
STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER 
1 

Back to Basics 

SFS Best Practices 

Office of Operations 

2013 Fall Conference 

November 6-7 

New York State Office of the State Comptroller 

Thomas P. DiNapoli, Comptroller 

Office of Operations 

John Traylor, Executive Deputy Comptroller 

Bureaus of State Expenditures, Contracts, State Accounting Operations 

and Financial Reporting and Oil Spill Remediation 

Division of Contracts and Expenditures 

Margaret Becker, Deputy Comptroller 

Division of Payroll, Accounting and Revenue Services 

Christopher Gorka, Deputy Comptroller 

Dave Hasso, Assistant Comptroller 



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER 
2 

PRESENTERS 

Tom Waring 
 

Peter Vander Veer  

Randolph McConnach 
 

Melody Goetz  

Debbie Hilson 
 

Suzette Baker  

Tim Reilly 

Laura Canham-Lunde 

Rosemary Liss  
 

Bureau of State Expenditures 
 

Bureau of Contracts 

 

 

Bureau of State Accounting 
Operations 

 

Bureau of Financial Reporting and 
Oil Spill Remediation 



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER 
3 

CONTACTING BSE 

voucherauditmailbox@osc.state.ny.us 

 To request a rejection or an expedite 

 To determine why a voucher or expense report has not paid yet 

 To find out what information we need to approve something we’re auditing 

 To find out when a voucher or expense report will be approved 

 To request approval to use the One Time OSC Approved and the Emergency 

Vendor ID 

 Any questions on why we rejected a voucher or expense report 

travel@osc.state.ny.us 
 Any travel policy question 

creditcard@osc.state.ny.us 
 Any question on the appropriate use of the T, P or NET cards 
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CONTACTING BSE 

stexpend@osc.state.ny.us 

 To change a scheduled payment date 

 If a vendor claims to not have received payment, to verify address 

and bank account 

 Special handling (handling codes, payment methods, etc) 

 Status of payments (cancelled checks, returned ACHs, etc) 

vmu@osc.state.ny.us 
 Any vendor related issue or question, please create SFS HD 

incidents to track issues 

offset_unit@osc.state.ny.us 

 Any lien related issue or question 
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VENDOR 

 Vendor Add 

 What you enter is EXACTLY how it appears in the vendor file – Please 

follow standards and watch entering extra spaces 

 Contact information gathered up front prevents downstream calls 

 Staging Table issues –IRS failures please create helpdesk incidents 

 VMU does not need W-9s  - review your agency websites for old 

conversion information.  Only need W-9 for name changes 

 1099 

 Remember all vouchers are automatically coded for 1099 reporting. 

 For each voucher review withholding link to ensure the use of the 

correct code or if needed to remove withholding code 
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VOUCHER 

 Voucher Authorizers  

  If you give someone the role in SFS to approve vouchers or 

expense reports, you must also add them to the OSC Contacts 

Database as a voucher authorizer. 

 Invoice Numbers 

  Invoices numbers are the main way vendors determine where to 

apply each payment.  DO NOT just make them up!   Follow the 

GFO and enter either the actual invoice number or whatever is 

required in certain special circumstances (such as Citibank). 

 If a voucher or expense report has not paid but should have, 

 check if it is on the insufficient cash report (NYKK3833) 
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CREDIT CARD 

 PLEASE reconcile charges timely! 

 Use the travel card aging report (NYEX3771)– charges that are 

associated with an expense report that is not paid are not 

considered reconciled. 

 OSC may hold travel expense reports for employees who have 

very old charges until those charges are reconciled. 
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PAYMENT 

 Timing of Payments 

 Checks (MAINCHECK) are cut the night the voucher is paid by pay 

cycle and mailed the next day.   

 ACH’s (MAINEPAY) appear in the vendor’s bank account two 

business days after they are paid by pay cycle. 

