Develop business process design for vendor cash refunds and credits
- Develop business process design for recurring vendor invoicing
- Develop business process design for vendors who are also customers

FI-AP-003 09/30/08-
10/01/08

Check Management - Develop business process design for house banks/bank accounts/check numbering  in SAP
- Identify check design (output form)
- Develop business process design supporting daily check management 
- Develop business process design for reporting requirements for check management)
- Develop business process design supporting escheated checks, return payments

FI-AP-004 10/22/08 1099 Processing - Develop business process design supporting 1099 invoicing and reporting requirements
- Develop business process design supporting validating 1099 vendor master data
- Develop business process design supporting 1099 data transmission/corrections

FI-AP-005 10/21/08 Non Payable Invoices - Develop business process design for free of charge vendor invoicing

FI-AP-006 10/30/08 Purchasing Card
Processing

- Develop business process design to import purchasing card data from banking institution 
- Develop business process design for maintaining default purchasing card account coding
- Develop business process design supporting expense approvals/controls/posting  
- Develop business process design supporting expense posting corrections
- Develop business process design supporting period end close procedures
- Develop business process design supporting purchasing card credits
- Identify reporting requirements
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Accounts Payable Related Workshops

Session ID Date(s) Business
Process

Integration Point with AP

LOG-MM-006 09/30/08-
10/02/08

Maintain 
Purchase 
Requisitions

Defining ‘Front End’ Process for Logistical Invoicing in AP: 
Create, Change and Delete

LOG-MM-008 10/07/08-
10/08/08

Purchase 
Requisition 
Approvals

Defining ‘Front End’ Process for Logistical Invoicing in AP: 
Requisition approvals

LOG-MM-011 11/05/08-
11/07/08

PO 
Processing 

Defining ‘Front End’ Process for Logistical Invoicing in AP:
Create, Change, Approvals and Deletion

LOG-MM-025 12/09/08 Procurement 
Reporting

PO Reporting 
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Work Session Objectives


 
Identify each agency’s business requirements 
for 1099 reporting


 
Identify invoice data entry requirements for 
1099 related invoices


 
Develop business process design supporting 
validating 1099 vendor master data


 
Develop business process design supporting 
1099 data transmission


 
Develop business process design supporting 
1099 correction processes (returned 
information, incorrect withholding, etc)
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1099 Vendor Master Data: 
Account Group Configuration Function in SAP



 
Define the fields available on a 
master record & the field’s status 
– Optional
– Required
– Suppressed



 
Defines the master record number 
range that will be assigned to a 
record once saved in the system
– Externally assigned
– Internally assigned
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1099 Vendor Master Data: 
Account Group Configuration Function in SAP


 

When do we typically configure separate 
account groups?

Business need to have different field status by vendor 
group

Business need to assign a different number range by 
vendor group
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1099 Vendor Master Data: 
Account Group Configuration Function in SAP



 
In most organizations, generally speaking, there are 2 
main vendor groups:

– Vendors that sell products that require a PO 

– Vendors that sell products/services that DO NOT require a PO
• Utility companies
• Phone companies
• Procurement card bank
• Fed Ex, UPS, etc
• Legal services
• Petty cash reimbursement
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1099 Vendor Master Data: 
Account Group Configuration Function in SAP



 

Within each main vendor group we have:
– 1099 vendors 
– Non 1099 vendor 



 

1099 vendors are vendors that are defined by the IRS with a 1099 
status and require certain payment related transactions made to the 
vendor by the State to be reported to the IRS



 

Non 1099 vendors do not require a payment report to the IRS
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Vendor Account Groups

Area Account Group Number 
Range

Purchasing V9-Central Purchasing Vendor (1099) 31000-31999

Purchasing VN-Central Purchasing Vendor (Non 
1099)

31000-31999

Purchasing OA-Purchase Order Address Vendor 41000-41999

Purchasing PL-Plant Vendor 61000-61999

Human 
Resource

TP-HR Payroll Third Party Vendors 
(current vendor group)

300000-390000
(current number range)

Human 
Resource

GV-HR Payroll Garnishment Vendors 
(current vendor group)

100000-190000
(current number range)

Human 
Resource

EV-HR Payroll Employee Vendors TBD

Accounts 
Payable

P9-Invoicing Vendor (1099) 51000-51999

Accounts 
Payable

PI-Invoicing Vendor (Non 1099) 51000-51999

Accounts 
Payable

OT-One Time Vendor AAAAA-ZZZZZ
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Account Group Configuration 
Field Status for 1099 vendors



 
1099 vendors will require:
– Tax ID number
– 1099 withholding tax code field
– Other 1099 withholding fields



 
Non 1099 vendors should not have 1099 related fields 
populated because the system will not be able to 
distinguish true 1099 vendors from Non 1099 vendors



 
Do any of the agencies have unique master data 
maintenance or validation requirements for 1099 
vendor?
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Account Group Configuration 
Field Status for 1099 vendors
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Who is a 1099 vendor?



