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ACH
ADMIN
AFSRB
AP
APHIS
AR
AVC
BESB
Bl
BOC
BOBJ
BP
CM
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
OoMB
oTC
PROP
RONA

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 (partof USDA, New Orleans)
Office of the Chief Financial Officer (partof USDA, New Orleans)
Overhead

Office of Management & Budget

Over the Counter

Property System

Reimbursable Order No Advance
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ROR
ROWA
ROWE
RRB

SF

SHC

SO
SOFPTD

SPS
SWIFT
TAS
TAFS

TF
TOWA
ULO
USDA
VS
WBS
WS

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

APHIS

Flow of Financial Information

*Program

Budget
Entries

Payments & Accruals*®

Collections

Accounts Payable Accounts Receivable

Congressional
Appropriations/ Trust - :
Funds/ Reimbursables/ (List on back] (List an back)

Special Funds/ User Fees — FM M I

OFFICIAL FINAMCIAL SYSTEM >
FOR APHIS

Program Allotments
(List on back) (List on back)
Sub-Allotments

Allocations
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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
V'S 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

EMMI 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

Examples of Funds:
= APO001600AD - General Direct-Cat A
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= APO001600AR — General Reimbursable-Cat A

= APOO16IEAR — Import/Export User Fees; General-Reimb-Cat A
= APO005161AV - Special AQI-Cat A

=  APO00160MBN - Farm Bill; Non-Approp-Transfer-Cat B

= APQ08226AV - 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
= APWSERO0037 — WS Eastern Region Office — North Carolina
=  APWSRCO0008 — 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 thatis being received, such as AQI User Fees, and Non-AQI User Fees. A complete
list of Functional Areas is maintained in the BAM, Chapter 5, Exhibit 4.

Examples of Functional Areas
= APOOAGDISTRIB000 - APHIS Distributable- Cat A (00)
= APOOAGREIMBUROO0O - Reimbursable Agreements — Cat A (00)
=  AP02SUFB10201000 — FarmBill-Plant Pest/Dis Mgmt — Cat B (01, 02 or 03)
= APO01GPCITGRENO000 - 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.

= WBS 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.

APHIS uses upto 3 WBS level:
= Level 1 - AP.XX.XXXX
= Level 2 — AP XXXXXX.XX Spending occurs at level 2 or higher
= Level 3 = AP.XX.XXXX.XX.XXXX

WBS Expense Project (AP .EX.XXXX.XX)
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= WBSelements for expense projects can be mapped to multiple cost centers.

WBS Reimbursable/Trust Fund Project (AP.RA.xxxx.xx and AP.TF.XXXX.XX)
= WABSelements 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: APOOPDEPPSODEQ0O
WBS Level 2: AP.EX.PD00.01 (If no WBSfill with “PUBLICUSDA”)
WBS Level 3: AP.EX.PD00.01.1234 (If only a WBS Level 2, fill with “USDA”)

YVVVVYY

Commitment Items

Commitment items, also known as budget object classification codes (BOC) 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., AQI 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)

General Ledger Overview

The United States Standard General Ledger (USSGL) provides a uniform Chart of Accounts and technical guidance
to be used in standardizing federalagency accounting. FMMI incorporates the United States Standard General
Ledger (USSGL) and uses the USSGL's Chart of Accounts.

GL account numbers are assigned within the predefined ranges detailed below.
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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 8000000000 — 8999999999
Mandated)

Secondary Cost Elements | 9000000000 — 9999999999

USDA APHIS’ GL structure is as follows: the four-digit USSGL number, subsidiary GLs (sub-GLs), and the four-
digit RSC/BOC. These GL accounts roll up to the four-digit USSGL accounts.

FMMI General Ledger Account Structure

Revenue Source
USSGL Account Sub-Account CodelBgdo%eet Object G/L Account
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 | [ System 4| | [ List overview | [ Previous Section | [ Next Section | |

ChAc G/L accoun CoCd Long Text DD

USGL 1010000000 USDA Fund Balance With Treasury

USGL 1010220000 USDA Disbursement Adjustment Account (Column2/ Section?2
USGL 1010230000 USDA Collection Account {(Column2/Section3)

USGL 1010320000 USDA Disbursement Account (Column3/Section2)

USGL 1010330000 USDA Collection Adjustment Account (Column3/Section3)
USGL 1010950000 USDA Splitter Balancing Account

USGL 1010980000 USDA 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:
Businesses use SOsas 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 APO01600AR | Sold-to Party — Cooperator - Federal Agencies —
Order No Non-USDA
Advance (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 APO01600AR | Sold-to Party — Coope rator — Commercial Customer,
Order with Universities, and State and Local governmental entities.
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 APO01600AR | Sold-to Party — Coope rator — 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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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

Rewmbwi Excepbon 6100008114 et vae 90,4046 USD

Soid.To Parh 1365613 | WILDUIFE SERVICES GEORGIA OTC / ATTH: BCT/ MINNEAPOUS
3365613 WILDUIFE SERVICES GEORGIA OTC / ATTH: BCT / MINNEAPOLIS

PO Number PO cate 0/25/2013 a

Sales | Mem overvew Bem cetal Ordering party Procurement Shippng Reason for rejecton
Req oeliv date 0| 10/29/2013 Deiver Prant
Coniract starl Condract end
Tokal Weight olxe
Deivery block » Voiume 0.000
Biling biock  Pricng date 10/29/2013
Payment fems 0030 Net 30 Incolerms.
Order reason v
Sales area AP0/ 'AGY AG| APHIS, USDA USDA
Al tems
Hem  Malenal Descripion W8S Element Order Quanilty  Un  Amounl per Lol Ned price Crey Pl BCa CaTy CRTD BLCK Offf
10 REVE OTCS GOERGL AP, RA.OTCS. uS. ER13 1 VA 90,405.46 1VA 90,405.46 U D APDO ROWE REMS

DIFF 2: These customer numbers were set up to be account state ment 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.
APOQ006501A).

0 “Regular” ROWEs collections post directly to the bill number.
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| =ISPTaOy SUSLUINIICT: «oUMnmpaIry «uuc waLo
[Menu 4] B [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 Manag t Pay t 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

Z| (2 Preview | [55

Name
Title -
Name WILDLIFE SERVICES GEORGIA OTC

Search Terms

Search term 12 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.
RRB captures all eligible (billable) expenses posted to the SOs WBS and BP.

DIFF5: FIFO - Eachnight, a nightly cycle will run that will apply any collections posted to a customer number
and suspense fund (AP0006501A) 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 checkto 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
ATAT 4 4
Budzet Period ? CREATED ENTERED Sl

RRB (BILL) RUN (RS

COLLECTION
RECEIVED

EXPENSES
OPEN BILLS

NO EXPENSES
NO BILLS
Poststo Customer’s

Cldest OpenBill
(FIFO)

Post to Customer
and Suspense Fund

COLLECTION
RECEIVED

NO EXPENSES EXPENSES
NO BILLS OPEN BILLS

Postto Customer

and Suspense
@ P Poststo Bill
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APHIS ROWA SO Flowchart

APHIS
ROWA SO

SO = RRB (Bill)RUN

COLLECTION
—>
— RECEIVED DPR REQUEST G DP POSTING
BUDGET < |
CREATED

EXPENSES
ENTERED OH RUN

RRB (BILL) RUN

"

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
WRS 4’ 4 q
o CREATED ENTERED OH RUN

RRB (BILL) RUN

|

<€

NFC DOES BILL
TRANSMISSION
RUN

Y
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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

COLLECTION

RECEIVED via

IPAC FUNDS
TRANSFER

FOBBILLINGS & FOBBILLINGS -
yal AP - RESEARCH/ RESEARCH/
CORRECT ERROR CORRECT ERROR

COLLECTION

COLLECTION
POSTS TO BILL

CUst Mo Beginsw 5

POSTS TO BILL
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APHIS SO CREDIT MEMO PROCESS Flowchart

APHIS
SO CREDIT MEMO PROCESS

Expenses Reduced =2 Refund

EXPENSES
> RRB (BILL) RUN
REDUCED >

NEGATIVE EXPENSES
GREATER THAN
POSITIVE
EXPENSES?

YES.

\[oX
CREDIT MEMO
/ CREATED. BILL CREATED.

CREDIT MEMO
REJECTED. —
NN 70 REQUEST

REFUND IF
NEEDED

FOLLOWS 50
BILL PROCESS
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FMMI Intro
Accessing FMMI

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

nmiusdagov,
=

(@ FMMI Home usqe ]

File Edit View Favorites Tools Help

5 @ FOST @] FMMI Home Page | | Insicle APHIS 5 APHIS Home Page

USDA  untad Ststes Depatment of Agressirs
= Financial Management Modemization Initiative

= About FMMI | Help : Contact Us | She Map

All FMMI COMMs, O&M Meeting Recaps, daily FMMI
‘System Status, Functional Updates, and BI Status
will be pasted to the FMMI website at Latest System

Latest System Updatas

Fiscal Year 2015 CARS and GTAS Implementation FMMI Portal Resources
September 25, 2014
0l el Work o by
omputer?
Ta view information regarding FMMI changes due to the CARS and m,, S Riaom Vo Tan
GTAS implementation, please click here.
Trouble Logging In?

The Policy to Provide Accelerated Payment to Small Business depriosdianracid bmbnsy

Agency or Staff 2
Subcontractors has been extended until December 31, 2016, CHCK | pumctinnal Administrator
here to view the Memorandum frem the Office of Management and for help.
Budget.

'3 eAuth Registration

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 via the following
url: htps: / /afsimmi.service-now.com /

Welcome to the Financial Management Modernization Ak MM @
Initiative (FMMI) Homepag

The FMMI project i currently being supported by the Office of

Chief Financial Officer (OCFO) to modernize the departmental and

agency financisl and sdministrative payment and program genersl

ledger systems.

2. Click on Login/Enroll

USDA. vt s cputmertt A FMMI N
= Financial Management Modernization Initiative =¥l

m About FMMI - Help ¢ Contact Us : Site Map

You are here: Home

1 FMMI Portal

© FMMI Procassing Calondar All FMMI COMMs, O&M Meeting Recaps, daily FMMI
o Tr Afrercas System Status, Functional Updates, and BI Status Requires a USDA

Aol will be posted to the FMMI website at Latest System eAuthentication User ID
o Latest News o Latest System Updates
© Implementation

Fiscal Year 2015 CARS and GTAS Implementation FMMI Portal Resources
Decisions September 25, 2014
°mmm ; © Will FMMI Work on My
Computer?
, Frequently Asked To view tnformatlor_w regarding FI'WMI changes due to the CARS and Steps to Save You Time
Questions GTAS implementation, please click here.
' Trouble Logging In?

o FMMI Glossary The Policy to Provide Accelerated Payment to Small Business :';:':;:: vt your v

Subcontractors has been extended until December 31, 2016, Click Functional Administrator
here to view the Memorandum from the Office of Management and for help.

Budget.
eAuth Registration
i R Create Your USDA
Attention ServiceNow Users eAuthentication User ID
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3. The following screenwill display. Click on Click Here to Log in with your LincPass.

USDA united siates mﬁmtolmmmm 1D
| eAuthentication EHE

Home | AbouteAuthentication | Help i ContactUs '

You are here: eAuthentication Home > eAuthentication Login
Quick Links g

Find an LRA

LT eAuthentication Login
+ Creale an account
b Update your account LincPass (PIV) ? || UserID & Password ?

Administrator Links
User ID: User
'm?t?mm CLICK'HERE TO 1D is a required field
b ; LOG I N Password:

I forgot my User 1D | Password

REGISTER LOGIN

Change my Password

WITH YOU

LincPass (PIV)

4. The following screenwill appear. Wait for it to process.

Windows Security

Confirm Certificate

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

Looking for credential tiles...

o [ ]

5. The following screenwill appear and choose the P1V Authentication option. Click on OK to proceed.

Windows Security 7837|

Confirm Certificate

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

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

Click here to view certificate prope...

1

| ok || cance

6. The following screenwill display. Enter your PIN and click OK.
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ActivClient Login | % || &3 |

Actividentity

ActivClient

Flease enter your PIN.

PIN | |

0K Cancel

7. The following screenwill display. Welcome to FMMI!

Welcome n General Ledger Management  Interface Table Mai
FMMI Home

FMMI Home | History, Back Forward [B]
»

& Transtorming Financials ai the People’s Department

This is a United States Department of Agriculture computer system, which may be accessed and used only for official Gevernment business (or as otherwi itted b lati herized 1. L
access or use of this computer system may subject violaters to criminal, civil, andlar inistrative action. Al i ion on this P system may be intercepted, recorded, read, copied, and disclosed by and to
horized | for official purp included criminal investigations. Access or use of this computer system by any person, where ized or i i consent io those terms,
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FMMI Report Types

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

FMMI Report Types
e ECC
0 Real Time
o0 Drill Down Capabilities
0 Similar to Excel

Report Type Example = ECC — located under “Reports”

Enter profile

e BI
0 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”

Department of Agriculture
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable Cost Management  Funds Management [ef= e NECLGEIANELELET T
| Financial Reporis | Evaluation | BOBJ General Ledger Management Reporis | HANA General Ledger Management Reports | Bl General Ledger Reports

= Detail Trial Balance (BP) = Un-liquidated Obligations Detail Report
'-/-gj This report displays a detail view of the Standard Trial Balance by providing -Qj The Un-liquidated Obligations Detail Repo
e additional selection parameters and drill-down criteria. obligations, liquidating activity and outstan
by Fund. Purchase Orders, Funds Commif
Obligations are presented at a line item de
on the last activity posted against the oblic

=4 Standard Trial Balance =4 Status of Funds Project-to-Date
'-’Gj:l This report gives you the beginning balance, debit, credit, and ending '-’GJ:I This report provides project-to-date budge
e balance for both proprietary and budgetary General Ledger accounts. e The report displays the Original Authority (
Undistributed Appropriation (USGL/4450),
(USGL/4510 and 4590), Available Authorit
4850 ), Commitments (USGL/47xx), Obligi
Expenditures (USGL/49xx) by fund.
=i Status of Funds GL =4 Transaction Register Detail
'-’g:l This report provides year-to-date budget and actual activity by fund. The '-’gj This report provides a detail analysis of Fe
e report displays the Criginal Authority (USGL/41xx, 42xx and 43xx), = standard FMMI accounting elements

Undistributed Appropriation (USGL/4450), Undistributed Apportionment
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HANA
0 Real Time ECC Reports
0 Created by APHIS staff or USDA Headquarters
0 AR does not have any HANA Reports created currently

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

Accounts Receivable  Cost Management Funds Management

HANA General Ledger Management Re;

Welcome  Accounts Payable
| Financial Repo 1
Overview

Transaction Register Report

The purpose of this report is to list the individual line items that have been posted
to the 95 ledger table. The 95 ledger items represent all postings against the 95,
96, and 97 ledgers. Therefore, this report can be used to display 96 and 87 line
item information.

e

— Trial Balance by Fund at GL Account Level Report =5
A General Ledger Management report that details the Trial Balance by Fund, by b Q-
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 main source table for this report is FMUSFGT.

rts | Bl

Short Hand Code Report

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 pr¢
Ledger data for spending activii
Funded Program, Fund, Vendo
Obligating Document Number,

BOBJ

o0 Not Real Time Bl Reports, a day or so behind (date is in upper right hand corner of report)

o0 Created by APHIS staff
0 AR does not have any BOBJ Reports created currently

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

Accounts R

Welceme  Accounts Payable

BOBJ General Ledger Management Reports | HANA

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 Organizaticn (Fund Center) within each
program.

Earned Revenue Report
This Earned Revenue Report will display revenue activity for Timber e
Sales Accounting System (TSA) on a monthly and year-to-date basis.

This is a non-cumulative report, which means all perieds 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 n‘@\,
Ledger data for spending activity by Budget Peried, Fiscal Period,

Funded Program, Fund, Vendor, Document Type, Reference

Obligating Document Number, and FMMI Document Number.

Finance Dashboard

The Financial Management Dashboard pr¢
the Budget Execution for FAS when for ap
activity. It will allow users to view the entire
flowllifecycle across the fiscal years, Fisca
every program area. It also provides a mel
threugh 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 acti\|
data from both GL and FM tables in an aul
to provide users a more 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 tl
The report is required to help manage acci
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”
Open =08

Lal

System Type 9. [

L 7 o e BELEED

Portichs » APMIT Fepody > Accounts Recerable Repords

Descrphon 5 )
¥

| (2 Open Croct Memo
| j [) Open Creat Memo Vit Bank invoue Reference

E‘log.n Recaivabins by Budge!l Penad - Yea End
—l [B) Payrot_Repont
| [F)Reasen Cose RENRED 0113
= [P} Retered Dett 0113
j Bﬁm‘u Biting Cusiomer Actvily Repon
_J mﬂmute By Dttad Repodt by WBS

| [B) Rescurce Biting Report - Sum by Commiment tiem
__' [ﬂscm. Agdressen
_‘: [ Virke—off Ackty 0113
' -II [B) wrte-om Esgioie 0113
_: [F)ws OTC ER-WR CUSTOMER SUSP COLLECT (TRD)
| Byws o7c Recen
! : [F)ws oTC SUSP COLLECTIONS (TRD) = v

< >
_OK] Cancel

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

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

Roles in FMMI

e Ifyou have access in FMMI to perform a function, you have the role assigned to you. If you do not have
access to performthe 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 FEMMI 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, suchas 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

aiil of Agricishuie
Modermzatean linbabve
Funds Managernen?  General Ledger Management Inbegiace Table bt
| Dobt Wiga-0ff Procass | ATF Administration | ATF Reports AR Evalustion
Display Sales Order: Initial Screen
[ Menw 4 | A [Baci | [Ent | [ Canced | [ System o | [ Saies | [Tiem overview | [(Conering pasty | [ Grcers | [ Doapiay domcumen s | St
Crder
Sameh Crilelia
Prechase Gede i
¥ [ View TAS / BETC Data
| Soilaa party
e
* O TF Recon Reports | By Dotummenl
+ Budget Availabaity Control WBS Element
+ Budget Availabdlity Control |
+ Buschget Line Ibems Somch
* Customer Line liem
Disglay
+ Daily Collections
+ Dhsplay AR Document
* Display Funds
Commatmeant 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.

Cost Management  Funds Management
Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Proces)
Display Sales Order

|40 4

T

Dfspfa y Sales Order: Initial Screen

P Matisin ustomechtaster 7] [htenu ]| | 4 [Baek ] [©xit] [ Cancel ] [System.] [Saies |
+ [0 Manage Sales Order
* Display Sales Order
» [ Manage Billing Order 2200001871 |
» I Manage AR Documents
¥ [ Manage User Fees =
- . Purchase Order No.
» [J View TAS / BETC Dala
Sold-to party
oo
» OTF Recon Reports Billing Document
*+ Budget Availability Control WES Element
+ Budget Availability Control
* Budget Line ltems [ B Seoen ]
* 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.

United States Department of Agriculture
Financjal Management M

Welcome  Accounts Payable i Funds Management
Sales Order Billing Process | AR Proc AR oV age cess | Debt Write-Off Process

Display Sales Order

4] ¥| 4

A Display Sales Order: Initial Screen
I-CI:::anGmimm [ Menu . || | 4 [Back][Exit][ Cancel | [ System . | [Sales | [it
[ Manage Sales Order

* Display Sales Order
» 03 Manage Billing Order
» O Manage AR Documents
» [ Manage User Fees e
*o R Fo ol Purchase Order Na.
» O3 View TAS / BETC Data
Sokd-to party
-
* B TF Recon Reports Billing Document [ |
« Budget Availability Control WES Element JaF.RA.Ma45, 72, 0023 = 7
+ Budget Availability Control
* Budget Line Items [ [E} Search |
* Customer Line ltem
Display

* Daily Collections

STEP5: The following screen will appear which lists the WBS and associated SO documents.
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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) »

L3 Restrictions
(]9 [
WBES Element Sales ... tem
APRANA45T20031 60001183 oooo10
AP RA NAGS.T2 0031 60001276 000010
AP RANA45T20031 60001455 000010
AP RANA45T20031 60001666 000010
AP RANA45.72.0031 50002410 oogo1o
AP RANA45720031 80002711 0ooo010
AP RANAYS 720031 60002545 000010
APRANA45.T2.0031 70261158 oooo10
APRANA45T20031 70261846 oooo10
APRANA45T20031 70326740 oooo10
AP RANA45T20031 70326740 000020
[FPRANAIS 720031 3200001871 ooooin |
(1 2 =8lE3)

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

Display Reimb - No Advance 3200001871: Overview

Inerface Table Maintenance P
AR Evalustion | AR Repons

Funds Management  General Ledger Management
55 o Process | ATF Administraton | ATF H'\1!-'xl.'.