 Credit Memos 

  Credit memos are applied against the next payment to that 

vendor, regardless of what Business Unit that payment is from. 
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OTHER 

 New Certification 

 Due March 2014 

 Taking the place of the G-212 Certification 

 New OSC Website 

 Check any links to the website to ensure they still work 

 When using forms, check the website to ensure you are using the 

most up to date version of the form 

 Review the website for new advisories 



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER 
10 

BUREAU OF CONTRACTS 

Goal:  Improved Encumbrance Process 
 

Best Practices:  Phase 1  Agencies 

 Create PO prior to OSC request 

 PO is staged and ready for OSC request 

 Monitor SFS for PO request 

 Amendment sequence status changes to “Request PO” 

 Associate staged PO to transaction 
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BUREAU OF CONTRACTS 

Goal:  Improved Encumbrance Process 
 

Best Practices:  Bulkload 

 SUNY Central Process 

− SUNY Legacy System pre-programmed with PO 

information 

− PO systematically sent to SFS after Amendment 

Sequence status changes to “Request PO” (no reliance 

on human action) 
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BUREAU OF CONTRACTS 

Goal:  Improved Encumbrance Process 

 

Best Practices:  Bulkload 
 OGS Design & Construction Process (Encumbering for Client 

Agencies) 

− OGS D&C receives completed Client Agency Funding Request 
form 

− OGS D&C enters info into DC NET legacy system (creates PO) 

− Single Transaction Summary (STS) / AC340S created and sent 
to OSC 

− OSC requests PO in SFS 

− DC NET generates email notifying OGS D&C staff transaction 
can be encumbered 

− Staff clicks the button in DC NET, encumbering PO (DC NET 
transmits to SFS) 
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BUREAU OF CONTRACTS 

Goal:  Painless Contract Assignment Process 
 

 Facts to be aware of 

− The vendor ID tied to a contract cannot be changed 

− New vendor assumes the rights and responsibilities for 

contract performance and payment from previous vendor 

− New vendor’s contract is created with a new, unique 

contract number in SFS 

− GFO Chapter XI, Section 12.B Contract Assignments 
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BUREAU OF CONTRACTS 

Goal:  Painless Contract Assignment Process 
 

Best Practice: Complete two transactions in SFS 

 Assignor Transaction 

− Create STS / AC340S to reflect a term end date one day prior to 

assignment effective date 

− Reduce the Remaining Balance (unspent contract amount) to $0 

− Cease spending against contract once the remaining balance has 

been determined 

 Assignee Transaction 

− Create STS / AC340S with new contract number and Vendor ID 

− Enter effective date as new contract start date 

− Remaining Balance becomes the new Total Contract Amount 
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BUREAU OF CONTRACTS 

Assignor Transaction 

 
Assignee Transaction 
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BUREAU OF CONTRACTS 

Goal 
 Associate correct Vendor ID to the 

transaction 

 

 

 
 

 Avoid losing available funds due 
to lapsing 

 
 

 Encumber higher value than is 
currently being added to contract 
transaction sequence 

Best Practice 
 Carefully review contract 

documentation and compare with 
information available on SFS 

  If multiple, or similar names, seek 
clarification from Vendor 

 

Write Lapsing on AC 340S/STS 

 Submit transaction to OSC as per 
Lapsing Processing  Guidance 
 

 Encumber additional needed funds 
against previously approved 
amendment sequence 
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QUESTIONS 
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SFS 

WHO WANTS TO BE A MILLIONAIRE? 

 

Well…..you won’t actually be a millionaire….. 

 

but if you follow these best practices 

you will be a  

SFS SME (Subject Matter Expert)! 
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QUESTION #1 

When should revenues be properly classified? 

a. At the end of the fiscal year. 

b. Within 2 years of the original transaction. 

c. Never, there are no real revenues for the State of New York.  

d. At the time of deposit or within a reasonable timeframe. 
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REVENUE CLASSIFICATION 

 The Guide to Financial Operations should be referenced to 
ensure the proper account code is used. 

 Use complete chartfield strings, including product codes where 
required.  

 Use only revenue account codes when recording receipts.  
Other categories of account codes (ex. expenditure, asset or 
liability) are not permissible. 

