How to Attach
Supporting
Documents to
SCEIS Journal
Entries




Files Types

* Supported file types
include PDF, Excel,
Word, and others. The
file must be saved
locally on your computer
or in a shared drive.




Step 1

Display Document: Initial Screen

* Navigate to SCEIS flDocument List M Firstitem 27 Editing Options

transaction code FB03
and enter the document

Keys for Entry View
number

Document Number

Company Code

Fiscal Year



Step 2

. Display Document: Data Entry View

677 Create... »  Create note e
 Within FBO3 header, Attachment list Create external document (URL)
naVigate tO: Create> Dal  Private Note Store business document
Store business Do Eerl;d. ) b Enter_ Bar Code ;c_al‘rear 2026
document Do  Reatonships Posting Date 12/17/2025  Period 6

Rel ~ Workflow } "ER | Cross-Comp.No.
cu My Objects b T —

Ledger Group
Help for object services



Step 3

* Double click: Support
Documentation

(= Archive from Frontend

SCenario: Lzsign then Store

Document Type |
~ &3 Accounting document
- [#]}* Support Documentation
» [B] CG IDT (Paying and Receiving) Non-live
- [B] CG JE Journal Entry Documentation Late
- [8] CG JE Journal Entry Documentation Parl
- [8] CG IE Journal Entry Documentation Pos
+ [#] CG PAY Credit Memo Direct
- [8] CG PAY Emp Travel Claim (WTA)
- [B] CG PAY Employee Travel Advance
» [B] CG PAY Employee Travel Claim
- [H] CG PAY IDT Debit Memo
- [H] CG PAY IDT Live or Non-Live
» [B] CG PAY IDT Paying Party
» [®] CG PAY Invoice Direct
- [H] CG PAY Invoice Direct - Travel
- [8] CG RCV Bank Deposit
- [B] CG RCV Wire Transfer

- [®] INV Inventory Supporting Document
) « )

Drag & Drop: Drag your
+ files into the empty field




Step 4

OnBase (Unity)

e Click: Import File




Step 5

e Click: Browse and then
navigate to the location
of the file you want to
attach

Integration Tools

M X

Browse JAc Import Cancel

Import Import
T Import File

Docurmnent Type Group

Move

Up

Move
Down

Pages

Remove

<All=

Document Type

* Suppert Documentation

File Type

Image File Foermat

Document Date

| 01/07/2026

# Keywords

Restrict To Agency

¥ QOptions

Import

X

Cancel

Remove
All

Rotate Rotate
Left Right

Transforms

L“_'p Preview




Step 6

* Select the appropriate
Restrict to Agency option

Integration Tools

™ X

|

=

Document Type Group
<All=

Document Type

* Support Documentation
File Type

MS Word Document

Document Date

These fields
automatically
populate;
generally,
nothing needs

ovorrg to be changed.
A Keywords

Restrict To Agency

AL <]

From the drop down, select
what agencies can view your
attachment. If there is no
personally identifiable

information, such as social
security #'s, or private medical
information, then you can
select ALL.

Tt Import ‘ ‘ )4

Cancel

Browse Acquire | Import Cancel | Move Move | Remove Remove
Up  Down A
Import Import Pages
1 Import File

Rotate Rotate
All Left Right

Transforms

a preview of the file selected should appear
in the window below

Lﬁ_‘)’a TACSAccou

AutoSave

Home

4
iak

Insert

Aptos (Body)

Design

ing\KJOHNSON\How to Attach Files to Journal Entries in SCEIS.docx

2 Search

Layout References Mailings Review View Help

~||16

- AN Al &
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~ c Replace
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h—low to Attach Files to Journal Entries in SCEIS

The files can be .pdf, Excel, Word, etc. The file must be saved on your computer locally orin a
shared drive.

1. FBO3 - enter the document #

Display Document: Initial Screen

[foocument List M Frstitem £ Editing Options

Keys for Entry View
Document Number




Step 7/

e Click: Import

Browse Jlire

I

Import Cancel | Move Move | Remove Remove

Up Down All
Import Import Pages

T Import File

Document Type Group

[<ai> -]

Document Type

* Support Documentation V]

File Type

[MS Word Document v]

Document Date

01/07/2026

2 Keywords

Restrict To Agency
ALL

¥ Options

| Cancel

Rotate Rotate
Left Right

Transforms

L:_'}: T:\CSAccounting\KJOHNSON\How to Attach Files to Journal Entries in SCEIS.docx

Home Insert Design Layout References Mailings Review View Help
A LFfind ~
ﬁj AaBbCeD | AaBbCcD AaBb .
5 [i ~| | ¢} Replace
aste =
- TMormal | TNoSpac.. Headingl |< b Select ~
Clipboard & Font 1] Paragraph [ Styles 1] Editing

h—low to Attach Files to Journal Entries in SCEIS

The files can be .pdf, Excel, Word, etc. The file must be saved on your computer locally orin a
shared drive.

1. FBO3 - enter the document #
Display Document: Initial Screen

[loocument List |4 Firsttem 7 Editing Options

Keys for Entry View
Document Number

Your file was imported successfully.




[S File Description

File Name | |
Description : :

E ; e A file description can be entered here or left blank. If left blank it
te p 8 will default to a generic description of "* Support Documentation”

* Enter a description for
the file and click the
green check mark
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Step 9

* After entering the
description, this
dialogue box will
reappear. Click the green
check mark to complete
the attachment process.

[= Archive from Frontend

SCenario: Lz=ign then Store

Document Type
~ &3 Accounting document
- [#]{* support Documentation

» [#] CG IDT (Paying and Receiving) Non-live

- ] CG JE Journal Entry Documentation Lat
- [8] CG JE Journal Entry Documentation Parl
- [8] CG IE Journal Entry Documentation Pos

- [H#] CG PAY Credit Memo Direct

- [8] CG PAY Emp Travel Claim (WTA)
- [B] CG PAY Employee Travel Advance
- [B] CG PAY Employee Travel Claim

- [8] CG PAY IDT Debit Memo

- [B] CG PAY IDT Live or Non-Live

» [B] CG PAY IDT Paying Party

- [H#] CG PAY Invoice Direct

- [8] CG PAY Invoice Direct - Travel

- [8] CG RCV Bank Deposit

- [B] CG RCV Wire Transfer

- [®] INV Inventory Supporting Document
) ‘

¥

il

-

Drag & Drop: Drag your

+ files into the empty field

©
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Tips & Tricks

Troubleshooting Standards and Best Practices

* If Microsoft files (such as Word, Excel, or e For additionalinformation on what to
PowerPoint) won't attach, check your attach, agencies can refer to CGO
computer's Display settings. Setting the published guidance: Documentation to

scaling above 100% can sometimes
prevent these file types from attaching
properly (the exact reason is unclear!).

* Agency users do not have the
authorization to delete attachments
once they have been added (even your
own). To delete an attachment, users
should submit a SCEIS Help Desk Ticket

Journal Entries for General Ledger
Posting
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https://sceis.sc.gov/requests/#:%7E:text=Social%20Services%20Department,sensitive%20information%20in%20screen%20shots.
https://cg.sc.gov/guidance-and-forms-state-agencies/cgs-accounting-policies-and-procedures
https://cg.sc.gov/guidance-and-forms-state-agencies/cgs-accounting-policies-and-procedures
https://cg.sc.gov/guidance-and-forms-state-agencies/cgs-accounting-policies-and-procedures
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