Moow ] A [t | (&) [ Caminl ] [ Bywiwm + | [ Coaurlay icumeniioer | | Samen svervew | [ Geaptay soms-iv party | [ Faacer g preses | [ Grters |
Bpwrrl - N At IROGOILETE Pl winhu 3,00, 00 v
S To Party SOCOEZT HRATIORAL PARK SEFWVICE [ ACCOUMTING OPERATIONS CENTER.. [
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SO Line Item Drill Down Instructions

STEP 7: To see the details of a SO line, Double Click on the line you want to view.

Display Sales Order
Display Reimb - No Advance 3200001871: Overview

=T A (88 ) (08 ][ Comcel | yviers o | [ gty dvcwmeend o | [ S verviee | [ Onply woki sty ] [ Fesmbes vt proviee | [ S |
Bipwnts - o Advases | B hoobaiits Wi e 0 oka, 0 Juss

Soua To Party [Teren) HATIONAL PR SEFMICE TACCOURTING CPERATIONS CERTER. |

Shap-To Pty ECSCRID HATIOMAL PARK SERMICE [ ADCOUNTRG OFERATIONS CENTER

PO Biumnbar PO e ORILT 2002 )

o Bales | ners eerore Bee pelnd ‘Crienry party Privcuserrard Engprg e for rectinon

Faq quder 23be o OB/7 2012 Dndronr Pigrd
Conlian wian Coiranl e
Tt esght 100

Dedevery bloch - Wi 0. 00
By Bceih - Wibtafy diie AR
Pagrmans e Do Net 3 nzzbaren
Croer e -
Sairy wren AFOS I AG T (kG| APHIS, USDS UEDS

B et
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BEL A R RN

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
[ ] A [Boock | (ot | [Canoet || System. | [ Font e | [ Foevious o | [ Fest dem | [ Lan o | [ Sisplay document Bow | | Mem cufou view | Comfiguiation | | Cosieg | [ Giag
Siles Diacimen Mem 1] e Ay Fihh | REEsh . Ko Asvance
L REDeR 12-T2E5-5501-14
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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

Display Sales Order

imb - No Advance 3200001871: Item Data

Menu 4 || A [Bock |[ System 4 | [ First item | [ Previous item | [ Next item | [ Lastitem_
Sales Document ltem Lo Ham catagory RONA | Rsimb - No Advance
Material REIME 12-T245-4831-14

Sales & Sales B I l:l'm‘hﬂﬂ'hl Shipping Billing Document Conditions :

Val.period
Contract start date

08/ 01/ 201
Coniract end date 08730 /2012

Val pariod category
Coniract val period o
Installation date Acceplance dale

Coniract signed Dismanting dals

Termination
Cancelalion proced

Reascn for cancel

Receipl of canc CanceRation party
Req cancailat dabe 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 for
Wildlife Services, ZRRB1 all other programs
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.

© oo No U
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Display Sales Order
Display Reimb - No Advance 3200001871: Item Data
[nerui o | 4 [Eack ]| [Ext] [Cancel | [ Syvtem . | [ First e | [ Frevioss sem | [ iest dees | [Last e | | Daplay document e || tiem outpu vew | [ Contquraton | [ Costnd
Saies Docwment Bem 0 Bem calegony RONA | Remb - Mo Advance
Maters REDE 12-TR5- £ 148
Sales A Sales B Coniract data Shagping Biling Duocument Conasbaons ACCound as sgrment Srhedule Ines Fuiners Tests
Accoun! ssignmant
Bt Siad AP
s I
-k T | b cat Sales doc dem
Crter Sagrenet (=] | et 00001871700
WES Elemant AP, BA. NASE, T2, 0000 [
| Commiment Bem [-ri- 7] u )
Dk welewant Mor cout SCCounting | Funds Cener AFESTRAS 4%
Cosing sheed [TRREL]  USOA - 00 for Al Erperses | Fund
1 AP B,
fiaee e |
P ki RIELE | Functional Area AFDOAGRE TR 000
| Funded Program AFRLA AT T2 DOEL
=) bt

iv.

V.

Texts Tab - only used on RONA and INTR SOs — shows the following:

Other agency’s agreement or MIPR number

Any accounting information the other agency needs for them to process the billing on their side
In some cases, such with a MIPR, the whole line of accounting provided on MIPR must be
entered

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

Hatenal

Sales A

Saies Docymend Bam 10

RET™E

Sales B

o [Back | [ B | [ Cancel || Sysiem o | [ First ferm | [ Frevious sem | [ Hesd tem | [ Larst itam | [ Gispiay Socument Biow | [ Configuraton | [ Cosing | [ o

e Salepory mons | Raimd - Ho Advance

V2 T2ASHE314A
Patrery - Texis

Contrac] daka Shipping Dadlorgy Drcasrraznd Corediecny Account assgnment Sekadubs nes

Tudy.

Lang

[ Mhaterial nalos bex EN

KPS AGREDMENTH: FlLIPGTOGES
Tad 14il/131034

ARCCT DARTA: S510-HIV

KPS POC: HATHY MCERY ZE4-4E1-2828
APHIS BOC: PAT FOCILE £12-336-3253%

L L

DO M

ERglish -

Order Data Tab—only used on RONA and INTR SOs — shows the following:
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v. PO number
12. RONA =the other agency’s agreement number or MIPR number
13. INTR = the other USDA agency’s FMMI PO number
vi. Purchase Order Item
14. INTR = the line number of the purchase order
vii. Purchase order no.
15. INTR = TAS (Treasury Account Symbol) in string format
viii. 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 Reimb - No Advance 3200001871: Item Data

| 4 [Back ] [Exit ][ Cancel | [ System 4 | [ Firstitem | [ Previous item | [ Nextitem | |
»ales Document ltem 10 Item category RONA | Reimb - No Advance
faterial REIMB 12-7245-4931-1A
Texts I Order Data I| Status Structure Additional data A Additional data B U.S. Fex
Sold-to party

PO number |P12PG?0685 |

Purchase order date 08/17 /2012

Purchase order type

Purchase order item E

Your Reference

Customer Material

Ship-to party
Purchase order no | |

Purchase order date
Purchase order type
Purchase order item

Your reference

e. USFederal Fields Tab—only used on RONA and INTR SOs — shows the following:
i. Asof 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 federalagency. 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 3200000855: Item Data

(Merma| b [Bak | Ext | [ Cancel | [ System o | [ Foni dem | | Previoe tem || e tem | | Lasi gem | [ Doplay socumen R | [ iem oupsl s || Conbguraton | [ Costeg | | Dopley maiessl |
Saen Dacument lem 16 Hrm atrgary Wi, | Rt - N Aguance

Maberial METME 1-PEIRS000R

Cegen Oata Statu Soustan Aot gala h sgosonsidaets® [ ULS. Facersl Fieids |
Ut5 Curwermivesnt Fiaits =3 U Gavverivme Fiis o

WS Grorwwamumasnd Fasbdy
Sublgvel Prafx (TP}
Agency 1D (TP}

AR Trwkagney (TR}
Bagin Prd &usd (TRY
End Prd Awall (T}
Aval Type Code (TR
i Account (TH)
Subaccourt (TF)

Tips:
0 Ifa 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 backto the main header page from line detail page, click on the Back button.

Display Sales Order

Display Reimb - No Advance 3200001871: Item Data

[ Meru oA [BaE] et | [ Cancel | [ System . |[Fist dem ] [Freous tem ] [Hed fem | [Castiiem | Disptay document fow ||
Sales Document lam 10 Hem calegory moMNa  Feimb - Mo Advance
Kiaterial REIME 12-7245-4931-14

Ovder Data Status Siruchans Agditional data & Additional data B _l.l._l.mﬂiﬁ |

US Government Fields __ﬁ

SO Display Doc Flow Instructions
STEP 10: Tosee 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 Sakes Order

Display Reimb - No Advance 3200001871: Overview

Hers 4 o | Back || Ewi || Cances _§||§m.__ Sas overvrs || Deaplay sl party | | Hescer oupel prsveess || Oegery
A - Ko Advircs | J0S0OLETL Ml visiom 1604, 00 [0
Said-Ta Pady [T Pt HATIOHAL PARK SERVICE | ACCOURNTING OFERATIONS CINTER
ST Pty (10 Pl HATHOHAL PARK SERVICE | ACCDUMTIGD OFERATIONS CERNTER
PO Ry P daig oaiarireqs =]
Sailen Bern troarva Bere 2ot Crderrg party Procuremert Shpping Fpiaon ke ieption

Ry el a3 o) [elFETIELE Cueris Pt

== TR Contract ond

Talal Vismghl o

Doebrrey Bl - Vikare 0,050

Eiling tkek = Prng aie o817 e

Pyl o3 Wl 3G ke ohmarrn

ity ISR
S area

AN dwmn

Ll Rl
10 REEVE

BECD HEE SR BE

APog | aad A APWES USDA USDA

enirpdar WEL Eleend Dt Chanstity Un  Aesud o
12: T3R5S40 148 AF, RA ik TT. 001 i WA

LS Hid free oty
B, 004, 00 i Wi

Pl BCe CeTy CATD BLCE O
1,004, 00 LGD O ARG ROk REME

STEP 11: The following screenwill 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.

iv. 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.

v. 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 [Back |[ Exit|[ System . | [ Details | [ Status overview | [ Display document | [ Service documents | [ Graphic |
Business partner 0005000820 NATIONAL PARK SERVICE
Material REIMB REIMBURSAELE
| | B4
Diocument Quantity | Unit Ref value Cumency |On Stalus
= 2] =p Reimb - No Advance 3200001571/ 10 1| VA 3.024.00 | USD 08M17/2012 | Open
- D Debit Memo Request 0070261155 § 10 1 VA 111.12 USD 09/26/2012 Completed
¥ =] Debit Memo 0090688286 / 10 1 VA 111.12  USD 09/26/2012  Fl dec. generated
D Accounting document 3000619756 1 VA 09/26/2012 | Cleared
D Accounting document 0409352342 1 VA 09726/2012 | Cleared
- D Debit Memo Request 0070261846 § 10 1 WA 269245 USD 10/15/2012  Completed
- D Debit Memo 0090683422 f 10 1 VA 269243 USD 10M115/2012  Fl dec. generated
D Accounting document 3000397606 1 VA 10152012 | Cleared
D Accounting document 0410019399 1 VA 10152012 | Cleared
+ [2) Credit Memo Request 0060001133 / 10 0 VA 0.00 USD 11/06/2012  Completed
D Credit Memo 0091290647 / 10 1 WA 0.00 USD 03/03/2014  Fl dec. not required
+ [) Credit Memo Request 0060001276 / 10 0 VA 0.00 USD 12/05/2012 Completed
D Credit Memo 0091290648 7 10 1 VA 0.00 USD 03/03/2014  Fl doc. not required
- D Credit Memo Request 0060001455 7 10 0 VA 000 USD 01/05/2013 Completed
[Z) Credit Memo 0091290650/ 10 1| VA 0.00 USD 03/03/2014  Fl dec. not required
- D Credit Memo Request 0060001866 10 o VA 0.00 USD 02/05/2013 Completed
[Z) Credit Memo 0091290651 / 10 1 VA 0.00 USD 03/03/2014  Fl dec. not required
+ [=) Debit Memo Request 0070326740 / 10 1 VA 53.43 USD 03/05/2013 Completed
~ =) Debit Memo 0090872599 / 10 1| VA 53.43 USD 03/06/2013  Fl dec. generated
D Accounting document 3000885354 1| WA 03/06/2013 | Cleared
D Accounting document 04134519098 1 WA 03/06/2013 | Cleared
+ [Z) Debit Memo Request 0070326740 / 20 1 VA 149.21 USD 03/05/2013 Completed
- D Debit Memo 0090872599 /20 1 VA 14921 USD 03/06/2013  Fl doc. generated
D Accounting document 3000555354 1 VA 03/06/2013 = Cleared
D Accounting document 0413451909 1 WA 03/06/2013 | Cleared

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

14 = bill was paid with a check, wire, ACH or plastic card

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:

Display Sales Order

Display Document: Data Entry View

| Menu 4 | A [Bai]
Diaka Entry View
Document Nember | 300081971 & Compary Cooe
Cestuammisnt Dipter 0926 /2003 Peatieg Dule
Haterence CEFEABTEE Croas-Comg Mo
CuTency (]

[IE=1

Facal Year 3643

09/ e 200z | Peod 12

IR TR P e Y P . PR
Cimg doc Ea PH  Acooust Descrphan
5y 0 SM00EM HATICHEAL PARK SERY

SN0k SenfeeEas

Ledges Foup
s EH
Amgasrd Anasgomend Commibrerd Hem  WDE slsmand
18 i2 AR

LRRR PO o T b e h P

Funded Progeam
FPDEFALILT
AP RAHAAS I 0031 AP RA KA T 00N

Bk | [ Canced || System 4 | | Change Dipiay/Changs bioos | [ Display notier Document || Sl indedual Cibjed || Dwpiay Document Meader | | Drpix

Furecbiarsl dred
AJDEFALLT
APSIAGRERENA tTid
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STEP 13: Note the following payment details:
a. TextField -
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

[Wenu « | | 4 [Back | [Ext][ Cancel | [ System 4 | [ Change Display/Change Mode || Display Another Document | [ Select Individual Object | [ Display Document Header | [ Displ
Data Entry View

Document Number 000619756 Company Code USDA Fiscal Year 2012

Document Date 09/26/2012 Posting Diale: 09/26/2012 | Period 12

Reference omp No.

Cumency UsD el B ] Ledger Group

& BT | B | DR e | b

Clng doc.  Account Descrpton Amount Assignment Cm.. WES element Fund Funded Program Functional Area EP  C.. Funds Cenler Tex
2400026363 3000620 NATIONAL PARK SERV  111.12 AR FPDEFAULT AGDEFAULT
5200000200 ServRev-Exch 111.12- 30006197562012 0200 AP RAMNA45T72.0031 APOD1E00AR APRAMNA4ST2Z0031 APOOAGREIMBUR 1212 APWEER4545

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

= A [Back | [Exl | | Cancel | | System 4 | [ Chasge Diaglay/Change Wade | [ Diapiay Anciber Docusest | [ Sehen Indrwual Dty | | Daplay Dotumenl Heade | | Dagle
Ota Emiry View

Docuoment Humber 3000619756 Carspity Code [ Fiacal Ve 1012

Docsamend Chale 09,26/ 1012 Fleatesg Dlate o8 26/ 2002 | Pedod 12

Fefesence DOSDLEE2EL Cross-Comp ha

Carrency s Lodges Gecup

| BRSO | B | D .55 | I

Cleng 8ot Eamd Fngs  PX Accounl Descripiicn st & Commimgel Bam WS slamaen Fended Program Fa
I:I-MIE]- ol 5000520 HATIGHEL PARY SERY 1112 AR FPOEFALLT lll
9 MDD Senflev-Ench 110,12 MO HTSE20T B AP RA HEAS T2 DI APRAMASTIDOZY  AF

L] L3

The following screenwill display.

Display Document: Line Item 001

[ Menu ]| | 4 [Exit | [ Cancel | | System . | [ Change Display/Change Mode | [ Di
Customer 5000620 NATIONAL PARK SERVICE GIL Acc 1310900000
CoCode UsDA ACCOUNTING OPERATIONS CENTER
US Dept of Agriculture HERMDON Doc. Mo. 3000619756

Line ltem 1 / Invoice / 01

Amount 111.12 uso

Additional Data

Bus. Area APOO

Disc. base 0.00 Disc. Amount 0.00 usD

Payt Terms 0020 Daysipercent 30 |0.000 (% |0 |o.000 (%0

Bline Date 09/26/2012 Invoice ref. '3 '

Pmnt Block

Payment Ref.  |oosoesazas |

Contract i Flow Type

Clearing 10/04/2012 |/ |2400026363

Assignment

Text | | [ Longtext
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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)) (must
include FMMI PO number if another USDA agency)

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

a.

b.

SHCs - SHC Tab
i. Only select the feeder systems where the code should be used. Feeders include:

1 GOVTI’ip Government travel transactions

2. SmartPay2/ WEX Purchase/fleet card processing

3. webTA Employeetime & attendance

4, MASC Other USDA systems (i.e., ABCO, PACS, PROP)
5 1AS Integrated Acquisition System (Purchasing)

6. CPAIS Real property system

7. TRVL Travel System for relocations

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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http://inside.aphis.usda.gov/mrpbs/systems/fmmi/downloads/SO_Coversheet_Fillable.pdf
http://inside.aphis.usda.gov/mrpbs/systems/fmmi/downloads/accounting_code_request_form.xls
mailto:Master.Data.Requests@aphis.usda.gov
mailto:MRP.Billing.Requests@APHIS.USDA.GOV
http://inside.aphis.usda.gov/mrpbs/systems/fmmi/downloads/SO_Coversheet_Fillable.pdf
http://inside.aphis.usda.gov/mrpbs/systems/fmmi/downloads/accounting_code_request_form.xls

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. Contractend date
STEP 3: Account Assignment Tab
f.  Overhead Costing Sheet
I. Options and what they mean
1. For RONAand INTR, it is ZRRB1
a. ZRRBL1is tied to 16.15% OH for all programs
2. For ROWE and ROWA there are multiple costing sheets. Inorder to bring WS
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 FY'15) but after fiscal year 2017 this will not change unless there is a
change in either agency OH or program OH.
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
ZRRB1 = is used for all programs besides WS

o o0 oW

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
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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 o
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management Funds Management  General Ledger Management LG sarl2-E] 0 Rk
Shorthand Code Requests ~ Shorthand Code Evaluation
View Shorthand Code

il 4

LIRSS Shorthand Codes: Add/Modify/View
- 4 [Save as Variant_ | [ Back | [ Exit | [ Cancel | [ Syslem . | [ Execute | [ Gel Varianl__. | [ Program Documentaion

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

United States Dapartmant of Agriculture
Financial Management Modernization Initiative
Welcome  Accounts Payable  Accounts Receivable  Cost Management Funds Management  General Ledger Management i =" M0 R B
Shorthand Code Requests | Shorthand Code Evaluation
View Shorthand Code
iy 4
IEEEXSTHN,.  shorthand Codes: Add/Modify/View
'E:sv;*mm;“ Mem 4 | | 4 [Save as Variant._. | [ Back |[ Exit |[ Cancel || System 4 | [ Execute || Gel Varianl... | [ Program Documentaion
* Display Shorthand Code to
Desivation Rules
S — =T =) View existing record -
A
» O TF Recon Reports s:::;:m et .l o > E2
+ Budget Availability Control - - :
5 D
+ Budget Line ltems Jell [ ] to
* Customer Line ltem Fund "’ (2]
Display Budge! Period o 3
+ Daily Collections Gost Genter o 5]
+ Display AR Document Functional Area o =
* Display Funds WES Element I Jto [=]
Commitment Treasury Symbol [ o 1 @
+ Display G/L Account Accounting Station Code [ ] o i
Document . - - (2]
* Display List of Invoice St <
Documents FFIS Shorthand Code o [=]
+ Display Purchase FFIS Budget Fiscal Year o =]
Requisition FFIS End Budget Fiscal Year o &
* Document Chain Report FFIS Fund [ to =3
* Line ltems - Actual FFIS Division ] to [=]
C_osls:Revenues _ FFIS Organizalion - . =
+ List of Customer Line FFIS Sub-Organization - : o
Items Report nR— L
- List Purchase Orders FFIS Cost Organization ] 1o =
» Maintain Customer Master FFIS Cost Sub-Organization L =]
Data FFIS Program o =]
* Project Builder FFIS Job Number [ ] to Gl
* Reimbursable Orders FFIS Reporting Category ] o [=]
Report

STEP 3: To search by WBS, enter the following data:
a. Agency =34 (APHIS)
b. WBSElement =i.e. AP.RA.RX47.72.0080
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c. Click Execute to run the report

View Shorthand Code

Shorthand Codes: Add/Modify/View

(=) View existing record

Menu 4 || 4 SaveasVariant.. | Back | [ Exit|[ Cancel || System 4 |[ Execute ][ Get Variant

Agency
Shorthand Codes [ o [ =
System ID [ ‘ to [ =)
Fund [ 1 to 7 @
Budget Period [ ] to y =3
Cost Center [ ] to [ ] o
Functional Area [ to [ | =
WBS Element |2p.Ra.Rx47.72. 0080 Jto [ =]
Treasury Symbol [ to [ |
Accounting Station Code [ | to [ | o
Status i
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
[benu 4 4 Back | [Exn | [ Cancel | [ System 4 | [ Govirip Orgs |
B | B L | e
T Agency  Cooe Pemod  fSiatus Fund CostCnir Funcirea WBS TrSymbel
7] SXWSERATATREIMBURRXATT20080 15 Jactive APOOTG00AR  APWSERSTAT APDOAGREIMBURDOD  APRARXAT 720080 12X1600
34 SXWSERATATREIMBURRXATT200E0 T1EMO0 Aciive APDIIE00AR APWSERATAT APDQAGREIMBURDDI0 AP RARXAT.TZO008D 12X1600
34 SXWISERATATREIMBURRXAT 20080 15K (ACTive API0TB00AR  APWSERATAT APDOAGREIMBURDIO AP RARXAT T2 0080 12X1600
LT SXWSERATATREIMBURRX47T20080 1500 Jactive AFOOT600AR  APWSERATAT APOOAGREIMBURDOO0  APRARKAT.720080 12X1600
j3d SXWSERATATREIMBLURRX4TT20080 15K Active APDIGO0AR  APWSERATAT APDQAGREIMBLURDIO AP RARMAT T2 0080 12X1800
3 SXWSERATATREIMBURRXATT20080 18300 ACTive APDIIE00AR APWSERATAT APDQAGREIMBURDI0 AP RARXAT.T2008D 12X1600

New WBS Elements Verification (Where Applicable)

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

Considerations

FMMI

WBS Elements that are reused should already be open/active.

