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ACH
ADMIN
AFSRB
AP
APHIS
AR
AVC
BESB
Bl
BOC
BOBJ
BP
C™m
CR
DOC
DPR
DP
ECC
FM
FMD
FMMI
FN
FOB
FOST
GL
GSA
HANA
IAS
INTR
IOAT
IPAC
LIACR
MPLS
MRP
MRPBS
NFC
OCFO
OH
omB

Acronyms

Automated Clearing House

Administration

APHIS Financial Systems & Reporting Branch

Account Payable

Animal and Plant Health Inspection Service

Accounts Receivable

Availability Control

Budget Execution Support Branch (part of FMD, Riverdale)
Business Intelligence

Budget Object Code

Business Objects

Budget Period

Cost Management

Change Request

Document

Down Payment Request

Down Payment

ERP Central Component

Funds Management

Financial Management Division

Financial Management Modernization Initiative

Foreign National

Financial Operations Branch (part of FMD, Minneapolis)
Financial Operations Services Team (used to be part of APT before it split)
General Ledger

General Services Agency

High Performance Analytical Appliance

Integrated Acquisition System

Intra-USDA Reimbursable

International Operations & Accounting Team (used to be part of APT before it split)
Intra-Governmental Payment and Collection System

Line Items — Actual Costs/Revenues

Minneapolis

Marketing and Regulatory Programs

Marketing and Regulatory Programs Business Services
National Finance Center (part of USDA, New Orleans)
Office of the Chief Financial Officer (part of USDA, New Orleans)
Overhead

Office of Management & Budget
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OTC
PROP
RONA
ROR
ROWA
ROWE
RRB
SF

SHC
SO
SOF PTD

SPS
SWIFT
TAS
TAFS

TF
TOWA
uLo
USDA
VS
WBS
WS

Over the Counter

Property System

Reimbursable Order No Advance
Reimbursable Order Report
Reimbursable Order With Advance
Reimbursable Order With Exception
Resource Related Billing

Standard Form

Short Hand Code

Sales Order

Status of Funds, Project to Date

Secure Payment System

Society for Worldwide Interbank Financial Telecommunication
Treasury Account Symbol

Treasury Appropriation Fund Symbol

Trust Fund

Trust Order With Advance
Un-Liquidated Obligation

United States Department of Agriculture
Veterinary Services

Work Breakdown Structure

Wildlife Services
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APHIS Financial Information Flow

Budget
Entries

Congressional
Appropriations/ Trust
Funds/Reimbursables/

Special Funds/User Fees
Program Allotments

Sub-Allotments

Allocations

APHIS

Flow of Financial Information

Payments &

Collections

Accounts Payable Accounts Receivable

(List on back) (List on back)

(List on back) (List on back)

*Program
Accruals*

FMMI

OFFICIAL FINANCIAL SYSTEM >
FOR APHIS
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Accounts Payable

Feeders or Interfaces
WebTA/Payroll (Employee Payments)
GovTrip (Govt Travel)

SmartPay 2 (Purchase Cards)

WEX (Fleet Cards)

PROP (Property)

IAS (Procurement)

Ameresco (Utilities)

Metel (Telephone)

Manual Entries

IPAC*

VADRs*

ePRES (foreign payments)
SPS (same day payments)
Employee Reimbursements (SF-1164s)
eFABS (Allowances)

Misc Pay

BSE

Coop Agreements

EEO Payments

Training (SF-182)

Fee Basis

Grants

Honorariums
Indemnities

Patent Royalties

Postage

Tort Claims
Transportation

UPS

Contracts

Adjustments

Accounts Receivable

Feeders or Interfaces
Lockboxes
VS User Fee System

Manual Entries
ACH

FedWire

IPAC

Pay.gov
Lockbox Rejects
Sales Orders
Billings (non-SO related)
Modifications
Transfers
Refunds

Write Offs

SO Jobs FOB Runs

Overhead
RRB Billing

*Feeders being developed
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Master Data Overview

FMMI Master Data Elements

Budget Period 4 characters

Application of Funds 6-8 characters

Fund 10 characters

Fund/Cost Center 10 characters

WBS Element/Funded Program APHIS up to 18 characters
Functional Area 16 characters

Short Hand Code 27 characters
Commitment Item (BOC) or Revenue Source Code (RSC) 4 characters

Budget Period (BP)
The BP indicates both the beginning and ending budget fiscal years for a fund. Each budget fiscal year begins

October 1st and ends September 30th. Budget periods can be annual, multi-year or no-year.

Example
=  Annual 1515
= No-Year 15XX

=  Multi-year 1415

Application of Funds
The Application of Funds used in FMMI is the equivalent of the String Treasury Accounting Symbol (TAS). Each

Application of Funds is tied to one or more FMMI Funds.

Examples of Application of Funds:
= 12 1600 - Salaries and Expenses, APHIS
= 12X1600 - Salaries and Expenses, APHIS
= 12X1601 - Buildings and Facilities, APHIS
= 12X5161 - Agricultural Quarantine Inspection User Fee Account, APHIS
= 12X8226 — Miscellaneous Contributed Funds (Trust Funds), APHIS

Link to Treasury Account Symbols: http://www.fiscal.treasury.gov/fsreports/ref/fastBook/fastbook home.htm

Funds

Funds in FMMI are used to represent the type of funding and its funding source. Using the Fund and Budget
Period together indicates the availability of funding as it pertains to time (no year, annual funds, multi-year
funds). It includes the specific attributes indicating the type of funding; e.g., direct, trust, special, or reimbursable.
A complete list of APHIS Funds is maintained in the BAM, Chapter 5, Exhibit 2.

OMB Recognized Category Programs
= Cat A—Defined by Time — Quarterly Apportionments
= Cat B - Project Specific — Apportionments other than quarterly

Page 10 of 191



Examples of Funds:
= AP001600AD — General Direct-Cat A
=  APO01600AR — General Reimbursable-Cat A
=  APOO16IEAR — Import/Export User Fees; General-Reimb-Cat A
= AP005161AV —Special AQl-Cat A
= AP00160MBN — Farm Bill; Non-Approp-Transfer-Cat B
= AP008226AV — Trust Fund; Distrib-Recipt-Trust Avail-Cat A

Fund/Cost Centers
Fund/Cost Centers are organizational elements that identify where the costs are incurred for performing activities

within APHIS, generally representing staff and location. A Fund/Cost center should not be used for tracking a
project or functional area. That can be accomplished with the combination of master data at time of obligation.
® Fund Centers and Cost Centers have a one to one relationship. Cost Centers reside in the Controlling
Module (i.e., Cost Management) while Fund Centers reside in the Funds Management Module.

=  Fund/Cost Centers reflect the level at which a Division spends at a location.

Examples of Fund/Cost Centers
=  APWSHQO0024 — WS Headquarters, Maryland
= APWSER0037 — WS Eastern Region Office — North Carolina
= APWSRC0008 — HQ National Wildlife Research Center
=  APWSWRO0008 — WS Western Region Office - Colorado

Functional Areas

APHIS functional areas should reflect the specific line items from our Appropriation Language received each year,
or indicate the type of funding that is being received, such as AQIl User Fees, and Non-AQl User Fees. A complete
list of Functional Areas is maintained in the BAM, Chapter 5, Exhibit 4.

Examples of Functional Areas
= APOOAGDISTRIBOOO — APHIS Distributable- Cat A (00)
=  APOOAGREIMBUROOO — Reimbursable Agreements — Cat A (00)
=  AP02SUFB10201000 — Farm Bill-Plant Pest/Dis Mgmt — Cat B (01, 02 or 03)
= APO1GPCITGRENOOO — Citrus Greening - Cat B (01, 02 or 03)

Funded Program/Work Breakdown Structure (WBS)
* Provides a means of collection and tracking costs of a specific job, service, project, or task.

= WABS Elements should be thought of as a program or project with an operational purpose and a defined
timeframe. These should be created when it is not possible to track costs using Functional Area, Cost
Center, and Budget Object Code.

= WABS Elements (Cost Management Module) have a one-to-one relationship with Funded Programs (Funds
Management Module). This helps to provide consistency between the Cost Management and Funds
Management modules in FMMI.
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APHIS uses up to 3 WBS level:
= Level 1 — AP.xx.Xxxx
= Level 2 — AP.XX.XXXX.XX Spending occurs at level 2 or higher
= Level 3 — AP.XX.XXXX.XX.XXXX

WABS Expense Project (AP.EX.XXXX.xx)
= WABS elements for expense projects can be mapped to multiple cost centers.

WBS Reimbursable/Trust Fund Project (AP.RA.xxxx.xx and AP.TF.xxxx.xx)
= WBS elements for reimbursable/trust projects can only be mapped to one cost center.

Shorthand Code (SHC)
The Shorthand Code (SHC) is a way to shorten the length of accounting information that gets sent into FMMI by
feeder systems.

Shorthand Code Format:
= Budget Period (2) + Cost Center (8) + Functional Area (7) + WBS Level 2 (6) + WBS Level 3 (4)

Example:

=  44WSHQO808EPPSODEPD00011234

Budget Period: 1414

Cost Center: APWSHQO0808

Functional Area: APOOPDEPPSODEQQO

WABS Level 2: AP.EX.PD00.01 (If no WBS fill with “PUBLICUSDA”)

WBS Level 3: AP.EX.PD00.01.1234 (If only a WBS Level 2, fill with “USDA”)

VVVVY

Commitment Items

Commitment items, also known as budget object classification codes (BOCC) and/or revenue source codes (RSC)
are used by the Federal Government to record its financial transactions according to the nature of the services
provided or received.

Examples of BOCs
= 1100 - Personnel Compensation
= 2570 — Miscellaneous Services
= 4200 — Insurance Claims and Indemnities

Examples of RSCs
= (0100 - Operating Income
= 0200 - Revenue from services provided — exchanged (i.e., sales orders)
= 0202 —Revenue — Anticipated (i.e., AQIl User Fees)
= 0203 — Commercial Activity — Exception (i.e., VS/PPQ User Fees)

Link to APHIS FMMI Master Data: FMD Quick Reference Guide
Link to the BOC Manual: https://cod.nfc.usda.gov/Documents/toc.html (PDF Searchable)
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The United States Standard General Ledger (USSGL) provides a uniform Chart of Accounts and technical guidance
to be used in standardizing federal agency accounting. FMMI incorporates the United States Standard General

General Ledger Overview

Ledger (USSGL) and uses the USSGL's Chart of Accounts.

GL account numbers are assigned within the predefined ranges detailed below.

USDA APHIS’ GL structure is as follows: the four-digit USSGL number, subsidiary GLs (sub-GLs), and the four-digit

G/L Account Group Number Ranges

Assets 1000000000 — 1999999999
Liabilities 2000000000 — 2999999999
Net Position 3000000000 — 3999999999
Budgetary 4000000000 — 4999999999
Revenue 5000000000 — 5999999999
Expense 6000000000 - 6999999999
Gain/Loss 7000000000 — 7999999999

Memo (Treasury
Mandated)

8000000000 — 8999999999

Secondary Cost Elements

9000000000 — 9999999999

RSC/BOC. These GL accounts roll up to the four-digit USSGL accounts.

FMMI General Ledger Account Structure

Revenue Source
USSGL Account Sub-Account CodelBt&d%et Object G/L Account
ode
1010 32 0000 1010320000
1410 90 0000 1410900000
6100 00 1110 6100001110

The G/L Chart of Accounts can be found in FMMI by running an ECC report located under:

General Ledger Management > Financial Reports > General Ledger Reports > G/L Chart of Accounts Report

G/L accounts list

[Menua | P [Saving... || Back |[ Exit|[ Cancel || Systema | | [ List overview | | Previous Section | [ Next Section | |

Chac G/L accoun CoCd Long Text

DD

UsSGL
USGL
USGL
USGL
USGL
USGL
USGL

1010000000
1010220000
1010230000
1010320000
1010330000
1010950000
1010980000

USDA
USDA
USDA
USDA
UsDA
USDA
UsSDA

Fund Balance With Treasury
Disbursement Adjustment Account (Column2/ Section?2
Collection Account (Column2/Section3)

Disbursement Account (Column3/Section2)
Collection Adjustment Account (Column3/Section3)
splitter Balancing Account

Cost Transfer/Overhead Offset

USSGL Link: http://fms.treas.gov/ussgl/index.html (PDF Searchable)
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Sales Orders Intro

Overview

Sales Order (SO) - A document that is generated by the seller to authorize the sale of products or
services on receipt of the customer’s order.

Purpose:
e Businesses use SOs as a way to forecast or track sales
e Can be used to track specifics of the agreement (dates, description, etc)
e Used in the APHIS Overhead (OH) and Resource Related Billing (RRB) processes
e Used with Customers

Not Used for:
e Capturing costs (WBS Elements do that)
e Capturing collections (Customers and Bills do that)
e Purchasing (Purchase Orders do that, and are used with Vendors)
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Sales Order Types - APHIS

Order Name SO FMMI Fund Description
Type Number
Begins
With
RONA | Reimbursable 32 AP001600AR | Sold-to Party — Cooperator - Federal Agencies —
Order No Advance Non-USDA
(Spend then bill)
Budget Authority — Established when Sales Order is
entered.
Bill or Stmt - Bills are processed through IPAC (by NFC).
INTR Inter-USDA 36 APO01600AR | Sold-to Party — Cooperator — Federal USDA Agencies
Agency
Agreement Budget Authority — Established when Sales Order is
(No Advances) entered.
Bill or Stmt — Bills are processed through IPAC.
Order Specific Field (Header Data) — Must include a P.O.
reference number from USDA agencies currently in
FMMI. FMMI will validate against this P.O.
ROWA | Reimbursable 33 AP001600AR | Sold-to Party — Cooperator — Commercial Customer
Order with
Advance Budget Authority — Established when the check has
cleared in FMMI. The authority is the amount of the
check.
Material — REIMB
Bill or Stmt — RRB Bill run solely to move collection from
liability to revenue GL. No bill or stmt to customer.
ROWE | Reimbursable 61 AP001600AR | Sold-to Party — Cooperator — Commercial Customers,
Order With Universities, and State and Local governmental entities.
Exception
(No Advances) Budget Authority — Established when Sales Order is
entered.
Bill or Stmt — RRB Bill Mailed Monthly or Quarterly
(except WS OTC Accts — RRB Bills Not Mailed)
TOWA | Trust Fund Order 37 AP008226AV | Sold-to Party — Cooperator — Commercial customers.

with Advance

Budget Authority - Established when the check has
cleared in FMMI. The authority is the amount of the
check.

Bill or Stmt - Customer Statement emailed monthly.
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WS OTC ROWE SO Differences

Purpose
Over the Counter (OTC) Sales Orders were established to account for all WS reimbursable sales without creating

an individual Customer Account and Sales Order. These may include, but are not limited to, customers paying at
the time of service, small dollar amounts, and/or one-time transactions.

SO Type
ROWE

Differences from other ROWE SOs
DIFF 1: A customer number was established for each state office.
0 The name associated with the customer should read Wildlife Services, the name of the state, and

OTC.

Display Reimb w/ Exception 6100008114: Overview

(Meow ] ) [Back ) [Ext][Cancel ] Systerm. | [ Dspiay ocument Sow | Stais ovenvew | Display soicda party | Feader oot previen | Orcers |

Rewmbw Excepbon 6100008114 Het value 90,405.46 |UD

Sold-To Parh 3365613 | WILDUFE SERVICES GEORGIA OTC / ATTM: BCT / MINNEAPOUIS
3365613  WILDLIFE SERVICES GEORGIA OTC | ATTI: BCT/ MINNEAPOUIS

PO Number PO date 102972013 e

Sales Hem cveniew Bem detai Orderng party Procurement Shippng Reason for repecton

Req delrr date 0| 10/29/2013 Delver Plant
Conlract start Contract end
Total Weght 0/xG
Delivery biock v Volume 0. 000
Eidirng biock v Priceg dae 10/29/2013
Payment terms 0030 Net 30 Incoterms.
Order reason v
Sales area APOD | (AGT AG| APHIS, USDA USDA
All fiems
Nem  Maeral Descrigion  'WBS Blement Order Quanlly  Un  Amounl per Lol Netprice Ccy | Pel BCa CaTy CRTD BLCK OFF
10 REINE OTCS GOERGL AP.RA.OTCS. NS, ER13 1VA 30,405.46 1 VA 50,405.46 USD D APOD ROWE REME

DIFF 2: These customer numbers were set up to be account statement customers
(i.e. 2 filled in Account Statement box — see arrow below).
0 OTC (account statement customers) collections post to the customer number. This was done
since many times collections are received prior to the bill being issued. This keeps these
collections tied to a customer even though they are initially posted in a suspense fund (i.e.
AP0O006501A).
0 “Regular” ROWEs collections post directly to the bill number.
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IS pPTay COSTUNICI: COnmpany wouc oatg
[ Menu 4| p [Back][Exit][ Cancel | [ System 4 | [ Other Customer | [ Display -> Change | [ General Data | [ Sales Area (]

Customer 3365613 WILDLIFE SERVICES GEORGIA OTC MINNEAPOLIS
Company Code USDA | US Dept of Agriculture
Account Management Payment Transactions Correspondence
Dunning data

Dunn.Procedure 1003 Dunning Block

Dunn recipient Leg dunn.proc

Last Dunned Dunning Level 0

Dunning clerk Grouping key __Dunning areas

Correspondence
Account Statement ;|

DIFF 3: The billing address was set up with the Minneapolis FMD PO Box (see arrow below).

Address | Control Data Payment Transactions
;] [ Preview: | (55
Name
Title -
Name WILDLIFE SERVICES GEORGIA OTC

Search Terms

Search term 172 WILDLIFE S

Street Address

Street 2 100 N 6TH STREET, STE 510C _
Street/House number ATTN: BCT

Postal Code/City 55403-0000 | MINNEAPOLIS

Region MN Minnesota

DIFF 4: Bills are generated by Resource Related Billing (RRB) monthly but are not mailed to the state offices.

DIFF 5:

RRB captures all eligible (billable) expenses posted to the SOs WBS and BP.

FIFO - Each night, a nightly cycle will run that will apply any collections posted to a customer number and
suspense fund (APO006501A) to the oldest open bills created by resource related billing.

If there are more unapplied funds on the customer number than there are expenses on the bill created by
RRB, the remaining funds will sit on the customer number and suspense fund until the next round of RRB
captures billable expenses. If this happens there could be one collection that is partially applied to two
different billing documents.

If the bill created by RRB is larger than the amount of funds sitting on the customer number, the nightly
cycle will apply all of the collection(s) to the bill. When another collection arrives and is posted to the
customer number, the next nightly cycle will apply that check to the bill. This will continue until the bill is
paid in full.
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APHIS ROWE SO Flowchart

APHIS

ROWE SALES ORDER
SO > COLLECTIONS

SALES ORDER BUDGET EXPENSES
WBS —p —> —
Bn.dg:;"tperlr:-j CREATED ENTERED OH RUN

RRB (BILL) RUN

COLLECTION
RECEIVED

COLLECTION
RECEIVED

EXPENSES
OPEN BILLS

NO EXPENSES EXPENSES
NO BILLS OPEN BILLS

NO EXPENSES
NO BILLS

Posts to Customer ‘s
Oldest OpenBill
(FIFO)

Postto Customer

Postto Customer
and Suspense

and Suspense Fund Posts to Bill

Page 18 of 191




APHIS ROWA SO Flowchart

APHIS

ROWA SO
SO = RRB (Bill) RUN

COLLECTION
—_ il
BUDGET < |
CREATED

|

EXPENSES
ENTERED el

Y

RRB (BILL) RUN

Y\

MOVES
COLLECTION FROM NO BILLS OR

LIABILITY TO STMTS MAILED
REVENUE GL
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APHIS INTR vs RONA SALES ORDERS Flowchart

APHIS

INTR vs RONA SALES ORDERS
SO -> COLLECTIONS (Part 1)

SALES ORDER BUDGET EXPENSES
gl CREATED ENTERED QERUD
RRB (BILL) RUN [

NFC DOES BILL
TRANSMISSION
RUN

/
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APHIS

INTR vs RONA SALES ORDERS
SO > COLLECTIONS (Part 2)

NFC DOES BILL
TRANSMISSION

RONA
(non-USDA)

Failed? Failed? Success?
REJECTS TO REJECTS TO TRANSFERS TO
FOB BILLINGS FOB BILLINGS TREASURY

Success?

COLLECTION

RECEIVED via
NFC FUNDS
TRANSFER

FOBBILLINGS & FOBBILLINGS - COH=CION
PM AP _RESEARCH/ RESEARCH/ HECEVELE

CORRECT ERROR CORRECT ERROR IPAC FUNDS
TRANSFER

COLLECTION

COLLECTION

POSTS TO BILL
Cust No Beginsw 5

POSTS TO BILL
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APHIS SO CREDIT MEMO PROCESS Flowchart

APHIS
SO CREDIT MEMO PROCESS

Expenses Reduced = Refund

EXPENSES
— OH RUN —>

NEGATIVE EXPENSES
GREATER THAN
POSITIVE
EXPENSES?

RRB (BILL) RUN

YES.
CREDIT MEMO

NO.

/ CREATED. BILL CREATED.

FOLLOWS SO
BILL PROCESS

CREDIT MEMO
REJECTED. G ARs
\ TO REQUEST

REFUND IF
NEEDED
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FMMI Intro
Accessing FMMI

Instructions
1. Go to http://info.fmmi.usda.gov/

MMI Home Page
File Egit View Favorites Took Help

§ & FOST @] PMMI Home Page | Insice APHIS S| APHIS Home Page

USDA  unteo smiws Soparmens o Agrounss
- Financial Management Modernization Initiative

= FMMI Portal
All FMMI COMMS, OBM Meeting Recaps, dally FMMI
System Status, Functional Updates, and BI Status. x-w--.‘-—.f!--:“m
will be posted to the FMMI website at Latest System sAuthentication User [0
s Latest Spaterm Upndates

Fiscal Year 2015 CARS and GTAS Implementation FMMI Portal Resourcos.
September 25, 2014

Will FHMI Wark on My

& r
To view information regarding FMMI chonges due 10 the CARS 800 | 4mes fm Svve Youu Tima
GTAS implementation, please click here

Trouble Logging tn?
The Py to Provide Accelerated Payment to Small Business salacpai o
Subcontractors has been extended until December 31, 2016, Tk | vttt Adbndatrtor
rare G vies the Memoranckn from the OMics of Marsgeraent: wed

Budget.

= Auth Ragistratian
Create Your USDA
Attention ServiceNow Users = Authentication User 1D

The Financial Management Service Center is pleased to announce

the availability of ServiceNow as the new tool for Submitting FMMI
incident tickets. Users may access ServiceNow vin the follawing
url: Bttps: / fatsfmmi.service-now.com, -y 5

>

icome to the Financial Management Modernization kMM @
Tnitiatiee CPUMI) Homepage

The FMMJ project fs currently being supported by the Office of

Cief Financial Officer (OCFO) to modernize the departmental and

agency financial and agministrative payment and program genersl

ledger systems.

2. Click on Login/Enroll

USDA United States Departmént of Agriculture FMMI
@ Financial Management Modernization Initiative

L averee: b

m About FMMI | Help ContactUs i Site Map
You are here: Home

—

© FMMI Procossing Calendar All FMMI COMMs, O&M Meeting Recaps, daily FMMI
System Status, Functional Updates, and BI Status ires 3 USDA
ULt e hchiva will be posted to the FMMI website at Latest System e iess (e TO
© Latest Naws Upd o Latest System Updates
© Implementation
Fiscal Year 2015 CARS and GTAS Implementation FMMI Portal Resources
Decisions September 25, 2014
‘Mw ¥ o Will FMMI Work on My
To view information regarding FMMI changes due to the CARS and : i
F vi S to S You Tim:
o Frequently Asked GTAS implementation, please click here. b i S
o Trouble Logging In?
X X Please contact your local
© FMMI Glossary The Policy to Provide Accelerated Payment to Small Business Agency or Staff Dffice
Subcontractors has been extended until December 31, 2016. Click Einctionsl Administrator

here to view the Memorandum from the Office of Management and for help.

Budget.
o eAuth Registration
Create Your USDA
Attention ServiceNow Users eAuthentication User 1D
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3. The following screen will display. Click on Click Here to Log in with your LincPass.

United Statas Do 1 of Agriculture
g§’DA'USDX_I\'EM
=== eAuthentication

» What is an account?
v Create an account

b Update your account

?

User ID & Password ?

Administrator Links

» Local Registration
Authority Login

CLICK HERE TO

LOG IN

LincPass (PIV)

User ID:

User
ID is a required field

Password:
I forgot my User ID | Password

REGISTER

Change my Password

4. The following screen will appear. Wait for it to process.

Windows Security

click Cancel.

!

Confirm Certificate
Confirm this certificate by clicking OK. If this is not the correct certificate,

Looking for credential tiles...

OK

5. The following screen will appear. Click on OK to proceed.

=

Windows Security
Confirm Certificate

Confirm this certificate by clicking OK. If this is not the correct certificate,
click Cancel.

‘-E.

PIV Authentication - LORA ...
Issuer: Entrust Managed Services S5P...
Valid From: 7/10/2013 to 7/9/2016

T il ifi I

(=]

OK

I [ Cancel
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6. The following screen will display. Enter your PIN and click OK.

ActivClient Login (28]

Actividentity

ActivClient

Please enter your PIN.

OK Cancel

7. The following screen will display. Welcome to FMMI!

Welcome Lora Swanson

VMUl Accounts Payable General Ledger Management  Interface Table Maintenance P
FMMI Home
FMMI Home | History,

& Transtorming Financials al the Peopie's Department

This is a United States Department of Agriculture computer system, which may be accessed and used only for official Government business (or as otherwise permitted by ion) by ized personnel. L
access or use of this computer system may subject violators to criminal, civil, and/or ive action. All 1 on this system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, included criminal investigations. Access or use of this computer system by any person, where authorized or unauthorized, constitutes consent to those terms.
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FMMI Report Types

Determining FMMI Report Type
e Ingeneral, you can tell what type of report it is by where it is located in FMMI. If it is located under a BI
tab, it is a Bl report. If it is located under a HANA tab, it is a HANA report. If it is located under a BOBJ tab,
it is BOBJ report. If it is not located under a Bl, HANA, or BOBIJ tab, it is most likely an ECC report.

FMMI Report Types
e ECC
O Real Time
0 Drill Down Capabilities
0 Similar to Excel

Report Type Example = ECC — located under “Reports”

e BI
O Not Real Time, a day or so behind (date is in upper right hand corner of report)

Report Type Example = Bl — located under “Bl Reports”

Overview
b
= Detail Trial Balance (BP) —;J Un-liquidated Obligations Detail Report
_/-‘\, This report displays a detail view of the Standard Trial Balance by providing /g The Un-liquidated Obligations Detail Repo
—xc additional selection parameters and drill-down criteria. — obligations, liquidating activity and outstan
by Fund. Purchase Orders, Funds Commil
Obligations are presented at a line item de
on the last activity posted against the oblic
= Standard Trial Balance —:' Status of Funds Project-to-Date
/f_s This report gives you the beginning balance, debit, credit, and ending = This report provides project-to-date budge
—= balance for both proprietary and budgetary General Ledger accounts, o The report displays the Criginal Authority (
Undistributed Appropriation (USGL/4450),
(USGL/4510 and 4580), Available Authorit
4650 ), Commitments (USGL/47xx), Obligi
Expenditures (USGL/49xx) by fund.
53 Status of Funds GL = Transaction Register Detail
/) This report provides year-to-date budget and actual activity by fund. The = o) This report provides a detail analysis of Fe
o report displays the QOriginal Authority (USGL/41xx, 42xx and 43xx), ~- standard FMMI accounting elements
Undistributed Appropriation (USGL/4450), Undistributed Apportionment
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HANA
(0]
o

0 AR does not have any HANA Reports created currently

Report Type Example = HANA — located under “HANA Reports”

Real Time ECC Reports
Created by APHIS staff or USDA Headquarters

Overview

»

The purpose of this report is to list the individual line items that have been posted
to the 85 ledger table. The 95 ledger items represent all postings against the 85,
96, and 97 ledgers. Therefore, this report can be used to display 96 and 97 line
item information.

Trial Balance by Fund at GL Account Level Report

A General Ledger Management report that details the Trial Balance by Fund, by
Fiscal Period range at the SGL account level. This report is used by USDA to
check various fund balances throughout the fiscal period and year. The document
line is the lowest level of drill down. The GL account level drill hierarchy is 1. SGL
Account, 2. Period, 3.Reference Document, 4. Transaction Number back ECC.

The shorthand code is an alphe
characters that is used in comb
store a combination of accounti
elements are used to post finan
HANA Shorthand Code Report
codes by legacy Agency Code

Spending Detail

The Spending Detail Report prc
Ledger data for spending activil
Funded Program, Fund, Vendo
Obligating Document Number, :

The main source table for this report is FMUSFGT.

BOBJ

Not Real Time Bl Reports, a day or so behind (date is in upper right hand corner of report)

Created by APHIS staff

AR does not have any BOBJ Reports created currently

Report Type Example = BOBJ — located under “BOBJ Reports”

Overview

m

Cash Balance Statement Report

This Cash Balance Statement Report will provide summary information
on the status of actual and projected cash within Suspense/Deposit
Funds, Trust Funds, Revolving Funds, Receipt Funds, and
Reimbursable Funds at the Allotment Organization level. Data is
identified by Fiscal Year, Division/Allotment Organization, Treasury
‘Symbol, and Fund. Data is further identified by Reporting Category
(Funded Program) and Organization (Fund Center) within each
program

Earned Revenue Report

This Earned Revenue Report will display revenue activity for Timber
Sales Accounting System (TSA) on a monthly and year-to-date basis.
This is a non-cumulative report, which means all periods to be included
in the report must be specified. Eg. 1,2,3,4 = YTD.

Status of Suspense and Deposit Funds Report

The Spending Detail Report provide a detailed analysis on General
Ledger data for spending activity by Budget Period, Fiscal Period,
Funded Program, Fund, Vendor, Document Type, Reference
Obligating Document Number, and FMMI Document Number.

Finance Dashboard

The Financial Management Dashboard pre|
the Budget Execution for FAS when for ap
activity. It will allow users to view the entirg
flowilifecycle across the fiscal years, Fiscal
every program area. It also provides a mel
through the entire reimbursable agreemen
will include ability to review Earnings, Billir|
any specific time period.

Budget Fund Review Report

The Budget Funds Review report provides
Budget by program areas and budget actiy
data from both GL and FM tables in an aul|
to provide users a mere complete picture ¢
for manual manipulation and provides a sr
any given time period. This will be benefici
for upcoming year forecasting.

Open Accruals

The Open Accruals report will provide all ti
The report is required to help manage acc|
for reversal but have not reversed.
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e Bl Favorites > BEx
O Not Real Time Bl Reports, a day or so behind (date is in upper right hand corner of report)
0 Created by APHIS staff

Report Type Example = BEx — located under “BEx Portfolio”

~

Syvlem Type wa B-

L oo BELED

LLx Potiohs > APHIS Reporly > ACCounts Recervable Reports
Descriphon -]

v

| (@) Open Crect memo
| (22 Open Croct Memo Wi Biank invoice Reterence
| [P)0sen Racewaties by Bosget Peica . Yew End

J [B) Payret_Repon
:J [#) Reason Code RENRED 0113
| ) Retenec vent 011
‘_J [3 Rescurce Béng Customer Actrvty Report
_J [#) Rescurce Bating Detat Repont by WBS
_J [F) Rescurce Biing Report - Sum by Commiment fiem
__J a SOH wiAsdresses
._..J a Wrte-off Actrvity 0113
J [3) Wrte-o Exgie 0113
__| B)ws 07C ER-WR CUSTOMER SUSP COLLECT (TRO
| B®yws o7¢ Recen
_J [B) ws OTC SUSP COLLECTIONS (TRD v v

*NOTE: FOB (FMD Mpls) currently only reconciles to ECC and Bl Reports. These versions are the most standard
versions to SAP (least customizations, least room for human error).

*NOTE: See Appendix A for FMMI Doc Types. FMMI Doc Types are useful in reporting.

Roles in FMMI

e If you have access in FMMI to perform a function, you have the role assigned to you. If you do not have
access to perform the function, you have not been assigned the role.

e You are only allowed to request/obtain roles needed for your job due to A123/Internal Controls,
Separation of Duties controls. Each report or function mentioned in this document identifies the role
needed to execute the report or perform the function. This document should identify every FMMI role
you may need to perform your job in relation to SOs.

e You may request needed roles through your FMMI program lead or your supervisor. They will need to
submit the request to APHIS-MRPBS FMD Security <aphis-mrpbsfmdsecurity@aphis.usda.gov>.

e For questions regarding the requesting process, see the New User Access Guide.

e The below links may help you decipher roles needed:
0 FMMI User Roles Detail
0 FMMI Roles Overview
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Sales Orders

Display Sales Order (SO)

Purpose

Displaying a SO in FMMI provides a process to verify information pertaining to the sales order. Displaying a SO
allows internal customers a way to ensure the sales order has been entered and entered correctly. The Doc Flow
screen of the SO allows the field to track specifics regarding bills, such as when it was billed, the amount of the
bill, if the bill was cancelled, and whether a payment was received on the bill.

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services SO verification needs.

Report Type
NA/ECC

FMMI Role
Accounts Receivable, AR Evaluator Role

Instructions
STEP 1: Go to Accounts Receivable > AR Evaluation > Manage Sales Order > Display Sales Order

lJ_S_[-)A Urted States Department of Agnoulture
I Financial Managemen! Modermzabion Iniative
Welcome  Accounts Payable BEXSLTLISEUURLICEE Cost Management  Funds Management  General Ledger Management
Sales Order Blling Process | AR Process | AH Approval | Uebt Management Process | Debt Write-Off Process | ATF Administration | ATF Reports
Display Sales Order
a“l» L
| Bueess Aoy N Display Sales Order: Initial Screen
A= [ Mo & o | Back || Ext || Cancel || System 4 || Saies || llem overvew || Osderng party || Orders | | Dsplay document fiow || Stad
Onder
Search Criteria
Purchane Order o
» O View TAS / BETC Data
Sokd 40 party
o
» O TF Recon Reports By Document
+ Budget Availabiity Control WBS Element
+ Budget Availabdsty Control
* Budget Line Items O sewer
* Customer Line llem = S
Display
« Danly Collectons
* Display AR Document
* Display Funds
Commatment I

STEP 2: Enter the desired parameters in the variable entry screen to execute the report.
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STEP 3: If you know the SO Number you would like to view, enter the SO Number (i.e. 3200001871) in the Order
Field and click Search.

U,S..QA United States Department of Agriculture
[l Financial Management Modernization Initiative
Welcome  Accounts Payable WECISIISHELENECE Cost Management  Funds Management
Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Proces
Display Sales Order
[4]» 4
IS5, Display Sales Order: Initial Screen
'DM""""M"“M [] 4 [Back ] [Exit| [ Cancel | System | [ Saies |[
~ [ Manage Sales Order
* Display Sales Order
» 01 Manage Billing Order 3200001871 |
» O Manage AR Documents
» O Manage User Fees
Search Criteria
» O Manage Revenue Forecasting Purchase Order No
» O View TAS / BETC Data
Sold-to party
oo
» O TF Recon Reports Biling Document
+ Budget Availability Control WBS Element
* Budget Availability Control
* Budget Line Items [ oo 1
*+ Customer Line Item
Display
+ Daily Collections

STEP 4: If you don’t know the SO Number and want to search by WBS, enter the WBS Element
(i.e. AP.RA.NA45.72.0031) and click Search.

USDA United States Department of Agniculture
| = Financial Management Modernization Initiative
Welcome  Accounts Payable XIS AiEEOVE - Cost Management  Funds Management
Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Process
Display Sales Order
|4]»] 4
| BusinessActvity [l Display Sales Order: Initial Screen
e | (e[ | 4 [E35K] (6] [Gonce ][ System.] [Sies | [
(3 Manage Sales Order
* Display Sales Order
» D Manage Biling Order
» O Manage AR Documents
» O Manage User Fees
Search Criteria
» [ Manage Revenue Forecasting Purchase Order No
» O View TAS / BETC Data
Soid-to party
oo
» O TF Recon Reports Biling Document ]
L Budget Avallabihty Control WBS Element IAP.RA.NA-OS .72.0033 x b
» Budget Availability Control
* Budget Line Items i [g] Search ]
* Customer Line Item
Display
= Daily Collections
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STEP 5: The following screen will appear which lists the WBS and associated SO documents.
a. Note the following items:

Bills (i.e. Debit Memo Requests) are eight digits long and start with the number seven (7).
Credit Memos (i.e. Credit Memo Requests) are eight digits long and start with the number
six (6).
Sales Orders are ten digits long and start with the following numbers:

1. ROWE - 61

2. RONA - 32
3. INTR - 36
4. ROWA - 33

b. Highlight the SO of your choice, and click the green check mark.

Restrict Value Range (1) .

» Restrictions
D (I
WES Element Sales tem
AP RAMNA4S 72 0031 60001188 000010
AP RANA45T2 0031 60001276 000010
AP RANA4S 72,0031 60001455 | 000010
AP RANASS.72.0031 60001666 000010
AP RANA4S 720031 60002410 | 000010
AP RANA45.72 0031 60002711 | 000010
AP RAMNA4572.0031 60002845 | 000010
AP RANA4S 72 0031 70261158 | 000010
AP RANAS 720031 70261846 000010
AP RANA45.72.0031 70326740 | 000010
AP RANA4S 720031 70326740 000020
[FPRANAIS 720031 3200001871 000010 |

STEP 6: Regardless of whether you open your SO using a Sales Order Number or search for it using a WBS Element
or a Billing Document, you will see the following screen. This is your overview screen of the Sales Order.
a. Note the following items:

PO Date = Date SO was created

b. Multiple SO Line Items often represent multiple projects or tasks

Display Sales Order
.

Lborw o |

Weicome  Accounts Payable QLYVLGSILIZNEIILE Cost Management

Sales Order Biling Process |

Display Reimb - No Advance 3200001871: Overview

A Agrouure
nt Modernizaton Init

interface Table Mantenance P
AR Evaluation | AR Reports

Funds Management  General Ledger Management

AR Process | AR Apgwoval Dbt Managemert Process Dottt Write OF Process ATEH Adrmarety aon ATF Reports

A [Bach | (€t | [ Comcmt | [ Syvtem o | [ Conplary drnrant b | [ St arvervres | | Oragiing w0t b0 gty | [ Fotaiins onpret prorwares | | Ombers

Fewmd - No Afvance ) IO00OLETE Poat vaie 3,024.00 [viD
S To Party 1000e0 NATIONAL PARK SERVICE | ACCOUNTING OPERATIONS CENTER. [
Thp-To Party 1000820 HATIONAL PARK STRVICE | ACCOUNTING OPTRATIONS CINTER
PO Vot PO e saATos 8
Sales e cvervae Been Setad Cwderng party Procurement Theorg Feancn o recion
Req cew gate o canr/roaz Dot Frare
Comiy act st Contoct eng
Tou et o/us

Obvery thock - Vo, 0.000

Ol bt - Prcing date 0a/1% /2002

Fa rere ey 0030 Met 20 e

ot e ancn -

Saes ared APSO | AGT An APYES USDA USDA

Al tema

Ll Uater  Owscrpon
A0 AEIwa (P-TIOLABI14A

RER GER e SuE

P WCa CaTy CRTD BLCK OPEN Billing bock stsbus Fv. M Pusc[®
ot i hed - 08,

WBS Uerert

AP B NANS . 2. 0001

Oeei Un Amousl p  Uchl Melpice  Cocy

1 VA D,024.00 1WA 3,024.00 USD D APOD ROSA RIME
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STEP 7: To see the details of a

SO Line Item Drill Down Instructions

SO line, Double Click on the line you want to view.

Display Sales Order

Display Reimb - No Advance 3200001871: Overview
—=n 4 [8ac ] [0 [Cancel ][ Symeen . | [ mphay Gacument tow | [ Stabes owerveres | [ Dinphay 80k3.85 party | [ Heades ovtpet preview | [ Crdens |
Rewnts - bo Afvance | 1200001071 ot vaka 3,024.00 [usD
ok To Party E000420 NATIONAL PAR SERVICE [ ACCOUNTING OPERATIONS CENTER :
She-To Party 1000EL0 NATIONAL PARK SERVICE | ACCOUNTMNG OPERATIONS CENTER
E Mers Svtrven B Getlad Croerreg party Protur et Sagoey Fleassn b rechon
Req elv dale o  oaar/roar Oebver Plant
Cormact sant Corwact eng
Tokal Vieght o[ng
Dedvery tioch - e 0.000]
Bl bhoch » Poceg date /3772002
g et ey 0030 Nel 30 I oherey
Oroes resson -
Saes wes APGO | AGT A4 APYES USDA USOA

AN Betrs

Bers Mater  Descrghon WS Elemant

AD REDAE 12-TIS-E0014A AP A NASE . 72,0001
—

i VA D,004.00

VA J,004.00 U O APOD ROMA AOwE

Onoer s Amowed  per oM Nelprce  Cecy Pt BCa  CaTy CRTD BLCK OPEN Biling biock sates Py M P S

I

[TTTT]

.
REL GED CRE [l

STEP 8: The following screen will appear. This shows data ONLY for the SO line item selected.

Display Sales Order
Display Reimb - No Advance 3200001871: Item Data

=

4 [Bacx ] o] [ Cancer | [ Sysem | [ #est em | [ Previcun tem | [ 160t dem | [ ant dem | [ Dnplay aocument fiow | [ Bem cutput view | [ Cantguration | [ Costeg | [ Ousgia

Saies Document Bem
Waters

0
REDrg

Bern Lategory mosa e - o Advance
127245450144

CSaMsA | SsesB | Costacidsa | Shgpmy | BlingDocumest | Condions | Acoutamgneenl | Schedselines | Pateen

Tesn

Order Quantity and Deirvery Date
Ceced Cuaritty 1

Fost Dedveey Date D oB/1T/2012
Delvery bme

VA ijva ©> 1/va

-

Gereral Laies Data
et value

Prces date
Uatens eesered

1,024.00 (U Exch Rate

08/17 /2012
Reve

BOM gupiotaon rumpen

Alemnatroe b2 tem

Per of Pt End
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STEP 9: Note the following items:

a.

Contract Data Tab — shows the following:

i. Contract Start Date = the start date of the period of performance
ii. Contract End Date = the end date of the period of performance

Display Sales Order
~.eimb - No Advance 3200001871: Item Data
(Menu 4 | 4 [Back ] [ System 4 | [ First e | [ Previous em | [ Next item | [ Last tem_
Sales Document llem po Hem category RONA | Reimb - No Advance
Matenal REIME 12-7245-4931-1A
Sales A Sales B I Contract data I Shipping Billing D c ]
Val.period
Contract start date 08/01/2012
Contract end date 09 /30/2012
Val period category -
Contract val period 0 -
Instalation date Acceptance date
Contract signed Dismantiing date
Termination
Cancelabon proced
Reason for cancel >
Receipt of canc Cancellation party
Req cancellat date Date of canc doc
Cancel doc for part

b. Account Assignment Tab — shows the following:

i. Overhead Costing Sheet
1. INTR and RONA SOs, typically ZRRB1
2. ROWE and ROWA SOs, typically ZWS13, ZWS14, ZWS15, ZWS16, ZWS17
ii. Overhead Key = Overhead Rate Charged
3. ROWE and ROWA SOs, typically R0515, R1615, or R2715 (accounts for pooled job
costs)
4. If these two OH fields are blank, overhead has been waived.
iii. Click on FM Account Assignment — shows the following:
Commitment item = revenue source code.
Funds Center (Cost Center)
Fund
Functional Area
. Funded Program (WBS element)
10. Budget Period
iv. Click the green check mark to close this screen.
11. This brings you back to the main Account Assignment tab page.

© 0N oW
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Display Sales Order
Display Reimb - No Advance 3200001871: Item Data

(Men 4 | 4 [Back ] [Ext] [ Cance | System .| [ First dom | [Previows e | [exi doen | [Last som | [ Gmpiay document fow | Hem output view | [ Contiguration | [ Costes
Saiey Document Bem 10 B Catogory RONA  Rewmd - No Advance
Watena REIVE 12245493144
Sales A Saies 8 Confract data Bang D < l _“I Schedule ines Partnery Texts
Account assignment
—
Order
& Oy cat Sales doc Bem
S Oyt 320000187190
WES Element AP RA, NASS . 72,0001
Commtmaent mem 0200 .,
Data relevant for cost accounting Funds Center
APRTIRASAL
Costng sheet [TRREL]  USOA . OM for Al Expenses ne
Fend APOOLEO0MR
Crverhead hey R161S
Funconal Area APOOAGAE IVBLRO0O
Funded Program AP RA, NASS, T2, 0031
Budget Penos 1212

Texts Tab - only used on RONA and INTR SOs — shows the following:
i. Other agency’s agreement or MIPR number

ii. Any accounting information the other agency needs for them to process the billing on their
side

iii. In some cases, such with a MIPR, the whole line of accounting provided on MIPR must be
entered

iv. Name and contact information for both agency’s point of contact (POC), in case of questions

v. This tab must be filled in at the time the SO line is established. Otherwise, we can not save
and generate the SO number.

Display Sales Order
Display Reimb - No Advance 3200001871: Item Data

g

—=n 4 [Back ][] [ Cancet | [ System . | [ #irst sem | [ Previous sem | [ Piext sem | [ Last tem | [ Geaplay document fiow | [ Configuration | [ Costing | [ Oe|
Sales Document Berm 10 e category RONA  Reimd - No Advance
Watena REING 12.7245-4931404

Saes A Saes B Contract data Shgpsng By Docurment Congdons ALCOUND a38Qnment Schadule nes Partrecy E—

Tty Largy KPS AGRE PL2PGTOELS

TAS 1411/
(7 Matenal saies bex EN ACCT DATA:

10-N2V

KPS POC: KATNY MCKAY 264-461-2028
APEIS POC: PAT FUCILE €12-336-3293

1 »

CEN M Emaion .
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d. Order Data Tab — only used on RONA and INTR SOs — shows the following:

V.

Vi.

Vii.

viii.

PO number
12. RONA = the other agency’s agreement number or MIPR number
13. INTR = the other USDA agency’s FMMI PO number
Purchase Order Item
14. INTR = the line number of the purchase order
Your Reference
15. INTR = TAS (Treasury Account Symbol)
This tab must be filled in at the time the Sales Order line is established. Otherwise, we can not
save and generate the Sales Order number.

Display Sales Order

Display Reimb - No Advance 3200001871: Item Data

[Menu 4] 4 [Back | [ Ext | [ Cancel | System . | [ First tem | [ Previous item | [ Nex
Sales Document Hem 10 lem category RONA = Reimb - No Advance
Matenal REIMB 12-7245483114
Order Data Status Structure Adaitonal data A Adatonal data B U.S. Feder
Sold-to party
PO number TR ]

Purchase order date 08/17 /2012

e

Purchase order date
Purchase order type
Purchase order lem
Your reference

e. US Federal Fields Tab — only used on RONA and INTR SOs — shows the following:

As of October 1, 2014 all federal agencies must also have a componet TAS (Treasury Account
Symbol) entered in so an IPAC billing can be transmitted via the Treasury Department to the
other federal agency. When submitting a request to have a Sales Order entered, please make
sure that a TAS symbol is on the agreement.