 Use credits only to record receipts, debits reduce receipts. 

 The use of multiple payment sequences should be avoided 
when a single line of coding can be used. 

 The amount of the document must be equal to the amount of 
the deposit being remitted.  
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REVENUE CLASSIFICATION 

 When entering, remember to complete the transaction by clicking 

on the lightning bolt symbol to generate the accounting entry 

lines. Federal funds transactions will fail during this step if the 

project ID or other project related chartfields are not included. 

 Receipt transactions from Public Authorities must include 

Customer ID‘s for proper recording and reporting. 

 Temporary Undistributed Revenue (32601) must be reclassified 

timely.  

 Reclassification transaction descriptions should accurately match 

the chartfield string used on the transaction submitted.  

 Supporting documentation should be attached electronically to 

the transaction. 
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QUESTION #2 

How should employee reimbursements be processed in SFS for 

agencies that are using the Travel and Expense module? 

a. Easy button 

b. AR deposit 

c. Refund of Appropriation 

d. Accounts payable voucher 
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REVENUE RECONCILIATION ISSUES 

 AR Deposits 

 Agencies should never post or un-post  AR Deposits. 

 Agencies should only approve the transaction. 

 

 Expense Reports 

 Employees are required to submit a check to their agency to 

reimburse the State. 

 The AR transaction will have a reference qualifier of “ER”. 

 The transaction will reduce the employee receivable in AR 

Employee Report in account 39998 – Due from employee. 
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REVENUE RECONCILIATION ISSUES 

Enter 

“ER” 

Select the employee 

expense report 
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EXPENSE REPORTS 



STATE OF NEW YORK OFFICE OF THE STATE COMPTROLLER 
28 

QUESTION #3 

Which tree is required to be updated before transactional Program 

Values are available for use by an agency? 

a. Statewide Fund Tree 

b. Statewide Fruit Cocktail Tree 

c. Statewide Program Reporting Tree 

d. Statewide Apple Tree 
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STATEWIDE PROGRAM TREES 

 Program Value Process:  

 The Bureau of State Accounting Operations will send new program 

list to SFS based on the newly enacted budget. 

 SFS will contact agencies for transactional value placement. 

 Agency responses will be sent to the Bureau of Financial 

Reporting and Oil Spill Remediation for review and approval. 

 SFS will make the transactional value available for use once it is 

placed on the tree.  

 

 The tree is located in tree manager with the name 

RPT_SW_PROG. 
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STATEWIDE PROGRAM TREES 

Transactional value 

Budgetary value 
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QUESTION #4 

Which field is required to be populated when recording 

transactions with transfers in SFS? 

a. Fund Affiliate 

b. Budget Reference 

c. Program 

d. I don’t know.  What is a  

transfer, anyway?  Sounds  

like a budgeting tool.   
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FUND AFFILIATE 

Transfers require the Fund Affiliate chartfield to be entered  

 Example: Transfers cash from fund 21205 to fund 31502  
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QUESTION #5 

What type of account codes should be used on expense reports? 

a. Expense  

b. Liability 

c. Asset 

d. Revenue  
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EXPENSE REPORTS 

Only expense accounts should used in expense reports 

 Example:  Account 14310 is Intangibles – Non-Amortizable which 

is a balance sheet account 
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QUESTION #6 

What is the final step for vouchers that need to be removed from 

SFS to ensure the budget authority is freed up? 

a. Delete the voucher from CAS 

b. Delete the voucher from SFS 

c. Deny the voucher from SFS 

d. Reenter the voucher. 
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OUT OF BALANCE CONDITIONS 

 Budget Check 

 If an approver changes a voucher, it is important to re-budget 

check the voucher.  This will keep the GL and the KK ledgers in 

balance. 

− Changes could be as simple as account codes or programs. 

 

 Vouchers that are denied at the agency, need to be deleted to 

free up available appropriation authority.   If the voucher is not 

deleted it will remain in the KK ledger. 
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OUT OF BALANCE CONDITIONS 
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QUESTIONS 
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