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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Enter profile

Database prof.

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 screenwill appear. Enter the following:
a. WBSElement —i.e. AP.RA.RX47.72.0080
b. Click Execute

WBS Master Data Report

Project Info System: WBS Elements Initial Screen

[Menua][

4 _Save as Variant.,

Project Management Selections (DB pmﬁll 000000000001)
Project [ o >

WBS Element

Additional WBS element criteria
L] [ 1] o [ 9]

Layout [/wes cHECK |

[ Back | [ Exit | [ Cancel | System . |[Execute ]| Get Variant . |[ Dynamic selections | Test selection s

STEP 3: The screenwill 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
Menu || | 4 _Back ] [Exit] [ Cancel ] [ System 4
| BIFEE | 25 | B | ﬂ]@ﬂlﬁﬂ][ﬁﬂﬂ@m-

7 |Project defintion WBS element Lev.CA

| APRARX4T AP RARX4T TN-NF, NO-YEAR 1 USDA
| AP RARXAT AP RARX4T 72 TN-NF, NO-YEAR, ER 2 USDA
| AP RARX4T JAP.RARX47.72.0080 | EEat musm

No. resp. Finish (B)

Basic stri
1070172001
10v01/2001

1 0973072020
1 0873072020
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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 reportis 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 reportis 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

USDA
= United States Department of Agriculture
=

Financial Management Modernization Initiative

Accounts Payable  Accounts Receivable M®SdNELET[T00Ts4
Cost Management Evaluation | Cost Management Reports | Bl Cost Management Reports

Line Items - Actual Costs/Revenues
|4]0] 4

Welcome

EE=E""-| | Display Project Actual Cost Line kems
» Cost Management I| Menu) 4| | || [ Save as variant |[ Back |[ §
» [ Project Systems

I|I7 Enter profile

= Structure Overview Report

= Project Structure Overview I Database prof. 000000000001 |
Report

—WHS Master Data Begort

= Line Items - Actual
Costs/Revenues

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. WBSElement =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_RRBZ2 is customized at this time to pull only for budget periods 13XX, 14XX and
15XX. This reportis 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.

General Ledger Management  Interface Table Mamber

Line Hems - Actual Costs/Revenuas
ale [

. Display Project Actual Cost Line Items
:E::.:""'—- [ a | o [ Gave ma vanant | [Back m;;cm'fz,ﬁﬁwl:@ww- el | [ Crymame: nsiections | | Delete 1
* Syustos reeries Deport
" Piagect Sthectue Croeriew
Bepert
* WWES Manler Data Repernt
® Line Heme - Actusd
CoalpHEvinues
" Coad Marachasl Pln Saed -
Pl bl B
* Coai Elerssal Plan-daeed -
AckupliC ot T ol e
* Ackial Pesject Conl Par e
hesnih, Cotrent FRcal Your Eont Fiprrasnt ] i | T
Repert . S

comtamome
+ B TF Recen Repors
+ Budget Availabulity Contrel |

+ Budget Availability Contral Boating flats
« Buoget Line ltems Fatng daie 3
- Customer Line [tem

Dusplay

; Semngs
+ Dady Collactions Layoud ml,mmm_,;,_l_m
« Display AR Document ¥ % r
+ Display Funds ;

Commimeant
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STEP 4: The report will populate as shown below

Display Actual Cost Line Items for Projects
4 [ System | [ Dacument | [ Master Record | [ Correction Request [ SetFilter | [ Sort in Ascending Order | [ Sortin Descending Order || Change Layout.._| [ Select Layout... | [ Save L4

Layout /1_USDA_RR RRB GL's from ser RIA_CEL.ALL

Object WBS AP.FA.RX34.72.0035 UNICN COUNTY

Cost Element 5200000200 To 6400001269 ServRev-Exch...

Posting Date 04/01/2014 To 07/31/2014
WBS Element BP _ |“ Pe__|Posting Date |Doc Date DocumentNo |Doc... |CostElem.._ |Cost element descr. = Value TranC... [DIC |Document Header Text Name User Name
AP RARX3472.0035 13XX 7 04042014 04/04/2014 3018534863 SU 6100001100  Personnel compensation 3213350 APWSER3434 10XX MS, FS, DG PPO3 173 PAY HOURS FD0O198913
AP.RARX3472.0035 |14XX 042772014 043002014 3018800787  zP 6100001101  Base Pay - US Non-Wage Board-Full-Time P 22096 D |0S07 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP.RARX3472.0035 |14XX 042772014 | 04/30/2014 3018801209 ZP 6100001101  Base Pay - US Non-Wage Board-Full-Time P 220.96-C |0S07 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP RARX3472.0035 |14XX 042712014 | 0430/2014 3018803102 7P 6100001101  Base Pay - US Non-Wage Board-Full-Time F 140098 D 0707 34:4XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX3472.0035 |14XX 042772014 | 0430/2014 3018803102 7P 6100001131  Base Pay - US Non-Wage Board-Part-Time 101600 0707 34:4XWSER3434REIMBURRX34720035  FIPYROL1
AP.RARX3472.0035 |14XX 04122014 |04/17/2014 3018529352 zP 6100001101  Base Pay - US Non-Wage Board-Full-Time P 1253.42D 0606 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP.RARX3472.0035 |14XX 04122014 |04/17/2014 3018529352 zP 6100001131  Base Pay - US Non-Wage Board-Part-Time 10160 D 0606 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP RARX3472.0035 |13XX 0400772014 | 04/07/2014 3018436427 sSU 6100001121  Base Pay - US Non-Wage Board-Full-Time T 52164 D | APWSER3434 10XX  FS PPD4 PAY HRS 345 FOD18913
AP RARX3472.0035 |13XX 0400772014 | 04/07/2014 3018436427 SU 6100001183 | Lump Sum Payments - Permanent-hon-Wag 170300 D |APWSER3434 10XX MS PPD4 PAYHRS 81.25 FOD18913
AP.RARX3472.0035 |14XX 042772014 043002014 3018801209 zP 6100001274 TSP - Government-Basic Contribution 221-c  |0s07 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP.RARX3472.0035 |14XX 04122014 |04/17/2014 3018529352 zP 6100001274 TSP - Government-Basic Contribution 1357 D |0806 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP RARX3472.0035 |14XX 042712014 | 0413012014 7P 6100001274 | TSP - Government-Basic Contribution 1504 D |0707 34:4XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX3472.0035 |14XX 042712014 | 04/30/2014 3018800787 ZP 6100001274 | TSP - Government-Basic Contribution 221D 0507 34:4XWSER3434REIMBURRX34720035  FIPYROL1
AP.RARX3472.0035 |14XX 042772014 043002014 3018801209 zP 6100001275 | TSP - Government-Maiching Confribution 884-C (0507 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP.RARX3472.0035 |14XX 04122014 |04/17/2014 3018529352 zP 6100001275 | TSP - Government-Maiching Confribution 5420D 0606 34:4XWSER3434REIMBURRX 34720035  FIPYROL1
AP RARX3472.0035 |14XX 042712014 | 0430/2014 3018803102 7P 6100001275 | TSP - Government-Maiching Contribution 60.10D 0707 34:4XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX3472.0035 |14XX 042712014 | 04/30/2014 3018800787 ZP 6100001275 | TSP - Government-Maiching Confribution 884D 0507 34:4XWSER3434REIMBURRX34720035  FIPYROL1
AP RARX34720035 13XX 0407/2014 04/07/2014 3018436437 SU 6100002121  Mileage - Domestic 89859 D APWSER3434 10XX  FS SF1164 02/26/13 MILEAGE FD0O19913
AP.RARX3472.0035 |14XX 04162014  |04/16/2014 3018573529 ZS 6100002530  Repair Alleration,or Maint - Equip, Fum, 58.00D 411558798 £362628  BILLS GARAGE BANKUSER
AP.RARX3472.0035 |13XX 04/16/2014 | 04/16/2014 3018573529 Z5 6100002530  Repair Alteration, or Maint - Equip, Fum, 58.00- C | 411558798 A362628  BILLS GARAGE BANKUSER
AP RARX3472.0035 |13XX 04/16/2014 | 04/16/2014 3018573530 75 6100002530 | Repair, Alteration,or Maint - Equip, Furn. 1200-C 411558798 A362628  SHAMMY SHINECLI BANKUSER
AP RARX3472.0035 14XX 04/16/2014 04/16/2014 3018573530 ZS 6100002530  Repair Alteration,or Maint - Equip, Furn, 1200 0 411558798 A362828 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).

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

Welcome Cost Management Interface

nent Evaluation | Cost Management Reports | BIC

Accounts Payable  Accounts Receivable Funds Management

t Management Repo

General Ledger Management

Line Items - Actual Costs/Revenues
14|+ 4
EEETEZEE | Dispiay Actual Cost Line ftems for Projects
» (oCost Management I LN | [ Cancel | [ System | [ Document || Master Record || Correction Request | D
= [OPreject Systems Print Preview Cir+Shift+F10 |
= Structure Overview Report Edit N
TF FOST WBS DOC DOC DATE TYPE
S R T TR Goto — TRUST FUND COLD TREATHENT. ..
Report Settings po 'P0 Op Exp-SupMat—Gen
* WBS Master Data Report Extras EEHTE '
* Line ltems - Actual Environment = Shift+F3
Costs/Revenues System »
= Cost Hierarchical Plan-based - Help » |' |_
— er BP zValiCOArea Crcy |"Doc... ["Documen... RefDocNo  Postg Date
- Cost Element Plan-! _ Using. 3 125X 1,042.45 ND 3003951063 1901624835 12/27/2011
ActualCommitmentTotalPlan SAP GUI for HTML Options v 212X 2,475.89 3003693633 1901490426 11/29/2011
e AP.TF.COMD.00.003 2012] 2 [12x¢ 828.99 3003581178 1901477152 11H6/2011
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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.

USDA

United States Department of Agriculture
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable JEM<S4IELEREUESM Funds Management G
Cost Management Evaluation | Cost Management Reports | Bl Cost Management Reports
Line Items - Actual Costs/Revenues
|41+ 4
Business Activity Display Actual Cost Line ems for Projects

» (3Cost Management 1 | [Back] [ Ext [ Cancel | [ System] | [ Documen|

""—"‘P;::ls:"’ = [ Frint Ly List

= Project Structure Overview Output Device [POF PRINTER iu]
Report Number of copies 1

= WBS Master Data Report

= Line ltems - Actual
CostsiRevenues

= Cost Hierarchical Plan-based -
Plan/ActualVariance

= Cost Element Plan-based -
ActualCommémentTotalPian

= Actual Project Cost Per Month,
Current Fiscal Year Report

myPortal Favorites =

* ATF Summary Report

* Display Spool Reguests -
= e
* Document Chain Report ] Properties Il

Number of pages
«) Print all
Print fram page 0 To 0

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

USDA United States Department of Agriculture
Financial Management Modernization Initiative

I Welcome  Accounts Payable  Accounts Receivable JMSNELECEICELIM Funds Management  General Ledger Management  Interface Table M3

Cost Management Evaluation | Cost Management Reports | Bl Cost Management Re

Line Items - Actual Costs/Revenues
)] C}
EE=EE | Display Actual Cost Line tems for Projects
» [3Cost Management I q | [Back | Exit][ Cancel | [ System] | [ Document || Waster Record |[ Correction Request || Details |[ Set
+ (Project Systems Print Preview Ctri+Shift+F10 |
0 S TGO ST Edit v | Print Ciri+P
« Project Structure Overview — . TF_ FOST WBS DOC DOC DATE TYPE
Report Settings »
* WBS Master Data Report Extras o | BEE D
s Line ltems - Actual Envmonmment | Exit ShiftsF3 ! Local File Ctrl+Shift+F9
Costs/Revenues System D
* Cost Hierarchical Plan-based - Help » " " =
Plan/ActualiVariance er BP =ValiCOArea Crey |"Doc... ["Documen... RefDocMo  PostgDate  |"Created
+ Cost Element Plan-based - Using .. 312X 1,042.45 ND 3003951063 1001624835 12/27/12011 |12/27/201
P - SAP GUI for HTML Options v | 212 2,475.89 3003693633 1901490426 [11/29/2011 |11/30/201
+ Actual Project Cost Fer Month, AP.TF.COMD.00.0031 2012] 2[12xx 828.99 3003581178 1901477152 [1116/2011 |1117/201

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

sl
= X

Save In: | SapWorkDir |V‘ ‘E E] E] .33 E:‘

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

Files of Type: |XML file nm. (*.MHT) lv

Cancel
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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 LIACR BOC 2670 FY 12 Per 1-3 export.XLS', is in a different format than specified by the

Com ] o] [ ]

sre@alr M LIACR BOC 2670 1Y 12 Per 13 exgert = Miseact Excel
Wome  wen  Reelmend fomes s | Medew  Vew  croe
| . 5 [ comenem ® (s 1 mm - - a e gy
& &3 0 @ BIT™a@D T s H = B 5 MW H_
B rom s v oo e - g | e gh osom | o Tenw Rencw  Pu oo WS | Grap USSUp S
Aoiits W B Sowes s s J G dchvarsrd gl scanes Vahdansn - e b
ot Lot Bt Covacians | Lat e bibn Eata Teel Cutirm
El5 - ka3

V(e

]

1 Elemont D | Groatnd o0 [N
| 2 AP TF COMD 000155 2013 20N 12270 P
43 APTF COMD.D0D031 2012 2 122K 247500 MO 1901490425 11292011 117302011 7
4 AP TP COMD 00 0001 P2 R 020 58 KO "5t ‘01477152 AGF0N 1T P
§ 5 AP TF COMD 000031 2012 +] 12K 39 22 1D 0950053 190140308 MA2011 117142011 P
Yo aptroounonoar Tz B 21720 1 T L PRV T R0 2R I
7 APTF COMD 000031 2013 ] KK 13490 1D 003051434 1901674230 2ATIN 12T W
B APTF COMD.00.0024 2012 3 1200 6208 HD "2 1601 823481 W0 A0 I
9 APTF COMD.00.0024 2012 R 12356 WD "H0IT21105 1001 442564 IO AN N
U AR TF COMD.0000 2002 B L FE 136:20 00 101 s53014 NANT Ttz N
11 AP TF COMD 00 0024 2132 ] 12K “H03434405 101 3650 1o
12 APTF COMLLD0 0024 2002 z 12%% i RO Tn01 305650 EEN I
13 APTFCOMD D002 2012 2 12 “H0305 1501 326650 1320n
4 APTF COMD.D0 0024 2012 % 123K . "M 1901 MR Wy IR
15 AP TF COMD 00 0024 P2 I M Sooaas  “1eennom M n
1) AP TF COMD 00020 2012 a m}s I : 0551854 VI Y
1T AP TF COMID 00 0085 2012 9 @ STy “wanazesy 05N BEVINL Y,
8 AP TF COMD 00 0183 Pz 5 XX 150 78 A0S0 SOOR5ARSA I ABFIIN Y
19 AP TF COMD. 000198 2012 3 1200 530 25 “w0nuzveed s 12202011 122200 ¥
20 AP TF COMD 00 0304 R 1550 75 030z 500551858 12333011 12232001 ¥
21 AP TF COVD. 00 (208 "2012 3 1200 1970 25 "wonuzeed "soons1ees I TBINEON Y
22 AP.TF COMD.00 201 12 3 12K 30000 25 “moaresar “soesares 1WA VI H
23 AP TF COMD.00.0031 2012 % 120 1000 25 Ta0arsdso TSos3ares 1282011 1282011 Ky
24 APTECOMDDO0OM B2 5w 1000 26 "H03134149 05 7ES TR 12BN N
25 APTT TRE3AVR0M60 2012 3 12XK 25.40 5 00007 “Soos4783 1292011 1292011 D
26 APTEOOND 00024 2012 3 12KK 320000 KA Toonmssar  "1S0158007 121122011 1212201 M
27 APTFCOMDOOOOM 2012 5 1xx 715 W 0904543 190177 1234201 12242001 1y
20 AP TF GO 00 0031 % 1200 1000 2 “w0ns08191 10145470 TGO 10BNy
20 AP TF COMD 00 0031 P43 2 XX 000 TW TM0ASIID R0 4557 LAI0I A B
£ I 1 I 10,1342 ]

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

G@-lu« » Com.. » JMNumberger (\\mnmifsi0\home) (.. » [ 43 || Search iurmberger .. 2|
A ]

Organize = New folder

Name Date modified Type i
4 Libraries L] May v sos 6/21/2012 840 AM  Microsalt
% Documents 4] LIV Docs to Review 111411 11/14/2011 343 A Microsaft
< Music L] LIACR VSSLOO0124 for statement 7-11-1..  7/11/2012 337 /M Micrasoft/5]
o Pichives L) LACR all TF 6-22-12 exporXLS 622/2012 1102 A Microsoft
8 videos & & LACR All TF 5-30-12 OH BOC 5/30/2012230PM  Microsoft
L] LIACR All APTF 101811 10/18/2011 222 A Microsoft
¥ Computer | L] LIACR 7-5-12 CM AP.TF.COMD.OD.P209 ex..  7/5/2012 4:05 PM Micresoft
& OSDisk () 6] LIACR 7-5-12 ARTF.COMD.00.2221 expor.. 2012405PM  Microsoft
st Mblurnberger () ] LIACR 7-5-12 AP.TF.COMD.OD0221 zera . 012405PM  Micrasoft
 INFOQAMNMIESL ) |1acR 7-5-12 ARTF.COMDO0O221 expo..  7/5/2012404PM  Microsoft
o APPS [\MNMIFS] -~ + il | v
File pome:  hACM LIACR BOC 2670 FY 12 Per 1-3 xportXLS v
Save a5 type: [Excel Workbook |
Authors: Nurnberger, lennifier M _ Tags: Add a tag

7] Save Thumbnal

= Hide Folders ook E[ Shnedh
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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). Itis important for people to use the most accurate data they can on every
document.