Note: For the military, the MIPR or MORD will have the TAS included in the line of accounting.
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Display Reimb - No Advance 3200000955: Item Data

[Menw s | P [Back | [Ext ][ Cancet | [ Systers o | [ Frst tem | [ Previcus tem | [ Hest dem | [Last sem | [ Daplay socument fow | [ lem cutput vew | [ Contguration | [ Costing | [ Daglay matesal |

Saiey Document Berm 10 Rem Categony Rona  Rewsd - No Advance
Matenal afive 1172403344

Onsee Data Stata Sauchee hoators eats A aosscnsicaa® | U5 Federal Fieids | g
US Government Fics (=] US Gowernment F ks x

US Government Feids
Sutievel Prefdx (TP)
Agency D (TP)

Al TeseAgney (TP
Begn Prd Avad (TP)
End Prd Aval (TP)

Aval Type Code (TP)
Wain koot (TP)
Subaccourt (TP)

Tips:
0 If a SO has more than one line, you can navigate between the lines of the Sales Order even when
you are looking at the line details by clicking on the First Item, Previous Item, Next Item, and Last
Item buttons at the top of the screen.
0 To get back to the main header page from line detail page, click on the Back button.

Display Sales Order

Display Reimb - No Advance 3200001871: Item Data

(Menu 4] 4 [EEY &) [Concel ][ System . | [FTicn] P Ten ] (ReTen J [GTRen ) Oispiay document sow |
Sales Document ltem 10 Mem category RONA  Reimb - No Advance
Matenal REIME 12-7245-4931.1A
Order Data Status Structure Adatonal data A AddionaldataB II.S.!MFHDI
US Government Fields L:“’_J

SO Display Doc Flow Instructions

STEP 10: To see the chronological details of the SO entry, billing, and refund transactions:
a. If multiple lines on the SO, click on the line you want to analyze, and click on Display Document
Flow.

Note: You must perform the same steps to view details on each line of the SO.
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Display Sales Order

Display Reimb - No Advance 3200001871: Overview

Mern o 4 Bk | L | Concel $;“o$lﬂdb-ﬂ-ﬁ Cotgiay 000 00 iy | Mesded S fpat [reveew | Osgeny
Rewd - No Advance  J200001871 Nl vaive 3,004.00 (D
Sokd- To Padty MNATIONAL PARK SCRVICE | ACCOUNTING OPERATIONS CENTIR
Sho-To Party HATIONAL PARK SERVICE / ACCOUNTING OPERATIONS CENTER
PO haster PO date ea/1rizens 2_
Salen Petew (ot s Berr Colnd Oegereg party ProCureserd Shoprg Re a0 for pepechon
Req deb date 08/17/0002 Dedrver Prant
Cortract start Cortract end
Totai Woaght o e

Deirvery Dot - VoA ©. 000

Lang bioc - Prceg cate 08/17/2012

P apmact tearra, G030 Net 0 W CheaTry

Onter reasin -

Say ares APcO | sl ag APHES USDA USDA

Al Bema

Bem  Matessi Descrpton WS Exemert Order Ouantity  Us  Amount por Ukt Nel prce Cocy Pei BCa Caly CRID BICK Of®

A0 REIws 127245400140 AP A, A4S, 72,0001 3 VA 3,024,00 3 VA 1,004.00 WD D APOD RONA RDNE

AL HEE R oD

STEP 11: The following screen will appear. This shows data ONLY for the SO line item selected.
a. Note the following items:

The first line shows the SO number, the amount of the SO, the date the line was created on,
and the status.

The second line shows a Debit Memo Request (Bill Request). A Debit Memo Request is the
resource related billing job that pulled in the expenses. This isn’t the ‘bill’ itself. You can also
see the amount of the expenses that are on the Debit Memo Request and the date the
request was generated. The Debit Memo request number is used to generate the Debit
Memo. The Debit Memo Request number starts with the number seven (7).

The third line shows the Debit Memo (Bill). This is the actual bill. The Debit Memo generates
accounting documents (the fourth and fifth lines). The accounting document that starts with
30 is the one that will show up on your reports; and when a payment has been applied to this
accounting document, the status will say Cleared. The Debit memo number is the number
that will show up on printed bills and IPAC transmittal sheets.

This example also shows a second Debit Memo Request and Debit Memo. Each time
resource related billing is run on a SO, you will get a Debit Memo Request, Debit Memo, and
the accounting documents.

Credit Memo Requests - Credit memo requests are reset so the negative expense will be
picked up on the next RRB run unless we’ve received a request to “refund” the money. This is
why they all show as zero dollars in the example.
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Display Sales Order
Document Flow
[ Menu 4| | | 4 [Back] [ System 4 | [ Details | [ Status overview | [ Display document | [ Service documents | [ Graphic |
Business partner 0005000620 NATIONAL PARK SERVICE
Material REIMB REIMBURSABLE
i
Document Quantity Unit Ref. value Cumency |On Status
- =} Reimb - No Advance 3200001871/ 10 1| VA 3.024.00 USD 08/17/2012  Open
w [2) Debit Memo Request 0070261158 / 10 1 VA 111.12 USD 09/26/2012 Completed
w (=) Debit Memo 0090688286 / 10 1 VA 11112 USD 09/26/2012  Fl doc. generated
B Accounting document 3000619756 1 VA 09/26/2012 = Cleared
D Accounting document 0409852342 1 VA 09/26/2012 = Cleared
~ [5) Debit Memo Request 0070261846 / 10 1 VA 269248 USD 10/15/2012 Completed
< D Debit Memo 0090689422 / 10 1 VA 269248 USD 10/15/2012 Fl doc. generated
D Accounting document 3000397606 1| VA 10/15/2012 = Cleared
D Accounting document 0410019399 1 VA 10/15/2012 = Cleared
w [2) Credit Memo Request 0060001188 / 10 0 VA 0.00 UsD 11/06/2012 Completed
Credit Memo 0091290647 / 10 1 VA 0.00 UsD 03/03/2014  Fl doc. not required
w [ Credit Memo Request 0060001276 / 10 0 VA 0.00 USD 12/05/2012 Completed
[2) Credit Memo 0091290648 / 10 1 VA 0.00 USD 03/03/2014  Fl doc. not required
w [5) Credit Memo Request 0060001455 / 10 0 VA 0.00 USsSD 01/08/2013 Completed
D Credit Memo 0091290650 / 10 1 VA 0.00 USD 03/03/2014  Fl doc. not required
- D Credit Memo Request 0060001666 / 10 0 VA 0.00 UsD 02/08/2013 Completed
[2) Credit Memo 0091290651 / 10 1 VA 0.00 USD 03/03/2014  Fl doc. not required
~ [2) Debit Memo Request 0070326740 / 10 1 VA 5343 USD 03/05/2013 Completed
- D Debit Memo 0090872599/ 10 1 VA 5343 USD 03/06/2013 Fl doc. generated
Accounting document 3000885354 1 VA 03/06/2013 | Cleared
Accounting document 0413481909 1 VA 03/06/2013 = Cleared
A4 Debit Memo Request 0070326740 / 20 1 VA 14921 USD 03/05/2013 Completed
- Debit Memo 0090872599 / 20 1 VA 149.21 USD 03/06/2013  Fl doc. generated
D Accounting document 3000885354 1 VA 03/06/2013  Cleared
D Accounting document 0413451909 1 VA 03/06/2013 | Cleared

STEP 12: Drill Down into Documents by highlighting the accounting document number (i.e. 3000619756) and
clicking on Display Document — pulls up the document — shows the following:
a. Clearing document number applied to the bill starts with __ signifies:
i. 30 = bill was cancelled
ii. 24 = bill was paid with an IPAC payment
iii. 14 = bill was paid with a check, wire, ACH or plastic card

Display Sales Order

Display Document: Data Entry View

(Meny 4] 4 [Bacx ] (€] [ Cancet ] [System 4 | [ Change Ospiary Change Mode | [ Dmglay Ancther Document | [ Seiect indvidusl Otyect | Dspiay Document Header | | Disgiar
Data Entry View
Documert Nember 3000619756 Company Cooe USDA Fascal Yem 2042
Documert Date o8/26/2012 Posteg Date 09/26/2012  Pesiod 12
Reterence COWELEI 6 Cross-Comp Mo
Currency U Ledger Geoup

g AYRNEF) E)% D@ R I @

Camg oo Ea PK  Account Descrgbon Amount Assgrment Commiment lem WBS elemert Funded Program Funcioeal Avea BP  Cost
m 01 5000620  NATIONAL PARK SERV ma AR FPOEFAULT AGOEFALLT
50 5200000200 ServRevExch 11112, 0006197562012 0200 AP RANAIS 20031 APRANAISTI00)1 APSOAGREMBUR 1212
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STEP 13: Note the following payment details:

a. Text Field -
i Check, Wire, ACH number
ii. IPAC Document = blank
b. Reference Field —-
i Check , Wire, ACH = the deposit ticket number
ii. IPAC Document = IPAC Document Reference Number (DRN) — used to trace an IPAC
payment

Display Document: Data Entry View

| 4 [Back ] [Ext] [Cancel | [System 4 | [ Change DisplayiChange Mode | [ Dispiay Ancther Document | [ Seiect Indivicual Obyect | [ Display Document Header | [ Displ
Document Number 3000619756 Company Code USDA Fiscal Year 2012

Decument Date 09/26/2012 Postng Date 09/26/2012 | Period 12

Reference 0ss-Comp.No.

Currency uso exts exist 0O Ledger Group

AFEOTY. Ba% D@L in B

Cimgdoc.  Account Description Amount Assignment Cm.. WES element Fund Funded Program Funcional Area BP C.. Funds Cenler Texd
2400026363 5000620 NATIONAL PARK SERV  111.12 AR FPDEFAULT AGDEFAULT
5200000200 ServRev-Exch 111.12- 30006197562012 0200 AP RANA4572.0031 APO01600AR AP RANA45720031 APOOAGREIMBUR 1212 APWSER4545

STEP 14: To drill down into billing document, Double Click anywhere on the top line of the billing document

Display AR Document

Display Document: Data Entry View

(Meeu ] 4 [Baax])[E][Cancel] [ System . | [ Change DapiayChange Wade | [ Cupiay Ancies Documet | Select ingvidual Otyect | [ Geaplay Document Header | [ Dagia
Duata Entry View
Document Nurmbed 000619756 Compamy Cooe WEOA Frscal Yem 2012
Document Date 09/26/2012 Postng Date 09/26/2012 Penod 12
Reference COR0CLE0E Cross.Comp b
Camency v Lodger Geoup

9 AFMNT.) 8% Dd. A= 1 |

=3 Earmd Fods  PK__ Account Amourt Commément Bem WBS eement rmnn Fa

s camre e
2400026363 01 S000620 MNATIONAL PARK, SERY i AR FPOEFALRT JI
% s SenRev-Exch 111.12- 20006 197542012 (-5 AP RANAS T2 0001 AP RANAMST200M1  AF

The following screen will display.

Display Document: Line Item 001

| Menu 4 || 4 [ Exit | [ Cancel | | System 4 | [ Change Display/Change Mode | [ Dig
Customer 5000620 MATIONAL PARK SERVICE GIL Acc 1310300000
CoCode USDA ACCOUNTING OPERATIONS CENTER
US Dept of Agriculture HERNDON Doc. No. 3000619756

Line Item 1 / Invoice / 01 7

Amount 111,12 usb
_ Additional Data

Bus. Area APOO

Disc. base 0.00 Disc. Amount 0.00 usD

Payt Terms 0030 Daysipercent (30 [0.000 %[0 [o.000 %[0

Bline Date 09/26/2012 Invoice ref. V[ ! lo

Pmnt Block |

Payment Ref. 0090688286 |

Contract J Flow Type

Clearing 10/04/2012 /| 2400026363

Assignment

Text [ | [ % Longted |
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Request New Sales Order

SO, WBS, and SHC Request

Purpose

To coordinate the establishment of the SO, WBS and SHC, the following process has been put in place to ensure
everything is created both properly and promptly.

Instructions

STEP 1: Complete the APHIS Sales Order Request Form (must include TAS if Federal Agency (IPAC))

STEP 2: Complete the Accounting Code Request Form to establish new SHCs and WBSs in FMMI.

a.

SHCs —SHC Tab

i. Only select the feeder systems where the code should be used. Feeders include:

1. GOVTI"ip Government travel transactions

2. SmartPayZ / WEX Purchase/fleet card processing

3. webTA Employee time & attendance

4, MASC Other USDA systems (i.e., ABCO, PACS, PROP)
5. IAS Integrated Acquisition System (Purchasing)
6. CPAIS Real property system

7. TRVL Travel System for relocations

b. WBS Elements — WBS Tab

i. Programs are only allowed to request WBS Projects and Elements for reimbursable (RA)
and trust fund (TF) purposes.

ii. Requests to establish a new Expense (EX) WBS Project and Element must be submitted to
PPD-BPAS for approval. If the Functional Administrators (FAs) receive requests without
PPD-BPAS approval they will be returned to the requester.

STEP 3: Send one email to APHIS-Master Data Requests (Master.Data.Requests@aphis.usda.gov) and MRP
Billings Requests (MRP.Billing.Requests@APHIS.USDA.GOV) with the following:

C.

Email Subject —i.e. New SO Request - AP.RA.WLSV.GE.1234 -
55WSWR0808WLDMGMTWLSVGE1234

If you are not the designated program staff for requesting new SHCs and WBS Elements, cc:
designated program staff

Copy of Signed Agreement

Completed APHIS Sales Order Request Form (must include TAS if Federal Agency (IPAC))
Completed Accounting Code Request Form
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Verify New SO, WBS, and SHC

FMMI New SO Data Entry Verification

Purpose
Displaying a SO allows internal customers a way to ensure the sales order has been entered and entered correctly.

Verification Instructions: (detailed instructions can be found in Display Sales Order)

STEP 1: Header
a. SO number begins with the correct digits

i. ROWE - 61
ii. RONA - 32
iii. INTR - 36

iv. ROWA - 33

b. Customer name
c. Dollar amount
STEP 2: Contract Data Tab
d. Contract start date
e. Contract end date
STEP 3: Account Assignment Tab
f. Overhead Costing Sheet
i. Options and what they mean
1. For RONA and INTR, it is ZRRB1
a. ZRRB1is tied to 16.15% OH for all programs
2. For WS ROWE and ROWA there are multiple costing sheets. In order to bring the
agency OH up to 5.15% as all APHIS programs are required, it was agreed to
increase the agency OH and decrease the program OH by 1% each year and 1.15%
the last year. Currently this correlates to the fiscal year the change will take place
(ie ZWS15 for FY15) but after fiscal year 2017 this will not change unless there is a
change in either agency OH or program OH.
a. ZWS13 =1% agency OH and 15.15% program OH
ZWS14 = 2% agency OH and 14.15% program OH
ZWS15 = 3% agency OH and 13.15% program OH
ZWS16 = 4% agency OH and 12.15% program OH
ZWS17 =5.15% agency OH and 11% program OH

©oo o

g. Overhead Key
i. Options and what they mean
1. Blank = OH has been waived (rare, requires Administrator or (designee) approval)
2. R0515=5.15%
3. R1615=16.15%
4. R2715=27.15% and accounts for pooled job costs
h. FM Account Assignment
i. Commitment item = revenue source code.
ii. Funds Center (Cost Center)
iii. Fund
iv. Functional Area
v. Funded Program (WBS element)
vi. Budget Period

Page 41 of 191



New Shorthand Codes Verification

Purpose
To verify if a SHC request for activation (or deactivation) has been successfully completed in FMMI.

FMMI Role
Interface Table Maintenance Evaluator

Instructions
STEP 1: Go to Interface Table Maintenance > Shorthand Code Evaluation > Shorthand Code Table > View
Shorthand Code

United States Department of Agriculture - =
Financial Management Modernization Initiative

Cost Management  Funds Management  General Ledger Management LI~ RELIEY

Shorthand Codes: Add/Modify/View

Menu 4 | 4 [Save a3 Vanant | [ Back | [ Ext | [ Cancei | [ System 4 | [ Execute | [ Get Vanant | [ Program Documentaton |

STEP 2: Enter the desired parameters in the variable entry screen to execute the reports.

United States Department of Agriculture
ncial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable Cost Management  Funds Management  General Ledger Management RGICIHEIERELIEEG RGBT
Shorthand Code Requests | Shorthand Code Evaluation
View Shorthand Code

« 4

IS, shorthand Codes: Add/Modify/View

S S Co T | 4 [Save as Variant_ | [ Back | £t ][ Cancel | System a | [ Executs | [ Get Variant.. | [ Program Documeniation

= Display Shorthand Code to
Derrvabion Rules

B i « View existing record

myPortal Favorites

Agency (=)

= J
» O TF Recon Reports Shoand Codes - 3]
= Budget Availability Control FREES < =3
+ Budget Line Items F' L—J
» Customer Line Item und L < =]

Display Budgel Pestod o (=]
« Daily Collections Cost Center to =]
+ Display AR Document Functional Area to =]
* Display Funds WBS Element o [=]

Comm‘tm?m Treasury Symbol o =
* ggg&an‘{ef} Account Accounting Station Code o =]
* Display List of Invoice Shoin

Documents FFIS Shorthand Code o =]
» Display Purchase FFIS Budget Fiscal Year to =]

Requisition FFIS End Budget Fiscal Year o =3
* Document Chain Report FFIS Fund to (=]
* Line Items - Actual FFIS Division 1o (=]

Costs/Revenues FFIS Organization - &1
« List of Customer Line —

tems Report FFIS Sub-Organization o =]
+ List Purchase Orders il = (2]
* Maintain Customer Master FFIS Cost Sub-Organization o (2]

Data FFIS Program to (=]
* Project Builder FFIS Job Number 1o =]
* Reimbursable Orders FFIS Reporting Category o (=&

a. Agency =34 (APHIS)

STEP 3: To search by WBS, enter the following data:
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b.
C.

WBS Element =i.e. AP.RA.RX47.72.0080
Click Execute to run the report

View Shorthand Code

Shorthand Codes: Add/Modify/View

Menu 4 Save as Variant..._| Back Cancel || System 4 | [ Execute ] [ Get Variant
4 [Back | [Extt] [ Lsy | IlG

=) View existing record

Agency

Shorthand Codes l .to
System ID to
Fund [ | to
Budget Period [ 1 to
Cost Center ] to
Functional Area [ | to
WBS Element o
Treasury Symbol I | to
Accounting Station Code r ] . to
Status 1

FEEEEEEER

STEP 4: The report will populate as shown below
d. Note the following items:

i. SysID
ii. Status
1. Active = Open
2. Deactivated = Closed

View Shorthand Code
View Shorthand Code
[Menu 4] 4 Back ] [Exa ] [ Cancet | [ System ] [ GovTrip Orgs |

S P - P

% /Agency Code Fund
M SXWSERAT4TREIMBURRXATT20080 APO01600AR
M SXWSERATATREIMBURRXATT20080 APQ01600AR
- SXWSERATATREIMBURRXATT20080 APO01600AR
M SXWSERATATREIMBURRXATT20080 APQ01600AR
M SXWSERATATREIMBURRXATT20080 APO01600AR
k2 SXWSERATATREIMBURRXATT20080 APO01600AR

CostCntr

APWSERATAT
APWSERATAT
APWSER4TAT
APWSERATAT
APWSERATAT
APWSERATAT

FuncArea

APDOAGREIMBURDOO
APQOAGREIMBURO0O
APOOAGREIMBURO00
APOOAGREIMBURO000
APDOAGREIMBURD00
APDQAGREIMBURDOO

W8S

AP RA RXAT T2 0080
AP RA RXAT 72 0080
AP RARXAT.T2 0080
AP RARXAT.72 0080
AP RARXAT 720080
AP RA RXAT 72 0080

TrSymbol
12X1600
12X1600
12X1600
12X1600
12X1600
12X1600

New WBS Elements Verification (Where Applicable)

Purpose

To verify if a WBS Elements’ request for activation has been successfully completed in FMMI.

Considerations

e WABS Elements that are reused should already be open/active.

FMMI Role

Cost Management Reporter Role

Instructions

STEP 1: Go to Cost Management > Cost Management Reports > Project Systems > WBS Master Data Report
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Cost Management Reports

000000000001

The first time you access the report each day, you may have to enter the database prof.: 000000000001,
click the Green Check Box

STEP 2: The following screen will appear. Enter the following:
a. WBS Element —i.e. AP.RA.RX47.72.0080
b. Click Execute

WBS Master Data Report

Project Info System: WBS Elements Initial Screen

[Menu || 4 _Save as Vanant . [Exit] [ Cancel || System « |[Execute ) Get Variant... | [ Dynamic selections | Test selection s
Project Management Selections (DB profile: 000000000001)
Project | to [ (=3
WBS Element [27 RaRxa7.72.0080 Jo [=]
Additional WBS element criteria
Level 1 to 99
Layout |/WBS CHECK

STEP 3: The screen will populate as shown below. Note the following items:

c. WBS Element —if the screen populates and shows the WBS element, it is established
d. Bill —only level 3 should be checked

WBS Master Data Report
Project Info System: WBS Elements Overview
| 4 (Bacx][Ext] [System|
| BB 20 B eE] | . B S e &L 7

%y Project definition WBS element Name Lev CA No. resp. Finish (B) Basic strt DIl Bl
AP.RARXAT AP RARX4T TN-NF, NO-YEAR 1 USDA 109302020 100172001

| APRARXAT AP.RARX47.72 TN-NF, NO-YEAR, ER 2 USDA 109302020 100172001
AP RARXAT |A° RARX47.72.0080 | EXE] musm 1 E
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Billing and Expenses
Resource Related Billing Overview

Resource Related Billing (RRB) is a standard SAP term used for billing Sales Orders.

RRB runs off of one table in the background of FMMI (named RIA_Cell.ALL). RRB captures all billable expenses.
Non billable expenses include things like depreciation expense and accruals. The RRB table is GL based and
maintained by OCFO for all of USDA.
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Line Items - Actual Costs/Revenues Report (LIACR)

Purpose

The LIACR Report provides the FMMI expense documents posted to WBS Elements. This report shows the
Document Number, Document Type, Cost Element, Expense Amount, Doc Header Text, Line Item Description
(Name), and the FMMI User Name, among other fields. The report is highly customizable to limit or expand the
data you wish to see.

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services billing verification needs.
e This report is the same report we use for the Overhead (OH) calculation reconciliation (eligible expenses),
OH split reconciliation, and OH expenses posted.
e This report does not reflect collections.
e This report will not show expenses for your account which were posted incorrectly (ex. WBS FPDEFAULT).

Report Type
ECC

FMMI Role
Cost Management Reporter (ECC)

Instructions

STEP 1: Go to Cost Management > Cost Management Reports > Project Systems >
Line Items — Actual Costs/Revenues

A

United States Department of Agriculture
I Financial Management Modernization Initiative

Accounts Payable  Accounts Receivable MeB4"ELELETIET
Cost Management Evaluation | Cost Management Reports | Bl Cost Management Reports

Line Items - Actual Costs/Revenues
|4]¢] 4

EE=E" -, | Display Project Actual Cost Line ltems

» [3Cost Management I\ Menu, 4 | || [ save as variant |[ Back |[ ¢

* [Project Systems

* Structure Overview Report & Enter profie

* Project Structure Overview I Database prof. 000000000001 I
Report

= B3 laster Data Begod

= Line tems - Actual
Costs/Revenues

Welcome

The first time you access the report each day, you may have to enter the Database prof.: 000000000001,
press Enter

STEP 2: Variable entry screen will appear. Enter the desired parameters to execute the report.
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STEP 3: To run by WBS element, enter the following data:
a. WBS Element =i.e. AP.RA.RX34.72.0035
b. Select Posting Dates =i.e. 04/01/2014 to 07/31/2014
c. Layout=1_USDA_RRB2
d. Click Execute to run the report

Note: The report layout 1_USDA_RRB2 is customized at this time to pull only for budget periods 13XX, 14XX and
15XX. This report is also customized to remove all non-billable expenses. If you need to limit or view any other
budget period or expenses, you will have to use the filtering process explained in FMMI Reporting Tips and Tricks.

zation Inibative
Weicome  Accounts Payable  Accounts Recervable IeLHEELERTLILIE Funds Management  General Ledger Management  Interface Table Mamnter
Agency Cost Management Master Data Maintenance | Cost Management Adminkstration | Cost Management Evaluation | Cost Management Reports | HANA Coal
Line ltems - Actual Costs/Revenues

ISSISTNMMC . Display Project Actual Cost Line Items

» (3 Cost Maragement

e e [ Mooy 4 | A [Save os vanart | [ Back | [€xt ][ Canced | [ Symtem , | [Erncete ] Setecton optons | [ Gat | [ Opmamsc seioctons | [ Oeiete 1
* Sthuckare Crverview Report Project (08 profibe: )
* Promt Stuchrs Outroew Project . ol =]
m B
* WES Master Data Repert WES Lemert [£]
* Line Rems - Actual Netwediosder © C-2)
Coata el
* Cont Merarchea Plan 2ased - 2o o 3
Plandk = M3Meriain 0 fetuon o [ &
* Cost Eloment Plan based -
AcusCommarnert T otaFran
= /Actoet Pagfoct Coul Por Cont Erements
Moeth, Correet Fiscal Yoar Cont Erarment ® (2]
Report or =

o B o

» ©TF Recon Reports
* Budget Availabdity Control

* Budget Availabdity Control Powbing Data
* Budget Line Items Postng date ©
» Customer Line ltem
i o
g""f CO"\‘;‘&‘ Liyost R Lol % CHD GL's bom set RiA_CELALL
» Dusplay ument T §
+ Display Funds
Commatment

Page 47 of 191



STEP 4: The report will populate as shown below

Display Actual Cost Line Items for Projects
[Menut][ | 4 [Back|[ Exit|[ Cancel | [ System . | [ Document | [ Master Record | [ Comection Request Set Filter || Sort in Ascending Order | | Sorl in Descending Order || Change Layout _ | [ Select Layout .. | [ Save L
Layout /1_USDA_RR RRB GL's from sec RIA CEL.ALL
Cbiect WB3 AP.FA.RX34.72.0035 UNION COUNTY
Cost El Tt §200000200 To &4/ 01269 Ser Exch...
Pesting Date 04/01/2014 To 07/31/2014
WBS Element BP _ |“ Pe. PostingDale Doc Date Documenttio [Doc..., CostElem. _ |Cost eiement descr = Value TranC... DG |Document Header Text Name User Name
AP RARX34720035 13XX 7 D4D42014 04/0472014 3018534863 sSU 6100001100  Personnel compensation 321335 D APWSER343410XX MS, FS, DG PP03 173 PAY HOURS FO019913
APRARX3472.0035 14XX 042772014 04302014 3018800787 zP 6100001101  Base Pay - US Non-Wage Board-Full-Time F 220960 0507 344XWSER3434REIMBURRX34720035  FIPYROL1
APRARX3472.0035 14X 04272014 04302014 3018801209 ZP 5100001101  Base Pay - US Non-Wage Board-Full-Time P 2096 C 0507 344XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX34.720035 143X 04272014 04/30/2014 3018803102 zZP 6100001101  Base Pay - US Non-Wage Board-Full-Time P 140098 D oro7 34 AXWSERIIMREIMBURRX34720035 FIPYROL1
AP RARX34720035 140X 047272014 04302014 3018803102 zP 6100001131  Base Pay - US Non-Wage Board-Parl-Time 101600 0707 34.4XWSERII4REIMBURRX34720035 FIPYROL1
APRARX34720035 14XX 0411212014 041172014 3018520382 zp 6100001101  Base Pay - US Non-Wage Board-Full-Time F 1253420 0606 34:4XWSER3434REMBURRX34720035  FIFYROL1
APRARX34T20035 14XX 04122014 041172014 3018520352 P 5100001131  Base Pay - US Non-Wage Board-Part-Time 101600 0606 344XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX3472.0035 13X 040772014 040772014 3018436427 SU 6100001121 Base Pay - US Non-Wage Board-FulkTime T 52164 D APWSER3434 10XX  FSPPD4 PAY HRS 345 FO019913
AP RARX34720035 13XX 04072014 04/07/2014 3018438427 sSU 6100001183  Lump Sum Payments - Permanent-Non-Wag 170300 D APWSER3434 10XX MS PP04 PAYHRS 8125 FO018913
APRARX34.720035 143X 042772014 04302014 3018801200 zP 6100001274 TSP - Govemment-Basic Contribution 221¢ 0507 344XWSER3434REIMBURRX34720035  FIPYROL1
APRARX34720035 14XX 04122014 04172014 3018520352 zP 6100001274 TSP - Govemment-Basic Contribution 13570 0606 344XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX34 720035 14XX 0472772014 04302014 3018803102 zP 6100001274 TSP - Govemment.Basic Contribution 15040 0707 34 4XWSERI434REIMBURRX34720035  FIFYROL1
AP RARX3472.0035 14X 047272014 04302014 3018800787 2P 6100001274 TSP - Government-Basic Contribution 221D 0s07 34 4WSER3I44REIMBURRX34720035 FIPYROL1
APRARX372.0035 14XX 042772014 04302014 3018801209 zP 6100001275 TSP - Govemment-Malching Contribution 884 C 0507 344XWSER3434REIMBURRX34720035  FIFYROL1
APRARX34720035 14XX 04122014  04117/2014 3018520352 zP 5100001275 TSP - Governmenl-Malching Contribution 54200 0606 344XWSER3434REIMBURRX34720035  FIPYROL1
APRARX34720035 14XX 04272014 0473072014 3018803102 zZP 6100001275 TSP - Government-Malching Contribution 60100 0707 34:4XWSER34J4REIMBURRX34720035 FIPYROL1
AP RARX34720035 140X 047272014 043072014 3018800787 2P 6100001275 TSP - Governmeni-Maiching Confribution 884D 0307 34.4XWSER3I434REIMBURRX34720035  FIPYROL1
APRARX34T20035 13X 0400772014 04072014 3018436437 SU 5100002121  Mieage - Domestic 9659 D APWSER343410XX  FS SF1164 02026/13 MILEAGE FO019913
APRARX34720035 14XX D4/1672014 04162014 3018573528 2S5 5100002530  Repair Alleration,or Maint - Equip, Fur 58000 411558798 A362828  BILLS GARAGE BANKUSER
AP RARX34720035 13XX 04/1672014 041672014 3018573528 ZS 6100002530  Repair Afteration,or Maint - Equip,Fum 5600- C 411558798 4362828 BILLS GARAGE BANKUSER
AP RARX34720035 13XX 04/1672014 04/16/2014 3018573530 ZS 6100002530  Repair Alteration,or Maint - Equip,Furn 1200- C 411558798 A3B2828 SHAMMY SHINECLI BANKUSER
APRARX34720035 143X D4/162014 041162014 3018573530 zS 6100002530 Repair. Alteration,or Main! - Equip, Fum 12000 411556798 A3B2628  SHAMMY SHINECLI BANKUSER

STEP 5: Commonly Used Additional Features
e. Drill down

f. Filter

g. Sort

h. Subtotals

i. Change Layout

STEP 6: To print the report as PDF click Menu > List > Print and go to step 7 (See step 8 to export to Excel).

USDA United States Department of Agriculture . . )
Financial Management Modernization Initiative

Welcome

Accounts Payable  Accounts Receivable eEHNEGECENEGM Funds Management  General Ledger Management  Interfacq

Management Evaluation | Cost Management Reports | Bl Cost Management Re

Line Items - Actual Costs/Revenues
J4]0]

4
| Display Actual Cost Line kems for Projects

¥ C7Cost Management I 40 Cancel | [ System | [ Document |[ Master Record |[ Correction Request |[ Del
~ [Project Systems. Print Preview Ctrl+Shift+F10
= Structure Overview Report Edit »
. TE FOST WES DOC DOC DATE TYFE
PR BT Goto A= TRUST FUND COLD TREATMENT. .
Report Settings » P 0 Op Exp-Suplat-—Gen
» WBS Waster Data Report Extras EEE 't
= Line ltems - Actual Emvironment v | Exit Shift+F3
CostsiRevenues System »
" Costierarchical Fan-pased - SR BP ValiCOArea Groy|"Doc. |D RefocNo  |Pastg Dat
=
Plan/ActualVariance er al ea Grey ac. acumen efDocho as5tg Date
« Cost Element Plan- i Using 3 12X 1,042.45 |ND 3003951063 1901624835 |12/27/2011
ActualiCommi S SAP GUI for HTML Options b2 123K 2,475.89 3003693633 1901490426 |11/29/2011
« Actual Project Cast Per Month, AP.TF.COMD.00.0031 2012 212X 828.99 3003581178 1901477152 [11116/2011
D TCoonnnn nnza ondan | o lan noo 4004483000 [44iaamnaa
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STEP 7: After Print is clicked, Click the Green Check Box and a PDF version will be available to print or save.

Line Items - Actual Costs/Revenues
141+ ]
Business Activity Display Actual Cost Line ftems for Projects
» C3Cost Management 1 || [ Back |[ Exit || Cancel | [ Documenl
SRS N PrintaLy List
* Structure Overview Report
* Project Structure Overview Output Device FPDF PRINTER al
Report Number of copies 1
* WBS Master Data Report
* Line ftems - Actual Number of pages
CostsiRevenues © printall
* Cost Hierarchical Plan-based - - ; ;
Plan/ActualVariance Print from page 0 To 0
* Cost Element Plan-based -
ActualCommimentTotalPian
* Actual Project Cost Per lonth,
Current Fiscal Year Report
myPortal s BN
* ATF Summary Report
* Display Spool Reguests
| [ Propen
* Document Chain Report S [rzi

STEP 8: To export to Excel, click Menu > List > Export > Spreadsheet

Funds Management  General Ledger Management  Interface Table Mg

Line ltems - Actual CostsiRevenues
4]+ 4
Business = I Display Actual Cost Line ltems for Projects
» [3Cost Management ‘l | Back || Exit || Cancel SyslemJ ‘ Document || Master Record || Correction Request || Details || Set
~ [aProject Systems Print Preview Ctrl+Shift+F 10
- Structure Overview Report Edit v | Print Clri+p ‘
+ Project Structure Overview p— . ,TF lTOST UFS DOC DOC DATE TS.(PE
Report i , ord Pro g
- M SZHE Send To »
WBS Master Data Report Extras v ;
e et Environment v et ShifteF3 ! Lacal File... Cirl+Shift+F9
Costs/Revenues System v
* Cost Herarenical Flan-based - Help ' berpP ValiCDArea Crey| Doc_ | D) RelDocho |Postg Date | Created|
=
PlaniActualVariance er al ea Crcy oc. ocumen. efDocNo 0stg Date reaie
R —— _ using ... 312X 1,04245ND 3003951063 1901624835 [12/27/2011 |12/27/201
e SAP GUI for HTHIL Options v | 2120 2,475.88 3003693633 1901490426 |11/29/2011 [11/30/201
+ Actual Project Cost Per Month, AP_TF.COMD.00.0031 2012] 2|12 828.99 3003581178 1901477152 1116/2011 [11/17/201

STEP 9: The following box will appear, enter the path and file name of your choice and click Save.

Save In: | SapWorkDir

|
File Name: |h‘\Cl.u| LIACR BOC 2670 FY 12 Per 1-3 export XLS I

Files of Type: |XML file nm. (*.MHT)
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STEP 10: The following box will appear, click Yes.

file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open
the file now?

i The file you are trying to open, 'CM LTACR BOC 2670 FY 12 Per 1-3 export XLS', is in a different format than specified by the

[(ves | [we ] [ oo ]

‘ M LUACR BOC 2670 FY 12 Per 13 expont - Micrasoft Exeel S |
B T e ) R |
s 4B o  REea@ Y B E =8 W&

o oset | vam Remows  Cots  Comssidain What® | Group Usgrow febtatel
X ddarad | oamen Dxpbitns vibdion el oo Sy
b Pl bas Tssh s

1
2 ] T2
3. 2 O 450428 1R
a 2 H4TT 152 62011
| 5 AR TF COMD 00 000 "z %2 “ro01 s L
6 AP TF COMD 00 0024 2012 a 120X 27726 ND 3003951434 1001624230 20N 12272011 I
T AP TF COMD 00 0031 2012 ] 120K 134 69 ND “J00XEE1434 1001624200 12212011 1B 1Y
B AP TF COMD 00 0074 7012 5 0L 2 66 ND 3003721106 1901447504 121172011
9 AP TF COMD 00 0024 "2012 ] 1200 12356 ND "3003721105, 1001442564 12112011
10 AP TF COMD 00 0008 2017 2 (Fy 13624 ND “I0034A0095 “ra014a018 R
11 APTECOMDOO O 012 2 12ex 254 48 ND TI00MMA00  TH0017ES650 a0
12 AP TF COMD 00 0024 2012 b 1200 267 D "1 ¥ras0 1Az
13 AP TF COMD 00 D024 2012 ] B0 2367 ND 3003434405 101355650 1R
14 AP TF COMD 000024 2012 R 18416 ND “M003MA08 “1001383008 Ha
15 AP TF COMD 00 004 2012 % 120K 2535 ND HOEMADE "HOH SE008 112011
W0 AP TFoOMD OO0 F012 T | — Toowpseen  "s00su18se 12732011
AT AP TF COMD 00 0065 "2012 a 1 T IS "300M00 500551850 12232011
18 AP TF COMD 00 0180 7012 5 F2e 14 75 “I003960 50055185 1273201
18 AP TF COMD 00 0199 "2012 ] 10K 530 25 "M00I60 500551850 12232011
20 AP TF COMD 00 (004 7012 b1 10K 1550 15 3007935500 0551850 12732011
21 AP TF COMD 00 (08 2012 ] 20K 1970 25 “H00E60 00551858 120
22 AP TF COMD 000018 2012 k] [E2e S 30000 75 3003784837 “H0053TI65 1272011
23 AP TF COMD 00 0031 2012 N 1000 25 003724150 005337660 12201
34 AP TF COMD 00 0000 2012 B 100 1000 75 3003734145 “H005IXTES t2mRi
25 AP TF TFELWR 0480 2012 I o 254078 "I003807914 00534788 1202011
AP TF COMD 00 0004 2012 a3 1K 3.200 00 KR 300385502 1001 548507 2122011
I AP TF COMD 00 0008 202 k] 12K 715 IW 3003544540 “ra0tezartn 12242001
78 AP TF COMD 000031 2012 7 1000 2w 3003508191 1001454700 A0 1B Ty
29 AP TF COMD 00 0031 2012 ] (e 10.00 W 300350420 1901452473 VAP0 0G0 1y
= I | 1 1 1
£l
2
e -
TR Ll il

*Note: to save in Excel format, Click File > Save As and use drop down options to change Save as Type to Excel
Workbook.

wl &+ Com.. » JMNumberger \mnmifs10\home) (.. =49 || Search JMNumberger . |
Organize ~ New folder = - 7]
*  Name : Date modified Type o
;.I.ibriries L] May rvsos B/21/2012 840 AM  Microsoft
<& Doauments D] LIV Docs to Review 111411 11/14/2011 943 A..  Microsoft
& Music L] UACR VSSLO00124 for statement 7-11-1. 7/11/2012 337 PM  Microsoft ]
. Pictures ] LIACR all TF 6-22-12 exportXLS 6/22/2012 1102 A..  Microsoft
B videos =| % LACR AN TF 5-30-12 OH BOC 5/20/2012 230PM  Microsoft
4] LIACR All AP.TF 101811 10/18/2011 922 A Micrasoft
& Computer ] |1ACR 7-5-12 CM APTECOMDO0P209 ex..  7/5/2012405PM  Micrasoft
& 0SDisk (C) 4] UACR 7-5-12 APTF.COMD.OOP22] expor..  7/5/2012405PM  Microsoft

& IMNumberger O\ @3 acR7-5-12 APTECOMDO002ZL 260, 7/5/2012405PM  Microsoft
& INFO CMMNMIFS] ) 11acp 7.5.12 APTF.COMDO00221 expo..  7/5/2012404PM  Microsoft =

# APPS (\WMNMIFS1 = '« | [ d [
File game:  hACM LLACR BOC 2670 FY 12 Per 1-3 exportxls -
Save as [ype: [Bwel ! W I
Authors: Numberger, Jennifer M .. Tags: Add atag
[ Save Thumbnail

oo o - Coma ]
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Obligation/Payments Overview

FMMI Master Data is not derived for most manual obligation/payment entries, and mistakes can and do happen
(ex. multiple Fund Centers for one WBS). It is important for people to use the most accurate data they can on
every document.

Types of Payments and FMMI Requirements
Manually Entered Obligations/Payments — these are payments which are manually entered by FOST or I0AT into

FMMI.
Examples: 1164, Training, Coop Agreements, Misc Pays, BSE, Fee Basis, Indemnities, Transportation,
Postage, etc.
Required FMMI Master Data:
e Obligation Already Entered = Obligation Number
e No Obligation Established = Budget Period, Fund, Fund Center, Functional Area, WBS Element
(where applicable), Commitment Item (BOC)

Feeder/Interface Payments — these are payments which are loaded into FMMI through automated feeder
systems.
Examples: Payroll (WebTA), Travel (GovTrip), Procurement (IAS), Credit Card (SmartPay2/WEX), etc.
Required FMMI Master Data: Short Hand Code (SHC), Commitment Item (where applicable)
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Payments Feeder Systems Overview

A financial feeder system (or also known as a secondary financial system) is a system that supports functions with
both financial and non-financial aspects, such as logistics, acquisition, and personnel, and typically feeds financial
data into the primary financial system.

The USDA has several feeder systems listed below. Along with the transactions that are processed through the
feeder systems, FMMI also sends files to the systems updating the SHCs. Below are the current timelines when
activity happens.

Feeders Inbound to FMMI Published Shorthand Codes
IAS Real Time (web svc) ABCO, TRVL) 3:00 pm
11:00 pm
SmartPay2 5:00 am (M-F) I
GovTri Dai 11:00
TRVL 5:00 pm (M-F) ov'rip ay pm
SmartPay2 / WEX Daily 7:30 pm
WEX ?7?

Feeder systems interact differently with FMMI. The one commonality is that if there is no available budget for the
SHC provided, the entry will reject (payroll is the exception). Rejected documents can cause delays in payments
being issued and possible service interruption.

SmartPay2 (US Bank) and WEX (Citi Bank) experience a very high number of rejects. There are a few primary
reasons for the issues:

= |nvalid/Missing BOC

= |nvalid/unfunded default code

= |nvalid/unfunded code used for reallocation

Agency credit card transactions post in FMMI as either a ZW (SmartPay2) or ZX (Fleet Card) document types. They
post to the default Short Hand Code (SHC) and Business Object Code (BOC) that is on file for the cardholder. If
you need to change the default SHC or BOC you will do a reallocation (ZS document type) in Access Online to
make the changes. If the SHC is invalid or the budget amount is not sufficient to cover the charge either the
ZW/ZX/ZS document can reject in FMMI. The Local Agency Program Coordinator (LAPC) will contact the card
holder to let them know of the reject. To correct these rejects the program will need to increase funding on the
SHC or provide a new SHC to the LAPC for this charge. If the original ZW/ZX document rejects you will not be able
to do a reallocation later in Access Online since the system cannot locate the original document. Any changes
then would have to be done on an SU document. See Appendix B for reallocation guidance.

List of APHIS Feeder Systems

GovTrip Government travel transactions

SmartPay2 / WEX Purchase/fleet card processing

WebTA/Payroll Employee time & attendance/other employee payments

MASC Other USDA systems not specifically identified (i.e., ABCO, PACS, PROP)
IAS Integrated Acquisition System (Purchasing)

CPAIS Corporate Property Automated Information System (real property system)
TRVL Travel System for relocation authorizations and vouchers
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IPAC Overview

IPAC is a Treasury process/system used to move funds between federal agencies without processing manual
payments or collections. IPAC uses the Agency Location Code (ALC) through Treasury as we would use our bank
account information to transfer funds to or from our bank account.

NFC processes all IPAC transactions for the USDA, both intra-agency (i.e. USDA = INTR) and interagency (i.e. non-
USDA = RONA), into FMMI.

Interagency (IPAC) Collections = Treasury Transfer Funds = Sales Orders (RONA)
Intra-Agency Collections = NFC Transfers Funds = Sales Orders (INTR)

IPAC Payments = Purchase Orders

IPAC Document Reference Number (DRN) - A unique identification number that is automatically assigned to each
interagency transaction entered into the IPAC System.

Example — IPAC Collection Document

RECEIVED BY YOUR ALC
ALL TRANSACTIONS RECEIVED BY: 12401000
INCLUDES THIRD PARTY SUBMITTER DATA

Start Date: 10/01/2014 End Date: 10/31/2014

Orignating ALC Customer ALC Submitter ALC COLLECTION

04000001 12401000 4000001

Document Reference Number Summary Amount

02132035 $254400

Accomplished Date Accounting Date  Number of Detail(s)  Originator DO Symbol

100672014 10312014 3 X0215

ALC Contact Contact Phone
Lanee D. Young 2025122063
Contact Emai

lyoung@gpo.gow

Detal Number Receiver Treasury Account Symbal  Receiver DUNS+4 Sender Treasury Account Symbol Sender DUNS+4

1 004  X4505001
Receiver BETC Receiver DUNS  Sender BETC Sender DUNS
cow
Purchase Order Number Invoice Number
341010-5¢0085 1623881
Obligating Document Number Requstion Number Contract Number
1623801 0 0
CUN Jas Number
0 0
ACT(trace number) Job (Project) Number  Pay Flag Reocewer Dept Code
0 1] F 12
Unit of lssue Quantty Unit Price Detal Amount
EA 1.00 $318.00 $318.00
ACRN Accountng Classfication Code FSNAAAADSN DOD Actwity Address Code
0 0 0
Transaction Contact Contact Phone
L Young 202512-2083
j-igipilons I Print Order: 79171/ R G e Retinto

gequlsmon: 14-00048 /00D Line

For more information regarding IPAC, please visit the following Treasury Link:
http://tfm.fiscal.treasury.gov/v1/p6/c400.html
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Payroll Employee Level Detail Report

Purpose
The Payroll Employee Level Detail Report provides employee payroll details.

Considerations
e This report only shows payroll expense entries through WebTA (ZP docs), and will not show B2s affecting
payroll or payroll processed any other way (ex. ePRES, State Dept).

Report Type
BI

FMMI Role
Accounts Payable, Bl Reporter

Instructions
STEP 1: Go to Accounts Payable > Bl Payroll Reports > Payroll Employee Level Detail Report

QED"_\ United States Department of Agriculture . ) Welcome Luisa Jou Zhang Help ' Log Off
Financial Management Modernization Initiative

Welcome LIS TEIIN Accounts Receivable  Cost M, t  Funds | General Ledger lanageman terface Table Maintenance
Imoice Process | Invoice Approval | AP Evaluation | AP Reports | IAS Interface Reports | Bl Accounts Payable Reports | Bl Payroll Reports

1 Overview | History, Back L
V

Purchasing

r—"J I Payroll Employee Level Detail Report I
oy pok i5 used to analyze payroll data. The report displays the dollar amount related to each

employee from PACS

STEP 2: Variable entry screen for report will appear. Enter the desired parameters to execute the report.