 

All payments for medical, health 
care or legal services must be 
reported unless medical or health 
care payment is made to a tax- 
exempt or government owned and 
operated hospital or extended care 
facility



 

Any vendor who is subject to 
backup withholding



 

Nonprofit organizations are 1099 
reportable vendors, unless they 
are a  501(c)(3) nonprofit 
organization that provides medical 
or health care services



 

Individuals or a combination of 
individuals paid for all types of 
rents, (land, builds, equipment, etc)



 

Sole proprietorships 


 

Any individual or combination of 
individuals providing services



 

Partnerships 


 

Independent contractors 



 

Non-employee entertainers 



 

Non-employee recipients of fees 
and/or travel reimbursements 



 

Any vendor who receives taxable 
grant payments, unemployment 
compensation, state and local tax 
refunds, agricultural payments 
and earnings from a qualified 
state tuition program (QSTP)
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Who is a Not a 1099 Vendor?



 
Usually corporations are not 1099 reportable vendors



 
Federal, state, local government entities, and any of their 
political subdivisions, agencies or instrumentalities are 
not 1099 reportable



 
Employees are not 1099 reportable vendors; the agency 
will instead issue a W-2 for compensation for services 
and certain travel allowances



 
Students who receive scholarships or fellowship grants 
are not 1099 reportable vendors



 
Informants who receive an award, fee or reward for 
information are not 1099 reportable vendors
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What does 1099 Reportable mean?


 

Typically, most organization define their 
vendor’s master record according to the 
vendor’s IRS 1099 status. Determined by:
– Vendor registration form 
– Internal policies


 

However, a vendor may be defined as a 1099 
vendor but not all payments (purchasing 
transactions) are 1099 reportable 
– Each invoice transaction is coded to indicate 1099 

reportable
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1099 Reporting to IRS



 
If the state has made over $600 in reportable payments 
to a 1099 vendor (within the calendar year), this vendors 
payment history is reported to the IRS



 
In addition to payment info, vendor master data info is 
also sent to IRS



 
1099 vendors that did not meet the $600 threshold are 
defined in the system as 1099, simply not reported for 
that particular calendar year
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Vendor Invoice Data Entry Requirements: 
1099 Invoices

The withholding tax (1099) information will default to the invoice based 
on the vendor master’s setup
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Vendor Invoice Data Entry Requirements: 
1099 Invoices

The withholding tax code (1099 tax code) that defaults on the vendor’s 
invoice controls if the invoice is simply coded 1099 reportable or if the 
payment should have taxes deducted. 
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Vendor Invoice Data Entry Requirements: 
1099 Invoices



 

Functionality that 
allows the end user to 
view the vendor’s 
master record while 
entering the vendor’s 
invoice



 

Functionality that 
allows the end user to 
view an open item 
report 
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Vendor Invoice Data Entry Requirements: 
1099 Invoices



 

The standard 
system defaults the 
1099 coding to the 
vendor line item on 
the invoice



 

Do we have business scenarios 
that require specific invoice line 
items be code ‘1099 reportable’ 
but other line items are not?
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Vendor Invoice Data Entry Requirements: 
1099 Invoices



 

The vendor’s 1099 status (as defined on the master record) will 
default to the invoice 



 

Typically, the end user entering the invoice will manually confirm if 
the invoice expense is 1099 reportable



 

Do we have any opportunities to ‘automate’ this validation?
– Based on account coding used for expensing



 

Do we have scenarios were specific line items on the invoice are 
reportable but others or not?



 

Is there a business requirement to have 1099 related invoices go 
through a unique approval process?
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Vendor Invoice Data Entry Requirements: 
1099 Invoices



 
Based on the withholding code defined on the vendor’s 
master record, the withholding code defaulted to the 
vendor’s invoice will:
– Code the expense as 1099 reportable WITHOUT actually 

withholding a % of the payment for a separate tax payment 
submitted by the State

– Code the expense as 1099 reportable & WITHHOLD a % of the 
payment for a separate tax payment



 
Do we have a business need to configure actual 
withholding?



 
Do we currently keep withholding exemption certificates 
in our vendor database?
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To-Be Business Process Flow: Vendor Invoice
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1099 Reporting Requirements



 

SAP has standard 1099 reporting that has the capability of:

– Identifying 1099 reporting vendor totals
– Check for minimum amounts
– Generating a 1099 reporting file

• 1099MISC
• 1099G
• 1099INT

– Generating a 1099 report forms
• 1099MISC
• 1099G
• 1099INT



 

What are you current 1099 reporting requirements?



 

How often are the reports executed?



 

What role do the reports play in the invoicing process?
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1099 Data Transmission


 

Using the standard data transmission program:
– Generates 1099 forms
– Generates 1099 transmission files 


 

Program is executed according to user defined 
parameters
– W. tax code
– Business area
– Vendor range
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1099 Data Transmission
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1099 Data Correction



 
What type of data correction is being done currently?
– Vendor master data related corrections
– Expense reporting corrections 



 
When is data correction typically done?
– Prior to 1099 report generation
– After 1099 report generation
– After 1099 data transmission to IRS



 
Do you make data corrections to the 1099 output 
file/forms or directly in the system?
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Establishing data standards and monitoring data 
closely


 

Training 


 

Data clean up and conversion of vendor master 
data

Enterprise Readiness Challenges
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Prepare and send out meeting minutes to 
invitees.


 

Draft Design Document is prepared.


 
Follow up on action items identified during the 
workshop.


 

Schedule off-line meeting (s) to discuss areas of 
special concern


 

Plan follow on workshops, as required.


 
Plan validation workshop.


 

Ensure all to-do’s are appropriately documented

Next Steps
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