Types of Payments and FM M1 Require ments
Manually Ente red Obligations/Payments — these are payments which are manually entered by FOST or IOAT
into FMMI.
Examples: 1164, Training, Coop Agreements, Misc Pays, BSE, Fee Basis, Indemnities, Transportation,
Postage, etc.
Required FMMI Master Data:
¢ 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 (1AS), 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
GovTrip Real Time (Web SVC) MASC (inCIUdeS PROP, Dally 10:00 am
. ABCO, TRVL) 3:00 pm
IAS Real Time (websvc) 11:00 pm
SmartPay?2 5:00 am (M-F) ST S T
TRVL 500 pm (M-F) ovrip ay 0 pm
SmartPay2 / WEX Daily 7:30 pm
WEX ?27?

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:

= Invalid/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. Ifthe 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.

Listof APHIS Feeder Systems

ETS2 / Concur 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

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

Start Date: 10/01/2014 End Date: 10031/2014

Originating ALC Customer ALC
04000001 12401000
Docurment Reference Mumber

02132835

=

1010672014
ALC Contact
Lanee D. Young
Contact Emai
iyoung@gpo.gov

10/3172014 3

Submitter ALC COLLECTION

2000001

Surnmary Amount
$2,544.00
Accomplished Date Accounting Date  Mumber of Detail(s)

Qrignator DO Symbol

X215
Contact Phone
25122083

Detal Number Receiver Treasury Account Symbol  Recesver DUNS+4 Sender Treasury Account Symbod Sender DUMNS=4

004  X4505001
Receiver BETC Receiver DUNS  Sender BETC Sender DUNS
ColLL
Purchase Order Mumber mvoice Number
341010-520085 1823301
Obligating Docurnent Mumiber Requistion Mumb=sr Contract Mumber
1823891 0 1]
CLIN Jas Nurriber
0 [i]
ACT(race nurmber) Job [Froject) Mumber  Pay Flag Recever Dept Code
'] a F i2
Uinit of lssue Quantity Linit Price Deetail Amount
EA 100 $316.00 $3168.00
ACRM Accountng Classfication Code FEMNASAMADIN DD Activity Address Code
1] [4] 1]
Transaction Contact Contact Phone
L Young 202-512-2083
wm { Print Cirder; 78171/ Mﬁ%&*ﬁ'{% Cn?mumm1 Ref.Info.
geq‘o'gas;ﬂr‘;-‘—m I D00 Line

For more information regarding IPAC, please visit the following Treasury Link:

http://tfm.fiscal.treasury.gov/v1l/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 reportonly 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
Bl

FMMI Role
Accounts Payable, Bl Reporter

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

Welcome Luisa Jou Thang Help  Log Off

nterface Table Maintenance  Purchasing

Overview | History, Back L4

=) I Payroll Employee Level Detail Report

— et is 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... || Delete Show Variable Personalization

General Variables
Wariable*= Current Selection Description
Business Area
Fiscal Year

* Fizcal Period
Pay Period Covered
Pay Period Processed
Budget Period
Fund
Funds Center
Cost Center
WBS Element (Selection Options, Optional)
Funded Program
Functional Area
Budget Object Code
G/L Account (Selection Options, Optional)
Treasury Schedule Number
Application of Fund
Treasury Symbol
Document Number
Document type
Employee Related Vendor
Sherthand Code

OK | Check

o g o e R |

STEP 3: To run by WBS element, enter the following data:
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Fiscal Year =i.e. 2015

Fiscal Period = i.e. 1 (October)

WBS Element = i.e. AP.RA.RX01.72.0018

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

oo

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

General Variables

Variable*= Current Selection Description

Business Area

Fiscal Year 2015 2015

1

Fiscal Period 1

Pay Period Covered
Pay Peniod Processed
Budget Period

Fund

Funds Cenfer

Cost Cenfer

WBS Element (Selection Options, Optional)

) | g i Ry 'y [ ) ]

Funded Program AP.RARXD1.72.0018 AP.RARX01.72.0015 AL-MOBILE REGION/
Functional Area

Budget Object Code

G/L Account (Selection Opfions, Optional)
Treasury Schedule Number

Application of Fund

Treasury Symbol

Documeni Number

Document type

Employee Related Vendor

!!!m!!!!m!l

Sherthand Code

[OK] Greek] Cancel

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

United States Department of e e
Financial Management Modernization Initiative

Welcome REGCISI HFVElICM 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

M Save As.. | Display a2 | Table ﬂ m Print Version | Export to Microsoft Excel

+ Columns Funded Program AP.RA RX01.72.0018
« Funded Program AL-MOEILE REGIONAL A
= Funds Center Funds Center APWSERD101
= Key Figures Pay Hours#= Regular pay*= Benefiis*~ Employee Total*=

~ Rows Employee Related Vendor =  Pay Grade = Pay Series = Pay Stepz PPC:= PPP: HR 5 5 5
* Employee Related Vendor — pauL 5 SIEGEL I 05 040400 01 18 19 -22.00 -333.30 7152 -404 82
° e S Result -22.00 -333.30 7152 -404.82
P [ T Overall Result 2200 -333.30 7152 -404.82

= Pau Sfen

STEP 5: Commonly used additional features:
f. Create/save variant
g. Filter
h. Dragand Drop

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 goto step 8.
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Irrniica Proc

Emgleyee Lavel Detail Pageoll Repart

Cgan | Save A3 | pasegda | Tatie

¥ Column
* Wy Figoes
* Rz AFOQ

* Businam A

* Py Sasias
* Fay Stap
= PRC

cess | Inwoice Approval | AP Evaluation | AP Repors | IAS Interface Repots | Bl Accounts Payable Reports
Payroll Employes Leval Detail Repornt

[ e R T

ANIMALPLANT HEALTH ISP SVE

Cost Management  Funds Management  General Ledger Managament

| Bl Payroll Reports

Caat Cantar

TAUST-CAT & APPOH

Fund i

APQ08I20AN

L)

Svernll Baslz

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

Interface Table Maintena

Emzizyas Falates Vardera

A TRUST FUNDS - S AFRI  BRUCE RLEWKE

(S0 = R N EE

) ]

® ® [sio% - &) coloorate - A son - - =

06142012 101638

Dynamic Fiters.

Variables

LNITED STATES DEFARTWENT CF AGRICULTURE

i i ? P e~ e et Ve © | Py Grntn® Py St Pyl
A AMAALIPLANT HEALTH IS AFOSMAV TRUSTEAT A ABPCHOTAZA. TRUST FLAS -8 AT | BRLCE RLEWIE = [

Static Fiters

B

FOROFFICAL USE ONLY

STEP 8: After Export to Excel is clicked,

the following box will appear, click Open.
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File Download X]
Do you want o open or save this file?

j Name: ZANALYSIS_PATTERN.xls
S

Type: Microsoft Excel 97-2003 Worksheet
From: portalbifmmi.usda.gov

Dpen ][ Save ]L Cancsl J

i % While files from the Intemet can be useful, some files can potentially
ham your computer.  you do not trust the sourcs. do not apen or
save this file. What's the rigk?

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

Microsoft Excel

The file you are trying to open, 'ZAMALYSIS_PATTERM[1].xls', is in & 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?

-

[ees | [ | [Ceeb ]

To enable editing, click the Enable Editing box shown

(0™ e R R ZANALYSIS_PATTERN{11ds [Protected View] - Microsoft Excel = B OB

n Home  Bnsest  Pagelayout  Formulss  D#ta  Redew  View  Developer o=@ 2
o Protected View  This file was op-tnad from 3 potentially unsafe locsion. Cik 101 more details. I Enable Editing I *

AL - £ | Empleyes Leval Detail Payroll Repern ¥

[ a o 8 C D E F G H | T 740 Mz

3 IEMMMQ Ll Datail Payrold Repdi I

Area |Fund Cont Center (Employes Aslated Vendor Pay Grade Pay Senes Pay

| APOOE226A\ | TRUST.CAT A | APPONQ12ZA | TRUST FUNDS - & AFRI | BRICE ALEWKE
1 TRUST-CAT & | 12Z4 TRUST FUNDS - 8 AFRS BRUCE R LEVWKE
g

Busness
AFO0
Py
o
11 aPe
=
axi0

16 Overal Resut [

12 General information
| 13 | Guery Tecnnical tiame Za0_PR_TUPR_CHP
| 20 cuery o
I ieBrevidar Tessasal Nara 2P CheY

& Empicyes Lt Decad Fayrel Repon

scrigtion pioyee Level Detal -PACE

i 25 | Createa By
26 |Last Crasgea 8y
| 27 | coanges ue

| 28 | cormeot user

| 29 |Last retresn

: 30 Vet Template

| 31 |Sysem
| 32
| 33 Static Filters
34 | Facal pencd 7
| 35 | Facalyear 2012

| 36 | Funds tanageme area
| 37 [v95 Elameet

38 | Buamess ares
I
| 40 | Coart o nccounts
|CREO
| Reacte | -#71| [T B BT SR

*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 - USNON-WAGE BOARD-FULL-TIMEPERM

6100001104 |BASE PAY - USWAGE BOARD-FULL-TIMEPERM

6100001105 |EMPLOYEE INDEBTEDNESS

6100001109 |TIME OFF AWARDS

6100001121 |BASE PAY - USNON-WAGE BOARD-FULL-TIME TEMP

6100001131 |BASE PAY - USNON-WAGE BOARD-PART-TIME

6100001153 OTHER AWARDS

6100001160 |NIGHT DIFFERENTIAL

6100001163 |SUNDAY DIFFERENT IAL - NON-WAGE BOARD

6100001164 |SUNDAY AND NIGHT DIFFERENTIAL

6100001170 |OVERT IME - NON-WAGE BOARD

6100001171 |OVERTIME - WAGE BOARD

6100001180 |HOLIDAY PAY - NON-WAGE BOARD

6100001183 JLUMP SUM PAYMENTS-PERMANENT-NON-WAGE
BOARD

6100001205 |FEHB-EMPLOYEESHAREPAIDBY 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 |TRANSITIONALRETRMT CONTRI - CIVIL SERVICE

6400001251 | TRANSOASDI CONTRI - CIVIL SERVICE

6400001264 |FERS CONTRI-REGULAR

6400001269 |FULL OASDI CONTRI-FERS(L)
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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 _OHRate
= Overhead Charged on Account for Period

SO OH Rates
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 program OH in this agreement was waive and 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, this is WS specific.

e Percentages in between any of the above signify some range of variation from the above listed standards.
(WS Only)

Pooled Job Costs (PJC) for WS

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 SO OH Split Example
1. MRPBS=5.15% 1. MRPBS =5.15%
2. WSOH=11% 2. Program OH = 11%

3. WSPJC=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: Allportions 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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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. WBSElement
b. Posting Date Range
c. Choose layout /AP OH RECON or /WS OH RECON for Wildlife Services

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)

$ 227.24 Eligible Expenses

X 0.2715 OH Rate on SO

$ 61.69 OH Charged on Acct for Period

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Pro

[Menu4]| | 4 “Back ][ Exit|[ Cancel | [ System 4 |
Layout /W3 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 “ P v |E ValiCOArea Crcy
WP.RA RX36.72.0121 14XX 3334
14XX 0.33
14XX 0.12
14XX 167.72
14XX 1561
14XX 0.07
14XX 3.61
14XX 047
14XX 3.97
14XX 2.00
AP.RARX36.72.0121 . 227.24
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SO OH Charged

Instructions
STEP 1: To obtain the total OH charged for the period, run the LIACR Report for the appropriate:
a. WBSElement
b. Cost Element 6100980000 (OH GL)
c. Posting Date Range
d. Choose layout /AP OH CHRGD or /WS OH CHRGD for Wildlife Services
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,

Menu 4 || | 4 Back || Exit |[ Cancel | [ System 4|

Layout /WS OH CHR

Object WES AP.RA.RX36.72.0121

Cost Element 6100980000 To 6100580000

Posting Date 04/01/2014 To 04/30/2014
WBS Element * BP _|= Val'COArea Crey
P.RA RX36.72.0121 14XX 61.69
AP.RA.RX36.72.0121 = 61.69

. 61.69
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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 /AP OH SPLIT or /WS OH SPLIT for Wildlife Services
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 ltems - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[ Menu | || | 4 Back || Exit || Cancel | System 4 || Document | Master
Layout /WS OH SPL WS OH SPLIT
object WES AP.RA.AARA. .. AAMD REIMEURSE
Cost Element 6100980000 To 6100980000 OCOpEx—Owerhead
Posting Date 04/01/2014 To N4/30/2014

“ . WBS Element BP . DocumentN_. = & Val/COArea Crcy

1 AP RARX36.72.0121 146X 3018904163 61.69
2 AP RAOVHD.AG 14XX 4.54-
3 AP WS.IDCT.36 14XX 32.15-
4 AP RAPOOLWS.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 Y=l cRatmale 150
Sales Order Process | Sales Order Billing Pro

Split OH Table Maintenance

a4

Cost Management  Funds Management  General Ledger Management  Interface Table Maintenance  Purc
ss | AR Process | AR Approval | AR Evaluation | AR Reports | Sales Order Reports | Owerhead Allocation Processin

| Customer Com

A Display View "OH Receiver Budget Address": Overview
o vty ] | (Hemaa] (836K (E5) [Cameol) Sysiomo] [ Ol > Crange]Selec A Seec Bk [ Gesiect
* Split OH Table Maintenance Dialog Structure Business Area APoo

= (] CH Sender Rules Sales Doc. Type ROWE
|

IW515
* B AR Invoice Functions

Creerhead key R2715
* Approve and Post AR Funds Canler TS
Documents
+ Change AR Document D Escstoar Pdgnt kv
+ Create AR Invoice  Sea Mo Rety Fund Gty Recy Fund  Recv CsiCn  Recv Func Area Recy WBS % OH Rate i
+ Create AR Reversal A APMRODOD0O APOD1S00AR APMROOD0O! APIDAGREIMBURD). AP RAOVHD AG 3 (=
Document = APWSERZ323 APODIGIOAR APWSER23Z APIOAGREMBURDY AP WS IDCT 23 1315
+ Display Account Balance N APWSER2323 APDO1600AR APWSER232 APIOAGREIMBURDD AP RA POOL WS ER23 "
for AR Items | |

Ol A
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SO OH Earned

Instructions
STEPL1: To obtain the OH earned by WBS Element, run the LIACR Report as follows:
a. WBSElement (i.e. AP.RA.POOL.WS.ER36)
b. Cost Element 6100980000 (OH GL)
c. Choose layout /AP OH SPLIT or /WS OH SPLIT for Wildlife Services
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
/WS OH SPLIT

14XX

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[venua | | 4 Back || Exit || Cancel || System 4 || Document | Master Record || Correction Request
Layout /WS OH SPL WS OH SPLIT-Run with GL 6100580000
Object WBS AP.RA.POOL.WS.ER36 WS POOLED JOB COSTS NEW YORK
Cost Element 6100580000 To 6100580000 OpEx-Overhead % Calc
Posting Date e To =

® ... WBS Element BP ~ [DocumentN... * = Val/COArea Crcy

4 AP.RAPOCOLWS.ER36 14XX 3024034923 912.68-
3024034923 . 912.68-

4 AP.RAPOOL.WS.ER36 14XX 3024034916 5,476.93-
3024034916 . 5,476.93-

4 AP.RA POCLWS.ER36 14XX 3024034909 862.42-
3024034909 . 862.42-

3 AP.RA POOL.WS.ER36 14XX 3024114570 1,162.02-
3024114570 . 1,162.02-

3 AP.RA POCL WS ER36 14XX 3024114069 607.00-
3024114069 . 607.00-

3 AP RA POOLWS.ER36 142X 3024114068 218.63-
3024114068 . 218.63-

3 AP.RA POOL.WS.ER36 14XX 3024114067 165.79-
3024114067 L 165.79-

145,337.62-

*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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Instructions

SO OH Spent

STEP 1: To obtain the OH spent by WBS Element, run the LIACR Report as follows:

WBS Element (i.e. AP.RA.POOL.WS.ER36)
b. Choose layout /AP OH SPENT or /WS OH SPENT for Wildlife Services

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 CostsiRevenues

enu || | 4 Back || Ext ][ Cancel | [ System 4 | [ Document | Master Recond | [ Correction Request || Details || Set Fitter | [ Son in.Ascending Oroer | [ St in Descending Order || Chai
LAaYauT /M3 OH ZPE W2 OH SPENT-Fun By OH WBS Elssmsnts
G‘b:"bc'_ WBS AP.RA.FPOCL.WS.ER3IE W3 POCLED JOB COSTS NEW YORK

Coat Element
Foating Date

WHS Element

GLOO0D1101

Ta 400001233

To

_.. |Document N...

022552219
3022552540
3023331229
J02IIISEN
H2ITISTHE
3022341479
022552219
02IFIENH
A2T]A14TI
3022552219

Jex\sen

Doc. Dale  CostElem 5 ¢

QarB2014
0aMe2014
093072014
09302014
09/302014
09042014
0ane2014
0302014
09042014
[aMB2014
09MBE2014
0302014
Qara2014

Ex-BIFYUINWETR. ..

400001264

6400001265

4491747
14901717
200 1718
2.36 1618
1.59 1618
51.58 1616
8851717
20.45 1818
25.95 1616
19211747
450,83 1717
1091 1818
6.82 1618
10,185.32

ValCOwrea Cicy | Document Header Teod Name

M AXWSERIGISREIMBURFOCLWSERYS
M AXWIERIEIGREIMBURPOOLWSERIS
34 ANWSERIGISREIMBURPODLWSERIE
3 AWSERIEIEREIMBURPOCLWSERYS
34 AXWSERIEIEREIMBURPOOLWSERYS
M AXWSERIGEREIMBURPOOLWSERS
I ANWSERIEIEREIMBURPOOLWSERDS
M ANWSERIEIEREIMBURPOOLWSERIS
M AXWSERIEISREIMBURPOOLWSERDS
M ANWESERIEIEREIMBLURPOOLWSERIS
HANWSERIEIEREIMBURPOOLWSERIS
I AXWSERIGIGREIMBURPOOLWSERDS
M ANWSERIEEREIMBURPOOLWSERS

User Mame
FIPYROL1
FIFYROL1
FIPYROL1
FIFYROL1
FIFYROL1
FIFYROL1
FIFYROL1
FIPYROL1
FIFYROL1
FIPYROL1
FIFYRCL1
FIFYROL1
FIFYROL1

*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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SO OH Available

Instructions
STEP 1: To obtain the OH availability by WBS Element, run the LIACR Report as follows:
a. WBSElement (i.e. AP.RA.POOL.WS.ER36)
b. Choose layout /AP OH AVAIL or /WS OH AVAIL for Wildlife Services
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 4 | 4 _Back || Exit |[ Cancel || System 4 || Document | Master Record | [ Comection Request [ Detass || Set Fimer || Sort in Ascending Order | | Son in Descending Crder || Cha
Lajysut /WS SH AVA W8 OH AVAILABLE-Bun By OH WBS Elemsants
Dbjecr_ WES AP.RA.POCL.WI.ER3E W8 FOCLED JOB COSTS NEW YORE
Cost Element 6100001101 To 6400001299 OpEx-BSPYUSNWETE. ..
Foat ing Date = ™ -
|
WBS Element © P v~ . DocumentN.. “ Doc Date  CostElem ~ & ValiCOArea Croy Document Header Texi Name User Name
022552219 0ANB2014 4.49 1717 34 4XWSERISIGREIMBURPOOLWSERIG FIPYROL1
3022552540 042014 11490 1717 34 AXWSERIEIEREIMBURPOOLWSERZE  FIPYROL1
ORI ZEXS 0ar302014 200 1718 I AXWSERISIGREIMBURPOOLWSERIS  FIPYROL1
3023335211 02302014 235 1818 34:4XWSERISIGREIMBURPOOLWSER3SS | FIPYROL1
3023335768 0302014 1.55 1618 34 4X0WSERISIEREIMBURPOOLWSERSS FIPYROL1
027341479 0042014 6400001254 5158 1615 34 4XWSERISIGREIMBURPOOLWSERIS FIPYROL1
3022562218 0AN&2014 3885 1117 34 XWSERISIEREIMBURPOOLWSERSS  FIPYROL1
235211 0302014 20045 1818 I AXWSERIGIGREIMBURPOOLWSERIS  FIFYROL1
3022341479 0042014 6400001269 2545 1616 34 AOWSERISIEREIMBURPOOLWSRERSE  FIFYROL1
ME2E5ENS 0ai1872014 1821 117 M AXWSERISIGREIMBURPOOLWSERIS  FIFYROL1
B022552540  DAME2014 49083 1717 24 AOWSERISIGREIMBURPOOLWSERSS  FIPYROL1
3023335211 0973072014 1011 1818 3 AXWSERISIGREIMBURPOOLWSERSS  FIPYROL1
2023335798 0302014 682 1618 S AXWSERISIGREIMBURPOOLWSERIG  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, AP programs 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 program office to modify the layouts and save them either as the current layout name
(overwrite) or a new layout name, without collaborating with FMD and the programs. 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 FMM | Tips and Tricks.
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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. Howthe 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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USDA UnitedStates Marketing and Financial Financial
—_—

— Departmentof Regulatory Programs Management O perations
Agriculture Division Branch

Payments to USDA APHIS Instructions

The procedures below are for payments to the USDA APHIS. Payments are accepted via Check, Money Order,
ACH, Wire Transfer, PayPal, Debit Card, and Credit Card. Debit Card, Credit Card, PayPal, or ACH payments
can be made at www.pay.gov

Check or Money Order: Make payable to “USDA, APHIS.” Checks drawn from a foreign bank must
say “Payable in US Dollars”. Malil your payment to the lockbox address

Regular Mail: Overnight mailonly:

USDA, APHIS, Miscellaneous US Bank

P.O. B0ox 979043 Attn: Govt Lockbox

St. Louis, MO 63197-9000 1005 Convention Plaza
St. Louis, MO 63197-9000
Phone 314-418-6635

Bank ACH: are 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: are 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.