Payroll Employee Level Detail Report

Variable Entry
Available Variants: Save || Save As... || Delele Show Variable Personalization
General Variables
Variable** Current Selection Description

Business Area

2 Fiscal Year

2 Fiscal Period
Pay Period Covered
Pay Period Processed
Budget Period
Fund
Funds Center
Cosl Center
WBS Element (Selection Options, Optional)
Funded Program
Functional Area
Budget Object Code
GIL Account (Selection Options, Optional)
Treasury Schedule Number
Application of Fund
Treasury Symbol
Document Number
Document type
Employee Related Vendor
Shorthand Code

OK Checkl

Q00RO OOOO00D0O00ROO0D0OI0
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STEP 3: To run by WBS element, enter the following data:
a. Fiscal Year =i.e. 2015
b. Fiscal Period =i.e. 1 (October)
c. WBS Element =i.e. AP.RA.RX01.72.0018
d. Optional: click Check and if search criteria was entered correctly, a description will appear in the
Description column
e. Click OK to run the report

Available Variants: Save || Save As...|| Delele | Show Variable Personalization

General Variables
Variable**- Current Selection Description

Business Area

Fiscal Year 2015
Fiscal Period 1
Pay Period Covered

Pay Period Processed

Budget Period

Fund

Funds Center

2015

Cost Cenler
WES Element (Selection Opiions, Optional)
Funded Program AP RARX01.72.0013 AP RA RX01.72 0018 AL-MOBILE REGION#

(= = R = gn s Qu s ] =] =]

Functional Area

Budget Object Code

GIL Account (Seleclion Oplions, Optional)
Treasury Schedule Number

Application of Fund

Treasury Symbol

Document Number

Document type

Employee Related Vendor

Sherthand Code

QDDQDDDQDDI

[OR Check] Cancel

STEP 4: The Report will generate and the layout can be modified to display as shown below, or to your preference.

Welcome RECILINLHFVELE Accounts Receivable  Cost Management  Funds Management  General Ledger Management  Interface Table M:
AP Evaluation | AP Reports | IAS Interface Reports | BOBJ Accounts Payable Reports | BOBJ Payroll Reports | HANA Accounts Payable Reports | Bl Accounts Payab

Payroll Employee Level Detail Report
»

Employee Level Detail Payroll Report

_Open | SaveAs... | oisplayas | Table ~| _Info] Print Version | Export to Microsoft Excel |

~ Columns Funded Program  AP.RA RX01.72.0018
= Funded Program AL-MOBILE REGIONAL A
* Funds Center Funds Center APWSER0101
* Key Figures Pay Hours* Regular pay*~ Benefits®> Employee Total*~

~ Rows Employee Related Vendor = Pay Grade = Pay Series= PayStep= PPC= PPP= HR S E) S
* Employee Related Vendor  payL S SIEGEL Il 05 040400 01 18 19 .22.00 -333.30 7152 .404.82
“ByEns Result 22,00 333.30 7152 -404.82
* Pay Series Overall Result 2200 -333.30 -71.52 -404.82
» Pav Stan

STEP 5: Commonly used additional features:
f. Create/save variant
g. Filter
h. Dragand Drop
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STEP 6: To print PDF the report click Print Version and go to step 7 OR to export to Excel, click Export to Excel and

go to step 8.

Payroll Employes Level Detail Report
k

Emgieree Lavel Detsil Pagroll Report

Cean | Seve 2 | sasmia | Tacle

| ntermas

General Ledger Management  Interface Table Maintena
= = | Bl Payroll Reports

= Columm

Dovimam Aren e

+ Pay Sarias
* Fay Stp

. PRC
Svesll Basl

AFOD  ANIMAL/PLANT HEAL

Fund i Sant Cantara Evgizyas Palates Varders  Payd
THINSP 5WC APDDB22RAN TRUST-CATA APPOHOIIZA TRUST FUNDS - S AFRI  BRUCE RLEWHE oz
Rl
Fasult

STEP 7: After Print Version is clicked, the following box will appear, click OK.

Marging | mm

| (N ENEN

(o

3 = 3 = i n| @ - - 4 5 5 - 1
= H BT i Y B8 ® [Fren - | ) coorae - P sin =
s resm LNTED STATES CEPARTENT o AGRCULTURE Bagmt
g ok e Pt e
i et e T
R e T e ™ = i i Fem

FOR CFRICAL USE ONLY
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STEP 8: After Export to Excel is clicked, the following box will appear, click Open.

File Download

Do you want to open or save this file?

[ j Name: ZANALYSIS_PATTERN.xls
il Type: Microsoft Excel 97-2003 Worksheet

From:  portalbi.fmmi.usda.gov

Open | [ seve | [ G )

i While files from the Intemet can be useful, some files can potentially
ham your computer. K you do not trust the source, do not open or
save this file. What's the risk?

Click Yes and the report will automatically open in Microsoft Excel.

Microsoft Excel

] The file you are trying to open, 'ZANALYSIS_PATTERM[1].xls', is in a different format than specified by the file extension, verify that the file is not
corrupted and is from a trusted source before opening the file. Do you want to open the file now?

To enable editing, click the Enable Editing box shown

HdEa-c-A0Sir ZANALYSIS PATTERM{1}xds [Protected View] - Microsoft Excel

n Hame Insent Page Layout Formulss Data Review Views Developer
o Protecied View  This file was opened fram a potentially urisafe location. Cick for mare detaiis. I Enabls Editing I x |

Al - £ | Employes Level Detail Payroll Report =

m

A 8 c D | I F [ T W[t [ o [k[L] W%
IEMHMPLB\‘O‘N!&IIDW“M I '

iatotExceptens
Tz xsaeony are Sefees

IO . .S S e i A i i seland

¥ TAUST.CAT & APPONQ1224 TAUST FUMDS - S AFR) | BAUCE A LEWRE

ET.CAT 4| TALET FUNDS - § AFR BALCE R LEWKE o2

(v TRUST-CAT A | APPGHQIZZA TRUST FUNDS - § AFR) BRUCE A LEWKE
Ecr Sttt d sl

TRUST.CAT &

Rt
1TSS ENON S SR Resat

|15 ama
| 16 Orveral Resut

12 General information

19 Query Technic

refresn
o2 Temghate

31 System

| 33 Static Filters
i 34 Facalpees

| 35 |Facaly
36 | Funas v
| 37 |vias smens
| 38 |Buamess aren

agement Lrea

| o1 BEcours ! _
(M L M ZANALYSIS PATTERM L 4 L.

“mease. i 721 | TR A 008 (=} ; |

*Note: PPCis Pay Period Covered. PPP is Pay Period Performed/Entered in PACS. These will be different for a
corrected TA.
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GL Accounts within this report

6100001101

BASE PAY - US NON-WAGE BOARD-FULL-TIME
PERM

6100001104

BASE PAY - US WAGE BOARD-FULL-TIME PERM

6100001105

EMPLOYEE INDEBTEDNESS

6100001109

TIME OFF AWARDS

6100001121

BASE PAY - US NON-WAGE BOARD-FULL-TIME
TEMP

6100001131

BASE PAY - US NON-WAGE BOARD-PART-TIME

6100001153

OTHER AWARDS

6100001160

NIGHT DIFFERENTIAL

6100001163

SUNDAY DIFFERENTIAL - NON-WAGE BOARD

6100001164

SUNDAY AND NIGHT DIFFERENTIAL

6100001170

OVERTIME - NON-WAGE BOARD

6100001171

OVERTIME - WAGE BOARD

6100001180

HOLIDAY PAY - NON-WAGE BOARD

6100001183

LUMP SUM PAYMENTS - PERMANENT-NON-WAGE
BOARD

6100001205

FEHB - EMPLOYEE SHARE PAID BY AGENCY

6100001274

TSP - GOVERNMENT-BASIC CONTRIBUTION

6100001275

TSP - GOVERNMENT-MATCHING CONTRIBUTION

6100002106

TRAVEL REIMBURSEMENTS

6400001201

FICA - AGENCY CONTRIBUTION

6400001202

FEGLI - AGENCY CONTRIBUTION

6400001203

FEHBA - AGENCY CONTRIBUTION

6400001204

CSRS 7% COVERAGE CODE 1 - AGENCY
CONTRIBUTION

6400001213

HIT - AGENCY CONTRIBUTION

6400001214

TRANSITIONAL RETRMT CONTRI - CIVIL SERVICE

6400001251

TRANS OASDI CONTRI - CIVIL SERVICE

6400001264

FERS CONTRI - REGULAR

6400001269

FULL OASDI CONTRI - FERS (L)
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WS SO Overhead (OH)

Overview

SO OH is a percentage of eligible expenses. Eligible expenses for OH include all billable expenses, less OH. (RRB
includes all eligible expenses including Overhead.)

FMMI SO OH Calculation
Total Eligible OH Expenses for Period
x__ OH Rate
= Overhead Charged on Account for Period

WS SO OH Rates
WS SO Overhead percentages range from 0% to 27.15%.
e 0% OH rate would mean that all OH was waived in the agreement (this is rare and requires Administrator
(or designee) approval).
e 5.15% means that WS waived their OH in this agreement as this amount is solely for MRPBS.
e 16.15% means that regular OH is included in this agreement.
e 27.15% means that regular OH plus pooled job costs are included in this agreement.
e Percentages in between any of the above signify some range of variation from the above listed standards.

Pooled Job Costs (PJC)

Pooled job costs include any item of expense that may be directly identified with a particular project or program,
and is distributed across all identifiable projects or programs to which it pertains (see Wildlife Services Policy,
Chapter 2 Section 2.215, dated August 23, 2013).

Initially in FMMI PJCs were intended to be picked up in the cost allocation cycle. Cost allocation is a process in
FMMI that moves certain indirect costs directly to accounts as billable expenses, based on established criteria in
tables (i.e. spreads truck cost to multiple projects). Later it was learned that cost allocation does not work with
SOs and that is why PJCs are now included in the OH rate where needed.

WS SO OH Split Example
1. MRPBS=5.15%
2. WSOH=11%
3. WSPIC=11%

Direct vs Indirect Costs
e Direct costs are those that are directly attributable to a project in full expense amount (i.e. program
payroll, project supplies, etc).
e Indirect costs are those that are not directly attributable to a project in full expense amount (i.e. Admin
support, equipment repairs, etc).
Please refer to Wildlife Services Policy, Chapter 2 Section 2.215, dated August 23, 2013 for more definitions and
examples.

*Note: All portions of the FMMI WS SO OH rate are often referred to as just OH or indirect costs, but may also
contain PJCs.
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WS SO OH Reconciliation

FMMI SO OH Calculation
Total Eligible OH Expenses for Period
x__ OH Rate on Account
= Overhead Charged on Account for Period

Instructions

STEP 1: To obtain the total eligible OH expenses for the period, run the LIACR Report for the appropriate
a. WABS Element
b. Posting Date Range
c. Choose layout /WS OH RECON

STEP 2: Filter to the appropriate BP, if needed

STEP 3: Multiply this total by the OH Rate on the account

STEP 4: This total should equal the total OH charged on the account for the period

Example
AP.RA.RX36.72.0121
04/01/14 - 04/30/14
/WS OH RECON

BP 14XX (SO 6100009040)

S 227.24 Eligible Expenses
X 0.2715 OH Rate on SO
S 61.69 OH Charged on Acct for Period

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Pro

[ 4 _Back [ Exit|[ Cancel | [ System |
Layout /W8 OH REC
Cbject WBS AP.RA.RX36.72.0121
Cost Element 5200000200 To 6400001269
Posting Date 04/01/2014 To 04/30/2014
WBS Element * BP v E Val/COArea Crcy
AP.RA RX36.72.0121 14XX 33.34
14XX 033
14XX 0.12
14XX 167.72
14XX 15.61
14XX 0.07
14XX 3.61
14XX 0.47
14XX 3.97
14XX 2.00
AP RARX36.72.0121 . 227.24
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WS SO OH Charged

Instructions
STEP 1: To obtain the total OH charged for the period, run the LIACR Report for the appropriate:
a. WBS Element
b. Cost Element 6100980000 (OH GL)
c. Posting Date Range
d. Choose layout /WS OH CHRGD
STEP 2: Filter to the appropriate BP, if needed
STEP 3: This total should equal the total OH charged on the account for the period

Example
AP.RA.RX36.72.0121
6100980000
04/01/14 -04/30/14
/WS OH CHRGD

BP 14XX (SO 6100009040)
Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Pro

[Menu4 || | 4 “Back |[ Exit][ Cancel | [ System 4|
Layout /WS OH CHR
Object WBS AP.RA.RX36.72.0121
Cost Element 6100980000 To 6100980000
Posting Date 04/01/2014 To 04/30/2014
WBS Element “ BP - |z Val/COArea Crcy
AP.RA RX36.72.0121 14XX 61.69
AP.RARX36.72.0121 - 61.69
LR 61.69
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WS SO OH Split

Instructions
STEP 1: To obtain the OH split for the period, run the LIACR Report as follows:
a. AP.RA.*and AP.WS.*
b. Cost Element 6100980000 (OH GL)
c. Posting Date Range
d. Choose layout /WS OH SPLIT
STEP 2: Filter to the appropriate BP, if needed
STEP 3: Review the results for the appropriate WBS element
STEP 4: This should show the OH split for the account for the period

*Note: If you know all of your needed WBS elements, it would be best to limit the report to just those when
running, or to use the wildcard trick (see FMMI Tips and Tricks) to lessen the results. Otherwise, you may have to
change the Further Settings to 20,000 lines or more to get to your account. If you have to go this massive route,
print to PDF and it will be searchable.

Example
AP.RA.* and AP.WS.*
6100980000
04/01/14 - 04/30/14
/WS OH SPLIT

AP.RA.RX36.72.0121

BP 14XX (SO 6100009040)
Fund/Cost Center APWSER3636 (SO 6100009040)

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[ Menu 4 || 4 Back || Exit || Cancel || System « || Document | Master
Layout /WS OH SPL WS OH SPLIT
Object WBS AP.RA.AARA... AAMD REIMBURSE
Cost Element 6100580000 To 6100580000 OpEx-Overhead
Posting Date 04/01/2014 To 04/30/2014

® _. WBS Element BP » DocumentN.. = = Val/COArea Crcy

1 AP.RA.RX36.72.0121 14XX 3018954163 61.69
2 AP.RA.OVHD.AG 14XX 4.54-
3 AP.WS.IDCT.36 14XX 32.15-
4 AP.RA.POOL.WS.ER36 14XX 25.00-

3018954163 . 0.00
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*Note: There is an OH Sender/Receiver Table in FMMI which defines the OH split based on Fund/Cost Centers,
the OH Costing Sheet, and the OH Key. Pat updates this table based on a spreadsheet she receives from BESB. If
you do not get the results you were expecting for the OH split, it is likely that the OH Sender/Receiver Table for
the associated Fund/Cost Center is wrong. Contact MRP.Billing.Requests@aphis.usda.gov for assistance. (See
screenshot below for an example of the table showing the OH split definition)

Welcome  Accounts Payable QLILILI-AUGVEICE Cost Management  Funds Management  General Ledger Management  Interface Table Maintenance  Purcl
Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | AR Evaluation
Split OH Table Maintenance

alr 4

| ARReports | Sales Order Reports | Overhead Allocation Processing | Customer Cormy

| Bosioesspcovty N Display View "OH Receiver Budget Address": Overview
» O Process Overhead Allocation [
Back | [ Bt | [ Cancel e Select Al | [ Select Biock | [ Deselect Al
&= =2 (Mens] » [Back]| cel ] [System . | [Oispiay > Change | 1|E 1 1
* Split OH Table Maintenance Dislog Structure Business Area APOO
w ((]OH Sender Rules Sales Doc. Type ROWE
AR .
~ © AR Invoice Functions Overhoad key T
* Approve and Post AR Funds Cenler APWSER2323
Documents
+ Change AR Document O Rucelver Budget Addmes
: CreatiAR kwoice Seq No  RecvFund Cir RecvFund RecvCsiCn RecvFuncArea  Recv WBS % OH Rate i
- Create AR Reversal '__i 1 APMRO00000 APDO1600AR APMRO0000! APODAGREIMBUROD AP RA OVHO AG 3 =
Document | APWSER2323 APOD1600AR APWSER232 APODAGREIMBUROD APWS IDCT 23 1315
+ Display Account Balance M E APWSER2323 APOO1600AR APWSER232 APOOAGREIMBUROO AP RA POOL WS ER23 1"
for AR Items |
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WS SO OH Earned

Instructions

STEP1: To obtain the OH earned by WBS Element, run the LIACR Report as follows:
a. WABS Element (i.e. AP.RA.POOL.WS.ER36)
b. Cost Element 6100980000 (OH GL)
c. Choose layout /WS OH SPLIT

STEP 2: Filter to the appropriate BP, if needed

STEP 3: This should show the OH earned for the WBS Element

Example
AP.RA.POOL.WS.ER36
6100980000
JWS OH SPLIT
14XX

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

Menu 4 | || | 4 Back |[ Exit|[ Cancel | [ System 4 | [ Document | Master Record | | Correction Request
Layout /WS OH SPL WS OH SPLIT-Run with GL 6100980000
Object WBS AP.RA.POOL.WS.ER36 WS POOLED JOB COSTS NEW YORK
Cost Element 6100980000 To 6100980000 OpEx-Overhead % Calc
Posting Date - To =
* .. WBS Element BP » DocumentN.. " = Val/COArea Crcy
4 AP.RAPOOL.WS.ER36 14XX 3024034923 912.68-
3024034923 . 912.68-
4 AP.RA POOL.WS ER36 14XX 3024034916 5,476.93-
3024034916 . 5,476.93-
4 AP.RA POOL.WS ER36 14XX 3024034909 862.42-
3024034909 . 862.42-
3 AP.RA POOLWS ER36 14XX 3024114570 1,162.02-
3024114570 . 1,162.02-
3 AP.RA POOL.WS.ER36 14XX 3024114069 607.00-
3024114069 . 607.00-
3 AP.RA POOL WS ER36 14XX 3024114068 218.63-
3024114068 . 218.63-
3 AP.RA POOL.WS ER36 14XX 3024114067 165.79-
3024114067 . 165.79-

3

*Note: OH earned comes from the OH split (sender/receiver rules). It shows as a negative expense in FMMI. This
is where you see it in the SOF PTD as well, as a negative expense.
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WS SO OH Spent

Instructions

STEP 1: To obtain the OH spent by WBS Element, run the LIACR Report as follows:
a. WABS Element (i.e. AP.RA.POOL.WS.ER36)
b. Choose layout /WS OH SPENT

STEP 2: Filter to the appropriate BP, if needed

STEP 3: This should show the OH spent for the WBS Element

Example
AP.RA.POOL.WS.ER36
/WS OH SPENT (NOTE: This layout excludes OH earned.)

14XX

Line Items - Actual Costs/iRevenues

Display Actual Cost Line Items for Projects

[Menu ]| | 4 Bacx][Ext][ Cancel | [ System 4| [ Document | “Master Record | [ Comection Request [ Detass | [ Set Finer | [ Son in Ascending Order | [ Son in Descenaing Oroer | [ Cnau

Layout /W3 OH SPE %3 OH SPENT-Run By OH WBS Elements

Dhject WBS AP.RA.POOL.WS.ER36E %3 POOLED JOB COSTS NEX YORK

Coa:_!lemn: 6100001101 To 6400001259 OpEx-BSPYUSNWFTP...

Fosting Date = To -

WES Element ® eeP v .. DocumentN. ® Doc.Date  CostElem = ValCOArea Crey Document Header Text Name User Name
3022552219 01872014 449 1117 34 AXWSERISISREIMBURPOOLWSER3S  FIPYROL1
3022552540 091672014 11490 1717 34 AWSERIGIGREIMBURPOOLWSERS  FIPYROL1
3023331229 092072014 200 1718 34 AXWSERIGIGREIMBURPOOLWSERSS  FIPYROL1
3023335211 093072014 236 1818 34 AXWSERIGIGREIMBURPOOLWSERSS  FIPYROL1
023335798 0X3072014 1.59 1618 34 AXWSERIGIGREIMBURPOCLWSER3S  FIPYROL1
3022341479 09042014 6400001264 51.58 1616 34 AXWSERIGISREIMBURPOOLWSER3S  FIPYROL1
3022552219 091872014 3885 1M7 34 AXWSERIGISREIMBURPOOLWSER3  FIPYROL1
3023335211 097302014 2045 1818 34 AXWSERIGISREIMBURPOOLWSERY  FIPFYROL1
3022341479 09042014 6400001269 2595 1616 34 AXWSERIGISREIMBURPOOLWSERYS  FIPYROL1
3022552219 091872014 1921 1717 34 AXWSER3SISREIMBURPOOLWSER3S  FIPYROL1
09/1872014 49083 1717 34 4XWSERISISREIMBURPOOLWSERSS  FIPYROL1
3023335211 0302014 10.11 1818 34 AXWSER3ISIGREIMBURPOOLWSER3S  FIFYROL1
3023335798 093072014 682 1618 34 AXWSERISIGREIMBURPOOLWSER3S  FIPYROL1
12 . 10,185.32

*Note: This report does not include Commitments or Obligations, which do affect budget availability. Use the
SOF PTD or ULO to review any Commitments or Obligations also affecting your account.
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WS SO OH Available

Instructions

STEP 1: To obtain the OH availability by WBS Element, run the LIACR Report as follows:
a. WABS Element (i.e. AP.RA.POOL.WS.ER36)
b. Choose layout /WS OH AVAIL

STEP 2: Filter to the appropriate BP, if needed

STEP 3: This should show the OH available for the WBS Element

Example
AP.RA.POOL.WS.ER36
/WS OH AVAIL (NOTE: This layout includes both OH earned and OH spent.)

14XX

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[Menu ]| | ¢ _Back ][ Ext] [ Cancei | [ System . | [ Document | “Master Record | [ Comection Request [ Detais | [ Set Fimer | [ Sont in Ascenaing Oraer | [ Sont in Descending Oroer | [ Cna
Layout /%3 OR AVA W3 OH AVAILABLE-Run By OH WBS Elements
Ohjlct WBS AP.RA.FOOL.WS.ER36 w8 POOLED JOB COSTS NEW YORK

Cost Element 6100001101 To 6400001299 OpEx-BIPYUSNWFTP...
Fosting Date ~ To =

WBS Element = eP v = .. DocumentN.. “ Doc Date  CostElem. " = Val'COArea Crcy Document Header Text Name User Name
022552219 01872014 449117 34 AXWSERISISREIMBURPOOLWSER3S  FIPYROL1
022552540 0N182014 11490 17117 34 AXWSERISISREIMBURPOOLWSERS  FIPYROL1
3023331229 03072014 200 1718 3 AXWSERISISREIMBURPOOLWSERSS  FIPYROL1
2023335211 0302014 23 1818 34 AXWSERISREIMBURPOOLWSERS  FIPYROL1
202333576 09302014 159 1618 34 AXWSERISMREIMBURPOOLWSERS  FIPYROL1
022341479 09042014 6400001264 51.58 1616 34 4XWSERISISREIMBURPOOLWSER3S  FIPYROL1
022552219 091872014 3885 1717 34 AXWSER3SISREIMBURPOOLWSER3S  FIPYROL1
3023335211 09302014 20.45 1818 34 4XWSER3S3SREIMBURPCOLWSER3S  FIPYROL1
3022341479 09042014 6400001269 25.95 1616 34 4XWSERISISREIMBURPOOLWSER3S  FIPYROL1
3022552219 0182014 1921 1117 34 AXWSER3SISREIMBURPOOLWSERY  FIPYROL1
031872014 49083 1717 34 AXWSERISISREIMBURPOOLWSER3S  FIPYROL1
3023335211 0930:2014 10.11 1818 34 AXWSERISISREIMBURPOOLWSER3S  FIPYROL1
3023335798 09302014 682 1618 34 4XWSER3SISREIMBURPOOLWSER3S  FIPYROL1

12 . 19,767.88-

*Note: This report does not include Commitments or Obligations, which do affect budget availability. Use the
SOF PTD or ULO to review any Commitments or Obligations also affecting your account.
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LIACR Report Layouts

These ECC LIACR Report layouts were created by FMD for both FMD and WS use.

We do want to collaborate to make these layouts as efficient and effective (into the best format) as possible for
both parties.

We do not want each WS office to modify the layouts and save them either as the current layout name
(overwrite) or a new layout name, without collaborating with both FMD and WS. We all need to share the same
layouts in order to save space and system resources, and keep them accurate. If we end up with multiple layouts,
there will be more to scroll through. Then, at some point we will likely have to clean this up and delete a bunch.

For additional information regarding layouts and variants see FMMI Tips and Tricks.

Page 67 of 191



Collections

Payments to USDA APHIS Overview

There are approximately 240,000 payments (primarily customer payments) to the USDA APHIS each year
(approximately 20,000 per month). On top of that, APHIS also posts payments for three additional USDA
agencies. USDA uses semi-automated posting processes (i.e. lockboxes). For these reasons, it is critical that
each payment is sent to the appropriate place using the correct payment processing data and including the
proper remittance advice. If any of these are not accurate, there is a good chance the payment either not being
received by APHIS or being received and misapplied.

Three important pieces to every APHIS Customer Payment:
1. How the payment is sent
Payments to USDA APHIS Instructions
2. Where the payment is sent
APHIS Lockbox Instructions and Payments to USDA APHIS Instructions
3. Remittance Advice Included on payment

APHIS Remittance Advice Instructions

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by phone
at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.gov.
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US DA United States Marketing and Financial Financial

—

i Department of Regulatory Programs Management Operations
Agriculture Division Branch

Payments to USDA APHIS Instructions

The procedures below are for payments to USDA APHIS. Payments are accepted via Check, Money Order, ACH,
Wire Transfer, PayPal, Debit Card, Credit Card, or IPAC.

Check or Money Order: Make payable to “USDA APHIS”. Checks drawn from a foreign bank
must say “Payable in US Dollars.” Mail your payment to the lockbox address listed on your
bill or refer to the APHIS Lockbox Instructions for additional guidance.

Debit Card, Credit Card, PayPal, or ACH: payments can be made at www.pay.gov.

For step-by-step Pay.gov instructions refer to the Pay.gov Instructions.

Bank ACH: processed through Remittance Express by the Federal Reserve Bank of Richmond.

You will need the following information to remit a payment via ACH, if not using pay.gov:
ABA: 051036706
Name on Account: USDA, MRP, APHIS
Account Number: 540021

Wire Transfers: processed through the Federal Reserve Bank of New York.

You will need the following information to remit a payment via Wire Transfer:
ABA: 021030004
Name on Account: USDA, APHIS
Account Number: 12403400

DO NOT USE THE BANK SWIFT CODE for any Wire Transfers.
This may cause your payment to be rejected.

International Wire Transfers: must be sent through a US correspondent bank (i.e. third
party or intermediary bank) before going to the Federal Reserve Bank of New York. The US
correspondent bank information should be in bold.

IPAC: direct payment processing for federal agencies through US Treasury.

You will need the following information to remit a payment via IPAC:
APHIS ALC: 12403400

ensuring the proper posting of your payment. Determine your remittance advice based on
your customer type and the associated instructions found on APHIS Remittance Advice

REMITTANCE ADVICE: The remittance advice included on your payment(s) is crucial to

Instructions.

Note: Any fees associated with the financial transaction chosen (ie bank funds transfer, credit card, etc) are the
responsibility of the remitter. Please check with your financial institution for fee considerations.

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by phone
at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.gov.
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US DA United States Marketing and Financial Financial

i Department of Regulatory Programs Management Operations
Agriculture Division Branch

USDA APHIS, Wildlife Services

Remittance Advice Instructions

The procedures below are for remittance advice for payments to the USDA APHIS.

Remittance Advice: The following information must be included on your payment(s) and is crucial to
ensuring the proper posting of your payment. Determine your remittance advice based on your

customer type below.
Wildlife Services Remittance Advice by Customer Type:

e WS Advance (Down Payment)
O WABS Element (ex. “AP.RA.XXXX.XX.XXXX")

e WS Reimbursable (non-OTC Accounts)
0 Bill Number only, if a bill exists (ex. “BD 300000789”)

e WS Reimbursable — OTC Accounts
0 Customer Number (ex. “Cust No. 3361234")

Customer Types:
Wildlife Services (WS) Customer Payments
Advance Payments — agreement includes payments in advance of services received.
Reimbursable Payments — agreement includes payment after services are received.
Over the Counter (OTC) Payments — may include, but not limited to the following:
e customer is paying at the time of service,

e often small dollar amounts, and/or
e one-time transactions.

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by phone

at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.gov.
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US DA United States Marketing and Financial Financial

i Department of Regulatory Programs Management Operations
Agriculture Division Branch

USDA APHIS Lockbox Instructions

The procedures below are for mailing in payments to the USDA APHIS via check or money order. USDA
APHIS uses commercial bank lockboxes to route and post incoming payments.

What is a Lockbox? A service offered by banks to companies in which the company receives payments
by mail to a post office box and the bank picks up the payments, deposits them into the company's
account, and notifies the company of the deposits.

Make checks or money orders payable to “USDA APHIS.” Checks drawn from a foreign bank must say
“Payable in US Dollars”. Mail your payment to the lockbox address listed on your bill or form or refer to
the below instructions for additional guidance.

Remittance Advice: The remittance advice included on your payment(s) is crucial to ensuring the
proper posting of your payment. Determine your remittance advice based on your customer type and
the associated instructions found on APHIS Remittance Advice Instructions.

**CAUTION**
APHIS General Lockbox and Collections Sort (in order)
e Customer Account Number/ Billing Document Number
e Down Payment
e COD/SHC
¢ Unidentified

Link to Lockbox Addresses:
USDA APHIS Collection Types and Where To Send Them (Lockbox Addresses)

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by phone
at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.gov.
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APHIS General Lockbox Process Flowchart

APHIS GENERAL LOCKBOX

_ \[o}
Check mailed FMMI Lockbox

to Lockbox Reprocessor

Yes. Post to
Customer. Kate/Justin

End.

Yes. Post to Research to
Bill. End. post collection

Yes. Post to
DPR. End.

Yes. Post to
SHC. End.
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USDA APHIS Wildlife Services

PAY.GOV Instructions

Purpose

Pay.gov is a collection tool for federal agencies to collect via credit card, debit card, PayPal, or ACH. Please note
that these collections may be entered directly into pay.gov either by internal staff or by external customers.

Considerations
e These instructions were specifically tailored to meet the needs of Wildlife Services customers.

Instructions
STEP 1: Go to www.pay.gov

STEP 2: Click on FIND AN AGENCY

Legin Register

STEP 3: Click on “Agriculture (USDA): Animal and Plant Health Inspection Service (APHIS)”

Agriculture (USDA): Animal and Plant Health Inspection Senvice (APHIS)

STEP 4: Under Animal and Plant Health Inspection Service (APHIS) Customers, click on “Continue to the Form”

Animal and Plant Health Inspection Service (APHIS) Customers

Please use this form to pay your APHIS account statement.
Form Number: APHIS Customers

Continue to the Form
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STEP 5: Click on “Continue to the Form”

Animal and Plant Health Inspection Service (APHIS) Customers

Before You Begin 1 Compiets Agency Form 2 Enter Payment Info 3 Review & Submit Need ’
4 Confirmation
APHIS Cus
Please use this form to pay your APHIS account statement.
Paying online with Pay.gov is safe, secure, and the preferred method to make a payment. To
make a payment using one of the below accepted payment methods, please click the Continue to the 4
Form button.
Accepted Payment Methods: St
Email: Clich
» Bank account (ACH) Phone: (61

» PayPal account

» Debit or credit card

This form provides you the ability to schedule recurring, automatic payments by withdrawing
from your checking or savings account. To take advantage of this feature, you must have a
Pay.gov account. If you already have an account, please Log in ; otherwise, click Register to

create one.
Cancel Continue to the Form

STEP 6: Fill out the Required Fields.

At the bottom of the form you will see a question for “Service Provided By”, click on the drop-down box to get the
menu and choose the Program for which you are paying, in this case WILDLIFE SERVICES.
*Required Field i

*Customer Name: [ |

*Street Address: | |

Street Address 2: [ ]
*City: | |
*Country: | v

Zip/Postal Code: [ |

Email Address: | |

*Point of Contact First Name: [ |

Point of Contact Middle Initial: | |

*Point of Contact Last Name: [ ]

*Point of Contact Phone Number: [ ] Exto | |

Please notate a Payment Reference for each individusl debt you wish to pay. You may pay up to five Accounts or Bills

*Service Provided by:

I ™M
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STEP 7: Enter your Billing Document Number(s) and Amount(s).

For non-billed customers (i.e. OTC Sales), enter your Customer Account Number (7-digit number) and the Amount
you are paying. If the Customer Account Number is not known, enter something like “Wildlife Services-Nebraska”
or the state you are doing business with for us to be able to research the payment.

Please notate a Payment Reference for each individusl debt you wish to pay. You may pay up to five Accounts or Bills
*Service Provided by: Billing Document Number Payment Amount (U.S. Dollars)
T 1 | | S| |
2 | § | |
3 | $ | |
& | | § | |
5 | | $ | |
Plesse note: For Assistance or to submit  Total Amount Calculated: $ poo |
an address change, please email:
sbshelpline@aphis.usds.gov
| POF Preview | [ SubmitDsta |

STEP 8: Click on “Submit Data”

STEP 9: Choose the type of payment method you would like to use and click on “Next”

Payment Information

Payment Amount: $1.00

* | want to pay with my:
O Bank account (ACH)

O PayPal account’

) Debit or credit card

STEP 10: Enter all of the required payment information for the payment method chosen and click on “Review and
Submit Payment”
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STEP 11: Review the payment information. If all information is correct, put a check in the box next to the
authorizing statement and click on “Submit Payment”

You may enter muinple emall addresses in this Nield. Separale email addresses Willl @ comma.

* | authorize a charge to my card account for the above amount in
accordance with my card issuer agreement.

Retum to Form Cancel Submit Payment

STEP 12: Either print or save a copy of the payment confirmation for your records. This payment confirmation
will be emailed to each email address submitted with the payment as well.
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US DA United States Marketing and Financial Financial
--_-"""_" Department of Regulatory Programs Management Operations
Agriculture Division Branch

USDA APHIS
Wildlife Services

DOWN PAYMENT REQUEST

Date:

Amount Requested: $

WBS Element:

BP:

Down Payment Request Number:

Agreement Number:

In accordance with your agreement with the USDA, APHIS, Wildlife Services, we are required to collect
funds prior to performing services.

Please remit your payment along with a copy of this form to the address below, referencing the above
WBS Element:

USDA, APHIS, General
PO Box 979043
St Louis, MO 63197-9000

If you have any questions regarding this request, please contact your APHIS, Wildlife Services office.
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APHIS Form 94 Instructions

Record of Public Funds Received is a form APHIS uses to submit money collected by APHIS employees.
Many APHIS employees, by virtue of their official capacity, will receive funds due to APHIS. These
funds need to be documented on an APHIS Form 94 when a payment is sent in with no other posting
information. The purpose of this form is to ensure proper and timely posting of collections.

Following are instructions for preparing the APHIS From 94.

All Checks: must be made payable to “USDA APHIS.”
Foreign Checks: checks drawn from a foreign bank must say “Payable in US Dollars.”

Cash: Do not send cash. If cash is collected, obtain a money order from a financial institution.
Do not convert the cash to a personal check. Do not take the cost of the money order from the
cash received. If necessary, use personal funds for the cost of purchasing the money order and
claim reimbursement on an SF-1164, Claim for Reimbursement for Expenditures on Official
Business.

Do Not Hold Collections: Forward funds collected on behalf of APHIS along with the original
APHIS Form 94 to the address listed on the form in accordance with the following regulations.

In general, send in checks by Thursday of each week, regardless of the amount accumulated,
and on the day(s) when collections reach or exceed $5,000 total. Regulations for collecting
funds on behalf of the federal government can be found at Treasury Financial Manual, Volume |,
Part 5, Chapter 2000- Depositing Domestic Checks and Cash Received in Over the Counter (OTC)
Collections, Section 2055- Frequency of Deposits and 31 U.S. Code § 3302 - Custodians of money.

Notification of Receipt of Collection: Retain a copy of the APHIS Form 94 until you receive a
receipted copy back from MRPBS collections staff. MPRBS collection staff will return a copy of
the APHIS Form 94 to the sender acknowledging receipt of the collection. The receipted copy is
for your records.
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APHIS Form 94, Completion Instructions

1. Transmitted Number — Used by the submitting office at their discretion.

2. Date Forwarding — Enter date the APHIS Form 94 is being submitted.

3. To-This is pre-populated with the correct remittance address for miscellaneous collections.
4, From - Enter name and address including zip code of the submitting office.

5. Date Received — Enter the date the money was received.

6. For MRPBS-ASD use only — Leave this blank.

7. Amount — Enter amount of the money received for each transaction.

8. Remitter — Enter the name of the remitter.

9. Purpose/Accounting Code — Enter the remittance advice following APHIS Remittance Advice Instructions.
10. Total Amount Sent — Enter total of all the dollar amounts on the APHIS From 94.

11. Sent By — Printed name and signature of the person submitting the APHIS Form 94.

12. Title — Enter the title of the person sending the APHIS Form 94.

13. Amount - Leave blank.

14. Received By — Leave blank.

15. Date - Leave blank.

16. Title — Leave blank.
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APHIS 94 Form

RECORD OF PUBLIC FUNDS RECEIVED

1. TRAMEMITTAL MO

IMSTRUCTIONS: See reverse shie. For detalled Instruction, refer to the APHIS
Baiget and  Accounting Manual.

2 DATE FORWARDED

iTo 4 FROM
USDA, APHIS
P.0. Box 970043
St Louis, MO 83187-9000

£ DATE & FOR MRPES-%sD  |T- B
RECENED USE oMLY AMCURNT EMITTER

PURPOEEMACCOUNTING CODE

10, TOTAL AMOLNT

BENT
RECEIVED
(Retum copy i sender in fem £ above)
11 SENT BY [Sigrafure) 13 AMOUNT 14. RECENED BY (Sipnafuns)
¥
12 TME 15, DATE 15. TIME
APHIZ FORM 52 (JUB 2006} [ PaAT 1 - LSs-APrS [ PART 2. UBGA-AFHE FoR RECEIFT AND RETURM] || PART 3 RETAIN LNTIL RECESTED S0P RETURNED
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Collections Reports
Daily Collections Report

Purpose

The Daily Collections Report provides detailed information about each collection. This report will display all
accounting documents for Customer and Non-Customer collections. The report is highly customizable to limit or
expand the data you wish to see.

Considerations
e These instructions have been tailored for Wildlife Services to view their Sales Order collections.

Report Type
BI

FMMI Role
Accounts Receivable, Bl Reporter

Instructions
STEP 1: Go to Accounts Receivable > Bl Accounts Receivable Reports > Daily Collections

inar i

edger Management  Interface Table Mantenance  Purchasing  Base R

| Accounts able Ay | ATF Summary Repor
—J Thes repont yS the outstandng amounts per -—J Automated Trust Fund Summary Report will allow APHS
customer at a detaded level  Past due amounts. users to display the active trust fund cooperatve agreements
Amounts cleared after the key due date per category and also allow 10 view the trust fund cooperative

agreements in past due aging categones (1-30 days, 31-60
days, or 61-90 days)

BY Accounts Recervable Aging Summary 5
.'PJ Thes r Gsplays the outstanding amounts per 0 . s repont prowdes detaded nformation
customer agoregated from the specfied key date about each accounts recenable collecton
ncludng Past dus amounts, Amounts cleaned afer
the key due date

STEP 2: Variable entry screen for report will appear. Enter the desired parameters to execute the report.

Agriculture

Daily Collections

E—-,

Available Variants. || Save| Saveds
Ganeral Variabies.
Variatte=s Current Sefection Descripton
Business Area a
Fiscal Year o

*  Document Type (Predefined Collections)  AC, AF, DB; DL DO, DF; (7 AC ABCO Emp Collection: AF Depreciation §

Assignment Numoer a
Buages Period a
* 3 TF Recon Reparts ‘Check Number o
- Budget Availability Control Comematment feen a
= Budget Line ltems Cost Center fa)
*« Custorner Line ltem ‘Customer (Sesection Cpions. OpBonal) =)
Display Deposs Numoer =]
+ Daily Collections Doc Header Tt a
» Display AR Document P a
= Display Funds
Commitment Fiscal Penod'year =]
- Display G/L Account = O SR g
Document Funa =]
« Display List of Invoice Fundea Program o
Documents Funds Center o
. gi:li‘:l;:}iil::‘?h“s e Status (0/C) =]
. Do:un'\er\! Chain Report bl 2
+ Line Items - Actual POy Dile Rags o
Costs/Revenues n a
- List of Customer Line N OK || Check |

ame Danar
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STEP 3: To run by Funded Program (WBS Element), enter the following data:
a. Document Type = pre-filled (do not change unless you are certain of the exact doc type you need)
Business Area =i.e. APOO (APHIS)
Fiscal Year =i.e. 2011; 2012; 2013; 2014; 2015
Funded Program =i.e. AP.RA.RX36.72.0072
Optional: click Check and if search criteria was entered correctly, a description will appear in the
Description column
f. Note: If you know more specific data, you may use any of the other fields as well, (i.e. Check
Number or Posting Date Range).
g. Click OK to run the report

Poogo

ptub—dB3 United States Department of Agnculture
[ __JIFinancial Management Modernization Initiative

wor/Customer Master Data Evaluation-Unmasked Pll | Commercial Vendor/Customer Master Data Evaluation-Unmasked Pll | Employee Vendor/Cug
Daily Collections

Ja]» .

T, -

* Accounts Receivable Aging

Detail Available Variants [/ZWS WBS Al FYs ~| Save| SaveAs | Delete how Variable Personalizat
. i ilable s =| Save| Show Variable Personalization
S General Variables
* Reimbursable Activity Report Variable** Current Selecti Descripti
* Sales Order History *  Business Area APOD APDO ANIMAL/PLANT HEALTH INSP SVC
* ATF Summary Report *  Fiscal Year 2011; 2012 2013; 2014; 29 2011; 2012: 2013; 2014; 2015
* Daily Collections *  Document Type (Predefined Collections)  AC: AF. DB; DL, DO, DP. (3 AC ABCO Emp Collection; AF Depreciation |
* Customer Account Activity : a
gt 5
» © TF Recon Reports Chack Number o
+ Budget Availability Control Commitment tem a)
* Budget Line Items Cost Center o
* Customer Line Item Customer (Selection Options, Optional) ()
Display Deposit Number o
* Daily Collections Doc Header Tt a
* Display AR Document D < Date a
* Display Funds il PatdVass a
Commitment ||
* Display G/L Account Functionsl Area o
Document Fund @)
* Display List of Invoice Funded Program |AP RARX36720063 (9] APRARX36.720063 NY-NYC DEP (HILLVI
Documents Funds Center fa)
* Display Purchase Hem Status (O/C) a
Requisition Payment S a
* Document Chain Report Posting Date Range a
* Line Items - Actual
Costs/Revenues Sales Office o

List of Customer Line o m

Hame Dannar

STEP 4: The Report will generate and the layout can be modified to display as shown below, or to your preference

[Analysis Area Funded program  USDA/AP RA RX36.72 0063
Debit/Credit, ,
Amount
Budgetperiods  Fund s Deposit Number o Document Header=  Customer a2 Document Date =  PostingDate s Created By s G/L Account s s
1XX USDA/APDO1600AR 020039 533778 0006013595 CITY OF NEW YORK  11/02/2011 04/05/2012 Mot assigned  USGL/1310900000 AR-SD RECON -2.869.06
] Not assigned 1110272011 04052012 FODO2998  USGL/1010230000 FBWT-COL 23 2,869.06
280029 541308 0006013595 CITY OF NEW YORK 121282011 12/2872011 Motassigned USGL/1310300000 AR-SD RECON -1,609.64
# Not assigned 1212872011 1212812011 FOD02998  USGLI1010230000 FBWT-COL 273 1,609.64
Result 0.00
14X USDA/APOD1600AR 160055 CITY OF NEWYORK 0006013595 CITY OF NEW YORK 04/162014 041672014 Mot assigned USGL1310900000 AR-SD RECON -145.76
= Not assigned 04162014 04/16/2014 F0005137 USGL/1010230000 FBWT-COL 23 145.76
# ¥ 0006013595 CITY OF NEW YORK 042172014 047212014 Motassigned USGL/1310900000 AR-SD RECON 0.00
Result 0.00
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STEP 5: To run by Customer Number, enter the following data:
h. Document Type = pre-filled (do not change unless you are certain of the exact doc type you need)
i. Business Area =i.e. APOO (APHIS)
j.  Fiscal Year =i.e. 2011; 2012; 2013; 2014; 2015
k. Customer Number =i.e. 0003363845
I.  Click OK to run the report

ndor/Customer M TE T | ~ustomer Master Data Evaluaton-Unmasked Pll | Employee Ven

Daily Collections

Business Activity o Veriable Entry

* Accounts Recelvable Aging |
‘ o Agng Avallable Variants ][ Save| SaveAs_| Delete Show Varable Personalzation
Summary General Variables
* Reimbursable Activity Report Variable** Current Selection Description
* Sales Order History *  Business Area AP0 AP0O ANIMAL/PLANT HEALTH INSP SVC
* ATF Summary Report " Flacel Veur 2011; 2012 2013, 2014, 29 2011 2012, 2013; 2014, 2015
:MMM Document Type (Predefined Collections)  AC. AF. DB, DL. DO, DP. (] AC ABCO Emp Collection; AF Depreciaion |
Assignment Number (=)
b 0
» O TF Recon Reports Check Number o
* Budget Availability Control Commitmant ltemn o
* Budget Line ltems Cost Center o
. gustgﬂel Line ltem Customer (Selection Options, Optional) _m 0003363845 WILDUIFE SERVICES WYOMS
Ispiay Number
* Daily Collections ;mm T g
* Display AR Document
* Display Funds g U o
Commitment L Fiscal Perlod/Year a
* Display G/L Account Functional Area o
Document Fund o
* Display List of Invoice Funded Program 9
Documents Funds Center I
* Display Purchase o Status (OIC) -
Requisition
* Document Chain Report T o
* Line ltems - Actual Posting Date Range (n)
Costs/Revenues Sales Ofce o

i I b
S =)
STEP 6: The Report will generate and the layout can be modified to display as shown below, or to your preference

Customer 0003363845

WILDLIFE SERVICES WYOMING

Debit/Credit, ,

Amount

Fund = Funded program = Budget period = Check Number = Collection Document = Document Header = Document Date = Posting Date = Created By = H]
USDA/AGO006501A  USDAFPDEFAULT 13X 00105655 1400422382 HERMES CONSOLIDATED  04/30/2013 04302013 Not assigned -528.48
1400529553 HERMES CONSOLIDATED  04/30/2013 07182013 Not assigned 28207
1400532880 HERMES CONSOLIDATED  04/30/2013 091622013 Not assigned 4076
Result -205.65
200K 005152 1400730816 DOWNTON DEVELOPMENT  05/06/2014 05062014 Not assigned -3178.11
005224 1400886208 DOWNTOWN DEV AUTHOR 087292014 08292014 Not assigned -977.87
007008 1400815048 FORNSTROM FARMACCO  05/20/2014 0572022014 Not assigned -1,586.00
Resuit -5.741.98
USDA/APOO1G00AR  USDA/AP RAOTCS WSWRSE  13XX 00105655 1400529553 HERMES CONSOLIDATED  04/30/2013 071872013 Not assigned -28207
1400532880 HERMES CONSOLIDATED  04/30/2013 0911672013 Not assigned -40.76
Result 32283
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STEP 7: Commonly used additional features:
m. Create/Save Variant
n. Filter
0. Dragand Drop
p. Save As/Open (Layout)

STEP 8: To print PDF the report click Print Version and go to step 9 OR to export to Excel, click Export to Microsoft
Excel and go to step 10.

astey Data Evaluaton Unenasked Pl

Daily Collections | Histo
»

Daity Cotlection Repon r

Cpn| SavuAs | upeyas Tobe B Core e |

iy — Customer 000333845
* Cuntomer WILDUFE SERVICES WY OMNG
« Ky F DatitCrase,,

”‘:: - Aot
« Fund Funds Fuursled program o Budget pericd & Imvoice number s Check Number o Collection Document s Document Header & Document Date s Posting Date s Croated By & $
= Fasded program USDAAGOONGSOIA  USOAFPDEFALLT Y00 0N 00105656 1400579453 HERMES CONSOLDATED 047302013 OTAS201) Mot maigned 246 41
« Budget pariod 1400510880 HERMES CONSOLDATED 04702013 OHIEA01) Nt anaigrad 20565
ns— Resut 45204
» Chack Nusbae . 20104655 Hos MERMES CONSOLDATED 04302013 0LO0T01) Mot assigned 528 4
* Colection Document 1400529553 HERMIES CONSOLDATED 047302913 OTABI01) Mot seigred smas
= Document Header 1400522880 HERMES CONSOLDATED 04002013 OWIEANT] ot mnaigrad 2601
* Doxurnant Date Resdt 286 41
* Pesting Date 2000 . S0515) 1400708 DOWNTON DEVELOPMENT  0L0820M Lt it Mot avsgrad 317811
* Crasted By 005224 1800626208 OOWNTOWN DEV AUTHOR  0B292014 [ 1T Mt saigrad 51787

¥ Free urncleretics s0T008 1400015048 FORNSTROM FARM ACCO 0200014 5% % T et annged. 1,506 00
SN Resct S0
* Aseigrment Nmbar  SDAMPOOIOMR  USONAP RAOTCS WS WRSE  100( " 0105ss 14005794) HERMES CONSOLDATED 04702013 DI Mot mesigred w0
: m;‘ 1400532830 WERMES CONSOUDATED 64307013 OISO Nt masigred 7%
» Clasing Forsut ae

STEP 9: After Print Version is clicked, the following box will appear; Click OK and a PDF version will be available to
print or save.

Lapart Duaiog [C1x]
Scalbng I actor 1/23/3030 10 ' MITED STATES DHPANTWENT OF AGRICULTVRE
@ FEw page wim foow = e
v Regest column Bessens Theme Sunsassar v _—
it page e Leter 85 11 e = e "'="""’ % _:_'“ E ‘:"_,_-_ ::
R Oretation  Lansncape foemat |v| Ty, =
e Sz E===E=E L
oo L e oy - et sl =i e e s =
Corter  Free Tant =] UNTED STATES CEPARTY o s - -
S~ T - 3 BRI
Domom 200
e 0 o -
Rt 300 foshe
Lt Nira _-‘j -
Cotter  Froe Test _>| FOR OFFICAL USE ONLY -_— P
L ™" =]
= B
STEP 10: After Export to Excel is clicked, the following box will appear, Click Open
Do you want to open or save ZANALYSIS_PATTERN.xls from portalbi.fmmi.usda.gov? Open Save - Cancel

The following security message will appear, click Yes and the report will automatically open in Microsoft
Excel
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The file you are trying to open, 'ZANALYSIS_PATTERM[2].xls', is in a different format than spedified by the file extension. verify that the file is not
corrupted and is from a trusted source before opening the file. Do you want to open the file now?

Ly | [ w | [ tep |

To enable editing, click the box Enable Editing box shown

Do TANAL VIS PATTIRN Promncted Winw] - Marpasn (el = @ 0
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GL Accounts

The following GL Accounts are used in the Daily Collection Report:

GL ACCOUNT GL NAME GL DESCRIPTION
1010230000 Fund Balance With Treasury (FBWT- | The aggregate amount of funds on
COL Section 3/2) deposit with the U.S. Department of the
Treasury, excluding seized cash
deposited
1010330000 Fund Balance With Treasury (FBWT- | The aggregate amount of funds on
COL Section 3/3) deposit with the U.S. Department of the
Treasury, excluding seized cash
deposited
1310000000 Accounts Receivable The amount due from others when the
right to receive funds accrues. This may
result from the performance of services,
the delivery of goods, or court-ordered
assessment. This account does not close
at yearend. (Non Customer)
1310900000 Accounts Receivable SD Recon Customer related Accounts Receivable
1340000000 Interest Receivable The amount of accrued interest
receivable not otherwise identified. This
account does not close at yearend.
(Non Customer)
1340900000 Interest Receivable Reco Customer related Interest Receivable
1360000000 Penalties and Fines Receivable The amount of penalties and fines on
receivables that is not otherwise
identified. This account does not close at
yearend. (Non Customer)
1360900000 Penalties and Fines Customer related Penalties and Fines
1370000000 Administrative Fees Receivable The amount of administrative fees
receivable that is not otherwise identified.
This account does not close at yearend.
(Non Customer)
1370900000 Administrative Fees Receivable- Customer related Administrative Fees
Other Receivable
2310000000 Liability for Advances and The amount of payments received in
Prepayments advance of performance of activities for
which revenue has not been earned.
This account does not close at yearend.
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View a Billing Document

Purpose
Viewing a Billing Document in FMMI provides a process to verify information pertaining to the billing document,
including payments (collections) posted to the billing document.

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services billing and payment
(collection) verification needs.

Report Type
NA

FMMI Role
Accounts Receivable, AR Evaluator

Instructions
STEP 1: Go to Accounts Receivable > AR Evaluation > Manage AR Documents > Display AR Document

g§-QA United States Department of Agriculture
nanciz an emen odermzZauon imbatve
I Financial Management Modernization Initiativ

Welcome Accounts Payable JEYINCEGEEELEM Cost Management  Funds Management  General Ledger Management  Interface Table Mai
Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Process | ATF Administration | ATF Reports AR Evaluation

Display AR Document
o ‘
~ Display Document: Initial Screen

A xm EETm= | Menu 4 4 [Back] [Ext | [ Cancel | System « | [ Document List ] [ First item | | Editing Opbons |

» 03 Manage Sales Order
Keys for Entry View
Document Number |
Company Code USDA
Fiscal Year

» O View TAS / BETC Data

myPortal Favorites (=1

» O TF Recon Repoerts
- Budget Availability Control
* Budget Line Items
= Customer Line Item
Display
* Daily Collections
* Display AR Document
+ Display Funds v
_ Commitment

"

STEP 2: Enter the Bill Number (i.e. 3001150973) in the Document Number field and hit Enter.

Display AR Document

Display Document: Initial Screen

[Menu ][ | 4 [Back ][ Exit] [ Cancel | [ System 4
Keys for Entry View
Document Number 2001150973]|
Company Code usoA |
Fiscal Year [ |
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STEP 3: The following
a.

i.

1.

2.

3.

screen will appear which shows the billing document.

Note the following items:
Clearing document number applied to the bill starts with __signifies:

30 = bill was cancelled
24 = bill was paid with an IPAC payment
14 = bill was paid with a check, wire, ACH or plastic card

Display AR Document
Display Document: Data Entry View

Menu 4 | | 4 [Back][Exit][Cancel ][ System 4 | [ Change Display/Change Mode | [ Display Another Document | [ Select indvidual Object | [ Display Document Header | [ Display
Document Number 3001150973 Company Code USDA Fiscal Year 2014

Document Date 01/07/2014 Posting Dale 01/07/2014  Period 4

Reference 0091256963 Cross-Comp No

Currency uso t 0O Ledger Group

B AYEEE B | OdJA50 ) b\

Cimgdoc.  Ea PK |Account Description Amount Assignment Cmm... WBS element Funded Program Functional Area 8 C.
m 01 3385613  WILDLIFE SERVICES G 3256 21 AR FPDEFAULT AGDEFAULT
50 5200000200 ServRev-Exch 3.256.21- 30011509732014 0200 APRAOTCSWSER13 APRAOTCSWSER13 APO0AGREIMBURODO 14X i
4 »
b. Click on Display Document Header to show:
i Document Type
ii. Entered by = FMMI User ID
iii.  Various Dates
c. Click the green check box or the red X to close this screen
Display AR Document
Display Document: Data Entry View
Menu 4 ][ | 4 [Back ][ Exit] [ Cancel | [ System 4 | [ Change Display/Change Mode | [ Display Another Dx | [Select <] D Document Header
Data Entry View
Document Number 3001150973 Company Code |usoa Fiscal Year 2014 |
Document Date 01/07/2014 Posting Dale e
| Document Header: USDA Company Code
Reference 0091256963 Cross-Comp.No.
e Uso {0 Oocument Type [ g Doc Transter |
Doc Header Text
— ——— Card type Cardno
& BT B | D maE
= eques!
Cimg doc. Ea. PK Account Descrption A o 0091256963 Document Date 01/07 /2014 =
1400672508 01 3385613  WILDLIFE SERVICES G 3, .
50 5200000200 SenRev-Exch 33 R e od/07/2014 RODD  14xK
: Curmrency usD Posting Period 04/ |2014
Ref Transactn veax  Billing document
Reference key 0091256963 Log.Syslem | PELCLNTSO00
' e panessy
' Entry Date 01/07/2014 Time of Entry 07:59:16
TCode VFO1
Changed on Last update
Ledger Grp
Ref key(head) 1 Refkey 2 -

STEP 4: Note the following payment details:
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c. Text Field -
iii. Check, Wire, ACH number
Multiple documents or cleared bill later than received = blank or one document number
only
iv. IPAC Document = blank
d. Payment Reference Field —
iii. Check , Wire, ACH = the deposit ticket number
iv. IPAC Document = IPAC Document Reference Number (DRN) — used to trace an IPAC
payment

STEP 5: To drill down into billing document, double click anywhere on the top line of the billing document

Display AR Document

Display Document: Data Entry View

[Menu ][ | 4 [Back][Exit] [ Cancel | [ System 4 | [ Change DisplayiChange Mode | [ Display Another Document | [ Select Individual Object | [ Display Document Header | [ Displa
Data Entry View :
Document Number 3001150973 Company Code USOA Fiscal Year 2014
Document Date 01/07/2014 Posting Date 01/07/2014 | Period 4
Reference 0091256963 Cross-Comp. No.
Currency usD Texts exist [] Ledger Group

aAFHET) B)% Oe. @ M |

Clmg doc. Ea.. PK  Account Description Amount Assignment Cmm... WES element Funded Program Functional Area BP C. |}
1400672508 01 3365613 WILDLIFE SERVICES G 325621 AR FPDEFAULT AGDEFAULT
e e
50 5200000200 -Exch 3256.21- 30011509732014 0200 APRAOTCSWSER13 APRAOTCSWSER13 APOOAGREIMBUROOD  14XX i
4 »

The following screen will display.
Display Document: Line Item 001

[Menu ]| | 4 [Back | [Exi | [ Cancel | [ System 4 | [ Change Display/Change Mode | [ Disg
Customer 3365613 WILDLIFE SERVICES GEORGIA OTC GIL Acc 1310900000
CoCode USDA ATTN: BCT
US Dept of Agriculture MINNEAPOLIS Doc. No. 3001150973

Line Item 1 / Invoice / 01

Amount 3,256.21 usp

Bus. Area APOO

Disc base 0.00 Disc. Amount 0.00 usop

Payt Terms 0030 Days/percent 30 |0.000 %0 [0.000 %0

Bline Dale 01/07/2014 Invoice ref. v /o

Pmni Block

Poyment et

Dunn. Block Dunning Key

Last Dunned 0 Dunning Area AP

Confract ] Flow Type

Clearing 01/07/2014 / (1400672508

Assignment

Text [ | [ @ tongted ]
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STEP 5: Go to Menu > Environment > Invoice Status and click on Invoice Status or press the Control Key and F10
at the same time

Display AR Document

Display Document: Line Item 001
C=2) ‘4 [(Exit] [Cancel ][ System 4] [ Change Dispiay/Change Mode | [ Dispiay

D
EM""'"“ : y3es5613 WILDUIFE SERVICES GEORGIA OTC GAL Acc 1310900000
ATTN: BCT
Goto » JSDA
Extras » lure MINNEAPOLIS Doc. No. 3001150973
(CEmeneniD vocument Changes
System L
Help *| Check Information
= | pament |
Bus. Area l Invoice Status (Ctri+F10) I
Disc. base smount 0.00 uso
Pt T Document Environment » = -
ems. e B
ayt Addifional ments » ercent 30 |0.000 0 0.000 0
Biine Date Vakiaion ML v i lo
Pmnt Block
aymentRefl  C
Dunn. Block e ® Sheel Adjusiment 19 Key
Last Dunned \dditiona . ighrea  [ap
~ Reference Object (F2) ype
Clearing 01/07/2014 / (1400672508
Assignment
Texd Long text

STEP 6: The following screen will appear which lists all the payments (collections) applied to this particular billing
document. Note the following items:
a. Green Dots = the bill has been paid in full by the payments applied to it = the bill is fully cleared
b. Red Dots = the bill has not been paid in full by the payments applied to it = the bill is not fully
cleared

Display AR Document

Invoice Status for Document Item USDA 3001150973 2014 001

[Rsen ]| ] 4| (Back ] (Bt [ Cancel) [ Sysiem ] [ Pt colormn )  Coloene Lof ] [ Cohamn Right]  Last coluenn |  Dipésy Documeni | Change doeument ) [ Wass ehange | Change error og | [Dispiay check formation | [ Accound masier dala | Conecicn
Customer 3365623

Account group Commercial Customer

ame WILDLIFE SERVICES GEORGIA OTC

city MINNEAPOLTS .M

sta|eusa  [Entry Date |Time Type |56 |Documentio 1t [Pk |Imvoice ref. LC amnt |Revers [Revers |clearing  [clrng doc. |sales Do |Item [Reference Text Doc.Header Text |User Name

[J @ |apoo |o9/30/2013 |10:43:31 oL 1400596168 | 2 |15 |1400596168 150.00- 01/07/2014 |1400672498 245555 PG-25CFP - |LK PRICE 0005137
[0 @ |aroo |10/29/2013 oL 1400530995 | 2 |15 (1400590395 75.00- 01/07/2014 |1400672439 257418 PG-25CT4 - | 6200007151, Fo005137
[0 @ |apoo (11/08/2013 oL 1400632716 | 2 |15 |1400632716 850.00- 01/07/2014 |1400672500 351749 001005 |DIEGO AND DUCHE - | FBBATCHOAN
[ @ |apoo  (11/16/2013 oL 1400643834 | 2 |15 |1400643834 250.00- 01/07/2014 | 1400672501 141756 6739 THOMAS FISCHER | FEBATCHORN
[0 @ |aroo |12/04/2013 oL 1400648242 [ 2 15 (1400648242 231.35- 01/07/2004 1400672502 271837 PG-250CE - | 610000814 F0005137
[] @ |apoo  (12/05/2013 oL 1400650248 | 2 |15 |1400650248 300.00- 01/07/2014 | 1400672503 272783 PG-25003 - [RHOMNDA G THOMAS | FOO0S137
[] @ |apoo [12/18/2013 oL 1400660774 | 2 |15 |1400660774 175.00- 01/07/2014 |1400672504 341777 02405 THOMAS BRAZELL  |FEEATCHORN
[0 @ |aroo  |a2/28/2013 oL 1400660775 | 2 |15 |1400660775 100.00- 01/07/2014  |1400672505 392777 00196 BRENDA BROWN FEBATCHOMN
[0 @ |apoo |12/18/2013 oL 1400660776 [ 2 15 [1400660776 100.00- 01/07/2014 |1400672506 101777 1435 REBECCA SUITH | FBEATCHORN
[ @ |apoo  (12/18/2013 oL 1400660777 | 2 |15 |1400660777 125.00- 01/07/2014 |1400672507 30777 817122 |CITY OF SANDERS - | FEBATCHOAN
0 @ |apoo (12/18/2013 oL 1400660778 | 2 |15 |1400660778 1,684.39- 01/07/2014 |1400672508 341777 00092018 | AMERICAN PROTEIN | FBBATCHOAN
[] @ |aroo  [o1/07/2014 RV 3001150973 | 1 |o1 3001150873 3,286.21 01/07/2014 |1400672508 0051256863 FO004555
[0 @ |aroo  |oa/07/2014 oL 1400672497 | 1 17 |3001150973 432,50~ 01/07/2014 1400672458 341692 035841 SOUTHEAST MGMT - | FEBATCHOWN
[] @ |apoo  [o1/07/2004 oL 1400672498 | 1 |17 3001150973 €42.50- 01/07/2014 | 1400672499 245855 PG-25CFP - |LK PRICE FRBATCHORN
[] @ |aroo [ox/07/2024 oL 1400672498 | 2 |07 |1400672438 64250 01/07/2014 |1400672458 245555 Pe-25CFP - LK PRICE FEEATCHORN
[ @ |aroo  |o2/07/2014 oL 1400672499 | 1 |17 3001150973 717.50- 01/07/2014 | 1400672500 57418 PG-25CT4 - | 6100007191, FEBATCHOMN
[J @ |apoo |o1/07/2014 oL 1400672499 [ 2 or (1400672499 717.50 01/07/2014 |1400672499 257418 P5-25CT4 - | 6100007191, FBAATCHORN
[ @ |apoo  |oa/07/2014 oL 1400672500 [ 1 17 (3002150573 1,567.50- 01/07/2014 |1400672501 341749 001005 [DIEGD AND DUCHE - FBRATCHOWN
[ @ |apoo  [o1/07/2004 oL 1400672500 | 2 |o7 1400672500 1,567.50 01/07/2014 |1400672500 341749 001005 |DIEGD AND DUCHE - | FBBATCHOAN
[] @ |aroe [o1/07/2014 oL 1400672501 1 |17 3001150973 1,817.50- 61/07/2014 |1400672502 341756 6735 THOMAS FISCHER  |FEBATCHOWN
[J @ |aroo |o1/07/2014 oL 1400672501 [ 2 o7 (1400672501 1,817.50 01/07/2014 |1400672501 341756 6735 THOMAS FISCHER | FEBATCHOWN
[] @ |apoo  [o1/07/2014 oL 1400672502 | 1 |17 |3co11scerz 2,048.85- 01/07/2014 | 1400672503 271837 PG-250CE - | 610000814 FRBATCHORN
[ @ |aroo  |oa/07/2014 oL 1400672502 | 2 07 |1400672502 2,045.85 01/07/2004 |1400672502 271837 PG-250CE - [ 610000814 FEBATCHOWN
m] 01/07/2014 oL 1400672503 [ 1 |17 (3001150973 2,348, 85~ 01/07/2014 |1400672504 272783 PG-25002 - |RHONDA G THOMAS | FBBATCHORN
m] 01/07/2014 oL 1400672503 | 2 |or  |1400672503 2,348.85 01/07/2014 |1400672503 272783 P5-25003 - [RHONDA G THOMAS | FBSATCHORN
m] 01/07/2014 oL 1400672504 [ 1 17 (3002150573 2,523.85- 01/07/2014 [1400672505 342777 02405 THOMAS BRAZELL | FBBATCHOWN
m] 01/07 /2014 oL 1400672504 | 2 |07 |1400672504 2,523.85 01/07/2014 |1400672504 341777 02405 THOMAS BRAZELL | FBBATCHORN
a 01/07 /2014 oL 1400672505 | 1 (17 3001150573 2,623.85- 01/07/2014 |1400672506 341777 00156 BRENDA BROWN FESATCHOWN
m] 01/07/2014 oL 1400672505 | 2 |o7 100672505 2,621.85 01/07/2014 |1400672505 341777 00196 BRENDA BROWN FEBATCHOAN
O 01/07 /2014 oL 1400672506 | 1 |17 |3co11scerz 2,723.85- 01/07/2014 |1400672507 241777 1438 RESECCA SMITH  |FEEATCHOWN
(m] 01/07/2004 |22:08:30 |OL 1400672506 | 2 |07 |1400672506 2,723.85 01/07/2024 |1400672506 302777 1435 REBECCA SMITH FEBATCHIWN
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STEP 7: To print this report as PDF click Menu > List > Print and go to step 8 (see step 9 to export to Excel).

LUESTLSHDVRITE  Cost Management  Funds Mar
s | AR Approval | Debt Management Process | Debt Witel

Display AR Document

IEESIETNNC .. 1nvoice Status for Document Item U:
LA osens i ] | B 4 (Bt (|Gt | [ Sviem
[iat o it (ChieR)
»0 Manage Sales Order —
3 Manage Bising €13
[ Manage AR Documents e & ercial Customer
= e Extras ¥ Export b LIFE SERVICES GECRGIA OTC
Dlaplay Envircnment #| Send  (ShileF3) EAPOLIS
* Daplay Parked Documents . b
 Dlegley Aocoam Satamce for Sytem b Bt (SnAeFY)
AR e [ + [T Type | 5G| Documentio
* Prepare TROR Report
»C Manage User Fees @ |aroo  [09/30/2083 [20:43:32 |Ou 14005 96168
™ R - 1 @ [aroo |10/29/2003 [1miEs:i0 o 1400590995
:u R @ |aroo 11/08/2013 |OS:48:58 |OL 1400632716
155 Vioar TS YRETC Daby 1 @ |aroo  |13/18/2013 |oo:snzes |ou 1400643824

STEP 8: After Print is clicked, the following box will appear.

Click the green check and a PDF version will be
available to print or save.

Print ALV List «

Output Device POF PRINTER
Humber of copies 1
Wumber of pages
=) Print all
Print fiom page 0 To o

[l | S i

STEP 9: To export to Excel, click Menu > List > Export > Spreadsheet

| Ul_\lted St_-ales Department of Agriculture . e
Financial Management Modernization Initiative

Welcome

Accounts Payable XSS A IS0l Cost Management  Funds Management
Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Proce|
Display AR Document

Business Activity i

L]

~ Invoice Status for Document Item USDA 3

» C1 Maintain Customer Master
:u. Merual 4 First co
List P Print  (Ctri+P)
» 01 Manage Sales Order o -
» O Manage Billing €13
+ [ Manage AR Documents Goko i ercial Customer
Exiras PI Expor ] B E
* Dim M“ '.“' —
Display ::‘“ D Environment b Send.. (ShifteF3) | Spreadsheet..  (ShiftsF4) | ;
. Display :,:mma,am - Settings 4 Local file (F9)
o System b Exit  (Shift+F3)
AR ltems Help N [-..-u ¥ wuce |‘ i@ Type | 56 |Documentio |Itm |PK
* Prepare TROR Report
LM Lianane lear Eane |[__ =] |AP00 [09/30/2013 |1o:43: 31 |oL 1400596168 | 2 |15
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STEP 10: The following box will appear. Enter the path and file name of your choice, and click Save.

m
save ;|3 SapiorkDin M EIEIEEE

File Name: [Payments to Billing Doc Example XLS

e ey -

STEP 11: The following box will appear, click Yes.

The file you are trying to open, 'Payments to Billing Doc Example.XLS', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source

before opening the file. Do you want to open the file now?

Les J 0w J[ new |

STEP 12: An excel version will be available to sort, print, or save.

NE Payments 1o Billing Do Example - Microseft Excel = @ 2
- Home | inseet  Pagelsyomt  Formulas  Dma  Revew  View  Developer  Acobat a@ o=@ s
=, - T— -
B2 e e ks mmE s Swetw e K e FEEISraA [
4 <oy - - = - =
Paste z £ ey W F ot 5 Cibir = % - Conditional Format as Isert Delete Format Sort& Fnd &
T Sromavane ® U CRUEC B Sl at Ze AL S B Lo LU A RS e B Formating * ‘l’,.,.. el b = apediins Lol . e
Chipboard o ot n angrment n Number & cells Editing
w2 =

[APO0 104331 AM DL 177/2014 1400672498,
APOD 10202013 1:55:10 PM DL "1400500995 ] 5 172014 1400672499
APOO 1182013 54858 AM DL 1400632716 2 5 117/2014 1400672500
APOD 11162013 124109 AM DL 1400643834 2 "1s

APOD 12472013 12:55:19 PM DL 1200648242 7] "5 11772014 1400672502
APOD 1252013 10:44.58 AM DL "1400650248 2 5 172014 1400672503
APOO 121182013 125949 AM DL "1400660774 2 i5 117/2014 1400672504
APOD 121872013 12:50:53 AM DL "1400860775 2 15 17772014 1400672505
APOD 12182013 12:59.55 AM DL 1400660776 2 "5 14772014 "1400672506
APOD 12182013 12.59.57 AM DL "1400660777 B 5 172014 1400672507
APOO 12182013 125958 AM DL 1400660778 [z 15 17/2014 1400672508,
APOD 2014 75918 AM RV 3001150973 n 01 17772014 1400672508
APOD 1772014 1004 56 PM DL 1400672407 1 14 117/2014 "1400672488.
APOD 1772014 10.07.08 PM DL 400672498 i} s 11772014 1400672499
APOO 1772014 10:07:08 PM DL "1400672498 %2 or 1712014 1400672498,
APOO 17/2014 10:07:15 PM DL "1400672499 ] r 117/2014 1400672500
APOD 17/2014 10.07.15 PM DL "1400672490 2 o7 11712014 "1400672499
APOD 1772014 10.07:22 PM DL 1400672500 k] 7 11772014 1400672501
APOO 1772014 1010722 PM DL 1400672500 2 or 1712014 1400672500
APOD 1772014 10:07:31 PM DL 1400672501 ] fr 11712014 "1400672502
APOD 1772014 10.07:31 PM DL "1400672501 2 or 1712014 1400672501
APOO 1772014 10.07:38 PM DL 1400672502 i} 7 11772014 1400672503
APOD UTr2014 100738 PM DL 1400672502 2 o7 /2014 1400672502
APOD 17/2014 10:07:47 PM DL 1400672503 1 7 117/2014 "1400672504
APOD 1772014 10.07.47 PM DL "1400672503 2 or 117/2014 "1400672503
APOD 17772014 10:07:55 PM DL 1400672504 1 7 117/2014 1400672505
APOD UTr2014 10°07'55 PM DL 1400672504 2 ‘o7 1772014 1400672504 -
APOD 1772014 10:08:03 PM DL 1400672505 fi 7 17772014 1400672506
APOD 1772014 10.06:03 PM DL 1400672505 2 or 1772014 1400672505
APOD 1772014 10:08:10 PM DL 1400672506 ] 7 117/2014 1400672507
APOD 1T/2014 10:08:10 PM DL 1400672506 2 ‘o7 1772014 1400672506
appn AT01A_ 008 AR PAL D "LANDATIRNT kT 17, &l

ar7rania "y mmwvm
»

Eomes 0 ©

i
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STEP 13: To save the file in Excel format, click File > Save As. Name the file again and use the drop down arrow to
to change the Save As Type to Excel Workbook, and click Save.

zsave s =X
|| » Computer » OSDisk(C) » Users » liswanson » SapWorkDir vaH Search SapWorkDir P!
Organize ~ New folder = - [~}
| Debt Management Name Date modified Type
L 4] ROR Example 11/12/2014 651 PM  Microsoft Excel W
.~ Libraries
~» Documents
4. Music =
5. Pictures
; Videos
o pa| i »
ZILRELTE Payments to Billing Doc Example| -
Save as type: el Workbook >,
Authors: Swanson, Lora L - APHIS Tags: Add a tag
[7] Save Thumbnail
= Hide Folders Tools ~ I Save I I Cancel
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SO Reports
Reimbursable Orders Report

Purpose

The Reimbursable Orders Report provides the overview of each Sales Order in FMMI. This report shows the
Contract End Date, SO Amount, Total Expenses, Total Billed, and SO Available Amount, among other fields. The
report is highly customizable to limit or expand the data you wish to see.

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services SO verification needs.
e This report does not reflect collections.

e This report will not reflect transactions for your account which were posted incorrectly (ex. WBS
FPDEFAULT).

Report Type
ECC

FMMI Role
Sales Order Reporter (Accounts Receivable, ECC)

Instructions

STEP 1: Go to Accounts Receivable > Sales Order Reports > Execute Sales Order Reports > Reimbursable Orders
Report

ng’.[—-)-é Urited States Department of Agnculture
il [ inancial Managemeant Modermzation Inibative

LY TLBRITNALIUE Cost Management  Funds Management  General Ledger Management  Interface Table Mantenance  Purchasing  Grantor N

coss | AR Apgroval | Debt Management Process | Debt Wrke-Off Process | ATF Administration ATF Reports | AR Evaluation | AR Reports Sales Order Reports
Reimbursable Orders Report
Reimbursable Orders Report
i 4 [Saeve v Varant || Back || Bol || Cancel || Systee o || Luecute || Gel Varant |
Selecton Crienon
Input Par pmeters
Euaress Ares o (2]
Fincal Yoa L] L=]
Saler Ovders © (&
Fung o L e-_
- oget Peeo o (Z]
Punen Come . 3
» O TF Recon Reports Commtmert Boen o [=]
« Budget Availabiity Control Funcional Area o [ =]
« Budget Availabdity Control Funded Program ™ [=]
* Budget Line Items
. gfm'omﬂ Line Item OutttTome
« Daily Collections e
* Desplay AR Document o fe
* Display Funds WES costs wilhout Sales Oeden
Commitment « Comgiex Projects
» Desplay G/L Account
Document
Layout Vanard DEFAULT
* Dwsplay Purchase
Reqursiton
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STEP 2: Enter the desired parameters in the variable entry screen to execute the report.

STEP 3: To run by Fund, Fund Center, and Funded Program (WBS element), enter the following data:
a. Business Area = APOO
b. Fund=i.e. APO01600AR
c. Fund Center =i.e. APWSWR4949
d. Funded Program (WBS Element) =i.e. AP.RA.*
e. Layout=/ZWSLAYOUT
f.  Click Execute to run the report

Accounts Receivable Interface Table Mantenance  Purchasing  Grantor h

5 | AR Approval | Debt Management Pr s | De ATF # octs | AR Evaluation | AR Reports | Sales Order Reports
Reimbursable Orders Repornt
L 4
I, Reimbursable Orders Report
* 0 Execute Saies Ocser Reports 1 NI r 3 Y pam= r r 1r
Merw o Save s Varart | [ Back | [t | [ Cancet o | [ Exncatn | [ Get Vanant
 Lint of Saies Orcers Report LT} 41 ] I jlea ]| ] L Syvtem 4 | JL J
* Ovgers withen Time Pencd Selecton Crteron
Report Ingeet Paiametess
* InComgiete OsGery Repon Buaress Ares ¥
* Lnt Dirg Docurmerts Report Fascal Year ¥
* Log of Collecive Run Repart Sates Orders »
* Rewnbursable Orders
Fund ™
=
Busget Penc ™
rom e ="
» B TF Recon Reports Cormmament Nem »
* Budget Availabdity Control Functonal iuea 13
+ Budget Availabdity Control Funded Prograr u ¥
* Budget Line ltems
* Customer Line Item
Orspiay o —
+ Daily Collectons =
* Display AR Document oy
- Display Funds WBS costs mbot Sales Orders
Commitment ¢ Comgles Progects
* Display G/L Account
Document
bl 8:(013‘( List of Invoice
e s
* Display Purchase Vo
Requistion

STEP 4: The report will populate as shown below

Reimbursable Orders Report
[Mena ][ | 4 [Back] [Exit] [ Cance | System « ] [Delats | [ Sor in Ascending Order | [ Sort in desconding order | [ Set fter |  Delete Fier | Yotal | [ Sublotats_| [ Prini previev: | [ Local | [#ai reciprent | [ ABC Anaiysis | [ Graphic

Reimbursable Orders Report

User: Lora Swanson

Date: 1110912014

Date: Without Advance

Selection Criterion: Business Arsa  APOD
Fund . APDO1600AR

Fund Center - APWSWR4349
Funded Program : AP.RA*

Budget Pesi* Funded Program “ ConkractE 't SalesOwde/z  TolalCons/z Com |& Obiigal |t Expendilures t Billed Amountt  Non Bilab t FM SO Unbd & SO Avallable © Down Pay = Down Pay. & Down Pay |z Down Pa

1010 APRANAASTI0005 09302011 11,000.00 420399 0.00 0.00 429399 7,000.00 0.00 4,000.00 6,705.01 0.00 0.00 0.00 .00
010 * 1100000 ¢ 420399 * 000 ° 000 * 429399 700000 * 000 ¢ 400000 ¢ 670601 * 000 * 000 * 000 0.00
1 APRANASTI001 09302011 59.504 00 60,307.23 000 0.00 50,30723 59,504.00 000 0.00 80323 0.00 0.00 0.00 0.00.
11 * 5950400 +  BO30723 - 000 + 000 + 8030723 +  §0,504.00 - 0.00 - 000 + 80323 - 0.00 - 0.00 - 0.00 + 0.00
1HK APRARKASTINN03 06302012 70.100.00 50,359.35 0.00 0.00 50.359.35 70.100.00 0.00 0.00 1974065 2.00 0.00 0.00 0.00
APRARX4S73.0012 09302011 600.00 000 0.00 0.00 000 600,00 0.00 0.00 600,00 0.00 0.00 0.00 0.00.
APRARXADTIONI 06302012 20.640.00 2233140 0.00 0.00 22331.40 41,230.00 0.00 20,640.00- 1,691.40- 0.00 0.00 0.00 .00
AP RARX49.73.0014 06/30:2012 30.000.00 2467671 .00 0.00 2467671 30.000.00 000 0.00 530329 0.00 0.00 0.00 0.00
APRARX4S.730015 07012011 6.147.00 514700 0.00 0.00 6.147.00 614700 0.00 000 0.00 0.00 0.00 0.00 0.00
AP RARX48.73.091% 04/302012 §3.835.00 9244583 .00 0.00 8244583 88,617.00 0.00 5218.00 138817 0.00 0.00 0.00 0.00
1xX s 132200 * 196,960.29 +  0.00 0.00 * 19596029 + 23674400 * 000 *  1542200- + 2636171 * 000 * 0.00 = 000 * 0.00
1212 APRANASTI006 09302012 158.352.97 159,352 97 0.00 0.00 15935297 159,352.96 0.00 0o 0.00 0.00 0.00 0.00 0.00
2 * 156936297 +  158,35097 - 000 - 0.00 - 15935297 + 15835296 - 000 - om . 000 - 0.00 ¢ 0.00 - 000 < 0.00
126X AP RARX49.73.0003 06302013 33781010 26004711 000 0.00 280047 11 000 000 31781010 57.862.99 0.00 0.00 0.00 0.00
APRARXASTI0012 093072012 0.00 000 000 000 oo 0.00 000 0.0 000 000 0.00 0.00 0,00
AP RARX48.73.0013 06302013 2063685 2023568 .00 000 2023668 0.00 0.00 2063995 40327 0.00 0.00 0.00 0.00
AP RARX49.73.0014 06302013 26.999.95 08678 0.00 000 3082678 000 000 20.999.95 826.83- 0.00 0.00 0.00 0.00
APRARXAS730015 063072013 5.147.00 506246 0.00 000 5.062.45 0.00 0.00 5.147.00 1,084 54 000 0.00 0.00 0.00
AP RARX49.73.091% 04/30/2013 101,515.00 9370147 .00 000 83.701.47 50.757.50 0.00 50,757.50 TB1353 000 0.00 0.00 0.00
120X * 40621200 42987460 + 000 - 000 * 42087450 60,767.50 = 000 * 4645450 + 66,3760 - 000 * .00 - 000 * 0.00
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STEP 5: Commonly Used Additional Features
g. Save as Variant
h. Filter
i. Sort
j.  Subtotals
k. Change Layout

STEP 6: To print the report as PDF click Menu > List > Print and go to step 7 (See step 8 to export to Excel.)

Funds Management  General Ledger Management  Interface

Line Items - Actual Costs/Revenues
J4]0] 14

BT | Display Actual Cost Line Items for Projects
» [qCost Management I Menu] 4| | Cancel | [ System] | [ Document || master Record |[ Correction Request || De
~ [Project Systems Print Preview Ctrl+Shift+F10
= Structure Overview Report Edit
I . TF FOST WBS DOC DOC DATE TYPE
L PRSI GO Goto | \ TRUST FUND COLD TREATMENT. .
Report Settings » P 0 ©Op Exp-SupHat—Gen
+ WBS Master Data Report Extras o | EEmT i
* Line ltems - Actual Environment | Exit Shift+F3
Costs/Revenues System b
= Cost Hierarchical Plan-based - Help » |_ "
e — : er |BP =ValiCOArea Crey|"Doc... |"Documen... [RefDocMe  |Postg Date
+ Cost Element Plan- i Using ... . 3126 1,042.45 ND 3003851063 1901624835 12/27/2011
ActualCommitmentTotalPlan SAP GUI for HTML Options v | 212K 247589 3003693633 1901490426 |11/29/2011
A AP TF.COND 00.0031 2092] 2 12K 828.99 3003581178 1201477152 |11116/2011
2D TE ~AMIN AR AN onan | a 4o 070 99 ANNIERAEID 104 AEINTD 44644904

STEP 7: After Print is clicked, click the green check and a PDF version will be available to print or save.

Reimbursable Orders Report

[Bems.] » [E

[ Eat ] [Cancel | Siyvtom o | Dot | [ S i Asdending Ooe | | S0 in Gescending oner | | Set fine | 13

Frint ALV List

Cutput D POF PRINTER
Pumtor of topics 1

Number of pages
« Pt

Pirt rom page ¢ L 9

Froperees | 3| I
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STEP 8: To export to Excel, click Local File

Accounts Recelvable Management General Ledger Management  interface Table Mantonance Purchasing  Granior Management  Base Role  Bi Favortes

[ vahuster 1 Hepeort Sabey Order Reporty | ( et (2areng

* bt Maragersert Frice bt Vimte CF ) ATF Ac

Drﬂflﬂ.pﬂl
Reimbursable Orders Report

(e o) € (Bt (ot [ Coment | ytem o || Cowtain | [ 50 0 i ot || S0t 2 drmcmiion gmiee || S Bl || Grmimrte Fier || Tkt || Sutioton :_mﬁ‘m_wm_-;mm;;aw

Reimbursable Orders Report

Usar: Lord Swarnor
Ouse: 11082014
Date e
Setection Crtenion  Buaneis Aea AFO0

Funs AFOOTS0AR

Fund Corter  AFPWTWRIGEH
Funded Program AP KA

Buiget Pet ™ Funded Program T Cotadl ¢ SemOete s TolwCom s Com s Cntgel ¢ Dgendhews ¢ Bied Amousd ¢ Beoe Biled ¢ PV SO Usid & 50 Aeniutie & Cuwm Py & Dows Pay o Oses Pay . & Do Pa

"= AP A NAah T 0004 L il 1000 09 amw Ll Ll anm T 00 o 4 000 00 aren L1 m L Ll
"ww 100 - AZNM - M - A - e - roo00e - e - ApANe ¢ ATRM ¢ e - e - e - [
" WL RLE TY DS Lo il 040 LB o] LLJ L] “»rn 55400 " "m MmN L1 " LLJ L1
" = BRSNS ¢ MDD ¢ AN ¢ AN ¢ WD ¢ BN - e - e - LY L L e - 2
T AP RA Ry 7Y 000) L2 i bl ] wnen L1 e W n nmn L1 " nras L1 . " L1 ]
AP RA R TY 002 L2l L Ll Ll L] " 0 o am -0 L1 Ll L o
A RLA RULAD T3 0913 L2 Mo m znmae (1) (L] nmaea a2 (1] Measoe 1891 8- (1] "m om L1 ]
AP R ROLE T D0 ST 0 000 00 MmN L1 L] Bl B 3 090 0 "» L1 1» L1 ", LLJ am
AP RARXDTION  EUOAMNY “em om (1 (L] e “wown (L) L] om L "m LL Ll
WP RA RS 7Y DY Lot N e LA R ) "ol (1] e Mg L1 e 130807 L1 . om L1
LLLed = NN - MR + AN - s ¢ MR ¢ PATue - A ¢ MANM + MM - L LT - - L)
o AP RA A 7Y 0OV 2~ LM "enue e " ne L1 ] (1] 138542 97 L3 5 ) "m " L1 ] L] ] " LL ] L1 ]
LAt o AN ¢ WA ¢ AM ¢ 6 ¢ WAMIW ¢ WANIM - L LL L L L L L
L APRARKABTIONG  DAOOIN) 1T 9 W0 200047 1Y (L (1] 04T y (L] L] wmwn van (L] 1m L) Ll
AP R R Y 0012 L2 i (L (1] (1] (1] " " (L] " o L1 " (L] L1
AP RA R T 00N) ) HNAmw NIMe Ll L] AMe am Ll Minw “anir L1 " L o
WP RA SOLED 7Y DOV ) amn NiuTs (1] (1 ] MixTs (1] om nmn [0 A (1 ] " L1 ] o
AP LA ROLE 7Y D8YY T L o - LLJ LLJ 0 - L1 " “wwe 100404 L ", LLJ L1
AP RARX TIONE  B400291) LIEDY nma (1] L] nmae 3073 90 90 00 TN L1} " (L om
LFo ) « MO - ANSMM ¢ AN - AN ¢ AW - wres - B ¢ MMM ¢ HMONM - “e - e - “e - LE ]

STEP 9: The following box will appear, select Spreadsheet and click the Green Check Box.

Save listin file...

In which format should the list
be saved ?

() unconverted

) Rich text format
() HTML Format
) In the clipboard

2]

Page 97 of 191



STEP 10: The following box will appear, use the drop down menu to select where you want to save the file, name
the file, and click Generate

Reimbursable Orders Report -

Directory C:\Users\Iswanson\SapWorkDir\| X
File Name ROR Example XLS

Encoding

a

[Generate] [Repiace [Extend] (X ]

STEP 11: You may (or may not) receive the following security message. If you get this message, click Yes.

r ~

L&) Security warning hexdd
An applet of SAGUI FOR HTML tries to download file H\Wildlife Services\December Training sessiontesting XLS.

Should this be allowed (by changing configuration file WEBGUI.CFG)?

[_] not only for this session, but always.

[_] not only for this file, but for all files of directory:

H:\Wildiife Senices\Decamber Training session Change

STEP 12: Your screen will return you back to the ROR. An Excel version of your file will be available to sort, print
or save in the location you selected.

STEP 13: Go to the location you selected to retrieve the file. When opening the file, you may get the following
message, Click Yes.
. - =

I The fle you are tying 1o cpen, ROR Example J0S, 8 I 8 dfferent format han ioecfed by the fle extenson. Venfy that e fle s not comupted and s from a Trusted source before coening the fle.
N

Do you want @ cpen the fie now?
() (e
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STEP 14: The file will open, as shown below.

A B & D E E G H I J K L M N o P a R S5
[Reimburshble Orders Report

2
3 User: Lora Swanson
4 Date: L
5 Date: Without Advance
6 Selection Criterion: Business Area : APOO
7 Fund : APOO1G00AR
8 Fund Center : APWSWR4349
9 Funded Program : AP.RA.*
10
11 Budget PeFunded Program  ContractE Sales On Total CoiCommitm Obligatior Expenditt Billed ArNon Billak FMSOU SD Avail: Down Pay Down Pay Down Pay Down Payme
12
13 1010 AP.RA.NA49.73.0005 #urs#stt 11,000.00 4,293.99 0 0 4,293.99 7,000.00 0 4,000.00 6,706.01 o 0 o o
14 o 1010 11,000.00 4,293.99 0 0 4,293.99 7,000.00 0 4,000.00 6,706.01 0 ] Q 0
15 1111 AP.RA.NA49.73.0016 #s###aa# 59,504.00 60,307.23 L'} 0 60,307.23 59,504.00 o 0 -803.23 0 0 0 0
16 * 111 59,504.00 60,307.23 0 0 60,307.23 59,504.00 0 0 -803.23 0 ) 0 0
17 11XX AP.RA.RX49.73.0003 #uss#sus 70,100.00 50,359.35 0 0 50,359.35 70,100.00 o 0 19,740.65 0 0 0 0
18 11XX AP.RA.RX49.73.0012 #uusssny 600 0 0 o 1] 600 o ] 600 0 0 0 o
19 11XX AP.RA.RX49.73.0013 st 20,640.00 22,331.40 0 0 22,321.40 41,280.00 0 wupmssy -1,691.40 0 0 0 0
20 11XX AP.RA.RX49.73.0014 sussssts 30,000.00 24,676.71 0 0 24,676.71 30,000.00 o 0 5,323.29 o a o 0
21 1IXX AP.RA.RX49.73.0015 7/1/2011 6,147.00 6,147.00 0 0 6,147.00 6,147.00 0 0 o 0 0 0 0
22 11X% AP.RA.RX49.73.0919 #wnn#ses 93,835.00 92,445.83 0 0 92,445.83 88,617.00 0 5,218.00 1,389.17 o 0 o 0
23 " 11X% FRRHBREE AREREEN 0 ) o 25,361.71 0 o o o
24 1212 AP.RA.NA49.73.0016 sunwnsn wunsueng swsenmg 0 O RREFRRRT RESRRET 0 0.01 o 1] o 0 0
25 a 1212 THIRHR  RREHRER 0 O ARERSREN ARARRRET o 0.01 0 ] ] 0 0
26 12%% AP.RA.RXA9.73.0003 sinwmmitn summins srmminmy 0 0 nnsmsnn o O wwpnwmnd 57,862.99 o 0 0 0
27 12X% AP.RA.RX49.73.0012 suusunty 0 0 o 0 0 ] o ] o o 0 0 0
28 12X% AP.RA.RX49.73.0013 saaweens 20,639.95 20,236.68 0 0 20,236.68 ] 0 20,639.95  403.27 ) 0 0 0
29 12XX AP.RA.RX49.73.0014 saseesus 29,999.95 30,826.78 0 0 30,826.78 o 0 29,999.95 -826.83 o Q o 0
30 12xX AP.RA.RX49.73.0015 suuasss#y 6,147.00 5,062.46 0 0 5,062.46 o 0 6,147.00 1,084.54 0 0 0 0
31 12xx AP.RA.RXA9.73.0919 =ustssts sasssgss 93,701.47 0 0 93,701.47 50,757.50 0 50,757.50 7,813.53 o 0 0 0
b 12x% FREEESEEE SRRGRESE 0 0 #hsEgeas 50,757.50 0 #EHssERE 66,337.50 o 0 0 0
33 1313 AP.RA.NAA49.73.0016 Surisiis BRAEUREE SRENRHER 0 0 RESEEEEE BESRHESE 0 3,547.17 3,547.17 o o o )
34 = 1313 BREERREE BREGRRER 0 0 HESERRER RESEHERE 0 3,547.17 3,547.17 o o o o
35 13%X% AP.RA.NX45.73.0005 #ssw#tss  4,000.00 ] 0 o 1] ] 0 4,000.00 4,000.00 o ] ] 0
36 13%XX AP.RA.OTCS.WS.WR: sttt 30,000.00 19,569.70 0 0 19,569.70 30,000.00 o 0 10,430.30 o ) ] 0
37 13%XX AP.RA.RXA9.73.0003 #isHstit saasiitg sHuuinmy 0 O Hisf#HH W o 0.02 0.02 1] ] o 0
38 13%XX AP.RA.RX49.73.0013 #ua##tus 20,640.00 20,639.95 0 0 20,629.95 20,639.95 o 0.05 0.05 0 0 ] 0
39 13XX AP.RA.RX49.73.0014 #uu##sts 30,000.00 29,999.95 0 0 29,999.95 29,999.95 o 0.05 0.05 o Q o o
o —— — R 2 PR P et FORCIe R Ion] = P i

STEP 15: Go to File >Save As, name the file again and use the drop down arrow to change the file type from
Unicode Text to Excel Workbook, and click Save.