**NOTE: Any fees associated with the financial transaction chosen (i.e., 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. You must leave a voicemail
message when calling the phone number and the correct account manager will return the call.
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USDA APHIS

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.

Remittance Advice by Customer Type:

e Advance (Down Payment)
0 WABS Element (ex. “AP.RAXXXX. XX.XXXX")

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

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

Customer Types:
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 atthe time of service,

e often small dollar amounts, and/or
e oOne-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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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 onyour 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
e 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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USDA, APHIS

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

e T T ———

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

Lag in Ragistar

Agriculture (USDA): Animal and Plant Health Inspection Service (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

STEP 5: Click on “Continue to the Form”
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Animal and Plant Health Inspection Service (APHIS) Customers

Before You Bagin 1 Compleis Agency Form 2 Enter Paymsnt Info 3 Rewlew & Submit NEEd I.
4 Confirmaticn
APHIS Cus
Pleaze use this form to pay your APHIS account statement.
Paying online with Pay.gov is safe, 2ecure, 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 "é
Form button.
Accepted Payment Methods: ErRERd
Email: Click
¥ Bank acoount (ACH) Phone: (61

# PayPal sccount

¥ Debit or credit cand

This form provides you the ability to schedule recurring, automatic payments by withdrawing
from your checking or 2avings account. To take advantage of this feature, you must have a
Pay.gov account. If you already have an account, please Loq in ; otherwize, 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.
*Required Fielid .

*Customer Name: | |

*Street Address: | |

Street Address 2: | |

*City: | |
*Country: [ V]

Zip/Postal Code: | |

Email Addreszs: | |

*Point of Contact First Name: | |

Point of Contact Middle Initial: | |

*Point of Contact Last Name: | |

*Point of Contact Phone Number: | | Ext | |

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

*Semnvice Provided by:

| V]
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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 individual 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)
e Srvices 5] v -1 | 3| |
2 | & | |
L3 | | |
4 | & | |
> | & | |
Pleas= note: For Assistance or o submit Total Amount Calculated: L b.!]EI |
an address change, please email:
sbshelpline@aphis.usda.gov
| PDF Preview | | SubmitDats |

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: 51.00

* | want to pay with my:
Z) Bank account [ACH)
) PayPal account’

i) Debit or credit card

[rreseus Y| Retm torom R =3

STEP 10: Enter all of the required payment information for the payment method chosen and click on “Reviewand
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 enler multiple eman addresses in s neld. Separale email addresses WITN a Comima.

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

m Retumn 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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USDA UnitedStates Marketingand Financial Financial
...-_,.,--——— Departmentof Regulatory Programs Management O perations
Agriculture Division Branch

USDA APHIS

DOWN PAYMENT REQUEST

Date:

Amount Requested: $

WBS Element:

BP:

Down Payment Request Number:

Agreement Number:

In accordance with your agreement with the USDA, APHIS, Program filled in, 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 the APHIS office you are doing business
with.
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USDA UnitedStates Marketing and Financial Financial
——= Departmentof Regulatory Programs Management O perations
— Agriculture Division Branch

The USDA has implemented new procedures for Electronic Fund Transfers (EFT) through a Federal Reserve Bank. The
following information should be included with yourpayment. We also request that you send an email or fax of this
information to make sure we are able to identify the payment. The information can be sentto fax (612) 336-3563, or email at
ABShelpline@aphis.usda.gov.

- Organization Name / Company Name
- Account Information

- Purpose of payment

- Contact name and number

Automated Clearing House (ACH) transactions are processed through Remittance Express by the Federal Reserve Bank of
Richmond. The process accepts information in the Cash Concentration and Disbursement (CCD) or the Corporate Trade
Exchange (CTX) formats. You will needthe following information toremit a payment:

ABA: 051036706

Name on Account: USDA, Marketing and Regulatory Programs (MRP),
Animal and Plant Health Inspection Service (APHIS)

Account Number: 540021

ACH

Federal Reserve Bank of Richmond
701 East Byrd Street

Richmond VA 23219

Tel: (804) 697-8000

Wire transfers are processed through the Federal Reserve Bank of New York. You will needthe following information to
remit a payment.

ABA: 021030004
Name on Account USDA, Animal and Plant Health Inspection Service (APHIS)
Account Number 12403400

WIRE

Federal Reserve Bank of New York

33 Liberty Street

New York, NY 10045

Phone: (212) 720-5000 or (646) 720-5000

International wire transfers, remitters should send through a US bank or a correspondent bank before going to the Federal
Reserve. The swift number cannotbe used when using a US bank.

Note: Any fees associated with the transfer are the responsibility of the remitter; please check with your financial
institution to make sure there are no surprises.

USDA, APHIS
ABShelpline Phone (612) 336-3400
ABShelpline@aphis.usda.gov

Page 78 of 203


mailto:ABShelpline@usda.gov
mailto:ABShelpline@usda.gov

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 I,
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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10.

11.

12.

13.

14.

15.

16.

APHIS Form 94, Completion Instructions

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

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

To - This is pre-populated with the correct remittance address for miscellaneous collections.

From — Enter name and address including zip code of the submitting office.

Date Received — Enter the date the money was received.

For MRPBS-ASD use only — Leave this blank.

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

Remitter — Enter the name of the remitter.

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

Sent By — Printed name, signature and phone number of the person submitting the APHIS Form 94.
Title — Enter the title of the person sending the APHIS Form 94.

Amount — Leave blank.

Received By — Leave blank.

Date — Leave blank.

Title — Leave blank.
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APHIS 94 Form

RECORD OF PUBLIC FUNDS RECEIVED ~

1. TRANSMITTAL NO.

INSTRUCTIONS: Sea reverss alde. For detalled Inatruction, refer to the APHIS
Budget and Accounting Manual.

2 DATE FORWARDED

iTo 4 FROM
USDA, APHIS
P.O. Box 870043
St Louis, MO 83197-2000

= CATE & FOR MAPES-#ED  |T- &
RECENED USE oMLY \MCLINT AEMITTER

PURPOEEMCCOUNTING CODE

10. TOTAL ANOUNT

SENT
RECEIVED
(Retum copy i senderin em 4 above)
11. SENT BY [Signature} 13. AMOUNT 14. RECENED BY (Siprature}
¥
12 TME 15. DATE 15. TME
APHIS FORM 54 (UM 2006) [ F&AT 1 - Lsha-apsis [ PART 2-USDA-APHE (FOR RECEIFT ANDRETURS) || PART 3 RETAIN LNTIL REGEPTED COPY RETURMED
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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 reportis 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
Bl

FMMI Role
Accounts Receivable, Bl Reporter

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

"’J ALCounts Reenalie Apng Dl "'J ATF Summary Repon
TthEﬂOﬂ @W'IN :’IU:SJ#'ldﬂg SIMDUFRS: Pl Augomated Trust Fund Summany Repon will allow APHS
custnimer 8 5 detadsd level Pasi dus amours ’ users bo drsplay the st rust furd ¢ ooperalnn afresments

Amounts cleared aftér the key due date per cabegory and also aliow 1o wew (he trust fund coopératre
reements in past due aging categones (1-30 days, 3160

g
days, or 51-90 days)

- Accounts Recehable Agng Sumemary

= Thes repart drsp-'mﬂmmw-ﬂq RS pEr M5 roport provedes detaded mformation
cusiomer aggregabed from the specified key date = a-bcuu:na-ch h(Mimewab&ecoiecmn
inciuding: Past dus amounts; Amounts: cieaned afler
e Ry due dils

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

Daily Collections
143 ‘
-,
™ Acoounts Ricisatis Agig 1
e o Avatatie anants = Save o a naiza
Summary Gaoarat Varabies
* Rmtursstie A Repor Varaie Cunient Selecticn Descrgtion
* Saees Croer imsicry * Busness Ama o
* ATF Summasy Repos. © Fiest voar o
O oeRen *  Document Type (Prodefined Cillectons)  AC: AF. DE DL [0 OF: [ AC ABCO Emp Colecion: AF Dapreciscn |
Custnmer Atourt Ay Amakrmecd Mt o
= Buget Perg i
* B TF Recon Reporis ey o
* Budget Availabiity Cantrol Commtment fiem o
* Budget Line Hams Corst Contier fu)
. gnr_nmerLim Item Cusiomer (Setction Cptions, Opbonall o
spay Depasit Nurber o
* Daily Collections Dos Hendat T o
* Display AR Documeant RS a
* Display Funds
Commitment Fiscal Parodear o
« Display GIL Account - PN A o
Daocument Fum o
* Display List of Invoice Funded Prograr o
Dscurments (T o
- Display Purchase e St (OVC) o
Requisiticn -
- Discument Chain Report EREME T o
+ Line ltems - Actsal o e K o
Costs/Rovenues Sates Oice =}
. Llll MCuulom Line o K] Check|
,,,,,, "
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STEP 3: To run by Funded Program (WBS Element), enter the following data:

Document Type = pre-filled (do not change unless you are certain of the exact doc type you need)

Business Area = i.e. AP00 (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

o 0o

!—'lé.D.—A United States Depariment of Agriculture
I Financial Management Modernization Initiative

I wdor'Customer Master Data Evaluabion-Unmasked Pll | Commercial Vendor/Customer Master Data Evaluation-Unmasked Pll | Employee Vendor/Cug

Daily Collections
(1L L]

* Accounts Receivable Aging

Detail — : I = v Vasi izati
e Avallable Variants: |[ZWS WES Al FYs _v| _Save| SaveAs.| Delets| Shew Variable Personalization
Summary General Variables
* Reimbursable Activity Report Variabla*= Current Selaction Description
* Sales Order History *  Business Area APDD O APOO ANIMALIPLANT HEALTH INSP SVC
* ATF Summary Report *  Fiscal Year 2011; 2012, 2013; 2014; 39 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 Assignment Number a
i e o
» O TF Recon Reports Chack Number o
« Budget Availability Control Commitment tem o
* Budget Line ltems Cost Center =}
* Customer Line Item Customer (Selection Options, Optional) fw ]
Display Deposit Numbes o
* Daily Collections Doc Header Txt a
. glsp: ay »:R Eocumenl Documant Dals a
- I i
Commitment | [ e a
= Display G/L Account Lol ed =
Document Fund ja)
* Display List of Invoice Funded Program AP RA RX36.72.0063 NY-NYC DEP (HILLVI
Documents Funds Center [m}
* Display Purchase Hem Status (0/C) o
Requisition _ Payment Supplement o
* Document Chain Report Posting Date Range o
* Line Items - Actual
Sales Office m)

Costs/Revenues

= List of Customer Line v m

Hrarme Danart

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

Funded program  USDA/AP RA RX36 72,0063
Debit/Credit, _
Amount
Budgetperiodz  Fund = Deposit Number = Document Header = Customer = Document Date=  Posting Date = Created By = GIL Account = 5
XX USDA/APDD1600AR 020039 533778 0006013595 CITY OF NEW YORK  11/02/2011 041052012 Notassigned USGL1310900000 AR-SD RECON -2.868.06
# Not assigned 11/0212011 04105/2012 FO002998  USGLA010230000 FBWT-COL 2/3 2,869.06
250029 541308 0006013595 CITY OF NEW YORK  12/28/2011 12/28/2011 Notassigned USGL1310900000 AR-SD RECON -1,609 64
# Not assigned 1202812011 121282011 FO002998  USGLA010230000 FBWT-COL 2/3 1,600.64
Result 0.00
14XX USDA/APDD1600AR 160055 CITY OF NEW YORK 0006013595 CITY OF NEW YORK 0411672014 04/16/2014 Notassigned USGL/310900000 AR-SD RECON 14576
# Not assigned 0411672014 041162014 FO0D5137  USGLA010230000 FBWT-COL 2/3 145 76
# # 0006013595 CITY OF NEW YORK 042172014 0412172014 Notassigned USGL/310900000 AR-SD RECON 0.00
Resuit 0.00

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)
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Business Area = i.e. AP00 (APHIS)

Fiscal Year = i.e. 2011; 2012; 2013; 2014; 2015
Customer Number = i.e. 0003363845

Click OK to run the report

—_—_xX— -

Daily Collections

i L]

B Wariable Ent
| seimcanis o N v

- Agng Avaslable Vananis ll Save| Sove As J it Wiariahls Pedsonalsation
General Variables
Warlable® Cumant Selection Deescription
- Business Amea APDD APD) ANMALPLANT HEALTH INSP VT
¥ Fiscal Year 2011, 2012 2013, 2014, 2 2011 J01E 2013 2014, 2015
¥ Dacument Typs (Predefined Collections) ACAF DB DL DO DR AC ABCO Emp Collection; AF Depréciation |
Assignmant Number

Budgat Paricd
» O TF Recon Repons Chack Numbiét
+ Budget Availability Control Commismant liem
* Budget Line llems Cost Cantber
* Customer Line llem Customer (Selection Dptions, Optional) 003363645 0003363845 WILDLIFE SERVICES Wy O
DIS.;.'Iia'g,r P
* Daily Collections Bloc Heades T
* Display AR Document
Docurment Date

Display Funds

Fiscal PesiodfYear

:ICIDDEIJEIDCIDEIEIIDDCIDD

Commitmeant L

* Display GiL Account Functional Area
Decument Fund

* Display List of Invoice Funded Program
Documents Funds Cantsr

v Dlsp;a?.r Purchase o Staus (CVC)
Requisition

* Document Chain Report BRI Supphaiedt

+ Line ltems - Actual Posting Date Ranga
Costs/Revenuas Sales Offica

List crig-ustumar Line o m
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 = 3
USDA/AGD006501A  USDA/FPDEFAULT 13XX 00105655 1400422382 HERMES CONSOLIDATED  04/30/2013 04/30/2013 Not assigned -528.48
1400529553 HERMES CONSOLIDATED  04/30/2013 0711812013 Not assigned 28207
1400532880 HERMES CONSOLIDATED  04/30/2013 09/16/2013 Not assigned 4076
Result -205.65
XX 005152 1400730816 DOWNTON DEVELOPMENT  05/06/2014 05/06/2014 Not assigned -3178.11
005224 1400886208 DOWNTOWN DEV AUTHOR  08/29/2014 0872972014 Not assigned -977 87
007008 1400815048 FORNSTROM FARM ACCO  05/20/2014 05/20/2014 Not assigned -1,586.00
Result -5741.98
USDA/APD01600AR  USDA/AP.RAOTCSWSWR56  13XX 00105655 1400529553 HERMES CONSOLIDATED  04/30/2013 07/18/2013 Not assigned -282.07
1400532880 HERMES CONSOLIDATED  04/30/2013 09/16/2013 Not assigned -40.76
Result -322.83

STEP 7: Commonly used additional features:
m. Create/Save Variant
n. Filter
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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.

Welcome Lora 5

Asster Diata Evas fed Pl | Gommercsal Vi mer Master Data Evalaabon Unmasked Pl | Emgh ver Marster Data Evaluation-Unmasked Pl | HANA Actour vable Reports | Bl Accounts
Caily Collections | Histon
o [Dudy Cobecno
ity Celbection Fspon i
_Open | SavaAS | mapeyitn Tabie = | _inko )f Print Versiordl Expait b0 bhcrosoht Excel |
- Cokar Customer | EIIINEIME
+ Customer WILDLIFE SERVICES WrOMBG
. ;::Fw" mﬁ'ﬂ
« Fund Fund s Fumnded program s Budget period & Imwoice numbar & (Check Humber & Coliecton Document s Documend Header + Document Date & Posting Date s Crmates Dy & 3
» Funded program USOMAGHDIGS0 1A USDATPOEFAULT Vi NS04TEID BOSESE 1400559553 HERMES CONSOUDATED  D430E03 L Rk Mot arssignad 286 41
« Budgel pesind 1400512830 HERWES CONSOLIMTED 04302013 DS Mok assigred 0566
+ fmvokce pumber Rend 45208
« Chack Musbir 0 010655 140082293 HERMES CONSOLIDATED 043072013 OUMINY Mot amsigred 2808
* Crllection Document 1400679643 HERMES CONSOUDATED 04203013 OIS Mot musigned s2man
+ Document Header 1400532650 HERMES CONSOUDATED 04300013 DHIGTNTI Mot muaigewd 246 a1
« Dosamie Dt fesu 28641
* Prating Dute o0 . L AMTIEE DOWNTON DEVELOPMENT  DR053014 LS ] Mk mrigrad arEn
* Crosted By 0522 14008808 DOWNTOWN DEV AUTHOR  DB2%2014 o Mot sssignad STTET
= Frea charsclerivics L0700 1400815048 FORNSTROM FARM ACCO:  DL203014 L Mot asigrad 158600
Lo Rwsut 57019
“"W'“':i""” USOAAPIOIHOAR  USDAAP RADTCS WS WRSE 130K . 0105655 14DIBTIEED HERMES CONSOUDATED  0U3001 OTATNT Nk awsiged 28207
1400512800 HERMES CONSOLDATED 0490 Lo gl b Mok mslgred ]
* Chaaring date

ST Fonit £~ 1]

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.

Empeouri Dualiog E n
Scalng Factor p
« Fitto page wam
o Rt S20 BEASEE Thome Sipadacd SAR |+
2t page Sen Lener 85511 me |
L

Grectaios L angecaps frenat | =]

Headar
Marging e || e o 4

Conter: | Free Text || UMITED STATES. DERARTI
T [H0 o | Pape =l
Bottom (300
Lafk mno e -
T Fotex .

(7 e -

Certer | Free Tant (] [P0 OFFICAL UFSE OALY —_— e

LT =

POR OPFICIAL DS ceLY
Cancel

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

Microsoft Excel @

The file you are trying to open, 'ZAMNALYSIS_PATTERN[2].xls', is in a different format than specified by the file extension. Verify that the file is not
I_‘\ corrupted and is from a trusted source before opening the file. Do you want to open the file now?