HldD--|s wi trasning example - Microsoft Excel
_ Home  Inset  Pagelayout  Formulss  Datsa  Review  View  Developer  Acrobat

Information about ws training example
CAUsers\liswanson\SapWorkDir\ws trauning exsmple.XLS

& Save as Adobe POF

F Open

. Permissions
(' Close :‘_;"nj Anyone can open, copy. and change any part of this workboolk.
Protect
Workbook *
Recent Properties ~
Suze 14.9¢B
New Prepare for Sharing
( 5’)] Before sharing this file, be aware that & containg:
x Content that cannot be checked for accessibility issues because of the Fibamadias
Pried Check for current e type Categaries
lssues *
Save & Send Related Dates
Help . Versions Created
%
(g] A) There are no previous versions of this file. Lait Printed
z] Options =
nage R b
B e Versions = elated People

Author

Last Modified By

Relsted Documents

Ji Open File Location
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_?J Seve Az =
;) ) » Computer » OSDisk (C:) » Users » Hlswanson » SapWorkDir | *y e Yvork PV
Organize « New folder =Y o

AR TEAM A -
Debt Management

-4 Libraries
* Documents
o Music
= Pictures
E Videos

& Computer
§= 050k (C:)
* Home (H)

File name: IROR Example -

Save as type IEud Workbook -

gon, Lora L - APHIS Tags: Addatag Title: Add a title

Save Thumbnail

~. Hide Folders Teol ~ Cancel

STEP 16: You may have to fix some formatting in order to manipulate the data in Excel. The following items will
cause incorrect filter results in Excel:

I.  Not selecting the entire area that needs to be filtered

m. Merged cells (header info)

n. Inconsistent cell formats (Number, Text, Date, etc.)

o. Entirely blank rows or columns

*Note: This layout (/ZWSLAYOUT) does not work with the Pivot Table you may have used in the past. If you prefer
that method, you may follow those instructions or choose the correct layout (/DEFAULT) to use the Pivot Table.
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Budget

APHIS AVC Budgets by Fund

APHIS AVC in FMMI & Budgetary Posting Method

AP001600AD  |Annual Budget PD + FUND |BESB Budgetary Documents
NoYear FUND + FA IBESB Budgetary Documents
Multiyear Budget PD + FUND IsEss Budgetary Documents
AP001600AR  |Annual Budget PD + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
NoYear FUND + FA + FC+ FP Sales orders
APO05161AV * |NoYear FUND + FA BESB Budgetary Documents / Actual Collections must be monitored
APO016/EAR* [NoYear FUND + FA Positions 1-8 (APOOUFVS) BESB Budgetary Documents / Actual Collections must be monitored
AP0O08226AV NoYear FUND + FA TOWA Sales orders w/ Deposits Received
AP001600BN  |Annual Budget PD + FUND + FA |BESB Budgetary Documents
NoYear FUND + FA IBESB Budgetary Documents
AP001600BR  |Annual Budget PD + FUND + FA IBESB Budgetary Documents
NoYear FUND + FA
AP031600BD [NoYear |Fund + Budget PD + FA
[AP001601AD  |NoYear [FUND+ FA

All other funds should be Budget PD + FUND + FA
*This fund should have Automatic Budget Posting (ABP) at the invoice level

Last Updated

File Path
File Name

I:\MRPBS - Marketing & Regulatory Programs Business Services\FMD - Financial Management Division\FMMI\Budget Authority\AVC rules by Fund.xlsx

21-Mar-12

I:\MRPBS - Marketing & Regulatory Programs Business Services\FMD - Financial Management Division\FMMI\Budget Authority
AVC rules by Fund.xlsx

Page 101 of 191




APHIS AVC in FMMI & Budgetary Posting Method

FMMIFund__ Budget PD . "AVC as of FY14. ‘AVCas of FY15 How Budget Authority is Established (GL 4610)
AP001600AD  |Annual Budget PD + FUND KEEP BES8 etary Documents
NoYear -
Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND + FA CHANGE BESB Budgetary Documents
NoYear -
Budget Periods LESS THAN 15XX FUND +FA CHANGE |BESB Budgetary Documents
Multiyear Budget PD + FUND BESE Budgetary Documents
APOO1600AR  |Annual Budget PD + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
NoYear -
Budget Periods GREATER THAN OR EQUAL TO 13XX Budget PD + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
NoYear -
Budget Periods LESS THAN 13XX FUND + FA + FC + FP Sales orders; varies depending on Sales order Type
APO05161AV * |NoYear FUND +FA BESB Budgetary Documents / Actual Collections must be monitored
APOO16FRAR  |Annual Budget PD + FUND + FA + FP BESB Budgetary Documents / Actual Collections must be monitored
NoYear FUND + FA + FP BESB Budgetary Documents / Actual Collections must be monitored
NoYear - Budget Period + FUND + FA Positions 1-8
APOO1GIEAR  |Budget Periods GREATER THAN OR EQUAL TO 15XX [APOQUFVS) CHANGE |BESB Budgetary Documents / Actual Collections must be monitored
NoYear -
Budget Periods LESS THAN 15XX FUND + FA Positions 1-8 [APOOUFVS) CHANGE
APOOB226AV  |NoYear FUND +FA TOWA Sales orders w/ Deposits Received
APDO1600BN  |Annual Budget PD + FUND + FA BESB Budgetary Documents
NoYear -
Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND + FA CHANGE
NoYear -
Budget Periods LESS THAN 15XX FUND +FA CHANGE BESB Budgetary Documents
APOO1600BR  |Annual Budget PD + FUND + FA BESB Budgetary Documents
NoYear FUND + FA BESB Budgetary Documents
AP031600BD |NoYear Fund + Budget PD + FA BESB Budgetary Documents
NoYear -
APD01601AD  |Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND + FA CHANGE BESB Budgetary Documents
NoYear -
Budget Periods LESS THAN 15XX FUND + FA CHANGE BESB Budgetary Documents

All ather funds should be Budget PD + FUND + FA

*This fund should hove Automatic Budget Posting (ABP) ot the invoice level

Last Updated
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AVC Tables
Budget Availability Control

Purpose
The AVC Tables in FMMI provide budget availability balances.

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services budget authority
verification needs.
e There are two version of this report:
0 9H Control Ledger — Budget authority for all expenses, including the amount reserved for
Overhead
O ZR Control Ledger — Budget authority for direct expenses only, not including the amount reserved
for Overhead

Report Type
ECC

FMMI Role
Funds Management, ECC Reporting

Instructions
STEP 1: Go to Funds Management > Reports > Budget Preparation and Planning > Budget Availability Control

== United States Department of Agriculture - - =
___IFinancial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable Cost Management VLR ELET Gl
Reports  Evaluation | HANA Funds Management Reports | Bl Funds Management Reports

Budget Availability Control

14]»] 4

A Display Overall Values of Control Objects
» O Analyze Financial Data | r = .
s 4 [Save As Vanant.__ | [ Back | [ Exit | [ Cancel | [S:
Planning FM Area USDA
* Budgel Overview Control Ledger [om
* Compare Budgel Version
SACOORMCion of Budge Type of Account Assignments
Report Account assignments specified below are:

«) Control Objects
Budgel Addresses

HANA
* Budgel View by Document Posting Addresses
Type
* Drilidown for Budget Entry o oA ——
Documents Fund * to 7

e
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STEP 2: Variable entry screen will appear. Enter the desired parameters to execute the report.

Welcome  Accounts Payable Accounts Receivable Cost Management WETL-HNSLEHulla8 General Ledger Management  Interface Table Mainte
Reports | Evaluation | HANA Funds Management Reports | Bl Funds Management Reports

Budget Availability Control
[4]4] 4

,\ Display Overall Values of Control Objects
Daeermecnts 7 | ]l ) ¢ (5o 2 varn. ] [55] €6 o S ] Esvete) Gt V.| P Gcommtoon
Planning FM Area usA
* Budget Ovendew Control Ledger 5]
* Compare Budget Version
© Consumplan of Gudgot Type of Account Assignments
G Account assignments specified below are:
* Budget Availability Control -
* Budget Availabiiity Control D Conteo Oblects
HANA Budgel Addresses
* Budget View by Document Poating Addreases
Type
* Drisgown for Budget Entry. Selection of Aceount Assignments.
Documents. Fund L] (=]
S e e =
» 0 TF Recon Reports Ry | © ] [(B]
+ Budget Availability Control ErEmlD P _[2]
- Budget Line ltems e O (=]
= Customer Line ltem L o =
Display
= Daily Collections Restriction According to Attributes
* Display AR Document [ 5 Multiple Selection FM Account Assignment_| Variant Name
* Display Funds
Commitment
« Display G/L Account
Document [ st Oplioma |
* Display List of Invoice Display Options.
Documents Use View ‘Outgaing Amounts’ (+
« Display Purchase ] Use View ‘Incoming Amounts’
Requisition Maximum Usage Rate [100.00]

* Document Chain Report N
Display Budget Deficits O
* Line Items - Actual -~ S

Costs/Revenues Only Obj. With Overall Checks [v]
« List of Customer Line Hisrarch. View of AVC Elements [/

Items Report
« |ist Purchase Orders

STEP 3: To run by WBS element and all budget availability, enter the following data:
a. Control Ledger =i.e. 9H
b. Funded Program (WBS Element) =i.e. AP.RA.NA32.71.0346
c. Click Execute to run the report

Display Overall Values of Control Objects
[Menu .| 4 [Save As Variant_ | [ Back | [ Exi |[ Cancel | | System || Execuie] [ Get Variani.. || Program Documentation |

FM Area USDA

Control Ledger

Type of Account Assignments
Account assignments specified below are:

=) Conlrol Objects
Budget Addresses
Posting Addresses

Selection of Account Assignments

Fund o E]
Budget Period lo [=]
Funds Cenfer o E
Commitment ltem to -
Functional Area [ to ] [_i—l
o i

According to
[ 5 Multiple Selection FM Account ' J Variant Name

[ B= Layout Options ]
Display Options
Use View 'Oulgoing Amounts’ (s

Use View ‘Incoming Amounts’

Maximum Usage Rate [100.00
Display Budget Deficits Only [ ]

Only Obj. With Overall Checks [v]

Hierarch. View of AVC Elements [v]
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STEP 4: The report will populate as shown below

Display Overall Values of Control Objects

| 4 [Back ][ Exit]|[ Cancel | | System . | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |

[ Menu 4| [|
Control Objects Data: Overall Values ~
FM Area USDA (USD) Fund APOD1600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area APOOAGREIMBUROOD
Funded Program AP.RANA32.71.0346 v
= 1
Overall Values of Control Objects Consumable Amt Consumed Arnt Available Amt
» & <Several Budget Period Values> 5482200 7.826.45 46,995 55
STEP 5: To expand the report to see a breakdown by BP, click on the right facing arrow next to the line
Display Overall Values of Control Objects
[Menu (| | 4 [Back ][ Exit] [ Cancel | [ System 4 | [ Details | [[Add Hierarchy of Budgel and Posting Addresses | [ BCS Documents |
Control Objects Data: Overall Values £
FM Area USDA (USD) Fund AP001600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area APO0DAGREIMBUR00O0D
Funded Program AP.RANA32.71.0346 v
| B | Basid
Overall Values of Control Objects Consumable Amt|  Consumed Amt Available Amt
[} <several Budget Period Values> 54,822.00 7,826.45 4699555
STEP 6: Click on the right facing arrow next to the BP line you would like to examine
Display Overall Values of Control Objects
[ Menu 4| | 4 [Back |[ Exit| [ Cancel | [ System 4 | [ Details | [ Add Hierarchy of Budget and Posting Add |[BCSD
Control Objects Data: Overall Values ~
FM Area USDA (USD) Fund AP001600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area AP00AGREIMBURODDO
Funded Program AP.RANA3271.0345 v

A | H | BLEE]

Overall Values of Control Objects Consumable Amt|  Consumed Amt|  Available Aml
v &) <Several Budget Period Values> 54,822.00 7.826.45 46,995 55
b 1313 27.411.00 0.00 27.411.00

b S 13XX 0.00 0.00 0.00
[laras 27.411.00 7,826.45 19,584.55
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STEP 7: The report now shows as follows. All Objects shows availability.
d. Note the following items for the 9H Control Ledger:
i. Consumable Amount represents the total amount of budget authority for the agreement,

including indirect expenses (OH), for the BP.

ii. Consumed Amount represents the total amount spent, including indirect expenses (OH),
for the BP.

iii. Available Amount represents the total amount remaining to be spent, including indirect
expenses (OH), for the BP.

Display Overall Values of Control Objects

[Menu ]| | 4 [Back ][ Exit|[ Cancel | [ System 4 | [ Details | [ Add Hierarchy of Budget and Posting Add ][BCS D ts |
; 5 A
Control Objects Data: Overall Values
FM Area USDA (USD) Fund AP001600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area AP00AGREIMBUR000
Funded Program AP.RANA32.71.0346 v

Zlal | | Bl

Overall Values of Control Objects Consumable Amt  Consumed Amt  Available Amt
v &3 <Several Budget Period Values> 54,822.00 7,826.45 4699555
» 91313 27,411.00 0.00 27.411.00
» E913XX 0.00 0.00 0.00
v & 1414 27.411.00 7,826.45 1958455
E’i ALLOBJECTS 27.411.00 26.301.11 1.109.89 |
» Q& REVENUE 0.00 18,474.66- 18,474.66

STEP 8: Verification of Consumable Amount, Consumed Amount, and Available Amount can be done using Display
Sales Order, LIACR Report, and Status of Funds, Project to Date Report respectively, see examples below.

Display Sales Order

Display Reimb - No Advance 3200004752: Overview

—n 4 [Back ] [Ext][ Cancel | [ System . | [ Dispiay socument fiow | [ Status overview | [ Dispiay soicto party | [ Header output preview | [ Orgers |
Resmd . No Agvance 3200004782 Moot valse 2,02),218.00 |USD

Sold-To Party $000743 DFAS-ADCA DE / 6760 EAST IRVINGTON PLACE / DENVER CO 802 :

Ship-To Party $000341 DFAS-ADCA DE / 6760 EAST IRVINGTON PLACE / DENVER CO 802

PO Number PO cate 027072014 B.

A Sales | Mem overview Rem detsd Ordenng party Procurement Shipping Reason for rejecton

Req el date o [02/07/2014 Delver Pant
Contract start Contract end
Tolal Weight 0/ KG
Dedvery biock - Voiume ©.000
[Bilrs) biock « Pricing date 02/07/2014
Payment terms 0001 Pay immedately wio . Incolerms
Ordet reason -
Saies area AP0 / AG/ ‘Ag| APHIS, USDA USDA
Al items.
oo Matenal Dererpton WBS Exement Orer Quandity Un Amocunt per Ucl Net prce Ccy Pik WCa CnTy CRTD BLCK OfF
| 220 mumes [7-7100-0322-0 AP.RA.NAJD, 71.0022 1 VA 16, 800,00 1 va 16,800.00 USD O APOO RONA REME [ -
] 210 REIME 14.7100-0322.0 AP.RA. NAD4. 71,0323 1 VA 36, 460,00 1 va 36,460.00 USD D APOO RONA REMS ]
[ i remE TATIO00TEE 0 AP.RANATZ. 71, 009¢ 1 VA 27, 411,00 1 VA T7.411.00 U0 O APOG Roma RDe L 10 ]
250 REIME T&T100.0022.0 AP.RA. NAZG. 71,0328 1 VA 91, 685,00 1 VA 91,685.00 USD D APOO RONA REMS
m 260 REDeR 14-7100-0322-0 AP.RA.NAJE. 71. 0326 1 VA 61,505.00 1 va 61,505.00 USD O APOO RONA REMS
AIQ REIME 14-T100-0022-0 AP.RA, NATE. 72,0027 1 VA 8,934.00 1 VA 8,984.00 USD O APOO RONA RIME
| 280 menes 14.7100-0322-0 AP.RA.NAZS. 71.0328 1 VA 56,567.00 1 va 56,567.00 USD D APOO RONA REMB
| 2% renes 14.7100-0322-0 AP.RA.NA3S. 71.0329 1 VA 72,860.00 1 vA 72,860.00 USD D APOO RONA REMB
300 REIME 14710003220 AP,RA, NA3S, 71,0330 1VA 49,266.00 1 VA 49,266.00 USD D APOO RONA REME [ ] -

RE0 HEE CRE el
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Line Items - Actual Costs/Revenues

Line Items - Actual Costs/Revenues
ine Items for Projects

[Menu ]| | 4 [Back ][ Ext] [ Cancel | [System | [ D | [Master Record | [ C Request | [ Details | [ Set Fin
Layout /TF-RECN R IF RRE Calc Recon-Rmv docs a
Object WBS AP.RA.NA32.71.0346 13 7100 0322 IA DOD ANG RENO
Cost Element 5200000200 To 6400001299 ServRev-Exch...
Posting Date 01/01/2011 To 11/30/2014
WBS Element * Doc.Date ~ BP .| ValCOArea Crcy Doc.; (CostElem .., (Createdon  Posting Date
09182014 . 1,063.64
0192014 1414 290.10- SU 6100002111 092272014 01972014
1414 350.00- 6100002131 0972272014 09/192014
1414 210.00- 6100002161 0972272014 091972014
09/192014 . 850.10-
08302014 1414 T784.70- ZP 6100001101 092772014 092772014
1414 7.85- 6100001274 092772014 092772014
1414 31.38- 6100001275 092772014 0972772014
1414 1.64- 6400001202 092772014 09272014
1414 11.37. 6400001213 092772014 09272014
1414 93.33- 6400001264 092772014 092772014
1414 48.65- 6400001269 092772014 092772014
09302014 . 978.97.
Fiscal Year 2014 LU 25,570.73
AP RANA32T10348 10212014 1414 400.14 CT 6100980000 102172014 10212014
1414 400.14 6100980000 1072172014 1072172014
1072172014 . 800.28
11022014 1414 69.90- SU 6100002131 11042014 110272014
110272014 . 69.90-
Fiscal Year 2015 L 730.38
AP RANA32T10346 LR 26,301.11
Status of Funds Project-to-Date
Status of Funds Project-to-Date
On-ll Save As_ | ompuyas Table | Info | Print Version | Export to Microsoft Excel |
v Columns Fund APO01600AR
= Pand Funds Center APWSWR1232
» Funds Cenler Funded Program AP RANA3I2 710046
* Funded Program Authority**  Budget Authority** G [« De Total C. and Of Available Authonty**
* SOF GL Keyfigures GL (PTD)  Budget Period** s s £ s s H 5
~ Rows 1414 000 000 000 0.00 2301 2szu|.u
+ Budget Pecod Overall Resut 0.00 0.00 0% 0.00 2630111 2630111 1.109.69
~ Fraa characiansties
STEP 9: To check the Control Ledger ZR version of the table, click on the Back button.
Display Overall Values of Control Objects
[Menu ][ | 4 [E3] [ Exit] [ Cancel | [ System . | [ Details | [ Add Hierarchy of Budgel and Posting A |[ECsD
. - ~
Control Objects Data: Overall Values
FM Area USDA (USD) Fund AP001800AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area APO0AGREIMBURO000
Funded Program AP RANA3271.0346 v

=2 | [ | Bl4EEd
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Overall Values of Control Objects Consumable Amt |
~ (3] <Several Budge! Period Values> 5482200
» 91313 27.411.00
b 13X 0.00
v e 27.411.00
» @& ALLOBJECTS 27,411.00
» Q& REVENUE 0.00

Consumed Amt  Available Amt
7.826.45 4599555

0.00 27.411.00

0.00 0.00

7.826.45 1958455
26,301.11 1,109.89
18,474 66- 18.474.65




STEP 10: In the Control Ledger field, change the selection to ZR and click Execute.

Display Overall Values of Control Objects
[ Menu 4 | | 4 [Save As Variant_ | [ Back | [ Exit ] [ Cancel | | %m‘ll Execule I Gel Variant... | [ Program Documentation

FM Area USDA
Control Ledger

Type of Account Assignments

Account assignments specified below are:
(+) Control Objects

() Budget Addresses

() Posting Addresses

of A =
Fund o [ ]
Budget Period [ | to [
Funds Cenler [ | to [
Commitment lem [ o [

[

|

Functional Area | |
Funded Program |AP.RA.NAZ2.71.0346 IO

REEEEE

[ = Multipie FM Account Assh Variant Name jrrr——

[ B= Layout Options ]
Display Options
Use View 'Outgoing Amounts' ()
Use View ‘Incoming Amounts’ (_
Maximum Usage Rate [100.00]
Display Budget Deficits Only [ ]
Only Obj. With Overall Checks (V]
Hierarch. View of AVC Elements [v]

STEP 11: The report will populate as shown below

Display Overall Values of Control Objects

[ Menu 4 || | 4 [Back|[Exit][ Cancel | [ System . | [ Detais | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |
Control Objects Data: Overall Values 2
FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APOOAGREIMBUR000
Funded Program AP RANA32.71.0346 v
el | BlLEE
Overall Values of Conlrol Objects Consumable Aml  Consumed Amt  Available Am
» & <Several Budget Period Values> 45,157.66 588.89- 45746.55
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STEP 12: To expand the report to see a breakdown by BP, click on the right facing arrow next to the line

Display Overall Values of Control Objects

| 4 [Back | [Exit] [ Cancel | | System « | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS D

[Menu ]|
Control Objects Data: Overall Values 2
FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APO0AGREIMBURQOO
Funded Program AP RANA32.71.0346 v

| | BlEE]
Overall Values of Control Objects
E&wwmvm 45.157.66

Consumable Amt Consumed Amt | Available Amt
588.89- 4574655

STEP 13: Click on the right facing arrow next to the BP line you would like to examine

Display Overall Values of Control Objects

| 4 [Back | [ Exit][ Cancel | | System . | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |

[Menu 4 ||
Control ObjeCtS Data: Overall Values 2
FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APO0AGREIMBURO000O
Funded Program AP RANA32.71.0346 v

A | 6 | EleE

Overall Values of Control Objects Consumable Amt Consumed Amt Available Amt

+ &) <Several Budget Period Values> 45,157.66 585.89- 4574655
» 91313 23,599.66 3,670.23- 27.269.89

» E13XX 0.00 0.00 0.00
Eﬂ 1414 21,558.00 308134 18,476.66
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STEP 14: The report now shows as follows. All Objects shows availability.
e. Note the following items for the ZR Control Ledger:
i. Consumable Amount represents the total amount of budget authority for the agreement,

less indirect expenses, for the BP.
ii. Consumed Amount represents the total amount spent, less indirect expenses and non-

reversed accruals, for the BP.
iii. Available Amount represents the total amount remaining to be spent, less indirect

expenses and non-reversed accruals, for the BP.

Display Overall Values of Control Objects

Menu || | 4 [Back | [ Exit | [ Cancel | [ System . | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |
- - ~
Control Objects Data: Overall Values
FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APO0AGREIMBURO000O
Funded Program AP.RA NA32.71.0346 v

| H | BldEE

Overall Values of Control Objects Consumable Amt  Consumed Amt Available Amt

w (3] <Several Budget Period Values> 45,157.66 588.89- 45.746.55

» E91313 23,599.66 3.670.23- 27.269.89

» ) 13XX 0.00 0.00 0.00

v E91414 21,556.00 3,081.34 18,476.66
|> & ALLOBJECTS 21,558.00 21,556.00 2.00]

» @& REVENUE 0.00 18,474.66- 18.474.66

STEP 15: Verification of indirect costs consumed can be done using the Display SO (OH rate charged on the SO)
and the LIACR Report (Eligible OH Expenses), see examples below.

Display Sales Order
Display Reimb - No Advance 3200004752: Item Data

Menu 4 || | 4 [Back|[Exit][ Cancel | | System 4 | [ Firstitem | [ Previous item | [ Nextitem | [ Lastitem | [ Displ:
Sales Document ltem R40 ltem category RONA | Reimb - No Advance
Material REIME 14-7100-0322-Q
Sales A Sales B Contracl data Shipping | Billing Document Conditions // Account assignment i
Account assignment
Business Area APOO
Order
Profit Center Profit. Segment
WBS Element AP.RA.NA32.71.0346

Data relevant for cost accounting

Costing sheet ZRREB1 USDA - OH for All Expenses
Overhead key
[ [E FmAccassignt |
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Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[ Menu « | 4 [Back ] [Exit| [ Cancel | | System 4 | [ Document | [ Master Record | [ Comection Request | [ D

Layout /TF-0H TOT
Object WBS AP.RA.NA32.71.0346
Cost Element 6100980000 To

TF OH Totals-Run with GL 6100980000
13 7100 0322 IA DOD ANG RENO
6100980000 OpEx-Overhead % Calc

Posting Date 10/01/2010 To 11/30/2014

WES Element * BP 5 Doc.Date  Posting Date Doc.type Cost Elem..* ¢ Val/COArea Crcy

AP.RANA32.71.0346 1414 04/30/2014  04/3072014 CT 6100930000 573.75

05/31/2014  05/312014 CT 613.29

06/30/2014  06/30/2014 CT 1,357.65

07/3172014  07/312014 CT 1,400.14

102172014 102172014 CT 400.14

107212014 107212014  CT 400.14

AP.RANA3271.0346 .

. 4,745.11

Calculations

9H Available Budget Authority $27,411.00
/ 1+ Overhead Rate 1.2715
= ZR Available Budget Authority $21,558.00
9H Available Budget Authority $27,411.00
-ZR Available Budget Authority $21,558.00
Total Overhead to be Charged S 5,853.00
Total Overhead to be Charged S 5,853.00
-Total Overhead Charged S 4,745.11
Uncharged Overhead S 1,107.89

Indirect Cost Allocation (Based on $5,853.00 total)
WS indirect 11% = $21,558.00 * .11 = $2,371.38
WS pool 11% = $21,558.00 * .11 = $2,371.38

PM 5.15% = $21,558.00 * .0515 = $1,110.24

Findings for this example — Overhead is undercharged on this WBS and BP, based on eligible expenses.
Period 2 OH is missing, period 11 OH is missing, and Period 12 OH is duplicated.

STEP 16: Additional Items to Note:

f. Over budget icon — may relate to any transaction(s) associated with the WBS and BP.
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Status of Funds Project-to-Date Report

Purpose

The Status of Funds (SOF) Project-to-Date (PTD) Report provides high level budget availability. The report is
customizable to limit or expand the data you wish to see, after the report is generated.

Considerations

e These instructions were specifically tailored to accommodate Wildlife Services SOF needs.
e This report only provides a high level overview; it does not provide details at the transaction level.
e Dueto an error in the report, you must remove the Commitment Item 4610YEQQ0O, after the report has

been generated, to obtain accurate results.

Report Type
BI

FMMI Role
General Ledger Management, Bl Reporting

STEP 1: Go to General Ledger Management > Bl General Ledger Reports > Status of Funds Project-to-Date

USDA
= ’-'_-

United States Department of Agriculture
Financial Management Modernization Initiative

Weicome  Accounts Payable Accounts Receivable  Cost Management

Overview
—_] Detail Tnal Balance (BP)
ol This report displays a detail wew of the Standard Trial
= Balance by prowviding additional selection parameters and
drill-down criteria
/—J Standard Trial Balance

This report gives you the beginning balance, debit, credit
and ending balance for both propnietary and budgetary
General Ledger accounts

Welcome Luisa Jou Zhang

Funds Management [RelUTIe IRY: P LPUP LU Ll | Interface Table Maintenance

tion Bl General Ledger Reports

| History,

z budget and actual
activity by fund. The report displays the Onginal Authority
(USGL/M41xx, 42xx and 43xx), Undistnibuted Appropriation
(USGL/4450), Undistributed Apportionment (USGL/4510
and 4590), Available Authority (USGL/4610, 4620, and
4650 ), Commitments (USGL/4Txx), Obligations
(USGL/48xx) and Expenditures (USGL/4%xx) by fund

Open Commitments Report

The Open Commitments Report displays outstanding
purchase requisitions and associated Purchase Orders
that are direct entered into FMMI and those that are
interfaced from the Integrated Acquisition System (IAS)

Help ' Log Oft

Purchasing

Back

STEP 2: Variable screen entry for report will appear. Enter the desired parameters to execute the report.

Status of Funds Project-to-Date

Variable Entry

Available Variants: Save

Save As

Delete Show Variable Personalization

General Variables
Variable =+

- Fiscal Year

- From Period

*  To Period
Budget Pericd
Business Area
Fund
Funds Center
Commitment ltem

Functional Area

OK | Check

Current Selection Description

[ Ry Rl g u w Qe
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STEP 3: To run by Fund, enter the following data:
a. Fiscal Year =i.e. 2015 (use current fiscal year to get current results)
b. From Period = 1 (October) — should always be from Period 1 to capture the activity from the
beginning of the Fiscal Year
To Period =i.e. 12 (September) — the ending period of the report
Fund = i.e. APOO1600AR (RA)
Fund Center = i.e. APWSER55555
Optional: click check and if search criteria was entered correctly, a description will appear in the
Description column
g. Click OK to run the report

S o a0

United St_ates Department of Agriculture ; ) .
Financial Management Modernization Initiative

Welcome Accounts Payable Accounts Receivable Cost Management  Funds Managemel

Status of Funds Project-to-Date

»
Variable Entry
Available Variants Save || Save As.. || Delele | Show Variable Personalization
General Variables
Variable ** Current Selection Description
*  Fiscal Year 2015 ' 2015
*  From Period 1 d 1
*  ToPericd 12 o 12
Budget Period )
Business Area )
Fund AP001600AR d AP001600AR GENERAL-REIMB-CAT A
Funds Center APWSERS555 |'_" APWSERSSSS ER - WISCONSIN
Commitment ltem 7
Functional Area 7

oK chec]

STEP 4: The Report will display as shown below

Status of Funds Project-to-Date | Hi
Status of Funds Project1o-Date o
_Open | SaveAs..| pwpuyss Tabie v _lnfo]_Print Version | Export lo Microsoft Excel |

S — Authority =+ * Undisiributed = Budgel Authority:  Commitments+  Obligabions* . - TolaC and Obligabions =+ Available Authority=*

- SOF GL Keyfiquies GL (PTD)  Functional area s Funds® Funded Program & 5 5 5 H 5 5 E 5 5

~ Rows APODAGREIMBURDOO APOOIS0NAR AP AR WSFAWI -1.817.00 892548 -1074248 0.00 0.00 1074248 1074248 -10,742 48
* Funcional area APRAMNASST1.0001 4762185 ooo 17 62185 1762185 17,62185 000

* Fund APRAMNASSTID00Z 883171 0,00 S8 583111 583171 000

» Funded Program APRANASSTI000I 440721 000 440721 0.00 440721 a4 0

¥ Free characleristics: AP.RANASS 71,0004 0.00 0.00 000 80
= dppcn APRANASSTI0337 3771321 000 a3 0o [ 000 nme 3227942 42592
::‘“’W"”‘:"m APRANASS 710338 4505926 0,00 45,059.26 0.00 000 0.00 1927522 827522 278
e APRAMNASSTI0338 3300163 000 -35,001.63 0.00 3235200 3235200 178
. AP RANASS T2.0051 513184 000 513184 0.00 513184 EREIE S §68.16
A APRANASST20056 2323182 oo DL 000 17,605 61 17,605 61 79975

- SGL Account for Fede AP RANASS T2.0057 00 000 000
AP R NASS 720077 -5,000.00 351716 148284 0.00 148284 145284 351716

APRANXSST20055 453858 360000 93858 453858 453858 43858

APRANXSST2.0056 .216.41360 250,010 59 33,596.99 o.00 0.00 168,867 69 168,867 63 araRn

APRANXSS 720057 26022329 35356526 7334187 aon 009 26465003 26485803 7334197

AP RANXSS 720058 -360,847.89 39686179 151380 0.00 1.01 0.00 28028833 28025934 3033166

APRANXS5T20058 8500020 88,12181 anza 0.00 0.00 6394391 6384301 305509

APRANXSST20060 .36,058.77 3659 957.82 0.00 0.00 2949818 20.498.18 857.82

APRAMNXSS 720061  -35.580 41 39,696 52 Inest 0.00 1722544 1722544 277456

AP RANXS5 T2.0062 75400 83102 ez 000 75092 75092 308

(|- |Page 1010 v|x|x
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STEP 5: Open layout by clicking on Open > /WS RMVD 4610YE > OK

(This layout has been saved to remove Comm Item 4610YE)

*NOTE: You must remove the Commitment Item (BOC) 4610YEO000 to get the accurate balance. The reason is
that the budget group entered a year end adjustment our first year in FMMI which was posted in a non-reporting
month (i.e. 16) but reversed in a reporting month (i.e. 01). Since the reversal posted in a real fiscal month the
balances are skewed. To remove this item from the report without using the above layout, follow these steps:
Click on Filter > Go to Commitment Item > Select Edit > Click on Select All > Deselect 4610YEO000 > Click Add >

Click Okay.

=B
A
System % Typs: KMBookm ¥ @ s
AT eexpomono | wy poicio
Descnption =
P
| Emmmm
[B) s wisconsn
(&) wes ony
[ ws Wisconsin
Description: WS RMVD 4510VE
Technical name: | 2014_12_03_12_351X2 ;
e 2

STEP 6: Using the above mentioned layout, the report will now display as shown below.

Status of Funds Project-to-Date

Status of Funds Project.to.Date
Open | Save As..| oupiyas Table

| _info]_Print Version | Expor to Microsofl Excel |

[ Functional area
* Functional area Fund
« Fund Funds Center
* Fungs Center
* SOF GL Keyfigures GL{PTD)  Funded Program &
~ Rows APARWSFA W
= Funded Program APEXWLSV.GE
S " AP.RANASS.71.0001
OLE=D AP.RANASS.T10002
* Eacget Pariod AP RA NAS5.71.0003
* Commitment ftem
X AP.RANASST1.0004
Pl AP RANAS5.71.0337
GAL Ascount

AP.RANASS. 710338
AP RANASST10339
AP RANASS 72 0051
AP RANASS 720055
AP RANASS.72 0057
AP.RANASS. 720077
AP RANXS5.72 0055
AP RANXS55.72 0056
AP RANXS5.72.0057
AP RA NX5572 0058
AP RANXSS.72 0059
AP RANXS572 0060
AP.RANX55.72.0061

[z]=]- |[Fooe

APDDAGREIMBURDDO
APDDIS00AR
APWSERSSSS
Authority*© Budget Authority ** ok and Obig:
s s ] s s s s s
0.00 000 0.00 000 1074248 1074248
0.00 000 1762185 1762185
0.00 0.00 583171 58T
0.00 0.00 0.00 440721 440711
0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 3227942 3227942
0.00 000 000 0.00 0.00 0.00 3927522 3927522
0.00 000 0.00 0.00 3235200 3235200
0.00 0.00 000 0.00 513184 513184
0.00 0.00 0.00 1760561 17 605,61
0.00 0.00
0.00 000 000 0.00 148284 148284
0.00 0.0 453858 453858
0.00 000 0.00 000 168,867 69 168 867 69
0.00 0.00 0.00 0.00 26465803 26465803
0.00 0.00 0.00 101 0.00 28028833 28029934
0.00 000 0.00 0.00 6394391 6394391
0.00 000 000 0.00 2948518 2949818
0.00 000 0.00 1722544 1722544
1ot10 v| =] x| Laef ] «] Page
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Avalable Authorty**
s
-10.742.48

000
0.00
000
000
221835
229651
6.50063
119298
799.75
000
6.017.16
93858
2713231
7334197
3033166
3.056.09
95782
277456

1ofd »|mjm



STEP 7: Commonly Used Additional Features
h. Dragand Drop
i. Filter
j. Filter > Variable Screen
k. Subtotals
|.  Save As/Open (Layout)

STEP 8: To print the report as PDF, click Print Version and go to step 9 OR to export to Excel, hold down the CTRL
key and click Export to Microsoft Excel and go to step 10. Continue to hold the CTRL key down until the report
shows in Excel.

. Welcome Luisa Jou Zhang

dernization Initiative

Welcome Accounts Payable Accounts Recewvable Cost g % Funds General Ledger Management

GL Process | Approval | Financial Repo 81 General Ledger Reports
Status of Funds Project-to-Date | History, Back
Status of Funds Progect to-Date
Open ] Sevess | capmus Tive =] oo
- Conmra Aumorty Undatributed Buiget Auborty  Commbments  Obigatoes  Dxpendtures  Dabu|
+ SOF GLKeyfgures GL  Funded Progran Fonds Center & 3 ] s s
- Rows APTF COMD 00.0208  APPONGIITH
* Fended Program APPGHOIIVN 1970497 199.705.97 (1] 10.301.04
* Funds Center Resot 199,705.97 13070597 0 18,0108

Export Dialog o] 2]
Scaling Factor
+ Fito page wiatn e
[ Repeat column headers Theme: Standard SaP | w)
R Sze Lemer 85 11 nen =

Orentaton | Landscape Format | ]

Header
ek [nme ]| LeR  [Date Tme =l
Center: | Free Text || UNITED STATES DEPARTI
Top: 200 REAt  Page 1 Bl
Botor: [20.0
Lt 200
Rght 200 Lo
Let  None =]
Center. |Free Text | x| [FOR OFFICAL USE ONLY
Right  Nene =]

Conc

STEP 10: After Export to Excel is clicked, the following box will appear, click Open

File Download (]

Do you want to open or save this file?

Li_l j Name: ZANALYSIS_PATTERN.xls
£ Type: Microsoft Excel 97-2003 Worksheet
From: portalbi.fmmi.usda.gov

[ open |[ save | [“Gancel |

While files from the Intemet can be useful, some files can potentially
ham your computer. if you do not trust the source, do not open or
- save this file. What's the risk?

s
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STEP 11: Click Yes and the report will automatically open in Microsoft Excel

The file you are trying to open, 'ZANALYSIS_PATTERN[Z].xs, is in a different format than spedified by the file extension. Verify that the file is not

corrupted and is from a trusted source before opening the file. Do you want to open the file now?

e [ w | [ eep |

STEP 12: To enable editing, click the box Enable Editing shown

|[:]|li|ﬁ-f.'- -0l ZANALYSIS_PATTERN(3] [Protected View] - Microsoft Excel e B =B
Home  Inset  Pagelayout  Formulas  Dats  Review  View  Acrobat o@oFdn

Q) Protectedview s fie originated from an Intermet location and might be unsafe. CIck for more detais. I I x
Al - (& Je | Status of Funds Project-to-Date _ _ N =

Al A 8 [c T o [ € I ¢ [ e | Wi T~
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Over Budget Issues

Common Over Budget Issues

e Cannot post additional expenses
0 OH (indirect expenses) will not post
0 Direct expenses will not post

e Cannot close SO or associated master data elements

Reasons and Resolutions for Over Budget Issues (“Budget Exceeded” errors)

e SO BP line amount has been reduced (check Display SO, Doc Flow, and/or manually recalculate AVC
Tables)
0 Request change of SO BP line amount to MRP.Billing.Requests@aphis.usda.gov (where justified)

e Expenses overspent or posted to wrong account (check ROR, manually recalculate ZR AVC Tables, LIACR
and/or Payroll Detail Report)
0 Modification of Agreement, Expenditure Adjustment for direct expenses, or Request Additional
Collection(s), as warranted

e OH (indirect expenses) overspent (can be any associated OH account) (manually recalculate ZR AVC Table,
check LIACR and/or SOF PTD)
0 Expenditure Adjustment for indirect expenses

e Open Unneeded Obligations absorbing budget (check ULO or SOF PTD)
0 Deobligate unnecessary open obligations

e Accruals not reversed
0 Follow up on non-reversed accruals

e ROWA, additional reasons/resolutions:
0 Collection not received (check Doc Flow, ROR, and/or Daily Collections)
=  Request collection from customer
0 Collection not cleared (check Doc Flow and/or ROR)
=  Follow up on why it is uncleared, as needed, with Lucy.A.Currie@aphis.usda.gov or
MRP.Billing.Requests@aphis.usda.gov
0 Collection not posted properly (check Doc Flow, ROR, and/or Daily Collections)
*  Follow up with Lucy.A.Currie@aphis.usda.gov for a collection modification
0 Additional uncleared, unnecessary DPRs (check Doc Flow and ROR)
=  Follow up with MRP.Billing.Requests@aphis.usda.gov if there are any additional
uncleared, unnecessary DPRs

e INTR - Intra-agency — USDA, additional reasons/resolutions:
0 PO not entered, not approved (i.e. parked), or increased to appropriate funding
0 Second line was created on PO rather than increasing the first line
=  Contact David.L.Santelman@aphis.usda.gov for assistance on INTR PO issues

*NOTE: If over budget issues prevented OH from posting in a prior period, after you have resolved the over
budget issue(s), you will need to send a request to MRP.Billing.Requests@aphis.usda.gov to rerun OH for the
prior period(s) missed.
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Example - Over Budget Issue on OH Account

When sales orders are set up, a portion from each SO is set aside into the overhead pot of funds. The “budget” in
the overhead pot of money that was created by the sales orders can be seen, however you don’t actually have
those funds until expenses are posted and the overhead is generated and “earned.” When billings staff tries to
reduce a sales order and there are more expenses posted to the overhead WBS than was earned, they will get a
“budget exceeded overhead ledger” error.

For example, if there are four sales orders with the amounts below

Direct expense portion overhead portion  total SO amount

SO1 $9,000.00 $1,000.00 $10,000.00
SO 2 $8,000.00 $900.00 $8,900.00
SO3 $15,000.00 $1,500.00 $16,500.00
SO 4 $7,000.00 $700.00 $7,700.00
total $39,000.00 $4,100.00 $43,100.00

You should see a “budget” of $4100 in the overhead pot of funds.

Then at some point, one SO is reduced in amount for any reason:

Direct expense portion overhead portion  total SO amount

SO1 $7,200.00 $800.00 $8,000.00
SO 2 $8,000.00 $900.00 $8,900.00
SO3 $15,000.00 $1,500.00 $16,500.00
SO 4 $7,000.00 $700.00 $7,700.00
total $37,200.00 $3,900.00 $41,100.00

Now there is only a “budget” of $3900. If more expenses are posted to the overhead WBS than that $3900,
billings staff will get a budget exceeded error. Because there are more expenses on that overhead WBS than
that $3900 they will be unable to reduce the sales order. In the above example, if there were $4100 in expenses
posted to the overhead WBS, billings staff would receive a “budget exceeded overhead ledger” of $200.
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Unliquidated Obligations (ULO)

Overview

Purpose
The APHIS ULO process is the process APHIS uses to manage and report on unliquidated obligations. Unliquidated
obligations over 12 months of no activity require justification.

Obligations do affect budget availability. It is important to clean these up as soon as reasonably possible.

Anyone that has responsibility for the ULO review and certification should have access to the U Drive for
additional ULO information and instructions. Anyone who is responsible for the ULO review and certification but
does not have access to the U drive should contact Kraig Peterson, the APHIS ULO lead.
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Unliquidated Obligations (ULO) Detail Report
Purpose

The ULO Report provides details on unliquidated obligations. This report will display obligations document details
including vendor, days since last activity, years old, and amount.

Considerations
e These instructions have been specifically tailored to Wildlife Services.

Report Type
Bl BEx

Role
General Ledger Management, Bl Reporter

Instructions
STEP 1: Go to General Ledger Management > Bl General Ledger Reports > Un-liquidated Obligations Detail
Report

tion Initiative

General Ledaer Manacement I RE b e
s | BlGeneral Ledger Reporta

£=7]  Detad Tral Balance (BP) =
“e¥ This report dl!pl.y"!d‘lllv.‘nnlmshndald Trial Balance by providing o Un-liqud Cb ail Report will display open
additional selection paramaters and drill-dewn criteria. " obligations, liquidating ety ard ustanding smounts ot cigations
by Fund. Purchase Orders, Funds Commitments, and Directly Entered
Cbligatons are presented at a line item detai level and are aged based
on the last activity posted against the cbligation

] Standard Trial Balance 57|  Status of Funds Project-to-Date
“U  This report gives you the beginning balance, debit, credit, and ending = This report provides project-to-date budget and actual activity by fund
Balance for Both propristary and budgetary Genaral Ladger sccounts. TM rapont displays the Onginal Authority (USGLI41xx, 4210t and 43xx),
{USGL4450), L
tUSGUiS‘IU ‘and 4530), Available Authority (USGLI4610, 4520, and
4850 ), Commitmants (USGL/47xx), Obligations (USGL/48xx) and
Expenditures (USGU48xx) by fund,

5] Staius of Funda GL =] Irensaciion Register Detail
T This report provides year-to-date budget and actual activity by fund. The 5~ This report provides a detail analysis of Federal Ledger data using the
mpmanpa.m the Original Authority (USGLI41xx, 420x and 43xx). o standard FMMI accounting elements
(USGL/4450), L ment

Apportionme
(LISGLdS‘DM\dlSQUJ Available Authority (USGL/4810. 4820, and
4650 ), Commitments (USGLI47yx). Obligations (USGLI48xx) and
Expenditures (USGL/4gxx) by fund

=] WCF Operating Statemant =] Seending Detail (GL)

o This repon provides the Working Capital Fund Actvities with Revenus and o This report provides a detailed analysis of General Ledger data for
Expense data by Fund Center and Commitment ltem hierarchies. The 2 spending anwmtvylund funded prwgram and fund unhm Results are
report is displayed at 8 summary level and allow users to drill down into Cbiigations,
activity cantars 1o ratrieve detail Expense (SGL accts 5100, 5108, 5200 & Dunummr\u Qngmnng s0uree system document numu are also
5208), Revenue (SGL accts 6100, 6180, 6188, 6310, 6320, 6330, 6340, svailable for Obligations that come from IAS or GovTry

8400, 6500, 8510, 6710 and 6720) and Profit (Loss) totals. This report can
be executed for current, prier or all budget periods.

STEP 2: Variable entry screen will appear. Enter the desired parameters to execute the report.

Un-liquidated Obligations Detail Report
» 4

;i
ey i

* Detail Trial Balance (BF) =
* Standard Trial Balance:

= Status of Funds GL Availabie Variants: Save | SaveAs | [Delete Show Variabie Pe
* WGF Operafing Statement Ganeral Variables
SRR Cegmonk Variables« Current Selection Desciiption
& S‘I'WBYREW:N Business Area fa]
Detail Report Fiscal Period [ Year o
* Status of Funds Project-lo-Date Fund [a)
* Transaction Register Detail Funded Progeam a
* Spending Detail (GL) FMMI Oblig. Dac. No. o]
* NRCS Status of Funds Yeardo- YTy =
o ol ‘Vendor Number o
WES Element (Seleciion Options, Optional) a
» 3 TF Recon Reports Exice! Eeron, o
* Budget Availability Contrel Cost Centers {Selection Options, Optional) ]
= Budget Line ltems. Appscation of Fund a
= Customer Line Item Funds Center fa )
Display Commitment lem o]
* Daily Collections - =
- Display AR Document
* Display Funds [ o ]| Cneck|
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STEP 3: To run by Fund Center, enter the following data:
a. Business Area =i.e. APOO (APHIS)
b. Fiscal Period/Year =i.e. 001/2014 (Oct 2014)
c. Fund Center =i.e. APWSER2828
d. Optional: Click Check to verify that the information was entered correctly. If entered correctly, a
description will appear in the Description column.
e. Click OK to run the report.