[ oves | l Mo ] [ Help l
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To enable editing, click the box Enable Editing box shown

e . EAMALVEE, PATTERN Pestecte orm] - Mivarsch Lou o @
mems  umt Bpiiwed  Pumen  Dis  Beass Ve Sewigw  kooss s @=an
7] : ——— I 1 i
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"_‘_..?‘_:Ulﬂlu' rocton
i_ﬂ_‘,\'wu' Fositas
!gmd AN T
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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 -
COL Section 3/2)

The aggregate amount of funds on deposit
with the U.S. Department of the Treasury,
excluding seized cash deposited

1010330000

Fund Balance With Treasury (FBWT -
COL Section 3/3)

The aggregate amount of funds on deposit
with the U.S. Department of the Treasury,
excluding seized cash deposited

1310000000

Accounts Receivable

The amount due from others when the right
toreceive 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-Other

Customer related Administrative Fees
Receivable

2310000000

Liability for Advances and Prepay ments

The amount of payments received in 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 APHIS program billing and payment
(collection) verification needs.
Report Type
FMMI Role

Accounts Receivable, AR Evaluator

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

United States Department of Agriculture

——
I Financial Management Modernization Initiative

Welcome  Accounts Payable WEYEWITENERENELIEM 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

A Display Document: Initial Screen

'D::m Customer Master | | [Menuall | 4 [Back | [Ext | [ Cancel | [ System 4 | [ Document List | [ First item | | Editing Options.
»C3 Manage Sales Order
» 3 Manage Biling Keys for Entry View
Document Number [
N
> Display Parked Documents r
* Display Account Balance for
AR Items
* Prepare TROR Report
» (3 Manage User Fees
» O Manage Revenue Forecasting
» O View TAS / BETC Data

myPortal Favorites BE

» O TF Recon Reports

* Budget Availability Control

* Budget Line Items

= Customer Line Item
Display

* Daily Collections

+ Display AR Document

* Display Funds v
Commitment

Fiscal Year

SAPd
"

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 || | 4 [Back | [Exit][ Cancel | [ System 4|
Keys for Entry View

S

Company Code [usoa |

Fiscal Year I

u
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STEP 3: The following screen will appear which shows the billing document.

a.

L]

C.

Note the following items:
i. Clearing document number applied to the bill starts with __signifies:
1. 30 =hill was cancelled
2. 24 =Dill was paid with an IPAC payment
3. 14 =hill was paid with a check, wire, ACH or plastic card

Display AR Document

Display Document: Data Entry View

Menua || | 4 [Back ] [Exit | [ Cancel || System a |[ Change Display/Change Mode | [ Display Ancther Document | [ Select individual Object | [ Display Document Header | [ Display
Data Entry View

Document Number 3001150973 Company Code |UsDA Fiscal Year 2014

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

Reference 0091256963 ICross-Comp.No.

Currency uso ets excist [ Ledger Group

B L | (B | B EaEE | ) E

Clmg doc. Ea.. PK  Account Description Amount Assignment Cmm... WBS element Funded Program Functional Area BP [C.. I
1400672508 01 3365613 WILDLIFE SERVICES G 3.256.21 AR FPDEFAULT AGDEFAULT
50 5200000200 ServRev-Exch 3,256.21- 30011508732014 0200 APRAOTCSWSER13 APRAOTCSWSER13 APDDAGREIMBURDDD 14X
4 »

Click on Display Document Header to show:
i.  Document Type
ii.  Enteredby = FMMI User ID
iii.  Various Dates
Click the green check box or the red X to close this screen

Display AR Document

Display Document: Data Entry View

[Menu ][ | 4 [Back ] [Exit ][ Cancel | [ System 4 | [ Change DispiayiChange Mode | [ Display Another Document | [ Select Individual Object |f Display Document Header [
Data Entry View
Document Number 3001150973 Company Code USDA Fiscal Year (2014
Document Date 01,/07/2014 Posting Dale
Reference 0091256963 Cross-Comp.No
Cumency uso raida pdat 1 Document Type Ry Gilling Doc. Transfer
Doc Header Text
= — Rl o= Card type Card no.
& | ) G L] | ] P | D | [ ] | .
Clmng doc. Ea.. PK Accouni Description A Regquest Nurmber . — BP
: Reference 0091256963 Document Date 01/07/2014
1400672508 m 3365613 WILDLIFE SERVICES G 3 g
Posting Date 01/07/2014
50 5200000200 ServRev-Exch 3.4 . 2 RO00 14X
Currency usD Posting Period o4/ |2014
Ref. Transacin verk [Biling document
Reference key 0091256963 Log System  |pEicINTSOO
Sty Patety
= 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 v

STEP 4: Note the following payment details:

c. TextField —
iii. Check, Wire, ACH number
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Multiple documents or cleared bill later than received = blank or one document number

only
V. 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

Meru 4 | | | 4 [Back][Exit] [ Cancel | [ System 4 | [ Change Display/Change Mode | [ Display Another Document | [ Select Individual Object | [ Display Document Header | [ Displa
Data Entry View

Document Number 3001150973 Company Code |usDA Fiscal Year 2014

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

Reference 0091256363 Cross-Comp. No.

Currency usD exts exist [] Ledger Group

G | ) L | B | B B |
Clrng doc. Ea . |PK | Account Descripfion Amount Assignment |Cmm... WES element Funded Program |Funciional Area BP. C.. |1

1400672508 [13} 3385613 'WILDLIFE SERVICES G 32561 AR FPDEFAULT AGDEFAULT
50 5200000200 ServRev-Exch 3.256.21- 30011508732014 0200 APRAOTCSWSER13 APRAOTCSWSER13 APDOAGREIMBURODD  14XX Il

The following screenwill display.
Display Document: Line Item 001

[Menu . || 4 [Exit] [ Cancel | [ System « | [ Change Dispiay/Change Mode | [ Disg
Customer 33656132 WILDLIFE SERVICES GEORGIA OTC GIL Acc 1310900000
CoCode USDA ATTN: BCT
US Dept of Agriculiure MINNEAPOLIS Doc. No. 3001150973

Line Item 1 / Invoice / 01

Amount 3,256.21 usp

Additional Data

Bus. Area APDO

Disc. base 10.00 Disc. Amount 0.00 usoD

Payt Terms |0o30 Daysipercent (30 [0.000 %[0 [0.000 %[0

Biine Date 01/07/2014 Invoice ref. [ ¥ [o

Pmnt Block

Pamerie

Dunn. Block Dunning Key

Last Dunned o Dunning Area AP

Contract ] Flow Type

Clearing 01,/07/2014 / |1400672508

Assignment

Text { )& e ]

STEP 5: Go to Menu > Environment > Invoice Status and click on Invoice Status or press the Control Key and
F10 at the same time
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Display AR Document

Display Document: Line Item 001

| XX | i | 4 [Back ] [Exit] [ Cancel |[ System | [ Change Display/Change Mode | [ Display
povimert* Saeseas WILDLIFE SERVICES GEORGIA OTC GIL Acc 500500
o K JsDA | ATTN: BCT
Extras ' Mure MINNEAPOLIS Dec. Ho. 3001150973

L Enuonment ¥} Document Changes |

| System ’ |

| Heip ¥ Check Information

" Additional
Gisions . Tvoice Stahis [EEE) ‘

Disc. base

Document Environment
Pfﬂ Tes Additional Assignmenis
Biina Dats Valuation
Pront Block
Payment Ref Comespondence
Last Dunned g o
Contract | Reference Object (F2)
Clearing 01/07/2014 § [1s00672508
Assignment [
Taxt

0.00 uso
120 [0.000 %[0 [0.000 %[0
[ :.f i o

g Key

13 Area AP

ype

STEP 6: The following screenwill 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

[ Mor | 4 [Back | [Ex | [ Cancel || System 4 |[ | [ Colurmn LA | [ Colmn Right | | Last cohume | | Display Docurneed || | [Mass o | [Carecbor
custamer 1EsEL
ACCoUNt group Commercial Customer
Name WILDLIFE SERVICES GECRGIA OTC
ciry MINNEAROLTS A
S8 |fush  |Entry Date Tem e |frvoice ref. L amnt |Revers |Revers |Clearing  |Clrng doc. |Eales Do |Ttes (Reference Text Doc. eader Text  |User Mase
] @ |aron asoosmans | 2 |15 [1s00t961es 150, 00 01/07 /2012 | 1300672498 2a5888 PG-25CFP - (LK PRICE FO005137
O] @ |arcs  [20/28/2023 1400590995 | 2 |15 140059099 7600~ 01/07/2014  |1400672489 Fiedtt PG-25CT4 6100007492, Fo005137
[1 @ [apoo  |11/08/2003 1400632716 | 2 |15 |1400632716 850.00- 01/07/2014 | 1400672500 001005 [DIEGD AND DUCHE - | FEBATCHOWM
] @ |aron |13/26/2003 o34 2 [18 250, 00- o3 /07 /2004 | 1400677500 (50 THOMAS FISCHIR. | FERATCIORN
C] @ (arca  |12/04/2003 1400648242 | 2 |15 |1400648242 231.35- 01/07 /2004 | 1400672502 PG-250CE - | 620000824 FOOOS137
| @ |aroo  [12/05 2023 T 30000~ 02/07 /2014  |2140067Z30F rIres FG-I500) - (RHOMNDA G THOMAS | FOOOS1ST
O] @ |aroa  |azis/z013 1400666774 | 2 |15 |1400860774 175,00~ 01/07 /2014 | 1400672504 342777 62405 THOMAS BRAZELL
1 @ |aree  (12/28/2003 2400680775 ( 2 |15 |240088077S 209,00 01/07/2014 | 140067505 B4a77T o016 ERENDA BRIWN FERATEHDWN
@ |aroo 12182003 1s00660776 | 2 |25 |1so0eb077e 209, 00 01/07 /2012 |2s0067250¢ 777 2435 RLOECEA SMITH FRUATERORY
1 @ et |12/18/2043 1400660777 [ 2 |15 | 1400660777 128.00- 01/07/2004  |1400672507 342777 8a7aa1 CITY OF SANGERS |FEEATCHOWN
] @ [apoo  |12/18/2003 1400660778 | 2 |15 |1400860778 1,684,339~ 01/07/2014 | 1400672508 342777 00031018 | AMERICAN PROTEIN | FEBATCHOWN
| @ [aroo |o3/07/2004 BOCILSORTN [ 1 |01 | DO01150970 328621 01/07/3014  |140067 7508 00T125696) FOO04559
1 @ |apeo  |6a/07 2004 1400672487 | 1 |17 |3001180873 482,50 01/07/2014 | 1400672498 341682 035841 | SOUTHEAST MGWT | FERATCHOWM
1 @ |arce  |oa/o7/z004 1 (7 £} 642,50 01/07/2014 | 1400672499 245555 PG-25CFP - (LK PRICE FEBATCHOWN.
B [aro0 |o1/07/2018 1a00672498 | 2 |07 [1a00672498 642,50 o107 f2os | 140067 2498 248588 PG-25CFP - |LK PRICE FROATCIOWY
@ |arco  [oa/o7rz00e 1 a7 3 FAT.50 287418 PG-25CT4
B (aroo oa/or/zone 1a00672433 | 2 |07 |1e00872493 727,50 0107 /2014 |140067 2493 25TAL8 P=25CT4 - 6200007152, FEBATCHOWN
1 @ |ares  [sasorszo0e 1400672500 [ 1 17 (3601150973 1,587,850 01/07/2014 | 1400672501 34174 6O1005 DICGO AND OUCHE - | FERATCHOWN.
O] @ |aros  [pa/o7/2004 2 |o7 1,567.50 01,/07/2014 | 1400672500 241743 oa10es DIEGD AMD DUCHE - | FEEATCHOWN
B |apoo oo z00e 100677500 | 3 |37 |10maas09Td 1,827, 50~ o7 /a0s |1s00eizioz 1175 (S THOMAS FISCHIR | FERATCHGmN
1 @ [arod |oa/07/2004 1400672500 | 2 |07  |2400672500 01/07 /2014  |1400672500 B4LTEE 6718 THOMAS FISCHER | FERATCHOWN
B |apon  |oa/o7/z004 1 (r 01/07/2014 | 1400672503 riEr PG-250CE - (10000814 FEBATCHOWN
] @ [arca |oa/or 2004 1a00672502 | 2 |07 |1ao0erzsoz 01/07/2014 |1400672502 27007 PG-250C0 - | 620000814 FEBATCIOWN
O @ |Apto |00 o7/ 2004 1400672603 | 1 |17 3001180972 01/07/2004  |1400672504 71783 PG=25000 |RAHONDA G THOMAS  |FERATCHOWN
@ |spoo  [o1/o7/z004 z o7 01/07/2014 | 1400672503 e’ PG-2500] - (RHONDA G THOMAS | FERATCHOWN
@ |aroo 007 2004 1400672504 | 1 |17 | 3001250971 01,/07/2014  |140067250% ey oe0s THOMAS BRAZILL FEUATC WS
B (aroo  |oi/07/2004 1400672504 | 2 |07 |1400672504 01/07 /2014 | 1400872504 182777 02408 THOMAS BRAZELL | FERATCHOWN
B |aron  |oafor/zoas i far L} 02/07 /2024 | 240067 2506 3T 00196 ERENDA BROWN FEBATCHOWN
[ @ [amoa |o/07/3084 1400673808 | 3 |67 [1400672808 03,/07 /2014 | 1400873808 242777 o188 BRENDA BROWN FERATC WY
1 @ |aros  [pa/o7/z004 1|1 B4a77T 1435 REBECCA SMITH FEBATEHOWN
1 @ [arca  |or/oriz0n4 1800675508 | @ |07 |1so0erzson 0107 /2018 | 1400672506 3T 1435 REBICCA SMITH FRBATCIOWY

STEP 7: To print this report as PDF click Menu > List > Print and go to step 8 (see step 9 to export to Excel).
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‘Welcome  Accounts Payable [EEXSISCIVLCHITTT Cost Management ~ Funds Mar
Sales Order Billing Process | AR Proc | AR Approval | Debt Management Process | Debt Writs
Display AR Document

.
B

.l:l:::mmmm 4 [Back] [t et oysem
» O Manage Sakes Order
+ 3 Manage Biling e . 613
s s ercial Customer
A T s ¥ Export ¥ LIFE SERVICES GEORGIA OTC
SR Environment ¥ Send. . (SKMeFE) EAPOLIS
Daplay Parked Documents. Setings ¥
oS T Sysem b Ea (SWMeFY)
AR s . R Type |56 |Documentho
* Prepars TROR Roport :
e s [ o | o
e O] @ |arco  |12/08/2013 oL 1400632716
» O Viow TAS / BETC Dot '@ |aroo  [22/26/2023 |ov:42:09 |on 1400643834

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 [PDF PRINTER
Number of copies 1
Number of pages [
<) Print all
*) Print from page o To o

2] Froperies] 3¢ ) b i

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

United States Department of Agriculture

O]
C___lFinancial Management Modernization Initiative

Welcome  Accounts Payable QXSS HIEEVEIM Cost Management  Funds Managemen!
Sales Order Billing Process | AR Process | AR Approval | Debt Management Process | Debt Write-Off Proce

Display AR Document

]| .
~ Invoice Status for Document Item USDA 3
bltl:::tahmsbomeruamr BR ™| 4 [Back ][ Exit][ Cancel ][ System 4 | [First co
» [0 Manage Sales Order i :;I:: S
= 613
» O Manage Billing Goto Refrest ercial Customer
« [ Manage AR Documents Extras I_EXDW‘ > -y esir

* Display AR Document

* Display Parked Documents

* Display Account Balance for
AR ltems

* Prepare TROR Report

A M Mansns llear Cane

Spreadsheet . (Shift+F4) |
Local file (F9)

Send . (Shift+F8)

Settings

System Exit (Shift+F3)

|l s ln-ie

»

»

»

Environment »
»

»

»

Type | 5G |DocumentNo |Itm |PK
Help

|I_I a |APDO

109/30/2013 |10:43:31 oL 1400596168 | 2 |15

STEP 10: The following box will appear. Enter the path and file name of your choice, and click Save.
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File Name: |Paymenls to Billing Doc Example XLS |

Files of Type:

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?

[ Cve [ e |

STEP 12: Anexcelversion will be available to sort, print, or save.

[Eid o= Payments to Billng Do Examste - Micosoft Extel
- Wome | hsen  Fogelmest  Fomuls  Data  Revew Ve Deeloper  Acrobet
| o B o ok ="mfE e Fwesmre Genaral - K [vomal Bad
4 Copy - - e
L . . T . - . . - Condbonad Fi at ) | lati
HE pematpatee B L W E A EER R E HMegedcoer 3% . 5| Eondiioml oot s Neutral Calculation
Cletsard n fert 3 Mbgyrerect I3 Phambier o e
Az » {8 &

o ] ] E _ e -] H 15 d K Lol M N ]
AP Q7302013 1043.31 AM DL ] ] 1772014 140067245,
AP0 AHPEE013 15510 PM DL "180059099% % s 1400590955 -75.00 172014 1400672499
APOD 1WE2013  548.58AM DL 1400832716 % 5 1400832716 850,00 17772014 "1400RTZ500
AP0 A0 124109 A0 DL "L40064 3834 2 15 "1400643834 -250.00 11772014 1400672501
AP 1242013 12.55.19 PM DL 1400048242 % 15 1800048242 23135 1172014 1400072502
APOY 12/52013 10:44 58 AM DL 14008501248 % 15 1400850248 ~300.00 17772014 "1400ATZ500
AP0 12182013 12:59:49 AW DL "L40066ITT4 % 15 "14008607 14 175,00 11772014 1400672504
APO) 12182013 12 55 53 A0 DL "140086T TS % iE "1400800775 -100.00 11772014 1800672505
APOY 12ME2013 12.5855 AM DL “1400663776 % 5 1400660776 ~100.00 11772014 1400872505
APOD 1282013 125957 AM DL "L00B6IT T 2 15 "1400860777 -126.00 11772014 1400672507
AP 12NE2013 125958 AM DL 'MWHH 'H 'I: 'Iw!r! 1684 39 VN4 'Imfm
APOY 172014 758 18 AM RV 3001150973 5] o "W015097% 3756 71 1172014 1400872508
AP0 AR08 10:04:56 PM DL "1400672497 i 1 "3001150673 -492 50 11772014 1400672458
ARG 2014 1007 08 FM DL 1400672458 i) it “H01150975 64250 1TR014 1400812459
APOY 1/7/2014 10.07:08 PM DL "1200872408 1] o7 1400872408 £42.50 1172014 1400872408
AP0 N0 100715 PM DL "140067245%9 il I "3001150973 -T1.50 11772014 1400672500
APOY 1772014 100715 PM DL 1400672459 2 o7 "1400672459 TS0 1772014 1400872459
APOY 1/7:2014 10.07:22 PM DL 1400872500 1 7 3001150073 1,567 50 1472014 "1 400872501
AP0 NS 100722 PM DL "1400672500 2 o 1800672500 1,567.50 11772014 1400672500
APOY 1772014 100731 PM DL "1400672501 il L 3001150973 -1.B17.50 1772014 1400872502
APOY 1/7:2014 10:07:31 PM DL "1400672501 i3 o7 1400872501 1,817.50 11772014 1400872501
AP0 AN 100738 PM DL "400672502 il K14 "3001150973 -2,048.85 11772014 1400672503
APOY 1772014 100738 PM DL "1400672502 2 o7 "1400872502 204885 1772014 1400872502
APOY 1/7:2014  10:07:47 PM DL 1400872503 1 a7 3001150973 -2,340.05 11772014 1400872504
APOD AN 100TAT PM DL "L400672505 2 o "1800672503 2,348.85 11772014 1400672503
AP0 1772014 100755 PM DL "1400672504 4] 7 3001150973 252385 1772014 1400872505
APOY 1772014 10.07.55 PM DL 1400872504 3 o7 1400072504 2,523.85 11772014 1400072504
APOD AN 100803 PM DL "4006 72504 il K14 "3001150973 -2623.85 11772014 1400672506
APOD 1772014 10:08.03 PM DL "1400672505 K o7 1400672505 262385 1772014 1400672505
APOY 1752014 10.08.10PM DL 1400872508 4] a7 "3001150973 -2,721.85 11772014 1400872507
AP0 AN 100810 PM DL "4006T2506 2 o "1400672506 272385 11772014 1400672506
Ao AFENTA 00 1R EA D "HANORTISOT. F "1z "W 15007 A RARAE 1 F 1 ’1mﬂf-rn|'