Un-liquidated Obligations Detail Report

Variable Entry

Available Variants Save | Save As. delete Show Variable Personalization
‘General Variables
Variables= Current Selection Description
- Business Area APOD [J] APOO ANIMAL/PLANT HEALTH INSP SVC
Fiscal Period / Year 0012014 (7] ocT 2014
Fund

Funded Program

FMMI Oblig. Doc. No

Vendor Account Group

‘Vendor Number

'WBS Element (Selection Options, Optional)
Budget Period

Cost Centers (Selection Options, Optional)

Application of Fund

Funds Center APWSER2828 ER - MISSISSIPPI
Commitment Item
Obig. Doc Type

Check

Duluuuuuuuuu

STEP 4: The report will generate and the layout can be modified to display as shown below, or to your preference
for your ULO monitoring purposes.

ER - MISSISSIPPI
Days Oid Since Last Activity*s  Years Old#=  Line liem Amount®s  Activity Amountss  Outstanding Amountss

Fund & FMMIObl Doc Nbr s Vendor & FMMI Oblig Doc Type & Last Activity Date & 5 s 5
APOD1G00AD GENERAL-DIRECT-CATA 7000494552 1200005140 SCOTT AALLS GovTrip Travel Commi  11/04/72013 382 1.0 577.00 000 577.00
7000494587 1200155215 SCOTT A WATSON GovTrip Travel Commi 110772013 373 1.0 584.00 0.00 584,00

7000511985 1200085315 SETH C NELSON GovTrip Travel Commi 117202013 366 10 176.00 000 176.00

7000512311 1200155215 SCOTT A WATSON GovTnp Travel Commi 110772013 79 1.0 32000 000 33000

7100002917 1100184852 MAYFLOWER TRANSIT, LLC  Travel Obligation 11472013 a2 10 0.00 26,403.16 26,403 16

1200012077 PATRICK L SMITH Travel Obligation 111402013 arz 10 56,092.38 26.671.80 29,420 58

APOO1600AR  GENERAL-REIMB-CATA 7000495434 1200155215  SCOTT AWATSON GovTrp Travel Commi  11/07/2013 379 10 181.00 000 181,00
7000503844 1200017757 DAVID B JOLLEY GovTrp Travel Commi 112172013 365 10 161,00 0.00 161,00

Overall Result X X 163,209 14 158.162.72 5,026.42

STEP 5: *Note: You will see messages regarding the conditions in the report which you can ignore. Conditions are
the limits that were entered to create the report. If you click on Settings you can click on the Conditions tab and

see what conditions are active.

United States Department of Agriculture e Welcome ADRIANNE JACKSON  Help | Log Off
Financial Management Modernization Initiative v

USDA
USDA

Welcome  Accounts Payable  Accounts Receivable Cost Management  Funds Management — General Ledger Management  Interface Table Maintenance  Purchasing  Base Rg

Reporting Favorites | Manage Favorites

Reporting Favorites | History, Back Forward [®]
»

A\ There is & condit. on Funds Genter, results row suppress. adive on WBS Element{0WBS_ELEMT] (conditional
/Ay Thare is = condit. on Legecy Obilg Doc Ne, results row suppress. sctive on FMMI Obl Doc NbrZFMMIDOC] {conditional
£\ Thare is = condit. on Budgst Pericd, results row suppress. active on Vendorf0VENDOR] (conditicnal

A\ Thare is = condit. on Vendor, results row suppress. sctive on Lest Activity DetelZL TACTDT] (canditional
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BETA - Unliquidated Obligation Detail Report (GL)

Open | Save As._| ospayas|Table = Print Version | Export to Excel
Table | Chart Exceptions Dats Provider
Condition Status  Definition

Outstanding Amount <000 Adtive <0

Add || Details || Toggle State || Delete

Close

ULO 12 Months No Activity

STEP 6: To sort based on 12 months of no activity, first click on Filter.

Welcome Lora Swanson Help

asing  Grantor Management  Base Role

| History, Back
Laat Data Upamse: 11/21/2014 09
|- iieiSetting

Days Old Since Last Activity**  Years Old**  Line llem Amount®®  Aclivity Amount®*  Oulstanding Amount** 'rF”te"]

S S S

382 10 577.00 0.00 577.00
X X 577.00 0.00 S77.00
X X 577.00 0.00 577.00

STEP 7: The screen will refresh to display the following. Click on the drop down box under Last Activity Date, and
click edit.

Un-liquidated Obligations Detail Report (BETA) | History, Back =]

BETA - Uniiquidated Obligation Detail Report (GL)

_Open| Saveas | owpupas|Tadie »| _informaton |_Print Version | _Export to Excel |

To adjust fiter ares, drag characterstics from navigation area info fier area

Agpletn Show AlVakes |>|  BudgetPerod: Show Al Vaues |»| Busness area. Show Al'Vaues |v|
Changed On Show AlVabes |v|  Commiment tem Show Al Vales | v Controling area Show ATVaues |v|
Cost Center. Show AlVaues ||  Doc. Line emText Show Al Vales |»| Faacal year Show Al'Vales |»|
FUMI Obi Doc tem: Show AfVales |~|  FMMIOBI Doc Nbr: Show Al Vales || il Oblg Doc Type: Show Al'Vales |v|
FUMIRef Doc No Show AlVaues |w|  Functional ares: Show Al Vales | v Fund: Shew AlVaues |v|
Funded Program Show AlVales ||  Funds Center Show Al Vales |»| Fund Type: Show Al'Vales |»|
GAL Account Show AlVaues |v|  KeyFigures Show Al Values =] LastActty Date Show AlVales E
Legacy Vendor No. Show Alvabes |w|  Periodof Performanc: | Show Al Vaues |¥| Period of Performanc: Show AIVaues |v|
Posting date: Show Al Vales ;l Posting period. Show Al Values ;l Ref. Obig Doc Nbr Show Al Vaues ;l
Reference Document bem: | Show Al Vales |~|  Reference ransactio: | Show Al Vaues |v| Secondary Ref. Doc. Mo.: | Shaw Al Vaues ||
Vendor Show AlVales |¥|  Vendor Account Group: |Show Al Vaues |v| WBS Element Show AlVaues |v|

Close | Variabie Screen || Display A1 Fiter Vaises |
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STEP 8: Click on the drop down box for Show Tool and select Value Ranges.

Select values for Last Activity Dats (ZLTACTOT) =28
= A
Showtoot [Bngee values | Show view &
S
Al Selections.
“ " Mm-w:l 201 o Seeciu@ B
Type Description
1 Noverrber 2014 Decermoer 2014
MoTuWeTh Fr SaSu MoTuWeTh Fr Sa Su
UTBAINN 12 BUBHROIBDN

&3 4567089 B123 456
SWNMN2NUWIBK NE 9 UVUNZBU
a7 1T 819 m@n D K15 % T 8 e2N
BUBBTBDHIN Q2D

H12 34567 120N 1234

January 2015 Febeuary 2015 » —M
MoToWeTh fr SaSu MoTuweTh fr Sasy M Remove]
12330 N1 234 5XTBHNN
2567 890N 623456738
31213 W 15 96 1T 18 T 9 W 11 1213 M1
4VNNDDNUB BHTBWRINDR
EX T BHONT IDUBBTB
52345 67T 8 M2 A4S ETE

HIghigt Cates SCCOMING 10 CUrTent read mose
Enter 3 value for Last Actviy Date:
2| 4] cnange Oroer v] |

Ox | Cancel |

STEP 9: Click on the drop down box for Operator and select Lower or Equal.

Select values for Last Activity Date (ZLTACTOT) B

Show tocl: |Value ranges | =] Show view: | &l
Value ranges Selections
Sign Include || o

Cparator: |batween E Type Desaription
From: = |batwean

equal

grester

Te: ™

Greater or equal
Enter a ran [

4 Ramove

ﬂ ﬂ :nﬁgtorurj 1;

_oK] _cancel

STEP 10: Enter the date one year back from the date you are reporting on in the From field, and click Add to insert
the limit, and click OK to set the filter.

f.  Ex: If we are pulling information based on February 28, 2013, then you would select on February
29, 2012 in order to see obligations that have not had activity in 12 months.
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Select values Tor Last Activity Date (ZLTACTDT) m

Sowmol (Valernges | w| Snowview % 20 =] &
Value ranges Selsctions
Sign nchuoe ll [(seecan @ @
Operator: | lower of equal j Type Descripmon
From » prmand Y | 8| wman
Enter a range or.
Last Acoumy Date:

A0 '

4 Remos

(2] ] crrge o =] ]
=) o)

STEP 11: Your report will refresh similar to one of the below options. Note the following:
g. The first screen with data represents obligations which have had no activity in the last 12 months.

h. The second screen with no data represents that there are no obligations which have had no
activity in the last 12 months.

LI I A L

P e ————— T T
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Request Collection Modification

Purpose
Collection Modifications are an adjustment process used to recode the customer and/or master data elements
assigned to a particular collection transaction.

Instructions
STEP 1: Email request to Lucy.A.Currie@aphis.usda.gov. Email should include:
a. Subject — “Collection Modification Request — Doc Number 1200001234 - $250.00”
b. Body —include the following:
i. Incorrect Collection Posting Document Number (i.e., 1200001234)
1. See Daily Collections for detailed instructions. Document numbers for collection
postings are 10 digit numbers beginning with 12, 13, or 14.
ii. Justification for Request (i.e., Should be Advance Collection)
iii. Correct Posting Information:
1. WS Customer Type (i.e., Advance, Reimbursable, or OTC)
Customer Number (i.e., 3301234)
WBS Element (i.e., AP.RA.XXXX.XX.XXXX)
BP (i.e., 14XX)
Amount (i.e., $250.00)

ukwnN

Example

From ~ Lora.L.Swanson@aphis.usda.gov

To... Currie, Lucy A - APHIS;
Send

Cc.

Subject: Collection Modification Request — Doc Number 1200001234 - $250.00

RS O e O O I T T R e

Hi Lucy,
Please modify the below collection as follows:

1. Incorrect Collection Posting Document Number = 1200001234
2. lustification for Request = Should be Advance Collection
3. Correct Posting Information:
a. WS Customer Type = Advance
Customer Number = 3301234

BP = 14XX
Amount = 5250.00

a0 o

Thanks! |

Lora Swanson

Supervisory Financial Management Analyst

USDA APHIS FMD FOB - APHIS AR Team

100 North 6" Street Suite 510C | Minneapolis, MN 55403
Phone: 612.336.3392 | Fax: 612.336.3561
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Request Customer Refund

Purpose
Customer refunds are a process used to refund the remaining balance on a customer account after services are
completed and all financial transactions have posted to the account.

Instructions
STEP 1: Email request to Lucy.A.Currie@aphis.usda.gov. Email should include:
c. Subject — “Customer Refund Request — Cust. No. 3301234 - $565.25”

d. Attachment — Completed Request for Customer Refund Form

USDA Unifted States Marketing and Financtal ninneapolis Financlal Operations Branch
Lo Department of Reguiatcry Programs Management APHIS ACCounts Receivanie Taam
= Agricutture Division 100 N Skdh Street, Ste S10C

Minneapolis, MM 55403

Request for Customer Refund Form
{Fillzble POF)

| am dosing the following project and all remaining funds are to be refunded by electronic funds transfer to the
CUSTOMET.

Sales Order # 'WBS Element

Refund Dollar Amount 5

Customer Name

Customer Account Number

Customer Mailing Address

Customer City, State, ZIP Code

Social Security Number (S5N) or Taxpayer ID Number (TIN} {9 digits)

Financial Institution Name

Financial Institution Routing Transit Number | RTN) (% digits)

Depositor Account Number [customer)

Type: Chedking Savings
Program M; Name Phone
Program M Signature Date

Privacy Act Statement: Collection of this information is authorized by 31 U.5.C. 3332(g], 3325(d), and 7701{c). The
information will be used by the Government to make payments by electronic funds to a vendor. This information may also
|be used for income reporting and for collecting and reporting any delinquent amounts arising out of a vendor's relationship
with the Government. Disclosure of the information by the vendor iz mandatory. Failure to provide the requested
information may result in the delay or withholding of payments to the vendor.

Email To: Lucy A Currie@aphis usda gov
Mail To: USDA, APHIS, FMD, FOB

Artm: APHIS Accounts Receivable Team
100 North Sixth Street 510C
Minneapolis, MN 55403

Fax To: (612) 336-3563
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Debt Management

Process

When payment of a bill is not received within 30 days of issuance, the debt is considered past due and a process is
initiated within FMMI and APHIS to collect that money. The following is a timeline of the debt management
process.

Day 1 — This is the Bill Date.
Day 30 - Bill payment is due.

(Day 31 — FMMI automatically generates the first past due notice and sends it to the cooperator. This notice is a
reminder that the debt is now due. No interest or penalty is recorded on the notice. However, this is the day
interest begins to be assessed. In 2014, interest is 1% per annum. The interest rate is mandated by U.S.
Treasury.) NOTE: FMMI is not currently set up to have past due notices, interest, or penalties automatically
generate. This will occur in the future...

(Day 60 — FMMI automatically generates the second past due notice and sends it to the cooperator. This notice
states that the debt is now 30 days past due. Interest charges are recorded on this notice.) NOTE: FMMI is not
currently set up to have past due notices, interest, or penalties automatically generate. This will occur in the
future...

Day 75 — The debt is now 45 days past due. An Accounts Receivable specialist will contact the cooperator
requesting payment.

(Day 90 — FMMI automatically generates the third past due notice and sends it to the cooperator. The notice
states the debt is now 60 days past due and current interest charges are recorded. A Notice of Intent to Refer to
U.S. Treasury is included. An Accounts Receivable specialist will send a letter to the cooperator reminding them
that the debt is due.) NOTE: FMMI is not currently set up to have past due notices, interest, or penalties
automatically generate. This will occur in the future...

(Day 91 — Penalty charges are now assessed. The charges are retroactive to the due date. Per U.S. Treasury
regulations, the penalty is 6% per annum.) NOTE: FMMI is not currently set up to have past due notices, interest,
or penalties automatically generate. This will occur in the future...

Day 120 — The debt is now 90 days past due. If there has been no response to the letter sent on Day 90, an
Accounts Receivable specialist will telephone the cooperator to request payment. The specialist will also call the
WS office to inform WS of the status of the collection procedure. If the cooperator is not paying, the specialist will
advise that services to the cooperator be suspended. The specialist will confer with the analyst on what has
occurred and how to proceed.

Day 150 — The debt is now 120 days past due. The specialist will begin preparing the debt for referral to U.S.
Treasury for cross servicing.
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Debt Management Process Flow Chart

Open receivable created in FMMI

v

APHIS issues Bill or Statement

No pavment

i

First Past Due Notice sent on collection due date
1

v

Contact vendor; debt is 45 days old —by phone/letter

No payment

i

Second Past Due Notice sent 30 days after first notice

v

Interest assessed 31 days past collection due date

v

DMT sends letter

No payment

i

Third Past Due Notice sent 30 days after second notice

v

Interest assessed 61 days past collection due date

v

DMT sends letter

No payment

i

Interest and penalty assessed 91 days past due

No pavment

i

Debt referred to Treasury for cross-
servicing 120 days past due




Debt Management Regulations

Regulation References:

Debt Collection Improvement Act of 1996
Public Law 104-134

Seven purposes:

1. To maximize collections of delinquent debts owed to the Government by ensuring quick action to enforce
recovery of debts and the use of all appropriate collection tools.

2. Minimize the costs of debt collection by consolidating related functions and activities and utilizing
interagency teams.

3. To reduce losses arising from debt management activities by requiring proper screening of potential
borrowers, aggressive monitoring of all accounts and sharing of information within and among Federal
agencies.

4. To ensure that the public is fully informed of the Federal Government’s debt collection policies and that
debtors are cognizant of their obligations to repay amounts owed to the Federal Government.

5. To ensure that debtors have all appropriate due process rights, including the ability to verify, challenge
and compromise claims and access to administrative appeals procedures which are both reasonable and
protect the interest of the United States.

6. To encourage agencies, when appropriate to sell delinquent debt, particularly debts with underlying
collateral

7. Torely on the experience and expertise of private sector professionals to provide debt collection services
to Federal agencies.

This law provides that any non-tax debt or claim owed to the United States that has been delinquent for a period
of 180 days shall be turned over to the Secretary of the Treasury for appropriate action to collect or terminate
collection actions on the debt or claim.

31 USC 7701

The head of each Federal agency shall require each person doing business with that agency to furnish to that
agency such person’s taxpayer identification number. A person shall be considered to be doing business with a
Federal agency if the person is in a relationship with the agency that may give rise to a receivable due to that
agency.

7 CFR 3.34 (USDA Debt Management)

USDA creditor agencies must attempt to collect interest, penalties and administrative costs on any delinquent
debt owed to the U.S. in accordance with 31 CFR 901.9, or according to written documentation constituting the
basis of the debt, or under any guidelines issued by the Assistant Secretary for Administration or by the creditor
agency’s fiscal officer. Agencies will assess a penalty of 6% a year on any unpaid debt balance delinquent for
more than 90 days.

Separation of Duties for Collection Officer:
GAO Policy and Procedures Manual for Guidance of Federal Agencies. Title 7 Fiscal
Procedures, Chapter 5.2B Control over Collections — Separation of Duties for Cash
Receipts:
In accordance with the internal control standard for separation of duties, persons responsible for handling cash
receipts should not participate in the accounting or operating functions relating to any of the following:

1. Shipping of goods and billing for goods and services.

2. Controlling accounts receivable and subsidiary ledgers.

3. Preparing and mailing statements of balances due.
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4. Authorizing and approving credits for returns and allowances or adjustments of amounts due.
5. Preparing cash reconciliations.

Federal Claims Collection Standards (FCCS) — Dept of Treasury & Justice

31 CFR 901.1 Aggressive agency collection activities
Federal agencies shall aggressively collect all debts arising out of activities of that agency. Collection activities
shall be undertaken promptly with follow-up action taken as necessary.

31 CFR 901.2 Demand for Payment

Written demand informing the debtor of basis for indebtedness and rights of the debtor; standards for imposing
any interest, penalties or administrative costs; date by which payment should be made to avoid late charges and
enforced collection; and agency contact person or office shall be made promptly upon a debtor of the U.S. in
terms that inform the debtor of the consequences of failing to cooperate with the agency to resolve the debt.
The FCCS states that generally one demand notice should suffice but USDA has established the use of 3 demand
notices in its financial system.

31 CFR 901.6 Suspension or revocation of eligibility for loans and loan guaranties, licenses,
permits, or privileges.

In non-bankruptcy cases, agencies seeking the collection of claims should consider the suspension or revocation
of licenses, permits, or other privileges for any inexcusable or willful failure of a debtor to pay such a debt in
accordance with the agency’s regulations or governing procedures.

31 CFR 901.9 Interest, penalties, and administrative costs

Agencies shall charge interest, penalties and administrative costs on debts owed to the U.S. pursuant to 31 USC
3717. An agency shall mail or hand-deliver a written notice to the debtor, at the debtor’s most recent address
available to the agency, explaining the agency’s requirements concerning these charges. Agencies shall charge a
penalty, pursuant to 31 USC 3717(e)(2), not to exceed 6% a year on the amount due on a debt that is delinquent
for more than 90 days.

31 CFR 902.2 Basis for Compromise

Agencies may compromise a debt if the Government cannot collect the full amount because: (1) The debtor is
unable to pay the full amount in a reasonable time, as verified through credit reports or other financial
information; (2) The Government is unable to collect the debt in full within a reasonable time by enforced
collection proceedings; (3) The cost of collecting the debt does not justify the enforced collection of the full
amount; (4) There is significant doubt concerning the Government’s ability to prove its case in court.
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New RRB Bill Format

USDA
=1

Animal and Plant Health Inspection Service (APHIS)

CUSTOMER NUMBER: 5000505
BILL NUMBER: 3001341748

Enclose a copy of this bill with your check or money order made P.O. NUMBER:

payable to "U.S. Department of Agnculture.” Do not send cash. - o . .

Please mclude the bill number and customer number on your check. BILL DATE: 0 !
SALES ORDER NUMBER: 3200004885

I

TO: Due Date: 08/07/2014

DFAS-IN GFEBS ARMY 00008522 AMOUNT ENCLOSED:

GFEBS DFAS INDIANAPOLIS 9

8899 EAST 56TH ST

INDIANAPOLIS, IN 46249-0001 PRINCIPAL: 5 452
INTEREST: s 0.00
PENALTY: s 0.00

Please send all comespondence, MAIL PAYMENT TO: ADMINISTRATIVE COSTS: $ 0o

. iries. and s to: CURRENT CHARGES: s 452

T . USDA. APHIS. General ADVANCE APPLIED: $ 0.00

USDA APHIS DEBT MGMT TEAM PO Box 979043

PO Box 3334 St Lowis MO 63197-9000

MINNEAPOLIS MN 55403 Amount Due: $4.52

Falure to make payment by the due date will result in the assessment of late payment charges (Interest, Penalty Charges, and/or
Admimstrative Costs) 1n accordance with your contract, permut, or the Debt Collection Act of 1982, as amended. Postmarks are
not honored. Late feez do not apply for billings i advance of receipt of goods or services.

Current charges on this invoice nclude unbilled actovity through 07/01/2014

Description Current Amount
Personnel Compensation 252
Other Services 200
Total Charges 452

Agency Reference: 14-7346-6673-Q AP.RARX17.72.0742/1313, APRA RX17.72.0754/13XX

1of2
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U.S. DEPARTMENT OF AGRICULTURE BILL NUMBER: 3001341746
Animal and Plant Health Inspection Service (APHIS)

BILLING INFORMATION

BILLING RIGHTS SUMMARY
IN CASE OF ERRORS OR QUESTIONS ABOUT YOUR BILL

If you need more information about a transaction on your bill, write to us on a separate sheet of paper at the customer
service address shown on your bill. 'We must hear from you no later than 60 days from the bill date on which the error
or problem appeared. You can telephone us, but doing so will not preserve your rights. In your letter provide the
following information:

. Your name and billing document number
. The dollar amount and date of the suspected emor
. A description of the problem or error

You do not have to pay any amount in question while we are investigating, but you are still obligated to pay
the parts of your bill that are not in question.

PAYMENTS

Payments can be made via check, money order or credit card. A copy of your bill or the billing document number
located on the front of the bill should be included. Omission of this data may cause delay of posting and/or

misapplying of payment(s) to your bill.
To make a credit card or ACH payment, please go to www_pay.gov

If you have problems processing the transaction, please call 1-877-777-2128.

Payments made by Federal government agencies should be made via the
Intra-governmental Payment and Collections System (IPAC) to the applicable agency's ALC. The billing
document number is required to successfully post all payments.

APHIS ALC 12403400 GIPSA ALC 12403600
AMS ALC 12250001 FAS ALC 12401000
CUSTOMER SERVICE
USDA APHIS DEBT MGMT TEAM TOLL FREE: 877-777-2128
PO Box 3334 COMMERCIAL:  612-336-3400
MINNEAPOLIS MN 55403 E-MAIL: ABSHELPLINE@USDA.GOV
LATE PAYMENT CHARGES

To protect the interest of the govemment on amounts overdue, the Department of Treasury requires a late
payment charge on all delinquent debts.

Payments not received by the due date are subject to late payment charges in accordance with Treasury
guidelines. Administrative charges may be assessed and an additional six percent per annum penalty will be
charged for payments more than 90 days past due.

20f2
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APHIS Completed Form W-9

Request for Taxpayer Give Fo;rm to u':t
ity B Identification Number and Certification o tho IS,
Internal Revenue Serwce

Narne (a3 shown on your ncome tax retum)
US DEPT OF AGRICULTURE

Business nama/dsregarded entity name, if dfferent from above
ANIMAL & PLANT HEALTH INSPECTION

Check appropriate box for federal tax classification:

Exerptiors (2ee natructons):

[ individualiscle prope O ccep [ scCorp [0 Patrership [ Tnst/estate
Exempt payoc codeffany) 2
[ Limited lisbiity company. Erier the tax clazsification (C=C corp poration, P-partnership) > Exermption from FATCA reporting
code [ any)
Other fsee instructicns) » FEDERAL GOVERNMENT

Address (rumber, street, and apt. or sute no.)
P.0. BOX 979043

Requester's name and addresa (optional)

[Cay. =ate, and 2P code
ST. LOUIS, MO 63197-9000

Printortype
See Specific Instructions on page 2.

List account number(s) here (optional)

Taxpayer Identification Number (TIN)

TIN on page 3.

number to enter.

Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” ine | Social security number
wawdbecklpmholdlrg For individuals, this is your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded , see the Part | instructions on page 3. For other - -
entities, it is your employer identification number If you do not have a number, see How to get a
Note. If the account is in more than one name, sea the chart on page 4 for guidelines on whose Employer identification number
41 -0/6/9/6 2 71

Certification

Under penalities of parjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and
2. | am not subject to backup withholding because: (a) | am exempt from backup withholding. or (b) | have not been notified by the Intemal Revenue

Service (I
no longer subject to backup withhoiding, and

3. lam a U.S. citizen or other U.S. person (defined below), and

that | am subjact to backup withholding as a result of & failure to report all interest or dividends, or (c) the IRS has notified me that | am

4. The FATCA code(s) entered on this form (i any) indicating that | am exempt from FATCA reporting is cormect.
instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withhalding

Certification
because you have failed to report all interest and dividends on your tax retum. For real estate

estate transactions, tem 2 does not apply. For

interest paid, cr abandonment of secured property, canceliation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the
nstructions on page 3.
Sign Signature of
Here U.S. person > Date >
Genera[ |nstl‘uctlons withholding tax on foreign partners’ share of effectively connected income, and
g asiitel R Code o tcaf?’wnﬂgel;‘:% cl:udmhlumﬂlmﬂﬁﬂwﬂ‘tpum

" The IRS has d a page on S gov for informaticn Note. If us. form other than Form

anrrnW-'B at www. Information about ﬁn W“"" mcpmulor: s yoti &
w JM“ A qw ng Fm'nw& nwuehmu-hrmilum

ﬂe:ongFarnW 9 fsuch as &
on that page.

Purpose of Form

Amw-whﬁenmmwhlﬂsmm

b Mbrq:nﬂ.lurw'\em to
you, mﬂlm&tnmnnﬂlﬂm payment card and third party network
transactions, real estate tr mortgage you paid, acquisition or
sbandonment of secured property, cancellation of debt, or contributions you made
toan RA

Use Form W-8 only i you are 8 U.S. person (including a resident alien), to
Mrﬁmﬂd TIN to the person requesting i (the requester) and, when

1. Centfy that the TIN you are giving is correct (or you are waiting for a number
10 be saued),
2. Centify that you are not subject to back ithholding, or

3. Claim exemption from badkup Mimnlu.&mml
applicable, are also that as a U.S. person, alocable share of
qmiywwmlnvn .Stnd!whmug'mu

M&ndnU&mwmmmmnM.u&
person # you are:

* An individual who is a U.S. citizen or U.S. resident alien,
;:MSM«MMMJMMSM “
* An estate (other than a foreign estate), or
«Ad ic trust (as definad in Reg

section 301.7701-7).

NMMIMMMWMdmmm

Cat. No. 10231X

Form W=9 Rev. 82013)
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The ABS Helpline

PHONE: 612-336-3400 or 877-777-2128

ABS Helpline is a toll free number that any customer can call when they have questions regarding their USDA
customer account. This phone number is listed on all of our dunning notices, past due letters, and monthly
statements. This line has a recorded message instructing callers to leave their name, phone number, customer
account number and brief message. The voicemail messages are picked up by members of the APHIS and Non-
APHIS Account Receivable team members. The messages are written up and distributed to the correct FMD
employee that handles the customer account. Customers with a sales office code of WILD are given to Lucy
Currie. When Lucy receives the message, she calls the customer. The program offices should not call this
number, they should call Lucy instead.

EMAIL: ABSHELPLINE@USDA.APHIS.GOV

Emailing the ABS Helpline is another method for our customers to contact us about their account or bill questions.
All staff members of the APHIS and Non-APHIS Accounts Receivable teams check the email helpline on a regular,
hourly basis. The messages are typed up and sent to the proper staff person in FOB. Customers with the sales
office of WILD are given to Lucy Currie in the Minneapolis office.

If a customer requests the backup documentation for a Wildlife Services bill, Lucy will forward the message to the
state office.

Both the voicemail and email ABS Helplines are answered by Minneapolis Financial Operations Branch.
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Close Sales Order
Zero Dollar Balance
Instructions
1. Ensure all collections and expenses are posted correctly (see Daily Collections and LIACR for detailed
instructions)
2. Verify OH was captured on all periods with expenses (see LIACR for detailed instructions)

3. Verify All Expenses Have Been Billed (see ROR for detailed instructions)

4. Request SO Line Amount be Reduced to Consumed Amount (see ROR for detailed instructions)
a. Email to MRP.Billing.Requests@aphis.usda.gov

5. Ensure Zero Balance (see SOF PTD for detailed instructions)
a. Advance SO — Request Refund if needed (see Refund Request for detailed instructions)
i. Email to Lucy.A.Currie@aphis.usda.gov or Jennifer.L.Elias@aphis.usda.gov

6. Reconcile Account Zero Balance (WBS and BP = SO Line Item) (see SOF PTD for detailed instructions)

7. Check Doc Flow for any uncleared items (see View a SO, Doc Flow for detailed instructions)
a. Research and resolve any uncleared items — contact appropriate party by doc type (i.e. RV doc
contact Billing group)

8. Request to manually clear customer line items, F32 (see Customer Line Item Display for detailed
instructions)
a. Email to Katrina.).Sopcyk@aphis.usda.gov or Justin.J.Rhea@aphis.usda.gov

Request Close of Shorthand Codes

Purpose
Closing SHCs prevents further activity from posting to those SHCs.

Considerations
e  SHCs for projects that are not complete SHOULD NOT be closed.
e MASC must remain active for at least one year to allow documents such as a corrected T&A and PROP
depreciation to process through.
e Closing SHCs in FMMI does not remove the code from the feeder system. That process is individual to
each feeder system. For WebTA timekeepers can remove SHCs.

Instructions
1. Designated program staff should send an email to APHIS-Master Data Requests
(Master.Data.Requests@aphis.usda.gov) with the list of SHCs to be deactivated (no reference to feeder

systems needed).
2. The lists will be submitted to NFC for processing, deactivating the SHC from all feeders except MASC.
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Shorthand Code Close Verification

Purpose

To verify if a SHC request for (activation or) deactivation has been successfully completed in FMMI.

FMMI Role
Interface Table Maintenance Evaluator

Instructions
STEP 1: Go to Interface Table Maintenance > Shorthand Code Evaluation > Shorthand Code Table > View
Shorthand Code

U

Welcome

st United States Depantment of Agriculture
____IFinancial Management Modernization Initiative

Accounts Payable

Cost Management

Funds Management

Shorthand Codes: Add/Modify/View

4 [Save as Vanani | [Back | [Ext | [ Cancei | [ System . | [ Execute | [ Get Vanant | [ Program Documentation |

[Menu 4]

General Ledger Management

Interface Table Maintenance

STEP 2: Enter the desired parameters in the variable entry screen to execute the reports.

Welcome

View Shorthand Code

Accounts Payable

Business Activity = I,

3 Sherthand Code Table
* View Shorthand Code
* Display Shorthand Code lo
Dertvation Rules.

myPortal Favorites

=]~
» O TF Recon Reports

= Budget Availability Control
Budget Line Items
Customer Line Item
Display

Daily Collections

Display AR Document
Display Funds
Commitment

Display G/L Account
Document

Display List of Invoice
Documents

Display Purchase
Requisition

Document Chain Report
Line Items - Actual
Costs/Revenues

List of Customer Line
Items Report

List Purchase Orders
Maintain Customer Master
Data

Project Builder
Reimbursable Orders
Report

.

.

.

.

.

.

.

R -

United States Department of Agnculture
Financial Management Modernization Initiative

Accounts Receivable  Cost Management
| Shorthand Code Requests | Shorthand Code Evaluation

Funds Management

Shorthand Codes: Add/Modify/View
4 [Save as Vanant_| [ Back | [Ext | [Cancel | [ System . | [ Execule | [ Get Vanant__| [ Program D ]

| Menu 4

=) View existing record
Agency

Shorthand Codes
System ID

Fund

Budget Penod

Cost Center

Functonal Area

WES Element

Treasury Symbol
Accounting Station Code
Status

FFIS Shorthand Code
FFIS Budget Fiscal Year
FFIS End Budget Fiscal Year
FFIS Fund

FFIS Division

FFIS Organization

FFIS Sub-Organization
FFIS Cost Organization
FFIS Cost Sub-Organczation
FFIS Program

FFIS Job Number

FFI5 Reporting Category

General Ledger Management
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STEP 3: To search by WBS, enter the following data:
e. Agency =34 (APHIS)
f. WABS Element =i.e. AP.RA.RX47.72.0080
g. Click Execute to run the report

View Shorthand Code
Shorthand Codes: Add/Modify/View
(menua | | 4 “Saveas vanant. [Exit] [ Cancel | [ System 4 |[ Execute ] [ Get Variant

=) View existing record

Agency
Shorthand Codes [ o | o
System ID [ to o
Fund [ to
Budget Period [ ] to
Cost Center [ 1 to [~
Functional Area | 10 1 [ &
WBS Element [r-Rarxa7.72. 0080 Jo =
Treasury Symbol | | [=
Accounting Station Code: [ ] to o
Status
STEP 4: The report will populate as shown below
h. Note the following items:
i. SysID
ii. Status
1. Active = Open
2. Deactivated = Closed
View Shorthand Code
View Shorthand Code
[1senu 4 ] 4 Back | [Bat] [ Cancet ] [ System . | [ GovTrp Orgs
VA P v PR
T Agency Code ysiD Period  Status CosiCnir FuncArea WBS TrSymbol

M SXWSERATATREIMBURRX4TT20080 JCPAIS 150( ACUvE APWSERAT4T APOQAGREIMBURDOD AP RARXA7.720080 12X1600

K2 SXWSERATATREIMBURRXATT20080 JGOVTRIP 15X Active APWSERATAT APOOAGREIMBURODD AP RARXAT 720080 12X1600

3 SXWSERATATREIMBURRXATT20080 QIAS 15X Active APWSERATAT APOQAGREIMBURODD AP RARXATT20080 12X1600

M SXWSERATATREIMBURRXATT20080 JMASC 15X Active APWSERATAT APODAGREIMBURODD AP RA RXAT 720080 12X1600

3 EXWSERATATREIMBURRXATT20080 [JSMARTPAY 15XX ACtve APWSERAT47T APOOAGREIMBURODD AP RARXAT.7T20080 12X1600

M SXWSERATATREIMBURRXATT20080 JWEBTA 15X ACtIvE APWSERAT4T APODAGREIMBURODD AP RARXAT.720080 12X1600

Request Close of WBS Elements (Where Applicable)
Purpose
Closing WBS Elements prevents further activity from posting to those WBS Elements.

Considerations

e WABS Elements for projects that are not complete or that will be reused on future projects SHOULD NOT
be closed.

Instructions

Designated program staff should send an email to APHIS-Master Data Requests
(Master.Data.Requests@aphis.usda.gov), stating that the code will no longer be needed, the account balance is
zero, and the account has been fully reconciled.
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WBS Elements Close Verification (Where Applicable)

Purpose
To verify if a WBS Elements’ request for deactivation has been successfully completed in FMMI.

FMMI Role
Cost Management Evaluator

Instructions
STEP 1: Go to Cost Management > Cost Management Evaluation > Display Project > Project Builder

USDA

United States Department of Agnculture

—
Ll Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable MeGEdELELENHI@M Funds Management  Gener
Agency Cost Management Master Data Maintenance | Cost Management Administration Cost Management Evaluation |

Project Builder
|4]» L]

TN,  Project Builder
» O Display Master Data ] Sy | ' &
(s mplon S -IM | 4 Exit stem a | Display ang ck rward
Administration B DJ¥ S @ »
» O3 Display Cost Allocation Project Structure: Description Id
Process
play Projes
" Project Builder
* Display WBS Element Groups
» O Display RBAA Table : .

STEP 2: To search by WBS go to Menu > Project > Open

USDA

United States Department of Agniculture

E— o
__JFinancial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable eG4 ELEREUlEISM Funds Management  Gener:
} Agency Cost Management Master Data Maintenance | Cost Management Administration | Cost Management Evaluation |
Project Builder

TN, project Builder

»O Master Data 1 [

Eloss e e i Bicaloen
» O Display Project M New >

Administration Eait M Open.. I

» O Dispiay Cost Aliocation Goto ¥

= Process Extras P Derive structure »
+ 03 Dispiay Project Settings »

: Project Builder System »
Display WBS Element Groups Help  » Exit (Shift+F3)

» O Display RBAA Table -

STEP 3: The following screen will appear. Enter the following:
a. WBS Element —i.e. AP.TF.VSCV.19.0098
b. Click the green check box to execute
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Opén Erojéc(

Project Definition
WBS Element AP.TF.VSCV.19.0098
Network [

[ (& (5 Andopen] [3¢]

STEP 4: The report will populate as shown below. Note the following items:
c. System Status
i. REL ACPT =Open

ii. CLSD or CLSD ACPT = Closed
REL LCKD-ALL = Locked (okay to use when minor error prevents Close status)

iii.
Project Builder
Project Builder: Display subproject AP.TF.VSCV.19.0098

| 4 _Back |[ Exit ][ Cancel | [ System « | [ Display <-> change | | Back || Forwards [ Project planning board | [ Hierarchy

[Menua ]|
& | M« [EFEE) | [ » | identification and view selection
WBS Element
Project Structure: Description I AP.TF.VSCV.19.0098 BIOCHECK USA _E
Detail
~ 3 CVB TRUST FUNDS A a
QOve % B
/\ BIOCHECK USA A Nl (=[S ]
- Dates ~ Assignments | Control | Userfields | Administr. | Superior
Proj.type USDA - Resource Related Billing Pro ~
Status
System Status Jcuso acet |
User status APPR
~ Responsibilities ~ Operative indicators
Resp. cost cntr [¥] Acct asst ele
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Customer Line Item Display

Purpose
The Customer Line Item Display provides a process to verify information pertaining to the customer account and
respective SO, including identifying items that are not fully cleared and preventing the SO from closing.

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services SO close needs.

Report Type
ECC

FMMI Role
Accounts Receivable, AR Evaluator Role

Instructions
STEP 1: Go to Accounts Receivable > AR Evaluation > Manage AR Documents > Display Account Balance for AR
Items

Undted States Department of Agnculture
Financial Management Modernization Initiative

Welcome  Accounts Payable XIS AETNEICE Cost Management_ -_Funds Managemenl__(_‘:eneral Ledger Management "?t;rface Table h‘al-l

| Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Process | ATF Administration | ATF Reports AR Evaluation |
Display Account Balance for AR Items

,, Customer Line Item Display
nu::mm-uuu = [eou 2] 4\ [Sove 9s vasiari B«_‘fllﬂ 2ol ] [ System «] [ Exocote ] [Got Varant._] [ Dymamsc seiochons | Program 0o
» [ Manage Sales Order Customer selection

»O3 ae Biling Customer account | u o _¢_,
B—— .

Selection search
* Display Account Balance RS m::' help
for AR ltems
* Prepare TROR Report Search syng
» 0 Mansge User Fees  Seachreip |
» O Manage Revenue Forecastng
» D View TAS / BETC Data Line e aok
=
» O TF Recon Reports Dl —
* Budget Availability Control e Py S8 L1LL2RANS
* Budget Line ltems
- Customer Line Item Cleared dems .
Display Ciearing date © =
* Daily Collections Open al key date
- Display AR Document
- Display Funds e
Commitment Posting date © 3
* Display G/L Account o
Document
« Display List of Invoice ‘!'_P'
Documents 7 Normal dems
* Display Purchase Special GAL ransactions
Requisition L e
» Document Chain Report Parted lems
* Line Items - Actual T o
Costs/Revenues
* List of Customer Line
Items Report
* List Purchase Orders List Output
* Maintain Customer Master Layout
Data Maomum number of lems

« Prniact Ruildar
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STEP 2: To review the customer account, enter the following data:
d. Customer account =i.e. 3365613
e. Status = All Iltems
f.  Type = check all boxes
g. Layout =/WS UNCLEARD
h. Click Execute

Display Account Balance for AR Items

Customer Line Item Display
ieou ] | 4 [Saveas Variant | [ Back | [Ext] [Cancel | [ System | Exccuie ]| Get Varisnt | [ Dynamic selecions | Frogram Doct

Customer selection

Cutome eccmt o — €2
Company code [usoa ] o =]
Selection using search help

Search heip ID j

Search string

Open al key date [11/24/2014 |

Clearing date fo (=]
Open at key date

Lo 7 oo o)

Maximum number of items

STEP 3: The following screen will appear which lists all the bills and collections applied to this particular customer
account. Note the following items:
a. Green Dots = the bill has been paid in full by the payments applied to it = the bill is fully cleared
b. Red Dots = the bill has not been paid in full by the payments applied to it = the bill is not fully
cleared

Display Account Balance for AR ltems

Customer Line Item Display
e o 4 [Back | [Exit] [ Cancei | [ System 4 | [ First coumn | [ Coumn Ledt | | Column Right | [ Last eoiumn | | Dispiay Document | | Change document | [ Mass change | | Crange =or log | | Display check information | [ Account master data ] [
Customer 165613
Cospany Code usoa
nase WILDLIFE SERVICES GEORGIA OTC
city MINNEAPOLIS
st [Bocusentha | Typ [0oc. Date |susa |66 |  aat in Toc.cur. |clrng doc. [Reference Document Header Text Text Net due dr |Pstng Date [81ine Date |Reverse |Rev. with [Px[Rcd|Tov. ref.
M| 1400945783 |oL |11/24/2004 |aroo [d 342,55+ 32012 | AMERICAN PROTERNS oose210 1172472008 |11/23/2014 [12/28/2028 14 1400945309
34255+
1400597312 |oL |62/20/2014 [APOQ 3,979.79  |1400597312 |341819 UNIVERSITY OF NORTH 370932 02/20/2014 | 02/20/2014 |02/20/2024 07 1400597312
1400716514 [oL 02/13/2014 P00 2,383.46- |1400587312 (341815 Gy TRE 1180 03/09/2014 | 02/13/2014 [03/09/2014 17 3001169082
1400733635 |ou |02/20/2024 [AFO0 996.33-  |1400597322 [342829 UNIVERSITY OF MORTH 370992 02/20/2014 | 02/20/2014 |02/20/2024 15 1400733635
@ 1400597756 [oL [08/14/2013 [AFO0 €92.75- |1400658067 [341692 SOUTHEAST MGNT €O 035841 08/14/2013 |11/04/2013 |08/14/2013 15 1400557756
1400858067 (DL |08 14 2013 [APOD 492.50 | 1400658067 341692 SOUTHEAST MGT €0 35841 68/14/2013 | 12/12/2013 |08/14/201% 07 140065 8067
@|3002037716 |RV |12/22/2013 |APOO 200.25 1400658067 | 0091230993 01/11/2014 |12/12/2013 (12/12/2013 01 3000037716
1400658067 (oL |oe/aa/2013 P00 492.50-  |1400672497 | 241602 SOUTHEAST MGMT €O oxssan 08/24/2013 | 12/12/2013 |08 28/2023 1 1900597756
B 1400672497 [oL |08/24/2013 [aro0 492.50  |1400672497 |341692 SOUTHEAST MGNT €O 035841 08/14/2013 | 01/07/2014 |08/14/2013 07 1400672437
1400596168 |oL |09/23/2013 [APOO 150.00-  |1400672498 | 245555 e PRICE PG-25CFPLTF ©09/23/2013 | 09/30/2013 |09/23/2023 15 1400596168
1400672497 [oL |08/24/2013 [aPo0 492.50-  |1400672498 |341692 SOUTHEAST MGMT €O 035841 02/06/2014 | 01/07/2014 [02/06/2014 17 3001150973
1400672498 |oL |09/23/2003 [AF00 §42.50  |140067249% |245555 s PRIce PG-25CFRLTF 09/23/2013 | 01/07 /2014 |09/23/2033 07 1500672438
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STEP 4: In regards to closing a SO, you need to ensure all items affecting the SO are completely cleared. In the
example above that is simply showing a collection not yet applied to a bill. No action is necessary in this example
as the account is not ready to be closed and it will clear on its own once the next RRB bill is produced and FIFO is
run.

STEP 5: If this were a real example of an account you were trying to close and there were true uncleared items
(aka system errors), you would need to do the following steps:
a. Determine which items need to be manually cleared to close the SO. These must be:
i. Only the items related to the SO you are trying to close.
ii. Balanced to zero dollars.
b. Send an email to Katrina Sopcyk or Justin Rhea asking for a F-32 manually clearing. Example below.

Subject: Request for F-32 Manual Clearing - Customer Number 3280761
| e L = 2 : -3 - X - 3 o [ = Z : L] = 2 = i . 1L s 12 - H] = L
Cleared/open Special Amount Sales
items Business | Entry Time of Document | G/L Document Line | Posting | Invoice in local Reverse | Sales Document

Customer | symbol Area Date Entry Type ind. Number item | Kay reference currency | clearing | Dy Item Reference User Name

3280761 APOD 9/24/2013 | 1:25:26 PM | RV 3000619785 1 1 3000619785 -6.63 o 0091095165 FDO04559

APOD 9/24/2013 | 1:26:23 PM | RV 3000619786 4 16 3000619786 -5,947.98 | X 0 0091095167 FOD004559

[ APOO 9/24/2013 | 1:26:23 PM | RV A 30006197686 3 09 1400096930 594796 | X 3700001503 | 10 0091095167 0004559

@ APOD 9/24/2013 | 1:26:23 PM | RV 3000619786 1 01 3000619786 594798 [ X o 0091095167 FD004559

@ APOO 2/10/2014 | 7:26:58 AM | RV 3001169452 1 01 3001169452 6.63 1] 0091095165 FO003305

(] APOO 4/11/2014 | 1:57:47 PM | RV 3001151088 1 1 3001151088 -2,97962 | X o 0091350564 FO004558

ﬁ APOD 4/15/2014 | 6:39:06 AM | RV 3001133630 4 06 3001133630 5,947.98 o 0091095167 FO004559

@ APOD 4/15/2014 | 6:39:06 AM | RV A 3001133630 3 19 1400098930 -5,947.98 3700001503 | 10 0091095167 F0004559

(@] APOO 4/15/2014 | 6:39:06 AM | RV 3001133630 | 1 1 v -5,947.98 a 0091095167 FO004559

|§| APDD 4/15/2014 | 7:.52.20 AM | RV 3001287154 4 16 3001287154 -5,94788 | X o 0091350726 FDO04558

@ APOO 4/15/2014 | 7:52:20 AM | RV A 3001287154 3 09 1400098930 594798 [ X 3700001503 | 10 0091350726 FO004559

[ APOO 4152014 | 7:52:20 AM | RV 3001287154 | 1 01 3001287154 5,947.98 | X 0 0091350726 FO004559

@] APOD 4/15/2014 | 8:10:09 AM | RV 3001133631 4 06 3001133631 48121 | X o 0091350738 FD004559

(] APOO 4/15/2014 | 8:10:09 AM | RV A 3001133631 3 19 1400098930 -48121| X 3700001503 | 10 0091350738 FO004559

] APDO 4/15/2014 | 8:10:08 AM | RV 3001133631 1 1kl 3001133631 -481.21| X o 0091350738 FO004558

@ APOOD 4/15/2014 | 1:33:54 PM | RV 3001149330 4 06 3001149330 5,947.98 o 0091350726 F0004559

] APOOD 4/15/2014 | 1:33:54 PM | RV A 3001149330 3 19 1400098930 -5,947.98 3700001503 | 10 0091350726 F0004559

@ APOO 4152014 | 1:33:54 PM | RV 3001149330 1 1" v -5,947.98 o 0091350726 FO004559

@ APDD 4/15/2014 | 1:34:.07 PM | RV 3001150193 1 01 3001150193 2,979.62 o 0091350564 FD004559

[@] APOO 4/15/2014 | 1:34:21 PM | RV 3001150194 4 16 3001150194 -481.21 0 0091350738 F0004559

IF‘ APOD 4152014 | 1:34:21 PM | RV A 3001150194 3 09 1400096930 481.21 3700001503 | 10 0091350738 FO004559

] APOO 4/15/2014 | 1:34:21 PM | RV 3001150194 1 01 3001150194 481.21 o 0091350738 FDO04559

0.00
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FMMI Posting Keys (PK)

Posting keys are two-digit numerical keys that control the entry of line items. Posting keys are differentiated by
customer, vendor and G/L accounts.

SAP delivers predefined posting keys with the standard system. Additional posting keys were created for FMMI.

FMMI Posting Keys
(bold = common APHIS AR PKSs)

Posting Key Description

00 Act assignment model
01 Customer invoice
02 Reverse Credit Memo
03 Expenses

04 Other receivables

05 Outgoing payment

06 Payment difference
07 Other clearing

08 Payment clearing

09 Special G/L debit

11 Customer credit memo
12 Reverse invoice

13 Reverse charges

14 Other payables
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15 Incoming payment

16 Payment difference

17 Other clearing

18 Payment clearing

19 Special G/L credit

21 Vendor credit memo

22 Reverse invoice

25 Vendor payment

31 Vendor invoice

32 Reverse credit memo

34 Other payables

35 Incoming payment

36 Payment differences

37 Other clearing

38 Payment clearing

39 Special G/L credit

40 G/L account debit posting
50 G/L account credit posting

Page 144 of 191



70 Debit asset

75 Credit entry

80 Stock initial entry

81 Costs

83 Price difference

84 Consumption

85 Change in stock

86 GR/IR debit

89 Stock inward movement
90 Stock initial entry

91 Costs

93 Price difference

94 Consumption

95 Change in stock

96 GRI/IR credit

99 Stock outward

0A CH bill doc debit

0B CH cancel credit memo debit
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ocC CH clearing debit

(0):4 CH clearing credit

oy CH credit memo credit

0z CH cancel bill doc debit

1A CH cancel bill doc debit

1B CH credit memo debit

1C CH credit memo debit

1X CH clearing credit

1y CH cancel credit memo credit
1z CH bill doc credit
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FMMI Tips and Tricks

General (applies throughout FMMI)

FMMI Screen Layout

Header Area - Does not change when the user navigates from one page to another. Includes Top-
level Navigation

Top Level Navigation Ribbon and Tabs - Displays the entry point for navigation using the content
which is assigned to the user

e First-level tabs display the process areas e.g., Accounts Receivable

e Second-level tabs display the FMMI roles e.g., Sales Order Processor

e The menu is different depending on users role(s)

e Arole matches the user’s specific tasks and information needs and is linked to FMMI login

Content Area - Includes: Title Bar, Application Toolbar, Screen Body, and Status Bar. However, content
available, selections, and icons differ depending on the selected transaction

Navigation Panel Displays - The Navigation Panel is located on the left side of the screen and is divided
into the following areas: Detailed Navigation and Portal Favorites

- Access to Job Aids (some may be for other agencies)

._—-'_ -.—-_==" - =

) Mtps portal e wndngov P-a&C View Customer Master Diata.. )
File Edt View Fovortes Tooh Help
W 9 APHIS Web Portal (2) g APHIS Web Portal 7 Display Sales Order - SAP . [B] Google . Leaming and Performanc.. &) New Tab Bl Suggested Stes = " B v B v v Pagev Salety~ Tookv @
USDA

Sl Grantor Management  Base Role Bl Favortes  Ad-hoc Analysis

==
Customer Display: Initial Screen

* 0 verter Contomer Vv Do

Bacs || Emt || Comew Seea A Desesa m
* View Veros Vawer Dt ) LA s B et o

+ AR UsiCiroCustPmiRep
+ ATF Activty Report

* ATF Samt Form Agmin

+ CMUACR

+ Cust Line tem

* Daily Collections

« Display Sales Oroer

+ Display Spodl Requests
» Doc Chain Repon

* Viend Desplay Line ltems
= View Vendor Master Data
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Back Button

Back button - Do not use the browser or ribbon Back button. Use the Back button within each report or task, if
available

UdaQ0v, P~

55 Drsplay AR Document - FM.. %

APHIS Home Page

Welcome Lora Swanson  Help  Personalize

wis | Debd Wile-Off Process | ATF Administraion | ATF Reports | AR Evaluation

AR Reports | ‘Sabes Order Reports

ot Managorment Pr

Display AR Document
? ‘

IS, isplay Document: Initial Screen

au:nn-mm (a2 P it | [ Caneei | [ Syviemn o | [ Grocument Uni | Frs ees || Esing Options

3 Manage Ssien Goter

*0 Mamage Batey Kyt Entry Vi

=3 Manage AR Bocuments Cocument thumper
* Duplay AR Docwment Campany Code U
* Coaglay Pmng Oocuments Fivcal Your

* Prepass TROR Repon
P03 Mamage Lser Faen
00 Manage Revent F orecanteg
#3 View TAS / BETC Data

[T ——

* B TF Recon Reports

* Budget Avaabiity Control

* Budget Line ltems

* Customer Line ltem
Drsplay

- Daily Collections

* Drsplay AR Document

* Display Funds
Commitment

* Display G Account
Document

« Drsplay List of Invoice
Documents

* Display Purchase
Requisition

+ Document Chain Report

= Line lnems - Actual
Coste/Revenues

= List of Customer Line
Items Report

* List Purchase Orders

* Maintain Customer Master
Data

= Project Busider

v

§

P | PE1(s00) (B, | peecapde

Required Fields

In the variable entry screens, only the fields with an * by them are required fields to run the report. The more
fields you complete, the quicker you will obtain results and the more limited the data returned will be.

Wildcard

The asterisk (*) can be used in any FMMI report or task as a wildcard. It can be used before, after, or in the
middle of items. For example:

e AP.*.0121

e AP.**36

e AP.RA.OVHD.*
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myPortal Favorites - Add Report or Task

You can save your FMMI Favorites as shortcuts on the left margin in FMMIL.

e Using the Top Level Navigation ribbon, navigate to the FMMI task you want to save.

e On the right, Click on the PAPER ICON.

e This will show a list of options. Select ADD TO PORTAL FAVORITES.

e Note that your report or task is now listed on the left side of the screen under MYPORTAL FAVORITES.
Now you can avoid the ribbon navigation and just click on your frequently used tasks.

o. 2|84 https,//portal. fmmiusda.gov Jo N * v}

80 Daily Collections - FMMIP..
File Edit View Favorites Tools Help

e I.%“FOST & FMMI Home Page & Inside APHIS & APHIS Home Page o~ v~ < @ v Page~v Safety~ Tools~ g~

Welcome Lora Swanson Help  Logoff

Welcome  Accounts Payable NCY-
Sales Order Billing Process | AR Process

Daily Collections | History, Back : ]
J0 1 Open in New Window
T, o coe Refrsh
* Accounts Receivable Aging - Personalize
Detst Help
* Accounts Receivable Aging Avadable Vanants »| Save| Savehs Show Variable Peryonakz ason A
Sumssey General Variables
: Rekstorsable Aciviy Fapod Variable ** Current Selecticn Descrigton
c ::-”T;:ﬂﬂ Business Area (e}
Fiscal Year (n ]
= L Type (Predefined C AC. AF; DB DL: DO. DP. (J AC ABCO Emp Collection. AF Depreciation |
Assgnment Number o
myPortal Favorites (= 4= Budget Period o
* B TF Recon Reports Check Number ]
* Budget Availability Control c Lo o
: gudtgm LmLe tletl!:s o Canter a
D:.;; g:er ine Item ; o . o
- Daily Collections Deposk Hurrber o
« Display AR Document (= Doc Header T o
* Display Funds Document Date s ]
Commitment Fiscal Period/Year o
+ Display G/L Account Funcbonal Area o
glxtllmentt " e o
o i Pt 0
+ Display Purchase e L. o
Requisition Men Status (0/C) o
* Document Chain Report Payment Supplement s ]
* Line ltems - Actual v Posting Date Range o v
Costs/Revenues Calee Wra -
#100% w
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myPortal Favorites - Organizing Entries

You can organize your reports and tasks under myPortal Favorites, options include:
e Renaming

o Deleting
e Creating folders
e Moving

e’__ )| hitps://portal fmmiusda.gov

| 284 Daily Collections - FMMIP... X

File Edit View Favorites Tools Help
- o - -— » - . »
1 & FOST & FMMI Home Page & Inside APHIS & APHIS Home Page o v B ~ = ™m0 v Pagev Safetyv Tools~ 0'

vent of Agriculture Welcome Lora Swanson

ement Modernization Initiative

Weilcome  Accounts Payable -t R b Cost Management  Funds Management  General Ledger Management  Interface Table Maintenance

Help Log off

Daily Collections | History, Back L)

T, i

* Accounts Receivable Aging -
Detad
* Accounts Receivable Aging Avaiabie Variants >] Save| Savehs || Dekete Show Yariable Peryonal2 on
Summary General Variables
i :"‘"Mw Variabie*: Custent Selecton Desenpton
* ATF Summary Report o byl o
* Daity Collections R PR Yoar o
= Customer Account Actvity * D Type ( Ce ) AC.AF;DB. DL DO. DP. [J AC ABCO Emp Collecion; AF Depreciaion |
Assspnment Humbet
myPortal Favorites D i g
»| Open in New Window
.. Refresh . . o
A Oraanize Enires | e o
s 5 Line | Cont Center o
D:J;L(:;lel’ ine Item r : p
+ Daily Collections Oeposkt Number o
+ Display AR Document L Doc Header Td o
* Display Funds Document Date o
Commitment Fiscal Period/Year o
* Display G/L Account Functional Area o
Document Fend a
* Display List of Invoice
Documents 2 Lt o
+ Display Purchase Funds Center o
Requisition Mem Status (0/C) o
* Document Chain Report Payment Supplement o
* Line ltems - Actual v Posting Date Range o v
Costs/Revenues Cales M -~
®100% ~
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Dynamic Selections

Dynamic selections are a way to enhance report selection criteria prior to running the report with variables not
contained on the variable entries screen.

USDA
= /-—-

United Stgtes Department of Agriculture ) ‘ e
Financial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable E®S4FUELCE @ Funds Management  General Ledger Mana

I Agency Cost Management Master Data Maintenance | Cost Management Administration | Cost Management Evaluation | Cost Manageme

Line Items - Actual Costs/Revenues

Display Project Actual Cost Line Items

| 4 [Save as variant | [ Back | [ Exit | [ Cancel | [ System 4 | [ Execute | [ Selection options |[ Get § Dynamic selections Jf Delel

Project Management Selections (DB profile: 000000000001)

s .I ol =]
WBS Element [ 1o @
Network/order to E@j
Activity fo
Materials in network [ o @
Cost Elements

Cost Element to [E

Or

Cost Element Group
Posting Data

Posting date (11/01/2014 | to 11/30/2014 |

Settings

Layout |/FoOST FOST WBS DOC DOC DATE TYPE

| Further Settings. ..
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Save Variant

Saving variants allow users to run their typical reports without having to re-enter all of the variables each time.
Simply enter the variables you wish to use and click on Save As. Users can make changes to the variables and/or
resave the variant before running the report.

Variants saved with a “/” before the name are public variants (i.e. /WS xxxx). Variants without a “/” before the
name are private variants (i.e. WS xxxx).

Variable Entry
Available Variants: j Save M Delete Show Variable Personalization
General Variables
Variable** Current Selecti D

= Business Area

*  Fiscal Year

*  Document Type (Predefined Collections) AC, AF,DB; DL, DO, DP
Assignment Number

AC ABCO Emp Collection; AF Depreciation |

Budget Pericd

Check Number
Commitment ltem
Cost Center
Customer (Selection Options, Optional)
Deposit Number

Doc Header Txt
Document Date
Fiscal Period/Year
Functional Area

Fund

Funded Program
Funds Center

Iltem Status (0/C)
Payment Supplement
Posting Dale Range
Sales Office

J OK| Check

QOQQOOOOROORRRORO0CR0D0
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Open/Select Variant

Opening/selecting a variant allow users to run their typical reports without having to re-enter all of the variables
each time. Simply select the variant you wish to use. This will populate the variable entry screen with pre-defined
variables. Users can make changes to the variables and/or resave the variant before running the report.

Variable Entry

Available Variants E Save SaveAs..| De‘etc_! Show Variable Personalization

General Variables
Variable*+ Current Selection Description
- Business Area
= Fiscal Year
a Document Type (Predefined Collections) AC; AF; DB; DL, DO; DP
Assignment Number
Budget Period
Check Number
Commitment Item

AC ABCO Emp Collection; AF Depreciation |

Cost Center
Cuslomer (Selection Options, Optional)
Deposit Number

Doc Header Txd
Document Date
Fiscal Pericd/Year
Functional Area
Fund

Funded Program
Funds Center

Iltem Status (O/C)
Payment Supplement
Posting Date Range
Sales Office

[ OK|| Check

QOOQOLDOQDLRRRLDRORDO0DARDL0R
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Determining the Level of Customization of a Report

Users can determine the level of customization of a FMMI report or task, to a decent degree, by reviewing the
Transaction Code associated with the report or task. Simply view the Transaction Code associated with the report
or task and google it (i.e. google “SAP CJI13”). Standard SAP functionality runs off of these Transaction Codes and if
your search provides a conclusive SAP answer (i.e. SAP CJI3 = Project Actual Cost Line Items), it is a standard

report or task.

Welcome Lora Swanson Help
ation Inihative

[ LRIl Funds Management  General Ledger Management  Interface Table Maintenance  Purchasing  Grantor Management  Base Ro

> ! runesirabon Cost Managomont E valuabon Cost Management Reports HANA Cost Managomeont Reports | Bl Cost Management Reports.
Line Items - Actual Costs/Revenues | History, Back -
ol .
[BES —~ Display Project Actual Cost Line Items
EElcn B Meru 4 | A _Save o vanare [ Bacx | [ x| [ Cances || Sysem o || Execute || Sewwcnon | [ Get | _Oynamac sesections | [ Detete sesection crtence | | Setecion screen Camer set_verscn »
S o (aaerue | E (Ea]( [Symem [ (Sesecnon ogrons | [Get | 0y [ E rep [
* Struchsre Overview Report Propect Mansgement Selectons (OB profile. G00000000001)
* Propect Structure Cvenaew Project o =]
o e e o ———
* WS Master Dues Regert WES Exerment » 2
* Line Rems - Actual [rp— 0 &
CortaRaverves
* Cost Hierarchecal Pian based - L el
atierials 1 Retwonk o | =]
* Cos! Exement Pan-tased -
Actus Commmens/Total Pan
* Actuai Project Cont Per Cost Elemants
Mortn, Cumrent Frscal Year Cont Exeerent » (=3
Repon o
coresomo
» O TF Recon Reports
* Budget Availability Control
* Budget Line Items Posting Dot
* Customer Line Item Postng cate 11/01/2014 © 11/30/2014
Display
* Daily Collections
Setungy & System 00)
* Display AR Document Layow YosT FOST WBS DOC DOC DATE TYPE Caent )
* Display Funds oy .
— Moot 277
Commitment Dyrgre P POON Y000
+ Display G/L Account v it _‘
< ument > E » | PEY \‘.ac‘ fprecaph o
< >
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ECC Reporting (applies to ECC Reports)
Multiple Selections
Multiple selections allow users to include or exclude specific multiple selections.

United Stptus Department of Agriculture L »
nancial Management Modernization |

Welcome Accounts Payable Accounts Receivable EeCSANELEREGEM Funds Management  General Ledger Mana
Agency Cost Management Master Data Maintenance | Cost Managem ministration | Cost Management Evaluation | Cost Manageme!
Line Items - Actual Costs/Revenues

Display Project Actual Cost Line Items

Menu 4 | [ | 4 [Save as variant | [ Back | [ Exit ][ Cancel | [ System . | [ Execute | [ Selection options | [ Get | [ Dynamic selections | [ Delet
Project Management Selections (DB profile: 000000000001)
Project | o @
WBS Element [ o E
Network/order [ ] to [E]
Activity | | to @
Materials in network [ :10 [II
Cost Elements
Cost Element to @
Or

Cost Element Group

Posting Data

Posting date 11/01/2014 to |11/30/2014
Settings

Layout \/FOST | FOST WBS DOC DOC DATE TYPE
l Further Settings
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General

ECC reports are highly customizable to limit or expand the data you wish to see, options include:
e All of the General Tips and Tricks above, plus...
o  Drill down capabilities (double click on document number to open document, often underlined)
0 Display Document Header
e Select Layout
e Change Layout
0 Displayed Columns

O Sort
O Subtotals
o Filter

e Save Layout

——
°" /)| 18 https//portal fmmiusda.gov,

08 Line ltems - Actual Costs/R.. X |
Eile Edit Yiew Favorites Jools Help
i " FOST & FMMI Home Page | Inside APHIS |G| APHIS Home Page b~ ~ & mm v page~ Satety~ Tools~ @~

Weicome  Accounts Payable  Accounts Receivable JIel33Y7ELE!
M

Line Items - Actual Costs/Revenues | History, Back Forward (W)
=5, pisplay Actual Cost Line Items for Projects
ke =) (5] €] o) syt ] Gocument s v Goeeion e et (ST, Sorm ancamamg G S

=00 Project Systems. AT
* Swucture Ovenvew Repon
* Project Siructure Overview
Repon
* WBS Master Data Report
* Line Mems - Actual

A saveLayout  (Co-F10)
Total (CtrieF6)

RRS GL's from se: RIA CEL.ALL
DAVE GLICK

OpEx-BIFYUSMNTTR...

Mail Recipieat  (COieFT)
Local Fie. (CortaShift+F9)
Spreacsheel . (ClrieShifteFT)

.;"""""" _ WES Element Doc , CostElem , Costsioment descr © Vaie TinC_ D/C Document Heager Test Nama ADCAsslyss (CH-F1)
S P v AP RARXA2 720217 z» £100001101  Base Pay - US Non-Wage BoardFull Tine P 1596 C 0207 MAXWSEREMIA Py Preview  (CHi=ShAF10)
. w . AP RARXA2 T2 0217 > 6100001101  Base Pay - US Non-Wage Boand-Ful-Time F 532-C 0607 34 AXWSERIAIREMBURRX 470217 F.
AckaaliC iment Tolab P AP RARXA2 T202T > 6100001101 Base Pay - US Noo-Wape Boars-Full-Time P S20 o80T JAXWSEROREMBURRX 42720217 F
* gkl Project Cot Per APRARXA2 T20217 NN P 6100001101 Base Pay - US Non-Wae Board-Full Time P 5120 0406 M AXWSERQOREMBURRXATONT  F
Montn Current Fracal Year APRARXA2TZONT Migonm e 6100001101 Base Pay - US Non-Wage Board-Full-Time F 150 0N M AXWSERGUREMBURRX42TOT  F
Regon | APRARXA2T20217 180587 2P §100001274 TSP - Government Basic Conbibuion 016-C 0207 M AXWSERE4IREMBURRXEZTNT  F
5 AP RARXAZ 720217 w00 P 6100001274 TSP . Govermment-Basic Contribution 005-C 0607 M AXWSERIIREMBURRIAZT01T  F
TF Recon Reports AP RARXA2 T20217 18801161 P 6100001274 TSP - Government-Bamsc Contriduion 0050 0807 34 OWSERLQUREMBURRXA2T021T F
- Budget Avaitabiity Control AP RARXA2 720217 w2 6100001274 TSP - Govermment-Basic Contributon 0050 006 MAXWSERQUREMBURRXQTNNT F
. Bum Line ltems AP RARXA2T2O217 WeuTe P 6100001274 TSP . Government-Basic Confrituion 0Wo 007 M AXWSERQUREMBURRX2T20TT F
« Customer Line ltem AP RARXA2 T2 0217 018800587 2P $100001275 TSP - Governmant-Maiching Contribubon 04 C 0207 M AXWSERIUIREMBURRXAZTONT  F
Display AP RA RXA2 720217 01801109 2P 6100001275 TSP - Govermment-Matching Contributon 016-C 0807 34 AXWSERIIREMBURRXAZTI02IT  F
* Daily Collections APRARXAZT2O21T 140K Sa122014  AN72014 1SS IP 6100001275 TSP - Government-Matching Contruton 0160 0d0s 3 OWSERQUOREMBURRX 27017 F
* Display AR Document APRARXART2O1T 140X 04272014 04002014 MIBBONNE1  ZP £100001275 TSP - Government Matching Contribution 0160 0807 MAXWSERQUREMBURRXAZTONT P
+ Display Funds AP RARXAZT20217 140K 04272014 4302014 OIESONITD  ZP §100001275 TSP - Government Maiching Conlribution 0430 0207 M AXWSERDUREMBURRXAT021T  Fiw
Commitment 7 i
+ Display GL Account ¥
(Dio:umeﬂl 7> y » | PE1(S00) 1], | fprecapba
#100% ~

Page 156 of 191



BI Reporting (applies to BI Reports)

Save Layout

Saving layouts allow users to run their typical reports without having to reconfigure the final format of the report
each time. Simply create/modify the format you would like your report to display as and click on Save As. Users
can make changes to the layouts and/or resave the layouts after running the reports.

Layouts saved with a “/” before the name are public layouts (i.e. /WS xxxx). Layouts without a “/” before the

name are private layouts (i.e. WS xxxx).

Daily Collection Report

Open Display As Table ﬂ Info| Print Version | Export o Microsoft Excel

¥ Columns
* Key Figures

~ Rows Deposit Number = Check Number = Document Type = Collection Document = Document Header = Customer*+
= Deposit Number 341872 005152 DL 1400730816 DOWNTON DEVELOPMENT 0003363845
* Check Number Result
= Document Type 341882 007008 DL 1400815048 FORNSTROM FARM ACCO 0003363845
* Collection Document Result
= Document Header 341953 005224 DL 1400886208 DOWNTOWN DEV AUTHOR 0003363845
= Customer Result
* Document Date Overall Result

Open/Select Layout

Opening/selecting a layout allows users to run their typical reports without having to reconfigure the final format
each time. Simply select the layout you wish to use. This will re-populate the screen with the pre-defined layout.
Users can make changes to the layouts and/or resave the layouts after running the report.

Daily Collection Report

Save As... | Dispiayas Table | _Info] Print Version | Export to Microsoft Excel |

* Columns
= Key Figures

v Rows Deposit Number = Check Number = Document Type = Collection Document = Document Header = Customer=*
= Deposit Number 341872 005152 DL 1400730816 DOWNTON DEVELOPMENT 0003363845
* Check Number Result
= Document Type 341882 007008 DL 1400815048 FORNSTROM FARM ACCO 0003363845
= Collection Document Result
= Document Header 341953 005224 DL 1400886208 DOWNTOWN DEV AUTHOR 0003363845
= Customer Result
= Document Dale Overall Result
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General

Bl reports are highly customizable to limit or expand the data you wish to see, options include:
e All of the General Tips and Tricks above, plus...
e Dragand Drop
e Filter
O Filter
0 Variable Screen (brings you back to the variable entry screen)

e Settings
0 Conditions (can find specific dollar amount — add > threshold)

Welcome Lora Swanson Help

Fir ment M T

Welcome Accounts Payable Ac Funds

| Finandial R | Eva al L :ral L X
Status of Funds Project-to-Date | History, Back v -
»

Status of Funds Project to-Date X Lom O Lpame 11252014 003183
_Open| Saveas | oupeyie Tavie =] tato] Print Version | Expot 10 Mcroson Excel ﬂ [
o Autorty= - Buoget Aunarty®+  Commaments*:  Obigatons ** - D ot C igatons®:  Avakase Authorty
* SOF GL Keyfigures GL (PTD)  Funded Program s 5 s ] 5 3 | ] ] 3
- Rows AP ARWSFAPA 0o 000 280289 250289 000

Funded Program 000 000 000 586383 58838 586383
= Free characteritcs 2 0.00 000 000 344764 344764 344766
T Appin 000 (1] 1596783 15,967 83 15.96785
* Budget Period AP RANALZ 710019 000 000 3072600 07%0 30,726.00
i APRANALZT1ONN oo 000 200 000 000 228 a2 17806826
e APRANAGTI 03N 000 000 000 000 000 13142124 13142124 16091525

Functonal mes
e AP RANALZT2 0108 000 (1] 00 2513900 94050 15472682 100,006.32 Mos092
R AP RANALZ 720154 000 000 000 128890 128890 510590
T APRANASZ 720488 000 000 000 000 1759468 1753468 3406877
A i T AP RANXA2 720001 000 000 000 000 977649 977649 977649
AP RANXAZ 720035 (1 (1] 000 285675 16764307 170.459.82 2130131
AP RA NXAZ 72 0045 0.00 000 000 923018 2216 1614
AP RANXAZ 720083 000 (1] 2058531 2058531 oo
AP RANX42 720108 000 000 000 000 3Me218 snen21e 000
AP RANXA2 720137 000 000 om0 5803 5203 00
AP RA OTCS WS ERIZ 000 000 000 1219064 13,190.64 1947885
AP RA OVHD WS EE42 000 om0 288853 286653 oo
AP RA OVHD WS ER&2 ) 47 a7 000
AP RAPOOL WS ERE2 oo sa186 59480 45,0647 TS W
; N—— =SSOSR :
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Subtotals

Users can either bring in subtotals or remove subtotals. Simply right click on the field you would like to add or
remove subtotals to or from, click on Properties, Characteristics, and under the General tab change Display
Results from “always” to “never” or vice versa. Users must have two or more characteristics in the report for this
to work.

Purchasing  Grantor Management  Base Role Bl Favorites

Status of Funds Project-to-Date
3

Status of Funds Project-1o-Date
_Open | Save As | ompuyas Table »| o] Prnt Versin | Export to Microsoft Excel

- Cohamns. Authority® - *  Budget Authority®  Commitments**  Obligaions®  Expendifures**  Disbursements**  Tolal Commiments and Obligaions **  Avallable Authority *

* SOF GL Keyfigures GL(PTD) Funded Progams  BudgetPe o, b s s s s s s s s

- Raows AP AR WSFAPA 1o Fiter » (] 0% 210340 210040 00

* Funded Program 12X Change Deiidoun » 0.00 87949 87949 00

* Budgel Pencg Rewst  Datibute and Epod » (1] 000 298280 298289 00

. Fave charciuliics APRANASZTI000 1111 0.00 0.00 586383 586383 586383

S Resul " Cakuiatons and T1ansiatons b 000 000 586383 586383 586383

B APRANALZTIO01T 1111 Sorl Budget Period > ANDaaCels 000 000 344784 344764 344786

P T Resut 0.00 s 000 000 344764 sures 34765
* Funchonal area

— APRANAGZTI0018 1111 0.00 (1] 15.967.83 15.967.83 1596785

1] 7. 7

o seno o = som e
GAL Account

e e Resut 000 000 30.726.00 3072600 30.726.00

APRANAGZTION 1212 000 000 000 (1] 000 4700438 4700438 056162

1313 000 000 000 000 49.580 42 49,580 42 7208

1414 000 00 (1] 00 4826751 4426751 ss2m082

Resut 000 000 000 (1] 000 14484228 144,842 28 176,066.26

APRANAGZTIONZ 1212 000 000 0 000 000 4198976 4190076 4509694

L 1H] 000 000 000 080 4484755 44755 8458168

1484 0.00 000 000 0.00 4458353 4458353 4523663

Rewst 000 000 000 000 000 A2 1142124 160.915.25

APRANARZT20109 1313 000 000 000 000 000 6277682 6277682 180,878.10

Page 1005 «|x|x

Page 159 of 191



Researching FMMI User IDs

Purpose
This guide provides instructions to obtain the User Name associated with a User ID Number in FMMI.

Role
Funds Management Evaluator

Instructions
STEP 1: Go to Funds Management > Evaluation > Display FM Master Data > Display Fund Center

USDA

pSwb=et®3 United States Department of Agriculture ) . Welcome CAROL ANDERSON Help | Log Off
Financial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable Cost Management [ETLHUENIELERENE NS General Ledger Managemen
Administration | Reports Evaluation HANA Funds Management Reports | Bl Funds Management Reports
Display Funds Center | History, Back

l4]»]

4
Business Activity = | Display Funds Center in FM Area

[ Dispiay FM Master Data | [Menu, [} [Back | Ext ][ Cancel] [ System] | [ Fit area
" Dispiay Appiication of Funds
« Display Fund
= Display Funded Program Funds Center Q]
+ Display Functional Area FM Area USDA
* Display Commitment ltem
» Display Fund Group
+ Display Funds Center Group
= Display Funded Program Group
= Display Functional Areas
Groups
* Display Commitment item Group
« Display Funds Center Hierarchy
* Display Commitment ltem
Hierarchy
» [ Budget Execution and Distibution
» (3 Budget Preparation and
Planning

myPortal Favorites =]

STEP 2: The following screen will display. Enter a valid Funds Center (i.e., APO0000000), hit Enter.

Welcome  Accounts Payable Accounts Receivable  Cost Management WETHEERENELENENL
Administration | Reports | Ewvaluation | HANA Funds Management Reports | Bl Funds Management Reports
Display Funds Center
|4|0]

General Ledger Managemen

| History, Back

Business Activity

Display Funds Center in FM Area

+ [ Display FM Master Data [Menu) |} [Back | Exit |[ Cancel| [ System, ||| FM area |
» Display Application of Funds
= Display Fund
= Display Funds Center
+ Disiay Fundea Program Funds Canter o
* Display Functional Area FM Area USDA

« Display Commitment ltem

* Display Fund Group

« Display Funds Center Group

* Display Funded Program Group

= Display Functional Areas
Groups
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STEP 3: The following screen will display. Click in the User Name Field, then click on the tab next to User name

field.
Display Funds Center
|+ A
YR | | Funds Center Display
e [ Display FM Master Data I[ Menu] |} [Back |[ Exit || Cancel| [ System] |||_Period || Long text || Classification || Drilldown || Change dof
« Display Application of Funds
« Display Fund FM Area USDA US Dept of Agriculture
* Display Funds Center Funds Center AP00000000
* Display Funded Program Analysis Time Frame from 01/01/1900 Analysis Time Frame to 12/31/9999
+ Display Functional Area
S E R e TN S Herarchy | [T]Address | Communication
= Display Fund Group —
* Display Funds Center Group
+ Display Funded Program Names
Group Name APHIS DEFAULT
» Display Functional Areas Description APHIS DEFAULT
Groups
* Display Commitment ltem Basic data
S Valid From 01/01/1900 Valid Until 12/31/9999
+ Display Funds Center Authorizatio =T
Hierarchy rization group
« Display Commitment ltem Company Code USDA US Dept of Agriculture
Hierarchy Business Area AP0O Animal/Plant Health Insp Svc
p .o Budget Execution and
Distibution Person responsible
» (o Budget Preparation and (=TT [F0000607
Planning .
Name
nvPortal Favorites 3

STEP 4: The following screen will appear. Enter the FMMI User ID number (i.e., FO003121) in the User field and

click on Start Search.

ICV Restrict Value Range (1)

« Search Criteria

Company name

City
Maximum No. of Hits

User =
Last name

First name

Department

Building code
Room Number
Extension m
Cost center @
Internal mail

500

| Start Search

e

oo
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STEP 5: The following screen will display which provides you the User Name associated with the FMMI User
Number.

Welcome  Accounts Payable Accounts Receivable Cost Management QETLWUENAELELEUEIIM General Ledger Management  Interface Error H

Administration Reports Evaluation | HANA Funds Management Reports | Bl Funds Management Reports

Display Funds Center

[4]] 4
=B - | Funds Center Display
w5 Display FM Master Data I Menu] |} [Back | Ext |[ Cancel || System ] ||[ Period || Long text | Classication |[ Drildown || Change documents |[ Where-used st |
=/ Dplay ApgAcaion of Fund [ Restrict Value Range (1) B/

Display Fund
Display Funds Center b Search Criterla

« Display Funded Program Ve gl
* Display Functional Area UserName Lastname Firstname Department Buildings Room No. Extension Costetr Int.mail  Name City
. -

Display Commitment item
Display Fund Group
Display Funds Center Group
Dispiay Funded Program
Group

= Display Functional Areas
Groups

= Display Commitment ltem
Group

= Display Funds Center
Hierarchy

= Disolav Commitment item

For a listing of FMD FMMI User IDs, see Appendix C.
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Adjustments and Accruals

Adjustment — For non-GL accountants in APHIS, adjustments are primarily used to recode the master data
elements assigned to a particular financial transaction or group of transactions. The following items are true for
adjustments:

e permanent

e entered with two sides, one debit and one credit

e there is no effect on cash; each adjustment balances to SO

e can affect account balances, depending on which master data elements are changed

Accrual — a place holder for a financial transaction or group of transactions which have not yet been posted to the
financial system for the purpose of financial statement reporting. The following items are true for accruals:

e temporary, typically entered at the end of the month and reversed at the beginning of the next month

e they are only entered with one side, a debit or a credit

e affects cash like a normal financial transaction

e do affect the balance of accounts

Two Common Types of Adjustments

e Expenditure Adjustments: a process to move expenses from specific master data elements to other
master data elements, such as BOC or WBS.

e Collection Adjustments: a process to move collections from specific master data elements to other
master data elements. (aka Transfers, Modifications)

Two Common Types of Accruals

e Expenditure Accrual: a process to temporarily alter financial balances to account for a financial
expenditure transaction or group of expenditure transactions which have not yet been posted to the
financial system.

e Revenue Accrual: a process to temporarily alter financial balances to account for a financial revenue
transaction or group of revenue transactions which have not yet been posted to the financial system.

Rules for Adjustments

e Adjustments should be made in the original system (WebTA, GovTrip) whenever possible.
e Adjustments should only be made for posted transactions in FMMI, the official financial system.
e Adjustments should include supporting documentation, which may include:

0 A written request from the field

0 Current reports showing error

0 Written explanation of the error, and/or

0 A copy of the original payment request showing the error being corrected
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Who can Process Expenditure Adjustments in FMMI
FMD wrote a policy on this which basically says that:
e if the error was made by a financial team (mistyping etc.) or they are working on a specific clean-up
project, the financial team can process the adjustment;

e if the error was made by the field staff, the adjustment needs to be processed through the program
headquarters.

What should be a Debit or Credit

o The USSGL Chart of Accounts shows the “normal” balance side of a GL account
O http://fms.treas.gov/ussgl/index.html
0 ex. GL 6100- operating expenses - has a normal balance of a Debit. This means that to reverse an
expense is a Credit, and to post an expense is a Debit.

Expenditure Adjustment Example

W 5

Hl
FMMI B2 Example.xls
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Miscellaneous

FMMI Dates Explained

Below are the main dates in FMMI. The definition for each was taken from FMMI help. Their names do change
based on which report or module you are in.

Document Date - The date the document was created.

e This could be different from the posting date if an AR invoice is created and parked on one date but
approved at a later date.

e Date which appears in the document header and can be used for any defined purpose.
e Can be defined by a person simply by entering any date.

e For AP this is the Invoice Date.

e For GL this is called Doc Date.

Posting Date - The date the document posts to the general ledger.

e The date that determines the posting period and defines in which fiscal period a document posts to the
General Ledger (regardless of the Document or Entry date).

e When the document posts to FMMI. In the case of feeders or auto run processes, this run date can be
defined by a person. Also, if a doc was in park or is super late the Posting Date could be in a future period.

e Posting date must be in an open period, and that is why it is only seen later than Entry Date. You cannot
back date posting date to a closed period unless you reopen that period. This should never happen.

e OH runs based on this date.

e GL Reports pull based on this date.

Entry/Created Date — The date the accounting document is entered.
e Entry date is not human defined, it is system defined. You do not see this on the data entry side of
transactions.

Clearing Date - The date the item is considered cleared.
e When clearing, the last posting date of all the documents involved in clearing is set as the clearing date.
e Clearing denotes all activities from the time a commitment is made for a transaction until it is settled.

Transparent Financial Descriptions

e Answer who, what, where, when, and why (as needed)
e Most people would understand what they mean, without having to pull the document
e Are abbreviated to fit the allowable space, but still make sense.
0 Examples:
= May 2014 Copier Maint — Boulder, CO
= Adj- John Doe PP22- 10 Hours
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Helpful Links/Resources

APHIS Homepage
www.aphis.usda.gov

FMD Website
APHIS Homepage = Our Focus = Business Services = Financial Management
0 Travel Service Center (portal log-in required)
Financial Management > Travel Services Center (Employees Only)
0 FOST
Financial Management > Financial Operations Services Team
0 Agreement Services Center FAQs
Financial Management > Financial Services Branch > Agreements Services Center > Frequently Asked
Questions

Financial Management Modernization Initiative (FMMI)
APHIS Homepage > Our Focus > Business Services > Application Systems > Financial Management Modernization
Initiative (FMMI)

BOC Handbook
https://cod.nfc.usda.gov/Documents/toc.html

Federal Account Symbols and Titles (FAST Book)
http://www.fiscal.treasury.gov/fsreports/ref/fastBook/fastbook home.htm

US Standard General Ledger (USSGL)
http://fms.treas.gov/ussgl/index.html

GovTrip:
https://govtrip.com/govtrip/site/index.jsp

GSA Travel Resources
http://www.gsa.gov/portal/content/105307

GSA Forms Library
http://www.gsa.gov/portal/forms/type/TOP

OPM Forms Library
http://www.opm.gov/forms/

Inside APHIS:
http://inside.aphis.usda.gov/

USDA Washington Metro Area Telephone Directory
http://dc-directory.hgnet.usda.gov/dIsnew/phone.aspx

Internet Search Engines:
0 www.google.com
www.yahoo.com

(0]
0 www.bing.com
0 www.ask.com

APHIS Budget and Accounting Manual (BAM) (portal log-in required)
http://inside.aphis.usda.gov/mrpbs/publications/accounting manual/accounting manual.shtml
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Discussion: Questions/Concerns from Field Staff

5t bill (final bill)

0 Itis astandard business practice to bill based on expenses entered. This is how FMMI
(SAP) works. This is also how businesses bill (i.e. credit card bill, etc).

0 Accruals are the only way to account for expenses which are not yet entered and they are
not billable. Keeping track of your planned expenses (accruals) may assist you in
predicting what expenses are still outstanding, but will not eliminate the 5% bill.

0 There will always be a 5™ bill on guarterly billed accounts unless you cut off service the
last month or so to ensure they make it on the 4t guarter bill. One way that may make
this more palatable is to make these accounts monthly.

ACMS
0 Most FMD staff members located in Minneapolis do not use ACMS, we use FMMI. Our
understanding is that APHIS uses ACMS for program accruals, budget, and agreement
tracking.
0 Questions will need to be referred to the appropriate FMD Riverdale staff. Refer to the
below screenshot for appropriate ACMS contact information.

f X I =
{ s 1B Suggested Sites » &) Chief Financial Officers... T v [ @ v Pagev Sfety~ Toolsw @~

(@) ACMS Help -tome- .

Home B

WHO TO CONTACT FOR ASSISTANCE

ACMS Activation
emad MRPBS FMD Security

ACMS Business Practices
Stacye Teachman and MRPES, FMD, BESB |
emal BEST ProjectsQaphis usda gov

ACMS Agreements
Agreement Services Center. MRPBS, FMD, FS8
email ACMS Agreements Help Line

ACMS System Functionality ‘
emal MRPBS FAQaphis usda gov

MRPES website

ACMS Users Guide and Training Materials ‘
hitp /Angde aphis usdd gov/mmbspublicabons/acma/acms manual toc shiml

ACMS Hardware’ Software Access
ATAC 1-877.944.8457

emall ATAC

APHIS eA 1D and P, E and A |
APHIS Technical Assistance Center (ATAC) 1-877.944-8457
emai ATAC

Resets (i and FOW):
ATAC 1-877-944-8457
email ATAC

R100% ~
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Indirect Charges - OH and P]JC (cost allocation)

(0]

This was a recurring topic on the pre-training survey. Did we cover this sufficiently in the
training?

Conversion Errors

o
(0}
(0}

DP 98 File
(0]

(0]

(0]

Please refer all conversion error questions to Charleane Gaddie.

It sounds as if these will need to be addressed on a one account at a time basis.
Minneapolis staff are aware of the conversion errors but are unable to assist due to our
lack of involvement in the conversion process and our roles.

The only known way around the DP 98 file would be for all of us (FMD and WS) to follow
standard business processes and eliminate exceptions. It is easy to determine exact
expenses billed in FMMI (LIACR) when there are no exceptions in the OH and billing
processes.

There is no report in FMMI that shows this exact detailed data, as far as we are aware,
and this seems reasonable because it is not a normal business need.

The DP 98 file is a file created in the background of FMMI that Connie Barnes requests
monthly and modifies to be in a readable/usable format.

Link: DP 98 Files - APHIS FMMI Reports

Exceptions/customizations

o

(0}

o

Exceptions/customizations should have a cost benefit analysis done to ensure the
benefits of the exception/customization outweigh the costs.

Exceptions/customizations often cost more in the way of confusion and room for error
than benefit.

Currently FMD FOB reconciles the OH and RRB on WS SOs manually, as best as currently
possible due to volume and staffing constraints. The process is currently manual due to
the exceptions. Cleaning up the processes and getting rid of the exceptions (both FMD
and WS) would allow for an automated reconciliation process to be established.

There are good reasons for standard processes in every system. Consider this example:
Let’s say you had a general contractor build your house who wasn’t aware of standard
building processes. The electrician also was not aware of standard building processes and
put the electrical wherever. The walls went up and years went by. A plumber came in
years later to fix your shower. The plumber didn’t know when he knocked down your
shower wall that the electrical was behind the wall and broke the electrical in the process.
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Appendix A- FMMI Doc Types

USDA

a United States Department of Agriculture

FMMI Financial Management
2 Modernization Initiative (FMMI)

FMMI Document Types Job Aid

Version 1

Mar-10
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USDA
]

FMMI Document Types Job Aid

FMMI

Process Document Type Description Number Range  From To Reversal Description
Area Document Type

AP 3P GovTrip Pay IBA 19 1900000000] 1999999999 Vendor Document

AP 4P GovTrip Pay CBA 19 1900000000| 1999999999 KA Vendor Document

AP CB TRVL CB Credit Card 19 1900000000[ 1999999999 CB TRVL CB Credit Card

AP/AR IC IPAC Confirm (Received) 21 2100000000( 2199999999 IC IPAC Confirm

AP 13 TRVL Interest 19 1900000000] 1999999999 IT TRVL Interest

AP/AR v IPAC Confimation (Initiated) 24 2400000000] 2499999999 1% IPAC Confirmation

AP KA Vendor Document 17 1700000000] 1799999999 KA Vendor Document

AP KB Vendor BOC Adjust 19 1900000000] 1999999999 KB Vendor BOC Adjust

AP KC Vendor Inv CancFund 19 1900000000] 1999999999 KA Vendor Document

AP KG Vendor Credit Memo 17 1700000000] 1799999999 KA Vendor Document

AP KR Vendor Invoice 19 1900000000] 1999999999 KA Vendor Document

AP KZ Vendor Payment 15 1500000000| 1599999999 KA Vendor Document

AP ND Non-Disbursing 19 1900000000] 1999999999

AP PC Payment Cleanng 22 2200000000| 2299999999 PC Payment Cleanng

AP/AR R1 Grants Disb 1099 51/52 5100000000] 5299999999 R1 Grants Disb 1099

AP/AR R7 Grants Disb non-1099 51/52 5100000000 5299999999 R7 Grants Disb non-1093

AP RE Invoice - Gross 51152 5100000000| 5299999999 RE Invoice - Gross

AP TA GovTrip Advance 17 1700000000] 1799999999 TA GovTrip Advance

AP TC Treasury Confirm 21 2100000000] 2199999999 TR Treasury Reversal

AP TE TELE Invoice 19 1900000000] 1599999959 TE TELE Invoice

AP Tl Treasury In-Transit 20 2000000000] 2099999999 T Treasury In-Transit

AP TP TRVL Third Party 19 1900000000| 1999999999 TP TRVL Third Party

AP TR Treasury Reversal 21 2100000000] 2199999999 TC Treasury Confirm

AP v GovTrip Reimbursable 19 1900000000] 1999999999 KA Vendor Document

AP Ut UTVN Invoice 19 1900000000] 1999999999 ut UTVN Invoice

AP VA Vendor Prepay Adv 17 1700000000] 1799999999 VA Vendor Prepay Adv

AP Vi VADR FI Invoice 19 1900000000] 1999999999 VI VADR FI Invoice

AP VM VADR MM Invoice 51/52 5100000000| 5299999999 VM VADR MM Invoice

AP VR Vendor Prepay Inv 19 1900000000) 1999999999 VR Vendor Prepay Inv

AP VW Payroll Recertify 19 1900000000] 1999999999 VW Benefit Disbursement

AP VX Extemal ALC Invoice 19 1900000000] 1999999999 VX Extemal ALC Invoice

AP XA TRVL Advance 17 1700000000] 1799999999 XA TRVL Advance

AP XC TRVL Cash Receipt (Embassy) 18 1800000000| 1899999999 XC TRVL Cash Receipt

AP XD TRVL Dummy Advance (Embassy) 17 1700000000] 1799999999 XD TRVL Dummy Advance

AP XE TRVL OASDI (SS Tax) 1 100000000 | 199999999 XE TRVL OASDI (SS Tax)

AP XM TRVL WTA Voucher 17 1700000000] 1799999999 XM TRVL WTA Voucher

AP XN TRVL Cash Distnib. 19 1900000000[ 1599999999 XN TRVL Cash Distrib.