Ghestl T3 JEH = »
= e ]

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.
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]L » Computer » OSDisk (C) » Users b liswanson » SapWorkDir v|6¢|l Search SopWorkDir P|

Organize v New folder Er @
.
| Debt Management “  Name Date modified Type
—— . "la] ROR Example 11/12/2014 6:;51 PM  Microsoft Excel W
o Libraries

., Documents
. Music

& Pictures
& videos

I Payments to Billing Doc Example

Save as type: %l Workbook vI

Authors: Swanson, Lora L - APHIS Tags: Add a tag

[] Save Thumbnail

= Hide Folders Toos v | sae ]| cance
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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 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

General Ledger Managemen! Interface Table Mantenance Purchasing  Grantor b
ATF Adminisiraion | ATF Reporits | AR Evaluation AR Roports Sales Ovder Reports

Reimbursable Orders Report
[hagemy 4] 4 [Saen i varem | [ B | ot || oo | Syt o | [ oot || Gnt Vo |
Selecton Crrterion
Inpul Pargmaders
Barinen Aled "] 2]
Fricsl Vom B I -3
Sy Codirn. L [&]
puns ® [Z]
Budiget Fenod ] [&]
m Funds Cenler ] [&]
* 3 TF Recon Reparts Commibmast B o [ &]
= Budget Availability Contral | Funchonal dres W =]
+ Budget Availability Control | Fungid Progiam o [ =]
+ Budget Line ltems |
* giﬂr:er L {term 5 -
+ Daily Collechions x iy e
* Desplay AR Document
* Desplay Funds B cobls without Sies Dudery
Commuiment o Comphes Progectsy
« Dwesplay G/L Account
Docurment
+ Dusplay List of Invoeoe ey
Documents :
Ly VA DEFALLT
« Desplay Purchase
Reqiitsiedn

STEP 2: Enter the desired parameters in the variable entry screen to execute the report.
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STEP 3: To run by Fund, Fund Center, and Funded Program (WBS element), enter the following data:
Business Area = AP00

Fund = i.e. APO01600AR

Fund Center = i.e. APWSWR4949

Funded Program (WBS Element) = i.e. AP.RA.*

Layout = /Default or /Sales Order or IZWSLAYOUT for Wildlife Services

Click Execute to run the report

~ooo o

~ Reimbursable Orders Report

T e e e e (e
* Qrders wilhin Time Pacod Selection Criterion
Feport Inpred Paramtoos
Butrsrad Aia " = =]
Fiscal Year " =]
St Crders " =
o EIIa L E3]
Bt P " =]
D o T (=]
» O TF Recon Repars | Cadeprdeari] [ -3
+ Budget Availabidity Contral | Fenchonal iea "
+ Budpet Availabiity Control | Fanes Progras, H ™
* Budget Line Ilems
* Customer Ling [tem
Diisplay St Trpa
+ Daily Collectons A
* Display AR Document A Pevanic
+ Display Funds WES coal nilboul Saled Orders
Commitrment | Complex Progscts
* Display G/L Account
Diocument
= Drisplay List of Invoice
DoCurers e T
* Display Purchase . —_
Requisiion

STEP 4: The report will populate as shown below (this is the ZWSLayout)

Reimbursable Orders Report
[oaesms ] 4 [k | [ [ et Bpvloen s | [ G | [ 2t iy Gdon | | B s G oo [ e | [ Dot Flle | Tkl Blckas | [Pk vt | Lol ia_ | | [ABE Ayt | [ Gangh:

Reimbursable Orders Report

User: Lora Swenson

Date: 110002014

Date: ‘Without Advance

Selection Criterion: Business Area . APDD
Fund : APODS00AR
Fund Center - AFWSWRA049
Funded Program : AP RA*

Budgel Feri " [Funded Propiam “ ConirsctE  |r  SmesOude t  TolalCoos £ Com £ ObMal ¢ Expénditwes|s Blled Amowst £ Non Bilsb © FM SO UM £ SO Availabie  Down Pay_ ¢ Down Pay. € Down Pay. | Down Pa

1010 AP RANAGTI0NS 030011 11,000 00 423109 000 000 420199 7.000 00 000 400000 £706.00 000 (1] 00 0.00
1o * 11,00000 - 42000 ¢ 000 - 000 - 4me - Ta%0.00 - 000 - 400000 - 8TOR0 - 000 - 000 - 000 - 0.00
m AP FANASTI0NS  OWHN201 59.504.00 5030723 000 Ll 6030723 59,504 00 0.00 Ll B3I 000 000 om 0.00
1" * 5850400 * 6030733 + 000+ 000+ 60723 ¢ 5RS400 * 0o - 000 ¢ B33 ¢ 0o - oo0 - 000+ 000
KK AP RARIASTI000)  DAO0G0IZ 78.100.00 5035935 000 o 5035835 0,100 000 LT 1974085 000 (1] (1] 000
APRARNAZTIONZ 09002011 £00.00 0.00 0.00 000 000 60000 0.00 000 500.00 0.00 0.00 000 0.00
APRARKASTIOND  AN0A0IZ 2084000 233140 000 LT 23140 4128000 (1] 20,840 00- 1,891 48 000 0o (1] 000
APRARIMSTI0NS  DRI02012 20.000.00 TN 000 [T 267671 30,0000 000 LT 302 (1] o (1] 000
APRARKADTIONS TR0 £.147.00 £.147.00 0.00 000 6.147.00 614700 0.00 0.00 0.00 0.00 0.00 000 0.00
APRARGBTIONS 34303017 223500 B8 81 000 000 masn 8281700 LT 531200 138847 L1 (L om 000
s + TNII00 ¢ 19636023 ¢+ 000 ¢ 000 ¢ TORSE02Y ¢ IIETM00 + 000 ¢ IGAZLOD. ¢ IHIELTY ¢ [T 000 000 ¢ 00
2 APRANAMGTIONS 002012 158362 07 168 162 67 000 000 159,352 47 150.352 96 000 (17} 000 000 000 (1] 000
2 = 1SRIELIT - 1EI6LET - 000 - 0.00 - 1ERIGZAT - 1606206 - 000 - 001 - om - 000 - 000 - a8 - 0.00
2o APRARGAITIOND 0602013 337.510.00 20004711 0.00 000 280,047.11 0w 0.00 e 5706299 000 o 0, 00
APRARKASTIONZ  OSAOR01Z oo oo 000 L1 000 (T} 000 000 00 000 L1 (1] (1]
APRARMSTION  DAI0201) T 2023468 000 000 202363 am L1 2063995 40337 000 L om L1
APRARKAITI0NS 06302013 2899995 20.826.70 0.00 0.00 30,026.78 () 0.00 29,9995 826,00 0.00 090 090 000
APRAMRGASTIO0N  DEAOTOTY £14r00 5082 48 .00 500 5,062 48 om 000 814700 108458 000 500 am 000
APRARIMSTI0NE 4002013 191.515.00 LTIAT 000 000 93,701.47 50.757.50 L1 50,757 50 781353 000 LT (1] L1
100 * 49621200 ¢ AJGATAED - 000 = 000 +  EMATAS0 +  BO7S7E0 » D0 - H45AS4ED - 8833750 - 000 - 000 » 000+ 000

STEP 5: Commonly Used Additional Features
g. Save as Variant
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Filter

Sort

Subtotals
Change Layout

e

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

States Department
inancial Managem

Welcome  Accounts Payable
Cost M

Line Items - Actual Costs/Revenues
J4]H 4

Funds Management ~ General Ledger Management  Interface

=" | Display Actual Cost Line Items for Projects
» [3Cost Management I Menu, 4| | Cancel | [ System] | [ Document |[ Master Record |[ Correction Request || De
= [JProject Systems Print Preview Ctrl+Shift+F10
= Structure Overview Report Edit b
. X TF FOST WBS DOC DOC DATE TYPE
P P PSR E R IR ET Goto | — TRUST FUND COLD TREATMENT. ..
Report Setfings b po 0 ©Op Exp-SupHat-—Gen
« WES Master Data Report - o | BT HiL
® Line ltems - Actual Environment v | Exit Shift+F3
Costs/Revenues System b
* Cost Hierarchical Plan-based - TEE * berpP =Val/COArea Crey |'D0c |'D0cumen RefDocMo  [Postg Date
FlaniActualiVariance =
- Cost Element Plan-based - Using ... 3 (120 1,042.45 |ND 3003951063 1901624835 12/27/2011
ActualCommitment/TotalPlan SAP GUI for HTML Options v 212X 2,475.89 3003693633 1901490426 11/29/2011
S AP_TF.COWND .00 0031 Z092] 2 125K 828.99 3003581178 1801477152 | 1111612011

ARTT AALIE AR RS Anan | A laaue annAn AAAACEACAA  ANA4 4SRN 4414400044

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

Reimbursable Orders Report

[voma ] p [Back] [Ext ] [Cancel | Systarm 4 |[ Detasts | [Sort in Ascencing Croes | [ Sori i escending order | [ Sed finer | [ B

Culpus Device: POF PRINTER e
Pumber of Coples 1 .
Number of pages
< Pt an .
Priet fiom page a o o .

STEP 8: To export to Excel, click Local File
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ey ——— L e

Senaral

o LTF Ak - 4 CF Firpea At Evalustion | A Regons Sy Thider Brpoity | Cusdome Conmporaenas Proe

Reimbursable Orders Report

=n 4 (W | [Eomon | st o | o | v G | 557 oo i | oot Pt | Yo | S| Pt | ]t v SBC i | o,

Reimbursable Orders Report

L Lor s Teniror
Miais FEr- ]
Nats FiRoo! Advancs

Bt Pasi ™ Frofulind Prigrass = et L Sasirn Dol & Tolal Covei i Com o Ol i Bepiicliligren | Bilied sl 0 Wiew Bl 0 MU 50 Uil & S0 Aowiein § Cowes Py 0 Dot Pay 8 Do Pay 5 O P

15 AP R ML TN AR i B B LT T [T e T [T T § g B ] [1] 1]
= T TEEEU - LI - LN BN v LTSS TN B v AR+ BTEER am [T (T T
n AP RAFLERT) B ORI e Xk L1 L] LB L] LB k] L] am 815 Ll L LE ] L]
111 * GRSBAOE *  BLMTE) v BS r RES ¢ ENE ¢ BESLDE L B+ LT [T [T 3 [T R T ]
VEx AL R TN  OSTETE 16 100 08 L T (T CEUE ) ERE L] [T ] am LT 1] L] am [T ]
APRLENETIEA] AR Aol g2 1171 11 (1] LT ] [ [T (1] i B 1] [T (1]
APARENERTIN]  ORORETY R A . 1] am nina LLFC T L1 TR 1901 40 1] 1 am am
AR AL T  OS09) ¥ 000 £ ST [T am JIEMTE 3 003 B (1] am anm B im am am
APALRMTINNS  IOELTE [red LT 1] nm LT LYrm (1] am (1] 1] 1] LT (1]
AFRLRTERTA N Sa0adel LTt A (1] am LED T [LEELE ] s snem Lyt (1] 1, am LT ]
i IR v TERBENE v L o anF S o T v s v ShARESy. ¢+ FMANN o [T [T LT [T ]
i AP AR TION  OMORTETY T LRy 1] am TS BT 150352 8 LT ] am am 1] 1 am am
iy o UMOERAT + (ELMERST ¢ B s BES ¢ DAMIW ¢ sERMEM o B s (T (T am o« [T (T R T
1 APAABEANTIEG]  PROROTTI TR 280 047 11 1] om BT NN am (1] nrsmm waen 1] 1M (1] (1]
af R e Ty AGSgR L Ll Ll s o L] L1 L] am i Ll L] o
APRARGEFTIONG]  PSOETEIN b T I (1] (1] I (1] L] MR 43T (1] 1 am am
AR EEER TR RTRTETE Bl T (1] [T ] MENTE am LL] nmn L= =3 (1] 1@ am am
APRLEXATINE ORI [Rrar e (1] [T ] 1000 4 am [T] BT [T TET 1T 1T am [T ]
IPALEXFETINN  MORTEN AT o o 1] am nrmar [, o (1] AT TANREY 1] 1. [T ] [T ]
1Exx o BRI - NJPAES + Rd < BBE ¢ KRS - BRPEA - BBE o ambalifE - WRIEA o by i - T

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

Save list in file...

In which formiat should the list
be saved ?

) unconverted

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

]!

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
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Reimbursable Orders Report

Directory C:\Usersillswanson\SapWorkDirl| *
File Hame ROR Example XLS

Encoding

=

IGBneraieI Replace | [ Extend |

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

-

| & Security warning
An applet of SAGUI FOR HTML tries to download file H:\Wildlife Services\December Training sessionitesting 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:\Wildlife Sewvices\Decamber Training session Change
v ] wo |

STEP 12: Your screenwill 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.

The fig you a'e Fyng to cpen, ROA Exangle 05, §in 8 dfferet Brmal har ipecified by the e extenscn. Verily Bl S e 8 rot corupied and i from @ Susted source before Spenng the e
Ia-. Doy o etk 3 o the M nerw?

L] Crl (=
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STEP 14: The file will open, as shown below.

D E F G H 1 1 K L M N o P Q R 5
3 User: Lora Swanson
4 Date: T
5 Date: Without Advance
6 Selection Criterion: Business Area : APOO
7 Fund : APOO1600AR
8 Fund Center : APWSWR4949
9 Funded Program : AP.RA.*
10
11 Budget Pe Funded Program ContractE Sales Or Total ColCommitm Obligatior Expenditt Billed Ar Non Billak FMSOU  SD Avail: Down Pay Down Pay Down Pay Down Payme
12
13 1010 AP.RA.NA49.73.0005 #H&#&4E4 11,000.00 4,293.99 o 0 4,293.39 7,000.00 0 4,000.00 6,706.01 o o o o
14 * 1010 11,000.00 4,293.99 o 0 4,293.39 7,000.00 0 4,000.00 6,706.01 o o o o
15 1111 AP.RA.NA49.73.0016 #H##&#E8 59,504.00 60,307.23 o 0 60,307.23 59,504.00 o 0 -803.23 o o o o
16 * 1111 39,504.00 60,307.23 o 0 60,307.23 59,504.00 o 0 -803.23 o o o o
17 11Xx AP.RA.RX49.73.0003 ###t#Es 70,100.00 50,359.35 o 0 50,359.35 70,100.00 o 0 15,740.65 0 o 0 o
18 11Xx AP.RA.RX49.73.0012 #ak#t 600 0 o 0 o 600 o 0 600 0 o 0 o
19 11Xx AP.RA.RX49.73.0013 #a##ies 20,640.00 22,331.40 o 0 22,331.40 41,280.00 0 #t -1,691.40 0 o 0 o
20 1IXX AP.RA.RX49.73.0014 ##&##84 30,000.00 24,676.71 o 0 24,676.71 30,000.00 o 0 5,323.29 o o o o
21 1IXX AP.RA.RX49.73.0015 7/1/2011 6,147.00 6,147.00 o 0 6,147.00 6,147.00 o o o o o o o
22 1IXX AP.RA.RX49.73.0919 ##&#u488 93,835.00 92,445.83 o 0 92,445.83 88,617.00 0 5,218.00 1,389.17 o o o o
23 * 11Xx HHFHHHHE | R o 0 o 25,361.71 0 o 0 o
24 1212 AP.RA.NAA9.73.0016 HHHFHAHIE I SR o O HEHHHHR | o 0.01 o 0 o 0 o
25 * 1212 HHFHHHHE | R o O HEHHHHR | o 0.01 o 0 o 0 o
26 12XX AP.RA.RX49.73.0003 #HHHHHH HEHHEHE HHEHEHH o O HiEHEHHE o 0 #HEEEE 57,862.99 o o o o
27 12XX AP.RA.RXA9.73.0012 ##E#HEH#EH o o o o o o o o o o o o o
28 12XX AP.RA.RX49.73.0013 ##&#a88 20,639.95 20,236.68 o 0 20,236.68 o 0 20,639.95 403.27 o o o o
29 12XX AP.RA.RX49.73.0014 ##&#E8E4 29,999.95 30,826.78 o 0 30,826.78 o 0 29,999.95 -826.83 o o o o
30 12Xx AP.RA.RX49.73.0015 ####iEs  6,147.00 5,062.46 o 0 5,062.46 0 0 6,147.00 1,084.54 0 o 0 o
31 12Xx AP.RA.RX49.73.0019 #HE#itH fHEHHEIE 93,701.47 o 0 93,701.47 50,757.50 0 50,757.50 7,813.53 0 o 0 o
32 * 12Xx HHFHHHHE | R o 0 #tE#E 50,757.50 0 HHEE 66,337.50 0 o 0 o
23 1313 AP.RA.NAA9.73.0016 #HHHHHEH HEHAHHE SHEHEHH o O HIEHHHHHE | HHEHAH 0 3,547.17 3,547.17 o o o o
34 * 1313 SHHHAHAHE | SRR o O HHEHRHAHE | SHHRHRHH 0 3,547.17 3,547.17 o o o o
35 13XX AP.RA.NX49.73.0005 ##&#8688  4,000.00 o o o o o 0 4,000.00 4,000.00 o o o o
36 13XX AP.RA.OTCS.WS.WR- #8888 30,000.00 19,569.70 o 0 19,569.70 30,000.00 o 0 10,430.30 o o o o
37 13Xx AP.RA.RX49.73.0003 I HHHAHHT S o O HEHHHHR | o 0.02 0.02 0 o 0 o
38 13Xx AP.RA.RX49.73.0013 ###t#E 20,640.00 20,639.95 o 0 20,639.95 20,639.95 o 0.05 0.05 0 o 0 o
39 13Xx AP.RA.RX49.73.0014 ###t#E 30,000.00 29,999.95 o 0 29,999.95 29,999.95 o 0.05 0.05 0 o 0 o
CEI] ROR Example"%j o o - o - o o m 4

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.

]l el 4 - = wi trsning exarnple - Microsaft Excel
“_Hﬂmf Insent Page Layout Farmulas Data Review View Developer Acrobat
| save

Information about ws training example

Co\Usesshllwanecn) SapWorkDir we training example XLS

Save as Adobe PDF

5 Open .
= Permissions
=5 Close _E,lj' Anyone can apen, copy, and change any part of this workbook.
nfa Pretect
— Workbook ~
Recent Froparties -
. 14.9KE
New . Prepare for Sharing
I Eefore shaning this file, be aware that # contains:
Print = Content that cannot be checked for sccessibility msues because of the teguie
L Check for current file type
Esues -
Save & Send
Help P Versions
[ J;] 1) There sre no previcus vessions of this file.
2] Optiens o
Manage
B3 et Vessions -
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e
Organize New folder = o o

AR TEAM A £ Name : Date modified
Debt Management

4 Libranies
s Documents
o' Music

=) Pictures

H Videos

'8 Computer
= 05Dk (C)
¥ Home (H:)

File name: | ROR Example
Save as type: JExcel Workbook -

= Hide Folders Tools = 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.)

0. 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.

Reimbursable Billing Document TRD

Purpose

The Reimbursable Billing Document TRD provides the overview of the expenses posted to a WBS by major BOC
group. This report shows the expenses posted by BOC by month or quarter. It will also show the overhead that is
posted monthly.

Considerations
e These instructions were specifically tailored to accommodate verification of the expense detail on the new
billing format.