AP XP TRVL Third Party Voucher (Moving Co) 19 1900000000] 1999999999 XP TRVL TP Voucher

AP XT TRVL Local Voucher 19 1900000000| 1999999999 XT TRVL Local Voucher

AP XV TRVL Relo Voucher 19 1900000000] 1999999999 XV TRVL Relo Voucher

AP XW TRVL Tax Withholding 1 100000000 | 199993999 XW TRVL Tax Withholding

AP XX TRVL Net to Traveler 19 1900000000] 1999999999 XX TRVL Net to Traveler

AP XZ TRVL Payroll Zap(Gamish Pay) 19 1900000000 1999999999 X2 TRVL Payroll Zap

AP ZR Bank Reconciliation 20 2000000000] 2099999999 ZR Bank Reconciliation

AP ra' Payment Cleanng 20 2000000000| 2099999999 v Payment Clearing

AP ZW SmartPay2 Purch Card 19 1900000000] 1999999999 W SmartPay2 Purch Card
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USDA
i

FMMI Document Types Job Aid

EMMI

Process Document Type Description Number Range  From To Reversal Description
Area Document Type

AP ZX SmartPay2 Fleet Exp 18 1900000000/ 1999999999 ZX SmartPay2 Fleet Exp

AR AC ABCO Emp Collection 14 1400000000] 1499999999 AC ABCO Emp Collection

AR AR ABCO Emp Receivable 18 1800000000] 1899999999 AR ABCO Emp Recewvable

AR C5 Customer Interest 10 1000000000] 1099999939 c5 Customer Interest

AR C6 Customer Admin 10 1000000000/ 1099999999 C6 Customer Admin

AR C7 Customer Penalty 10 1000000000( 1099999999 C7 Customer Penalty

AR DA Customer Document 16 1600000000/ 1699999999 AB Accounting Document

AR DC SUBI Credit Memo 16 1600000000/ 1699999999 DA Customer Document

AR DG Customer Credit Memo 16 1600000000( 1699999999 DA Customer Document

AR DF Expend Cust Refund 18 1800000000] 1899999999

AR DI SUBI Cust Invoice 18 1800000000/ 1899999999

AR DL Lockbox collections 14 1400000000( 1499999999 DL Lockbox collections

AR DO Cust Payment Refund 14 1400000000] 1499999999 DO Cust Payment Refund

AR DR Customer Invoice 18 1800000000/ 1899999999 DR Customer Invoice

AR DwW Customer Write-Off 14 1400000000] 1499999999 DW Customer Write-Off

AR DY Exp Non Fed Collect 18 1800000000/ 1899999999

AR DZ Customer Payment 14 1400000000| 1499999989 DA Customer Document

AR ZG GovTrip DUEUS 18 1800000000/ 1899999999 ZG GovTrip DUEUS

Cco AF Depreciation Pstngs 3 300000000 | 399999999 AF Depreciation Pstngs

CO AM Real Property 1 100000000 | 1999958959 AM Real Property

co CT USDA Cost Transfer 1 100000000 | 199999559 CT USDA Cost Transfer

co Dv PROP Personal Prop 1 100000000 | 199999999 DV PROP Personal Prop

co PP Personal Property 1 100000000 | 199993999 PP Personal Property

[¢e] WE Goods Receipt 50 5000000000] 5099999999 WE Goods Receipt

co ZC CPAIS 1 100000000 | 199999569 ZC CPAIS

FM ALLT Allotment 55 5500000000] 5599999999 ALLT Allotment

FM ALOC Allocation 55 5500000000] 5599999999 ALOC Allocation

FM APOR Apportionment 55 5500000000 5599999999 APOR Apportionment

FM APPR Appropriation 55 5500000000| 5599999959 APPR Appropriation

FM CF Conversion 89 8900000000] 8999999999 N/A

FM CN Obl Accrual - Negative 76 7600000000| 76999999939 N/A

FM CR Continuing Resolution 55 5500000000| 5599999999 CR Continuing Resolution

FM CRX | Unapporoved Continuing Resolution 55 5500000000| 5599999999 CRX Unapporoved Continuing Resolution

FM [ Obl Accrual - Positive 76 7600000000| 7699999999 N/A

FM GT Gov-Tnp Travel Obligation 73 7300000000] 7399999999 GT Gov-Tnp Travel Obligation

FM MO All Other - Misc Commitment 75 7500000000| 7599999999 MO All Other - Misc Commitment

FM SALC Sub-Allocation 55 5500000000] 55999999939 SALC Sub-Allocation

FM SALT Sub-Aliotment 55 5500000000] 5599999939 SALT Sub-Allotment

FM SD | State Dept - Fund Cite Cabel 74 7400000000| 7499999999 SD State Dept - Fund Cite Cabel

FM SP Smart Pay Credit Card Request 72 7200000000| 7299999999 SP Smart Pay Credit Card Request

FM TICA Transfer In Cument-Year APPR 55 5500000000| 5599999999 TICA Transfer In Cument-Year APPR

FM TIPA Transfer In Prior-Year APPR 55 5500000000] 5599999999 TIPA Transfer In Prior-Year APPR

FM TO GovTrip Travel Commitment 70 7000000000| 7099999999 N/A

FM TOCA Transfer Out Current-Year APPR 55 5500000000] 5599999939 TOCA Transfer Out Current-Year APPR

M TOPA Transfer Out Prior-Year APPR 55 5500000000] 5599999999 TOPA Transfer Out Prior-Year APPR

FM Vo Vendor Prepay Obligation 76 7600000000] 7699999999 N/A
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USDA
i)

Process Document Type

FMMI Document Types Job Aid

From

Reversal

FMMI

Area Document Type
FM WC Working Capital Fund 81 8100000000 8199999999 N/A
FM X0 TRVL Travel Obligation 71 7100000000( 7199999999 N/A
MM M IAS Invoice with GR 51152 5100000000( 5299999939 M IAS Invoice with GR
MM INTR INTR Purchase Order w/Sales Order 46 4600000000| 4699999999 INTR INTR Purchase Order w/SO
MM IR I1AS Invoice wio GR 51/52 5100000000 5299999959 IR 1AS Invoice wio GR
MM NB Purchase Requisition (Direct) 1 10000000 | 19999999 NB
MM NB Purchase Order (Direct) 45 4500000000] 4599999999 NB Purchase Order Doc
MM ZCOB CREEMS PO 43 4300000000| 4399299999 ZCOB CREEMS PO
MM ZIo IAS Purchase Order w/PR 60 6000000000| 699999999 ZI0 IAS Purchase Order
MM ZIN IAS Purchase Order w/o PR 60 600000000 | 699999999 ZIN 1AS Purchase Order
MM ZIQ IAS Purchase Requisition 30 3000000000] 3999999999 ZIQ IAS Purchase Requistion
MM ZVA Service/Value-based 43 4300000000 | 4399999999 ZVA Service/Value-hased
MM ZVR Service/Value-based 40 4000000000] 4099999999 ZVR Service/Value-based
NA AA Asset Posting 1 X
NA Al Accounting Document 1 AB Accounting Document
NA AN Net Asset Posting 1 D00
NA CH Contract Settiement 1 100000000
NA EU Euro Rounding Diff 2 200000000 | 299999999 EU
NA EX Extemal Number 2 200000000 | 299999999 AB Accounting Document
NA 1 IPAC In-Transit 20 2000000000| 2099999939 M IPAC In-Transit
NA IP IPAC Payment 23 0 999 IP IPAC Payment
NA KN Net Vendors 1 100 1 KN
NA KP Account Maintenance 48 48( )000| 4 KP Account Maintenance
NA ML ML Seffiement a7 4700000000| 4799999939 ML
NA PR Price Change 48 4800000000| 4899999999 PR
NA RA Sub.Cred Memo Stimt 51/52 5100000000| 5299999999 RA Sub.Cred Memo Stimt
NA RB Reserve for Bad Debt RB RB
NA RN Invoice - Net 51 5100000000| 5199999939 RN Invoice - Net
NA RV Billing Doc_Transfer 30 3099999999 AB ing Document
NA S1 Seftiement Document 1 100000000 | 199993999 AB Accounting Document
NA SK Cash Document 13 1300000000] 1399999999 AB Accounting Document
NA UE Data Transfer 4 400000000 | 499999999
NA WA Goods Issue 49 4900000000 99999
NA Wi inventory Document 43 4500000000( 4999599999
NA WL Goods Issue/Delivery 49 4900000000] 4999999999
NA WN Net Goods Receipt 50 5000000000 5099999999
SGL BL Budgetary Ledger 4 400000000 | 499999999 BL
SGL CA CAPS Expense GL 1 100000000 | 199999999 CA CAPS Expense GL
SGL CL GIL Account Document 1 100000000 | 199999999 CL GI/L Account Document
SGL DN Exp Accrl No Obs 1 100000000 | 199999999 DN Exp Accrl No Obs
SGL OF IPAC Offset 1 100000000 | 199999999 OF IPAC Offset
SGL S2 Lockbox suspense posting 12 1200000000 1299999999 S2 Lockbox suspense posting
SGL SA GI/L Account Document 1 100000000 | 199999999 SA Accounting Document
SGL SB G/L Account Adjustment Posting 12 1200000000 1299999999 SB Accounting Document
SGL SF 1081 Cash Transfer 1 1100000000{ 1199999999 SF Accounting Document
SGL Su Adjustment Document (Upward/Downward) 1 100000000 | 199999999 sSuU Adjustment Document
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USDA

FMMI Document Types Job Aid

MM

Process Document Type Description Number Range  From To Reversal Description
Area Document Type
SGL T TELE Accrual 1 100000000 | 199999999 TL TELE Accrual
SGL UA UTVN Accrual 1 100000000 | 199999999 UA UTVN Accrual
SGL ZA PACS Accrual Posting 1 100000000 | 199999999 ZA PACS Accrual Posting
SGL ZF PACS Forced Release 1 100000000 | 199999999 ZF PACS Forced Release
SGL ZP PACS Expense GIL 20 2000000000 2099999999 ZP PACS Expense GIL
SGL ZS SmartPay2 Realloc 5 500000000 | 599999999 ZS SmartPay2 Realloc
AP
AR
SGL
FM
MM
co
Not Used
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Appendix B - Reallocation Process

US Bank Access Online is designed to only allow cardholders one chance to modify the accounting code and/or
budget object code (BOC). Once the transaction is reallocated to modify the accounting code and/or budget
object code (BOC), and included in a GL extract, it is locked from further changes.

Reallocated transactions (ZS documents) will not be fed to the interface systems to post in the Financial
Management Modernization Initiative (FMMI) when the cardholder fails to properly validate the BOC.

When reallocating, the cardholder must click on the magnifying glass next to the BOC field to search for a valid

value to validate the code.

BOC (4)
670 Q

Transaction Management
Search & Select Valid Value

Enter full or partial segment values, segment value descriptions, or leave blank to view all valid values. Then
click the "Search” button.

Value: 2670

Description:

Begins with s |

Search Type:

Dizplay Values per page

Select a valid value from the results list below.

Records 1- 1 of 1

Value Description
Select 2670 SUPFLIES AND MATERIALS GEMERAL

Records 1-1of 1

== Back io TM Allocations

Listed below are some examples of reallocated transactions with either missing BOC or contain invalid BOC. This
resulted from the cardholder failing to properly validate the BOC.
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City, State/Province Amount Detail Purchase ID Accounting Code

352-3720684, FL 4.00 i Er @y @) 8 3444WSRCFL12WSMDEVLWLSVGEUSDA |2760]
City, State/Province Amount Detail Purchase ID Accounting Code

GAINESVILLE, FL 17.52 @ (Er 0911133877 G+ @ 8 3433WSRCFL12WSMDEVLWLSVGEUSDA |2927]
City, State/Province Amount Detail € PurchaselD & Accounting Code

500-311-1648, GA 2617 ) (e# DODOY39EOE > &0 O  3444WSER2929WLDMGMTWLSVWDUSDA | |

-~ —

How do you know if a transaction is locked?

You can check the Allocations or Comments Tab for the transaction status. If the transaction is locked, a message
“has been included in a GL Extract” will populate in one of these two tabs.

The GL extract will populate usually the next business day after the transaction is reallocated.

Summary r Allocations r Transaction Line ltems r Comments r Approval History I

The Allocations tab displays the cost center allocation(s) associated to the trar

Allocations are no longer available for editing because the transaction:

has been included in a GL Extract. E

— 15 110 T0TTgeT 1T yOuT approval quede.

Records 1-10f1

Allocation Source: User Last Changed By: Bona, Shannon L

Prepopulated Accounting Code Selection

Amount Percent Current Name
$1,404.03 10000% () #FY14 Toner

@ valid Accounting Code

Records 1-10f1

The pad lock symbol does not truly indicate that the transaction is locked. It will populate as soon as the
transaction is approved.

e
The * symbol will populate as soon as the accounting information is changed.
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$84.22 @ © ccorer 0d

$115.02 ® © noaptzan O 8
$15.00 ® € gooooo0001230097 A @ 8

How can the accounting information be changed if the transaction has already been included in GL extract?
The cardholder needs to report the transaction to the budget analyst to determine if the accounting adjustment
can be done in FMMI.

Transaction Availability
If the transaction has not been included in a GL extract, it can be modified to change the accounting code, BOC,
and item descriptions.

The GL extraction will not occur if the accounting code and/or BOC have not been changed when the cardholder
initially approved the transaction. The transaction is then available for modifications up to six billing cycles (180
days).

How to reallocate a transaction that has already been “Approved”?
If the transaction is available for modifications, the cardholder needs to follow the steps below to edit the
transaction.

1. First select the transaction and click on “Pull Back” button.

2. Once the transaction has been pulled back, click on the Accounting Code link. The Allocations tab will
open.

Click on the “Magnifying Glass” next to the Line of Accounting to search for a valid value.

4. Once the accounting information is updated, click on Save Allocations button to save changes.

w

Approved 0221 0224 VIDEO & TELECOMMUNICATIO 703-6580304, VA $824.22
v Approved 02/14 02117  APRISA TECHNOLOGY LLC 516-629-4771, NY $115.02

© Dpisputed A* Reallocated @, @ Trans Detail Level E# Extracted @ Reallocation Locked & Valid Accounting Code Comments

Check Al Snown | Uncheci AN Shown

Records 1-250f28
Page: 1|2
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How to reallocate a transaction that has already been “Final Approved”?
If the transaction is available for modifications, the Cardholder and Approving Official need to take the following

steps to edit the transaction.

STEP 1: Approving Official will:
a. Loginto Access Online, click on Manager Approval History, select the transaction, and click on Pull Back
button to pull it back from history.
b. Click on Manager Approval Queue, select the transaction, and click on Reject button to reject it to the

Cardholder.

STEP 2: Cardholder will:

a. Once the transaction has been rejected, the Cardholder will log into Access Online and navigate to the
Transaction List.
Click on the Accounting Code link next to the transaction in question. The Allocations Tab will open.
Click on the Magnifying Glass next to the Line of Accounting to search for a Valid Value. Select the code.
Click on Save Allocations to save changes.
Approve and forward the transaction to your Approving Official for approval.
Notify the AO that the transaction is pending for his or her approval. Note: The final approval shall be
done quickly to avoid receiving a pre-suspension notice, especially before the transaction is dropped from

the system.

~oao0o
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Appendix C - FMD FMMI User IDs

FO000078
FO000304
FO000337
F0000443
F0000490
F0000514
F0000524
F0000581
FO000656
FO000748
FO000776
FO000790
FO000809
FO000839
FO000875
F0000882
FO000889
FO000897
FO000937
FO000995
F0001002
F0001004
F0001122
F0001167
F0001180
F0001210
F0001277
F0001315
F0001328
F0001330
F0001339
F0001341
F0001365
F0001475
F0002099
F0002106
F0002120
F0002143
F0002369
F0002959

DENISE BASSELL
LAN-ANH DAO
CATHERINE TIMMS
CANDY ANDERSON
BRENDA GILLUM
TANICA BUTLER
ELIZABETH JOHNSON GROTH
HEATHER TRAINUM
HARVEY KINCAID
LORI KOROCK

DAWN LARSON
JOANNE LENOX
SHELLY LITTLE
LINDA MAIN
ANTONIO MCFADDEN
JAMIE KIRBY
CHRISTINA MERCER
ROSALIE MEYER
CHRISTINE CARAHER
DEBORAH OBRIEN
SHALON OLSON

KIM OLSON

ANGELA GODFREY
MICHELLE SCHMID
KARIMAE FAULKNER
WAYNE SIMON

LORA SWANSON
JENNIFER TIZCARENO
BARRETT TRIMBLE
JULIE TRIPP

BRIAN TULLOCK
CHEMIN BOLDEN
EDISON VIZUETE
DEREK MEZZE
IRENE FERNANDEZ
THOMAS MURPHY
BONNIE KETOLA
ALLISON NAITHRAM
NAOMI YANG

ROBIN DYER

F0002961
F0002962
F0002967
F0002968
F0002969
F0002970
F0002971
F0002972
F0002973
F0002974
F0002976
F0002977
F0002978
F0002980
F0002981
F0002983
F0002987
F0002989
F0002990
F0002991
F0002995
F0002998
F0003002
FO003003
FO003005
FO003006
FO003008
FO003009
F0003010
F0003012
F0003013
F0003014
F0003017
F0003020
F0003023
F0003025
F0003027
F0003031
FO003032
FO003034

DARLENE STEPHENS
PAULA DAUGARD
CAROL DINGESS
CAROLYN BROWNE
EILEEN BERKE

JOANNE MANN
GRETCHEN STRECKER
GLORIA BENSON

HILDA ADAME

GIANA JOWERS
JENNIFER ELIAS

KANDY NELSON

LESBIA ORANTES-DE-CARDONA
CONNIE BARNES
LATISHA HOLLMAN
HELEN GREGORY
PEGGY GOBLE
CRYSTAL TOUPIN
PIEDAD AMENABAR
MOUSTAPHA SEYE
MICHAEL VINCE
CHRISTINE SMITH

TOU VANG

SHEILA HENSLEY
PATRICIA SMITH

JOHN YOUNG

ARLICHA STEWART
GAYLE WINES

PAMELA MUILENBURG
QING ZOU

DOUGLAS CREWS
SHARON CRONK
DONNA CICHY

AMY COCHRAN

CRAIG BLICHFELDT
NATHAN JOHNSON
MARIA ANDREA DELOSSANTOS
RENATA BADILLA
MEGAN PHOMMAHAXAY
CLAUDIA ROBERTS
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FO003038
FO003058
FO003065
FO003066
FO003068
FO003073
FO0003074
FO003075
FO003077
FO003078
FO003080
FO003081
FO0003082
FO003084
FO003090
FO0003103
FO0003105
F0003107
F0003108
FO0003109
F0003112
FO003114
FO003115
FO003117
FO0003119
F0003121
F0003122
F0003124
F0003125
FO003126
F0003127
F0003128
F0003129
FO0003130
F0003132
FO003133
FO0003134
FO003135
FO0003138
FO003139
F0003141
F0003142
F0003144

MARGARET MALIZIO
KIMBERLY RUNNINGEN
ARLETHA STEPE
ROBERT FREULER
SADIE STRONG

MARY KIMBALL
MICHAEL BECHTEL
ANGELINA FALCONE

ANTOINETTE MCPHEARSON

PAMELA WILLIAMS
PATRICIA BROWN
PAUL HANTO

PAULA FLATHER
WALTER PECK

LAURA BLICHFELDT
ADJOA ATAAH

ALIDA ROGSTAD
SEPTEMBER FITZGERALD
BARBARA BLACKWELL
BEATRICE SMITH
BHADRA VADALI
BILLIE MITCHELL
BOBBY HARGROVE
CARLA PERRY HARBOUR
SHANNON FENNELL
CAROL ANDERSON
CAROL FISH

CAROL YORK
CATHERINE SAUNDERS
CHARLEANE GADDIE
CHERYL HERSMAN
CHICKEILLA CARTER
CONNIE MURPHY
CONSTANCE TIMM
NORMA SMITH

HELEN ROBINSON
CYNTHIA JORDAN
SHERI WILKERSON
DONNA SHULTZ
JAMES ROLOFF
JUDITH PIEKARSKI
JANE LARSEN

KARLA KEKELA

F0003147
F0003148
FO003150
F0003150
FO003151
FO0003152
FO003153
F0003154
FO003155
FO003156
FO003158
F0003160
FO0003162
FO0003163
F0003164
FO0003165
FO003166
FO0003167
FO003170
FO0003172
FO003174

F0003175
F0003176
F0003177
F0003178
F0003179
F0003180
F0003183
F0003185
F0003186
F0003189
F0003190
F0003192
F0003194
F0003196
F0003197
F0003198
F0003199
F0003202
F0003203
F0003204
F0003206
F0003207

KEVIN WILLIAMS
KATHLEEN LEGENDRE
DOROTHEA CHURCHWELL
DOROTHEA JACOBS
FERNANDO PIZA
DONNA RALSTON
DICK AUSTIN

DIANA ALMERAZ
KELLY HUSZAR
EVELYN VARGAS-SEE
KAY JONES

DAWN HALVORSON
RUTHIE BURNEY
MARIA IBANEZ

EVA SCHNEIDER
GABRIELA ZAVALA
ILEANA IZQUIERDO
JONI DAVIS

KRISTINA FRANK
LAURIE MCDONALD

ADA-PATRICIA MOLINA-DE-
PEZZAROSSI
PATRICIA FELLERS

DANITA THOMPSON
BECKY GOMEZ
DENISE EDGERTON
TERRINA HAIRSTON
KAREN DOWDY
MARLA KIELER
LATOYA JONES
VIRGINIA RODRIGUEZ
LISA LAYNE

DANIEL QUICK
SUSAN MURPHY
ELIZABETH SPAULDING
CHERYL GALIDA
IGOR TSIBULEVSKIY
JOANNE TOMIKEL
RODNEY WALKER
KIM WILLIAMS
MAYME WHALEY
MELONIE TORILLO
MARLENE O NEAL
DANIEL WILLIAMS
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F0003210 KEMAMO HOOKANO F0003274 FRED WANG

F0003212 OLA GAMALELDIN F0003275 BILLIE LENEAR
F0003213 JANICE ROKOS FO003276 ROBIN DICKERSON
F0003215 AMY MIZE F0003277 LARA HICOK
F0003216 LINDA WEAVER F0003280 CORY OGLESBY
F0003217 IVONNE ROSENBLATT F0003282 LATONYA JACKSON
F0003219 LEAH LEELAND F0003283 CHERYL AMOS
F0003220 VIKTORIA JOHNSON F0003284 ERIC GORINSON
F0003221 LAUREN SHEPHERD F0003285 SANDRA NAVIA
F0003224 LASHAUN NELSON F0003286 PATRICIA DONOHUE GALVIN
F0003228 MARSHALL PLY F0003287 VIKTORIA MALAKIE
F0003229 JENNIFER RIVAS F0003288 FREDERICK MUCCIARDI
F0003230 CHARLENE MAYO F0003289 BOB LANBERG
F0003231 LATISHA BEVERLY F0003290 EARL THORPE
F0003232 SAMUEL DENHAM F0003291 LISA SPINELLI
F0003234 PAMELA SCHOEN F0003293 BONNIE SIMPSON
F0003236 DAPHNE O'NEAL-SAMUELSSON F0003294 LINDA WASHINGTON
F0003238 BRITTANY KINNEY F0003296 ANDRE NELSON
F0003239 EMILY BROWN FO003305 DEBORAH HELSETH
F0003240 MAVIS FERGUS FO003306 MELVIN COPELAND
F0003241 ANDREA SMALL FO003307 DOROTHY SIMMON
F0003243 JON FRANCOIS FO003308 CRYSTAL FRYE
F0003244 JACQUELINE TRAN FO003310 SHIRLEY ROPER
F0003245 DAISY MARRERO FO0003312 STACEY MUSSER
F0003246 SAMANTHA ZIEGLER FO003313 STEPHANIE DROKE
F0003247 SHERMAN TYLER F0003314 JOHN KIDD
F0003249 CHRISTINA KLAUS FO003318 TIARA BYRD
F0003250 MARIA RODRIGUEZ F0003320 VICKI HAYGOOD
F0003253 BENIGNO QUICHOCHO F0003322 INGE SANOU
F0003254 RAKHEE MASSON F0003324 ELIZABETH NOLCOX
F0003259 TIMIKA SHIELDS FO003326 ERNESTO RODRIQUEZ
F0003260 TONI PARIS F0003328 MARIA TINKER
F0003261 VANESSA STAMPLEY F0003329 MICHELLE CANADY
F0003262 GLENN ELSTUN FO0003331 VIRGINIA GREEN
F0003263 MICHAEL WESLEY FO003332 MELISSA ARNOLD
F0003264 CARRIE CROY OWEN FO003336 JANET AMSALU
F0003265 JACQUELINE SALAZAR FO003337 MARCO BENAVIDEZ
FO003266 MARNIE DAVIDSON FO003338 JAMIE SHULTZ
F0003267 JACQUELINE TVETER FO003339 JESSICA SHAMMAMI
FO0003268 LOIS PERRY F0003342 SABRINA FERGUSON
F0003269 CHRISTINA TAYLOR FO003346 CORI MAYHUE
F0003272 COLLETTE ROSE F0003347 SONJA HORNE
F0003273 SHEILA JACKSON FO003348 NICHOLAS JOWERS
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FO0003350
FO003354
FO003355
FO003358
FO003360
FO003361
FO003366
FO003367
FO003368
FO003369
FO0003370
FO003371
FO0003372
FO003374
FO003376
FO003377
FO003378
FO003379
FO0003382
FO003384
FO0003385
FO003386
FO0003387
FO003388
FO0003390
FO003391
F0003392
FO003393
FO0003395
FO003398
F0003402
FO003403
FO0003405
FO003406
F0003407
FO0003408
F0003410
FO003411
FO0003413
FO003414
FO0003415
FO003417
F0003418

CHERYL REED
XOCHITL MEDINA
YVONNE MEDEIROS
LAURA BLANCO

JOY MONDA

DIANNE ARNOLD
JUSTIN GURKSNIS
GINA WATTS

JEAN BUTTICE
MICHAEL CHIODI
LAURA WEEKS
LAUREEN GARRISON
LINDA CHAN

LISA BURLEY

LISA HURST
ELIZABETH NAPUTI
LORRAINE WOLFE
LOURDES KRAMER
MARCUS BROWN
MARIA BILOTTE
MARIANNA BRUNKOW
MARIANNE RODRIGUEZ
MARIETTE AMUNDSON
MARY WIGGETT
PAMALA HANSON
LAEBETZ NILES HOLMES
PATRICIA DURAN
PHILLIP THOMAS
AMANDA BENNETT
AMBER MILLER
REGINA WOLF
RELINDIS JOOSTEN
RICHARD O NEILL
ROBERTA BUSHMAN
BERTHA HINES
VIELKA DYER

SALLY SWEIGART
AMY CHRISTY
BRENDA SCOTT
KERRY HALLER
SHERYL SHAW
ADRIANNE LEFKOWITZ
CYNTHIA MORALES

FO003419
F0003420
F0003422
F0003426
F0003427
F0003428
FO003431
F0003432
FO003433
F0003434
FO003436
F0003437
FO003438
F0003439
F0003440
F0003441
F0003443
F0003445
FO003446
F0003447
F0003448
F0003450
FO0003451
F0003452
FO0003454
FO0003455
FO003456
F0003459
FO003461
F0003462
FO0003464
FO0003465
FO003466
FO0003467
FO003468
F0003470
FO003472
FO0003473
FO003475
FO003476
FO003477
FO003478
FO0003481

ROSA RUIZ

MARIE COSTALES
KARI HOFFMAN
GLADYS SOLANO
ALEJANDRO ZUCARO
JOY LOWE

ALLISON BOEHM
PATRICK JOHNSON
STEPHANIE CARR
RICHARD LEWIS
PATSY BACA
MONICA GURROLA
SUMMER BAILEY
CARRI MARKS
DIONNE MURRAY
MELANIE ADAMS

LA VONNE MARSHALL
LINDA SMITH
RHONDA AMEY
HECTOR CABANTOG
JULIE KAISER

JEAN MONTAGUE
ARRIA CHEELEY
ARACELY GALAN
CARLEEN PEREZ
PENNY KESLER
KIMBERLY HILL
DAVID ALEXANDER
MONTGOMERY JENSEN
LISA HOPKINS

PIA HERRING

LLOYD PEYMBROECK
DENISE PRICE
MARLIES MCQUILLEN
ERIC LONGEN

MINH DANG

JULIA BARON

RESA PERRY
DEBORAH LEVITAN
MARGIE NAPIER
MICHELE MCKAY
KATHERINE JOHNSON
GAIL THOMPSON
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F0003482
FO0003484
F0003485
FO003486
F0003489
FO0003490
F0003491
FO003497
FO0003498
FO0003499
FO0003500
FO003504
FO0003506
FO003507
FO0003509
FO003513
FO0003519
F0003520
F0003521
F0003524
F0003526
F0003528
F0003529
FO003530
FO0003531
FO003532
FO003533
FO003534
FO003535
FO003537
FO0003539
FO0003540
F0003544
FO003545
FO0003546
FO003548
FO0003550
FO003551
FO003553
FO003554
FO003556
FO003557
FO003558

ANGEL CESPEDES
SUSAN GAMBLE
SAMUEL GUY
CAROLDINE RABB-NUOMAH
JOY MURRAY
ANTOINE GERMEILLE
VALERIE NWAQOJEI
SHANNON ROGERS
AMY PEREZ
PATRICIA LANE
DOREEN LEWIS

LISA LAMBING

JILL HAND

RHONDA GRAHAM
WILLIAM MALAVE
DAPHNE REID
ANGELA ATKINSON
MATTHEW TRAVIS
RALPH O'NEAL
ENRIQUE DIAZ

MARY WATERBURY
EMILY BRAMHALL
MICHELLE BATTLE
ELIZABETH RIVERA-TIRADO
SHIRLEY ICKES
KIMBERLY WILLIAMS
DARYL SEEMAN
KELLI LUNDY
XOCHILT MIRANDA
CHAELINA DUCKERY
ELIZABETH POGGIALI
TRACI JONES
MONIQUE GARCIA
ROBERT WHEELER
MICHELLE RODRIGUEZ
RICHARD HEIMLICH
CHERYL BOONE
MAMIE SMITH
SAMUEL ERDAHL
LEIGH EAGLE
SANDRA WALLACE
SANDRA TORREZ
SARA MATCHIE

FO003559
FO0003560
FO003563
FO003566
FO003568
FO0003569
FO003570
FO0003571
FO003572
FO003573
FO003574
FO003575
FO003576
FO003577
FO003579
FO0003580
FO0003582
FO003583
FO0003584
FO0003585
FO003588
F0003592
FO003593
FO0003595
FO003596
FO0003597
FO003598
FO0003599
FO0003600
FO0003603
FO003604
FO003605
FO003606
F0003610
FO003612
FO0003613
F0003614
FO003615
FO003616
FO0003617
FO003618
F0003619
F0003621

SHARON BRAVO
SHERRY PARSONS
ANA NATARENO
STEVEN TANAKA
SUZY KENT

TANIA HEPBURN
TERESA ERDMAN
TERRI LIMKEMAN
THERESA KERBER
TIMOTHY SOLINGER
TWILA SEAMAN
VALERIE PUTMAN
VIVIENNE BENSON
WILLIAM HUGHES
YOKO HONMA
VALORIE MARTIN
XIMENA MIRANDA
SHARON ORTIZ
JOYCE NOLTE
GREGORY WILKES
KIESHA BELL
JOANN BOTTE
TAMMY WAGNER
VICKIE BOVEE
PALOMA BUTRON
JODY SHREVE
DEBRA HALVORSON
LUCY CURRIE
CONNIE OSMUNDSON
CANDICE SUKO STASTNY
CHERRYL TOPE
DEBORAH MOORE
CYNTHIA ROSS
ELLEN WASHBURN
ANA SANCHEZ
JOHN BEAMON
JOSEPH CLOPTON
DEBORAH SMITH
KITTY STARK
ELAINE LOWELL
JUDITH BERGANINI
ANN PETERS
CHERYL TOWELL
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F0003622
FO0003623
F0003625
FO0003626
F0003627
F0003628
F0003629
FO0003630
F0003631
FO0003632
FO003633
FO003634
FO003636
FO003637
FO003638
FO003639
FO0003642
FO003643
FO0003645
F0003647
FO0003651
FO0003652
FO003655
FO003656
FO003657
FO003658
FO0003659
FO003660
FO0003662
FO003663
FO0003664
FO003666
FO003667
FO003670
FO003672
FO003673
FO0003674
FO003675
FO003676
FO003677
FO003678
FO0003680
F0003681

JOAN WITHYCOMBE
JULIA BLAS

CHARIS GUINTO
DAWN SMITH

JAAP VAN DUIIN
DEBRA LISK

CAROL WALL

JODI WILKENING
CHRISTOPHER POTEETE
BARBRA DAVIS
DONNA JOHNSTON
CHERYL BOVEE
KIMBERLY MOTT
JUANITA CRAWFORD
TANYA HAIRSTON
MARGARET FERRISS
DEBRA PEREZ
EMERLINDA HERNANDEZ
KENNETH HORNER
NORMA MORENO
SHARI EWELL

ROSA NAVA

JANICE SIMONS
CHARLES SMITH
KAREN RAY

DAWN WANCZYK
CARLOS MARTINEZ
CORINNE NYGREN
TRACY JOHNSON
MAYDENE CAMPBELL
MARY MAGGI
LENORA MACNEVIN
FONDA TANNER
DEBORAH STALMAN
LORI STEWART
KARLA MARTINEZ GARCIA
ADRIANNE JACKSON
CAROL MURPHY
JUNE WEISBECK
JAMIE CARSRUD
SANDRA MARTINEZ
DIANE HASHIMOTO
FAITH TAYLOR

FO003683
F0003684
FO003687
FO003688
FO003689
FO0003690
FO003691
F0003694
FO003696
FO0003697
FO003733
FO0003734
FO003738
FO0003739
FO003740
FO0003742
FO003743
FO0003744
FO003745
FO003747
FO003748
FO0003800
FO003801
FO0003813
FO003814
FO0003815
FO003817
FO0003818
FO003819
F0003820
F0003821
F0003822
FO0003823
F0003824
FO003827
FO0003879
FO003883
F0004238
F0004402
FO0004511
F0004512
F0004513
F0004514

ALLISON MATTHEWS
SUSANA MAHNCKE
THERESE MINDEMANN
LAWRANCE LAW
TIMOTHY UDING
JESSICA LITTLE
GLORUSTINE TYNES
SHANNON GILLINGHAM
KELLY SMITH
JOANNE NELSON
PIERE MARTIN
MARCELA LOYO
STEPHANIE STEVENS
BERTA ALTIZER

TINA JENKINS
SHARON PHILLIPS
DIANNA HERBERT
NORMA LOPEZ

RUBY LOADER
KATHLEEN MURRAY
DARLENE SCOTT
MARGAUX NENICHKA
MARTHA GARZA
KENNETH BARTH
CHRISTINA WILLIAMS
JESSIE SHEFFERD
KATHLEEN MOODY
SHIN CHRISTENSEN
ROBERT CAYWOOD
CAROL TUSZYNSKI
HOWARD STOLLER
CHERRI GOLDEN
JULIE FIERSTINE
TAMMIE LONG
MAUREEN HARDISTY
SARITA WHEELER DANIELS
JEANINE GORAL

IRA HUNTER
JENNIFER NURNBERGER
BECKY NYE

TRANG DINH

JONEKA GIVENS
KRAIG PETERSON
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FO0006391
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FO006399
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FO006475
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DAVID SANTELMAN
SHAWN ADAMEK
SHANNON BONA

MATTHEW SANDERSON

SOEURETTE DUNN
PATRICIA FUCILE
YAJAIRA TORRES

CHARLEEN FRENCHMAN

TAUNYA SAID

GARY HOWARD
KRISTA DUPRE
BONNIE SILVERNALE
GARY LEFEBVRE
KATRINA SOPCYK
NITA HIRYAK
PENNY STRANG
HERBERT SUBER
MELANIE ROUSE
BETH WOOD
MICHELLE BAHR
PRISCILLA ASKREN
LORINDA PURCELL
REBECCA WILLIAMS
SHARON BARTLETT
KRISTI EWING
AZIZA CLARK
WANDA MCNEIL
SANDRA LEHBERGER
ROBERT GREEN
YVONNE BALLARD
ANNE DUNIGAN
CHARLES SINGER
MANDY HIGHT
MELISSA BEAUCHAMP
JAIME REDMOND
DARNELL BURRELL
JOHN BROWN
PATRICIAKITTLE
KIMTA NGUYEN

THI TRAN

JOANNE GARRETT
VIKRAM KUNREDDY
BETTYANN SINGH
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F0008600
FO008890
F0008918
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F0009129
F0009139
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F0018251
F0018269
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F0018302
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F0019177
F0019271
F0019285
F0019364
F0019446
F0019470
F0019480
F0019578
F0019581
F0019585
F0019597
F0019622
F0019623
F0019644
F0019706
F0019772
F0019778
F0019796
F0019819
F0019821
F0019872
F0019913
F0019945
F0019989
F0020019

TIMOTHY SHEAD
TONY QUAN
PATRICIA DE GRAFF
BEARIAT BEYENE
BRUCE ADAMIC
MICHAEL JOHNSON
ADRIAN VILLALOBOS
ALYSSA PIERCE
TAYRN GUDE
STEPHANIE KOZAR
EDWARD SMITH
SUSAN DE HOND
BONNIE BRADSHAW
BECKY ROBERTS
PETER QUICHOCHO
MELINDA MILLER
ALAIN FREDERIQUE
KRISTIAN DIXON
SUN YOUNG PARK
AMY SLOAN
KATHRYN COLLINS
NANCY BEAVERS
SARAH TIPLER-SMART
DANIEL MARJANEN
KMORNWAN APINUN
TRAVIS HARRISON
BRIAN KURZHAL
PATRICK CUFF
PEGGY HEINES
LEAH WETCH
DEBORAH KATERS
BUCK RICHARDSON
CRYSTAL LAMARR
TIFFANY STOLEE
SHIRLEY DEAVER
SIPORAH JACKSON
DION CUNNINGHAM BIJOU
CHAUNTINA COLEMAN HOGUE
NICOLE REIN
ALISHA THOMAS
MARK HICKS

NICOLE CIANO NUNEZ
AMIE CHURCHILL
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F0020050
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F0020113
F0020115
F0020151
F0020333
F0020340
F0020367
F0020384
F0020421
F0020441
F0020470
F0020483
F0020526
F0020616
F0020636
F0020668
F0020671
F0020787
F0020845
F0020921
F0020938
F0020954
F0021004
F0021009
F0021036
F0021267
F0021357

BRENDA CLAYTON
LELANIE KLEINSMIT
MIN ZENG

LEE SPAULDING
EMILY LAW

LEE STANFIELD
MICHAEL JOSEPH
KIMBERLY ALLEN
NOLAN MEYER
CONSTANCE JONES
BRUCE CODER
JUSTIN RHEA
ADELAIDE FEUKAM
ANDREA HAMANN
NAKIA ANDERSON
NICHOLAS STRATCHKO
RANDALL SARVIS
VERONICA KUCHTA
KAREN SIMON
WHITNEY TURNER
GRACE GALBA-BRIGHT
ALEXANDRA WILKERSON
CHALYCE HOWARD
BUDDY RICHARDS
MELANIE RENELL
LINDA CRAIG
DANIELLE BURRELL
VICTORIA ROACH
TERRY NELSON
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Print Any File to PDF

Open any document you would like to save as a PDF file, for example an email or an internet page.

7 ST - APHIS - MRPES - Windows Internet Explorer

) 7 [ e s ustngovineseatoditos et )]s 2|

| Fle ES Vew Favertes Tock  Hep
| ermme |5 0 - e e St g e

P LISOA - APHIS - MRS

Financial Hanagement Division (FMD) - Financial
Branch - Financial Services

Team

s Printable Version

“The Financial Operations Services Team: Acts a5 liaison to field

Last Modified: June 30, 2011

Doee Bl B AT B T

Go to File, Click on Print, and you will see a screen similar to this
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General I I:Iptinngl

— Select Printer

J| J|
&= = =
add Printer Adobe PDF Microsoft
Office Live. ..
Statusz: Ready
Location:

Comment: Located by Lora Swanzon

s [

MWMIPOF on J
mnmips10

=

[~ Frinttafile  Preferences |

Find Printer... |

— Page Range
Loy |
£ Selection, ¢ Cument Page
" Pages: I'I
Enter either a zingle page number or a zingle
page range. For example, 5-12

0

MHumber of copies: |1

¥ Callate Iﬁ

| Print I

1=
o)
=
=

Cancel |

Click on the Adobe PDF icon, under Select Printer

General | (O ptions |

— Select Printer
= ‘:l l"l,. .:'_ ;I
s & @ ¢
add Prinker Adobe PDF Microsoft PIRMIPOT on J
Office Live...  mnmips10
d
Stakus; Feady [ Printtofile  Preferences |
Location:
Canmment Find Frinter... |
— Page Range
= a4 Mumnber of copies; |1 3:
) Selection € Curent Page
" Pages I'I ¥ | Callate
Enter either a zingle page number ar a zingle
page range. For example, 512

Prrirt I

1=
o
=
=

Cancel |
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Click on Print, and you will see a screen similar to this

Save PDF File As

Save in: I@ Desktop j Q2

2|

My Metwork Places

MOWVE LATER

Timesheets

@FMMI Instructions  Helpful Tips
Desklap 57 FMMI USER ID's

[5) Shorteut bo Email Templates
{50 Shorteut bo FOST

o) Shorbeut ko Trust Fund

by Documentz

.
-

ty Computer

File name: Ifu:ust j

Save as bype: I PDF files [*.POF) j

Save I
Cancel |
p

Choose where you would like to save the file and change the file name, if you like, and click Save.

A box like this will pop up while it is creating your new file.

10

Diocurment M ame : Ihttp:s'.-"www_aphis.usda.gu:uw'mrpbsx'fmda"fnst.shtml j

—PDF Progress
Creating... fost pdf

POF Mame : fostpdf
PDF Falder - C:hDocurments and SettingshllzwansontDeskioph,

Sending Page : 1

Once the PDF is created, it will look similar to this.
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gl fost.pdf - Adobe Acrobat Pro -0l x|

File Edit Yew Document Comments Forms Tools Advanced ‘Window Help 3

ﬁ Create - E@ Combine @ Collaborate - |ﬁ Secure T / Sign Forms = E Multimedia = :_? Comment ~

= e e I T Y —

USDA - APHIS - MRPBS

QSDA United States Department of Agriculture
= Animal and Plant Health Inspection Service

109 e g

A A

| Search APHIS

E—T]
FBEL S

Browse by Audience
Select an Option - I
Browse by Subject

&> Animal Health
& Animal Welfare
& Biotechnology

= Emergency Preparedness
and Response

Import and Export
International Services
Permits

Plant Health

Regulations and
Assessmenis

vy ¥ vV v v

v

User Fees

v

Wildlife Damage
Management

Home About APHIS

Pagelofl B

You are here: Home > MRPES > Financizl Managment Divisien (FMD) = Financial Operations Branch > Financial Operations
Services Team

Marketing and Regulatory Programs

Business Services

Financial Management Division (FMD) - Financial
Operations Branch - Financial Operations Services
Team

S printable Version

The Financial Operaticns Services Team: Acts as liaison to field
and headquarters offices, as well as the Comptroller Operations
Division (COD), on financial and accounting data; Provides
maonthly statements for cooperative trust fund agreements;
Assists in payment research and problem-solving; Expedites
same-day-payments and wire transfers via the Secured Payment
System (SPS); and, Processes various payments not processed
through established payment systems at COD. Payments
processed by FOST include: Employee Reimbursements (SF
1164), Indemnity Claims, Cooperative Agreements, Fee Basis,
Bovine Spongiform Encephalopathy (BSE), UPS, Employee
Training (SF 182), Transportation, Honorariums, Patent
Royalties, Torts, Grants, Leases, Postage, and Miscellaneous.
The micro purchase thresholds for payments without an
agreement or purchase order are set at $3,000 for goods and
services, $2,500 for services covered under the Service Contract
Act, $2,000 for construction, and $350 for telecommunications
repair service (no telecommunications recurring services). All
payments over the micro purchase threshold must be
accompanied by a valid agreement or purchase order.

Last Modified: June 30, 2011

@ Contact Us

@ FOST Assigned Duties
(PDF){Employees Only)

o Overview

@ Obligations & Payments

2 Trust Funds

@ FOST Forms

o FAQ's (Employees Only)

@ FFIS and Brio Computer
Based Training (CBT)
(Employees Only)

@ FFIS/Brio/Finance
QuickTips (Employees
only)

@ Return to FMD
2 See What's New in MRPBS
© View Employee
Directories
2 Know About MRPES
@ Find Quick Links
@ Access
Applications/ Systems
o Find Forms
© View MRPBS Publications
2 Go to INSIDE APHIS
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FMMI Frequently Used Icons

FMMI

TR,

Frequently Used Icons

&. Enter / Exacute mi:ow
O soe El Cancel
@[] CopyiAdost v
Qj‘ Display f Change
I(B Execute ﬂ Delate
% Selection Criteria @ Detail(s)
B e B Finenex
B Drop-Down List E o
3] search (@)  sesrchsciect
T sot(descsnd) | EA  Sont(esosnd)
I 3] SelectaTsb | [l
B2 Insert Line [ DesteLine
— Kelp/information
@ Help E or System/User
; Status
E Select Al E s
E Sk @ Unblock
@] provous tom e
! Refresh 5] Fiter
Expand Section 85| cotapse secton
=] Cotapse [O e
E Expand ltem m Coliapse ltem
“ | Move Up E Move Down
3 een|[5] o
[Il Move to Right l 1l Mowtolen
I R Cut @ Have a nice day!

Fdd Here

FMMI

Traratormng Fancial
et the Pegple's Crperiment

".;-J

Financial Management
Modernization Initiative

FMMI Website
info.fmmi.usda.gov

This bookmark lists several commonly used
FMMI icons. It is not intended as an
exhaustive list of all icons in FMMI.

USDA
=

Page 190 of 191




WS SO Cheat Sheet

SO Details

Display SO, Line Items, Doc Flow
e SO Number or WBS Element

SO Progress

Reimbursable Order Report (/ZWSLAYOUT)
e  Fund, Fund Center, and WBS Element

Billed Expenses Details

Line Items — Actual Costs/Revenue Report (1_USDA_RRB2)
e WBS Element and Posting Date Range

Billed Expenses Exceptions

DP-98 File

Bills View a Billing Document or SO Doc Flow

e  Billing Doc Number or SO Number or WBS Element
Collections Daily Collections Report

e  Funded Program (WBS) or Customer Number
Budget Full Budget Availability Control - AVC Tables

e 9H and Funded Program (WBS)

Budget Less Indirect Expenses

Budget Availability Control - AVC Tables
e ZR and Funded Program (WBS)

Budget Availability Only

SOF PTD (/WS RMVD 4610YE)
e  Fund and Fund Center

OH Reconciliation

Line Items — Actual Costs/Revenue Report (/WS OH RECON)
e \WBS Element and Posting Date Range

OH Charged Line Items — Actual Costs/Revenue Report (/WS OH CHRGD)
e WBS Element and Cost Element 6100980000 and Posting Date Range
OH Split Line Items — Actual Costs/Revenue Report (/WS OH SPLIT)
e WBS Elements (up to 4 per 1 account)
e Cost Element 6100980000
e Posting Date Range
OH Earned Line Items — Actual Costs/Revenue Report (/WS OH SPLIT)
e WBS Element and Cost Element 6100980000
OH Spent Line Items — Actual Costs/Revenue Report (/WS OH SPENT)
e WBS Element
OH Avail Line Items — Actual Costs/Revenue Report (/WS OH AVAIL)

e WBS Element
*Use in combination with SOF PTD. LIACR does not capture commitments or obligations.

Customer Acct Details

Customer Line Item Display (/WS UNCLEARD)
e Customer Number
e  Status = All Items
e Type = check all boxes
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