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
HANA

FMMI Role
Ad-hoc Analysis, BOBJ Ad-hoc Analysis
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Instructions
STEP 1: Go to Ad-hoc Analysis > Documents > Folders > Public Folders > FMMI

Welcoms Patricia Fucile Heldp

FMMI Home | History, Back W =

FMMI

BOBJ Ad-hoc Analysis | History, Back

—
s.npﬂu;inmm;:u Welcome: FOD04559 | Applcations™  Preferences  Help Menu™ | Log OFf

e et

View = Hew - Organize Send Mare Adions Details o= H o4 1 |ofl »

| My Documents Title « Type Last Run Instances

=) 55 | My Dashboard Bl werkspace
| Fobders

Welcome: FODO4559 Applications™  Preferences Help Menu™

end Hore Achion Dretails

Tithe = Type

Auditing Folder

~ Auditar Foldes

BPMS Foldes

Data Federation Folder

Feature Samples Folder

FMMT Folder

F5DwW Folder

LCH Folder

Performance Manager Foldes

Flatform Search Scheduling Folder

c AMS Profitabllity And Cost Management Folder
BB an - Report Samples Folder
o2t SAp Faldar
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Next go to APHIS > Accounts Receivable > HANA — Reimbursable Billing Document TRD

BOBJ Ad-hoc Analysis | History, Back Forward
—
SAP Buniness OOHICTE Welcome: FOODAS5S | spplcatices™  Preferences  Melp Meu ™ Log Off
.'“ ocur — ————————]
View = Mew = Oegenice * Send M dstmny 2 W 41 lef1 #
Last fum Imstances
0
0
]
May 25, 2012 7147 AM 13

BOBJ Ad-hoc Analysis | History, Back
i
mmuoq?m Wielcome: FOOOAS5D | Apphcations ™  Preferentes Help Menu™ | Log OFf |
Home | Documents | HANA - Reimbarsable.. = © =
Web Intelligence m” el

mhm

w  Erter valhse(s) for Funded Progran
== W Enter vishoe(s) for Fusds Center (o
— W Enfer vahee{s) for Fiscal Year 201

Reefresh Valoes T3

T:;--..rr I.'hr £<-l|:rn: of the ki, please click the
Refresh values butbon

1 .

- T T [ T

e Click on Enter Value(s) for Fund APO01600AR

e Click on Run Query
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This report will take a little time to load:

Retrieving Data

L

(EEEEE

Last refresh time: Oh 1m 28s

Cancel

When the report first comes up, it will look like this:

o
SAP BusinessO Iol Welcome: FO004559 | Applications ™ Preferences  Help Menu™ Log Off | |£
Home [r‘ ” HANA - =) ]
web Intelligence = | [ == 5] - | &5 44 | &0 & - | | © ¢ | @~ || [ Track ~ ¥ Drill ~ |5 Filter Bar |&H 0udine| Reading ~ Design = (2 -

5t

#“
(7] Advanced

=2 Run

Enter value(s) for Fund
|aPoo1600AR |

Enter value(s) for Budget Period [optic

(2] ] [1906190613%x |

Enter value(s) for Funded Program (o

Enter value(s) for Funds Center {option

|
Enter value(s) for Fiscal Year
2015 |

‘-7'}:' |Funded Program (all values) |Budget Period (All \ralues) |Funds Center (All \ralues)

United States Department of’
Summary Reimbursable F

Animal and Plant Health Inspecti

Fiscal Year: 2015
Fund: AP0O01600AR

Buaget
= e L I I -
15 3 MD

1300 | AMISHQAS2Y APRACVHDIS  OVERFEADRA R Program Suppart \
1300 | ARISRQCS2ZY MO AP.RADOS1EP  USDA-DEFT STATE AGMNT - SEP Otner Sarvioas
< >
Summary by Quarter Summary by Month | OH Chack by Month | Errors Report | BCT | I_‘
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From here you can search several ways. You can check for an individual program code by inputing information in
the User Prompt fields:

BOBJ Ad-hoc Analysis | Histary, Back W B

]
mu.,.,m...,cq:“, Wislcome: FOODASSD | Applcatioes™  Preferences  Help Menu™ Log Off I

[ ome [ oocmests | v 7

Weh inteligence - FEH-1S8 8- o T v [ Treck -+ Y Ol - [ Pler Bar | 6 Outline Readng = Dasign =

 User Prompt Input ~ 5 | % [Funded Program (Al vakues) | [Budget Pencd (all values)| v | [Funds Center (All valses) |

(1 Advanced 0 P )
2 nter vatos(s) for Fund United States Department of
APDOLG00AR -
—————— Summary Reimbursable F

(71 1500 Animal and Plant Health Inspecti

Ember value{s) bor Fusded Progras
AP RAEXLY. 720840 L]

o

Enter valie(s] for Fumds Center (ope Fiscal Year: 2015

Fand: AP EDIAR
Emter value{s) for Fiscal Year

Budge! Fumded Progres At wabie Costy
203 wemaca | Pencd | FunowCesisr frp dranaea Dstcripihon Fre—— vt 1
Wi fE e AFEENIITY o, AN TICRGT GA-THE LANDINGS. BN g S R - b
{ 1S ARSI s ARRASE TS SATHE LAADGE BN Proce Sesnen }

| =~ = - [ P TR mme s m e as = PR = 0 S —— T

¢ Inthe Enter Value(s) for Budget Period, remove the budget period(s) you don’t want to view or change it
to the budget period you do want to view if it is not listed.
In the Enter value(s) for Funded Program, enter the WBS you want to view

e Hitenter

You canview view the Summary of expenses by quarter, the expenses posted by Month, or check for overhead
by month:

: . . : -
A ARRARNI3TZ0540 GATHE LANDINGS. ER  Froaram Susoar a 1057.4 277535 a
< >

I Summary by Quarter Summary by Month OH Check by Month | Errors Report | BCT | L

The Summary of Expenses will be the default screenand you can scroll to the right to view the details:

— - - [ [ - e S mem mrms | T e R — -

fg |Fun|:|ed Program {All valuesj |Budget Period (all \ralues) |Funds Center (All \ralues)

Funded Program Relmbursable Costs
Funded Program Dascription Elemants Quarter 1 Guarter 2 Guarter 3 Guarter 4 Total

AP.RARX13T2.0840 GA-THE LANDINGS, ER Parsannel Compansation a 3,894.7 5,958.06 3,4E2.63 17,355.39
AP RARXIZTZ0840 GA-THE LANDINGE. ER Program Suppar a 1.057.41 27TE.38 a 353397
AP.RARX13.T2.0840 GA-THE LANDINGE, ER Supples and Malerals a a 225 a 228
Sumc a 482211 1300242 346263 41T 1B

sum: a 43221 13,002.42 3,4E2.63 A1.41?.15

a n

The summary by quarter will list the expenses broken down by major BOC. Keep in mind, if this is anactive
agreement, the currect quarter might have expenses but they won’t be the final expenses for the quarter until the
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quarter ends. If an expense posts 10 minutes after you run the report, you should be able to rerun the report a short
time later and new a new total in the current quarter.

A ARRARXIZTZO540 | GATHE LANDINGS ER  Frooram Sutcart q 105741 27753 q
< >
l Summary by Quarter Summary by Month ] OH Check by Month | Errors Report | BCT | L

The view the summary of expenses by Month:

e Click on the Summary by Month tab
e Scroll to the right to view the details:

CI 9y ¢ | @« | | [Z Track ~ ¥ Drill ~ % Filter Bar B Outline Reading = Desii

“@ |Fun|:led Program (All \ralues} |Budget Period (All \ralues] |Funds Center (all \ralues]

i g 35947 2.462.34 465359 2847.03 3.L6263 g

1 a 105741 864,52 133455 77255 a a

i i i i 228 i i i

0 g 438211 2.130.38 E.251.57 2519.09 3.46253 g

1 a 435211 31305 825157 3519.08 346263 a
LB - ) | @ +| | [Z Track * ¥ Drill = [ Filter Bar B Outline Reading |~ Desii

7= |Fun|:|ed Program (All values} |Budgel Period (All values]l |Fum:|s Center (All \ralues]

a a 3,894.7 28234 4,555.69 2.547.03 3,462.63 a
a a 105741 GE8.52 1,334.53 TT2.98 a a
a a a a 225 a a a
a a 4495211 313055 E251.57 3.519.99 346263 a
a a 435211 313055 BE251.57 3.519.99 3,462.63 a
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The expenses will be posted by major BOC like in the Summary by Quarter view, however when you scroll to the
right the column showing the Reimbursable Cost Element titles will disappear from view on months later in the
year.

To see if overhead was posted in a particular month:

G ADRARKIYITICEE] GATHE LAMDRGE ER  Proorm Suooon (- 105741 aTEM

LY

<
| [ summary by Quarter " [3 summary by Month [ OHcheckbyMonth | | [3) EmorsRepot | [3 BCT | 3]

To see if overhead was posted in a particular month:

e Click on The OH Check by Month tab

= e | | r o o | | [E_ B RETIeN w wnm L LT TR o R PV | ey LIy "

r_‘;l |Fun|:|ed Program (Al l.raluesj |Prugram Support |Funds Center (Al \ralues}
¢
a a a a 1,057.41 a a a a
a a a a a 65,52 a a a
[ [ [ i i a 133433 a i
a a a a a a a TS a
a a a a 1.057.41 63,57 133458 TTLEE a
a a a a 1.057.41 63,57 133458 TTLEE a

Another way to search is by choosing the WBS and Budget period from the drop down menus:
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e 5 o Weicome: FODO4559 | Apphcations™  Preferences  Melp Menu™ Log OFF s
I Ly

Web Inteligence FE-ISn Ha- 00 g% el [ Track + § Ol W Fiter Bar |85 Outiing Heading * Design =~ ()

| [Eudger Pericd (all vaiues) | [Functs Conter (A1 vabors) >

R |Funded Program (AN values)

(1! advanced | 2= Runm -
- | F———— United States Department of ‘
<o | APDOISDOAR s
- AT RS Summary Reimbursable F
r-"ﬂl 500K 1O LN Animal and Plant Health Inspecti
Ember valss{ ) lor Funded Program (of

Ember valse(s) for Funds Center [opbo: Fiscal Year: 2015

Fund: APOMEMAR

Enter vahse{y) lor Fiscal Year

2015 —— ——
[ ] 18X APgegALil - AP R DD VERSEAD Al g hapen L]
£ 18 [t L) AP W, S B WHRADERT FTATE AT - B8 e 3
BOBJ Ad-hoc Analysis
~a'
SAP BusinessObcts Weicoma: FOO04559 | applcatons™  Preferences  Help
Home | Documents | HANA - Reimbursable.. =
— |ae. COOEHG A | - = =
Web Inteligence = | 0 o7 [ - | S5 M | “E 35 paremacu o001 »| | Tk v 'y el v ¥y Fiter Bar | EE Outine
—3 i | APRAFEMAHLODOL
Gl User Prompt Input -« |[R PRI ing e [Budget Period (Al vabues) | [Fends Center (Al values) ]

e AP RAMNNE. 73,0239

— =
ey AP RANNS. 72,0001

Enter value(s) or Fund AP EAIOUS. 73,0005 United States Department of A
= | [APIOLE00AR APRANNDS. 73,0207 =
| e Summary Reimbursable Re
m 150K PR h0a 79,0047 Animal and Plant Health Inspection
Enter value(s) for Funded Program (o AP.FANAN. 741067

APRAMNNDE.T4.1128

Once you find your WBS, you can check each of the tabs for the report information above just like you did when
you searched using the User Prompt input fields on the left side of the screen.
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If you have a whole stack of bills to verify and they all have the same Fund Center, you call pull up all WBS
elements that have that Fund Center by choosing a Fund Center from the drop down menu:

SAPE o Weloomet: FOMDAS5S | Apphcatioss™  Freferences  Help Menu™ Log off £

Webimteligence ~ | P Q- 1 S 0L - W o | @ - | Tk - % el - [ Pller Bar S Outine “Reading| - Design - D -
= : Presigt Lip « | Ir-umnwmumm:_ilwwcuumn_x!wwwm]_vi
;|| pm—— United States Department of
| i s Reimbursable F
- " ummary reimbursable
Hy T Animal and Plant Health Inspecti
Enber vahse{s ) for Funded Program (op
Enter vahse{s ) for Funds Cember (opbor Fizcal Year: 2015

Fumd: APDDYEBDAR

Enter valse{s) for Fiscal Year

2015 i iy
L] 1IEx REESARIL L] AR D CERSEAD A S g L]
< Tin e -] AR RA S B8 WeRADERT BTATE AdinT - R S oo »
< y | (% SummarybyQuarter " [% SummarybyMenth | (1 OMcheckbyMoth | (1 ErorsRepon | [0 B | (1]
== ] |
4| 2L - €y % | & +| | [Z Track ~ ¥ Drill = % Filter Bar EE Outline
= |Fun|:led Program (All values)| v | |Budget Period (All values) | v | |APWSER1313

United States Depal

BOBJ Ad-hoc Analysis

Welcome: FOOO:

Web Inteligence ~ |1 =* [&] - |3 O - o e | 2| | [ Treck - F Dall - 'y Filter Bar | GH Outline |

{| | User Prompt Input - | print (Ctri+Shift+P) values) [ v | [MBOC (AN values) [ | [State Name (a1l values) v | [Funded Program
!i‘—'_l Advanced .g: Run Export to POF for pmw X AFRERTRS PUTRYY  PERETE SO ORI e Ty wdTT
dnys

lﬁg | 1000 ABRANTSE SOELE  Perpiene Companiaton 009811080

Enter value(s) for Fund DO ARRANYNPEOON  Petornsl CompEneNmn 001505004 U
|APOOLG00AR | I APRANYNEROOMN  Peonnsl Compiramion  20088800e) T
I APRANTNAEDOSIL  ProgramSugpon onbeasiats 2am18

@
=

, Enter value{s) for Budget Perod [optia
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You canalso print or export your report:

e Click on the Printer icon
e Choose from the dropdown menu either Print or Export to PDF

Bow: | AESF=E BhE fuss

o | IR0y | (= (e -] H B Comarmon Tt | Don

| ek ofol

PE__"eR United States Department of Agriculture s renesnes oais g T
e o Summary Reimbursable Report by Quarter
i

= [ o4 e by Mawats Aniemal ard Flant Health ngpoction Service

[ proerca smmary Flacal Yasr: 2015

Fund: APGIHAIAR

e e — [ " B " 1

™

o — ™ P T bl FTATILR TFOAT W e W # s

ey s E D Tl L 2mmm e = ure A

o e . B e o - r s rama

i s - o i ] S TR s - -r " 0 e

ra st - i i el Sl T by - [ " # -

b frer i m - - smrn

l - - Prr tomm - P o
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Budget
APHIS AVC Budgets by Fund

APHIS AVC in FMMI & Budgetary Posting Method

FMMI Fund  Budget PD AVC How Budget is Established (GL 4610)
AP0O01600AD  |Annual Budget PD + FUND BESB Budgetary Documents
NoYear FUND + FA BESB Budgetary Documents
Multiyear Budget PD + FUND BESB Budgetary Documents
APO01600AR  |Annual Budget PD + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
NoYear FUND + FA + FC+ FP Sales orders
APOD5161AV * |NoYear FUND + FA BESB Budgetary Documents / Actual Collections must be monitored

APDO1G6IEAR* |NoYear FUND + FA Positions 1-8 (APOOUFVS) BESB Budgetary Documents / Actual Collections must be monitored
APD08226AV NoYear FUND + FA TOWA Sales orders w/ Deposits Received
AP0O01600BN  |Annual Budget PD + FUND + FA BESB Budgetary Documents
NoYear FUND + FA BESB Budgetary Documents
APO0O1600BR  |Annual Budget PD + FUND + FA BESB Budgetary Documents
NoYear FUND + FA BESB Budgetary Documents
AP031600BD NoYear Fund + Budget PD + FA BESB Budgetary Documents
AP001601AD MNoYear FUND + FA BESB Budgetary Documents

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

Last Updated 21-Mar-12
File Path I:\MRPBS - Marketing & Regulatory Programs Business Services\FMD - Financial Management Division\FMMI\Budget Authority
File Name AVC rules by Fund.xlsx

I'\MRPBS - Marketing & Regulatory Programs Business Services\FMD - Financial Management Division\FMM\Budget Authority\AVC rules by Fund.xlsx
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APHIS AVC in FMMI & Budgetary Posting Method

FMMI Fund Budget PD AVC as of FY14 AVC as of FY15 How Budget Authority is Established (GL 4610)
APDD1600AD  |Annual Budget PD + FUND KEEP BESB Budgetary Documents
MoYear -
Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND + FA CHANGE BESB Budgetary Documents
MoYear -
Budget Periods LESS THAN 15XX FUND + FA CHANGE BESB Budgetary Documents
Multiyear Budget PD + FUND BESE Budgetary Documents
APDO1600AR  |Annual Budget PD + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
MoYear -
Budget Periods GREATER THAN OR EQUAL TO 13XX Budget PO + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
MoYear -
Budget Pericds LESS THAN 135X FUND + FA + FC =+ FP Sales orders; varies depending on Sales order Type
APDOS161AW * |NoYear FUND + FA BESE Budgetary Documents / Actual Collections must be monitored
APDO16FRAR  |Annual Budget PD + FUND + FA + FP BESE Budgetary Documents / Actual Collections must be monitored
No'Year FUND + FA + FP BESE Budgetary Documents / Actual Collections must be monitored
MNoYear - Budget Period + FUND + FA Positions 1-8
APDO1GIEAR Budget Periods GREATER THAN OR EQUAL TO 15XX [APOOUFVS) CHANGE BESB Budgetary Documents / Actual Collections must be monitored
MoYear -
Budget Periods LESS THAM 15XX FUND + FA Positions 1-8 (APOOUFVS) CHANGE
APDOB226AY NoYear FUND + FA TOWA Sales orders w/ Deposits Received
APDO160O0OEN  |Annual Budget PD + FUND = FA BESE Budgetary Documents
MoYear -
Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND + FA CHANGE
MoYear -
Budget Periods LESS THAM 15XX FUND + FA CHANGE BESB Budgetary Decuments
APDO160OOER  |Annual Budget PD + FUND + FA BESE Budgetary Documents
MoYear FUND + FA BESE Budgetary Documents
APO31600BD  |NoYear Fund + Budget PD + FA BESE Budgetary Documents
MoYear -
APDO1601AD Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND + FA CHANGE BESB Budgetary Documents
NoYear -
Budget Periods LESS THAN 15X FUND + FA CHANGE BESB Budgetary Documents

All other funds should be Budget PD + FUND + FA

*This fund shouid hove Automatic Budget Posting (ABP) at 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
0 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 > Re ports > Budget Pre paration and Planning > Budget Availability
Control

E—J—_,S.I;)A United States Department of Agnculture
C____IFinancial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable Cost Management [EPal BN ETET il

Reporns

Budget Availability Control
|a]2] Ll

Evaluation | HANA Funds Management Reports | Bl Funds Management Reports

A Display Overall Values of Control Objects
¥ O Analyze Financial Data = P 1 -
4 | 3 2] 1 | v
- Yy [Menu 4 [Save As Variant... | [ Back Cancel | [ 5:
Planning FM Area USDA
* Budget Overview Conlrol Ledger E
* Compare Budgel Version
RO o & et Type of Account Assignments
Report — Account assignments specified below are:
|_Budget Availability Control | <) Gontrol Objects
* Budget Availability Control -
HANA Budget Addresses
* Budget View by Document Posling Addresses
Type
* Drillidovm for Budget Entry [ o
Documents Fund to
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STEP 2: Variable entry screenwill appear. Enter the desired parameters to execute the report.

anc

Welcome

States Department

Accounts Payable

Accounts Re: ble Cost Management WETLWEEIEWEFGuC0dl General Ledger Management  Interface Table Mainte

Reports | Evaluation | HANA Funds Management Reports | Bl Funds Management Reports
Budget Availability Control

Business Activity

«

~

Display Overall Values of Control Objects

:Ex:g:;::;::::‘:ﬂ [Menu2] | | d [Save As Vanant | Back ] [ St ][ Gancel | [ System ] [ Execute || Get Variant | [ Program
Planning FM Area usA
* Budget Overview Control Ledger ET
* Compare Budget Version
° G ECTET Type of Account Assignments.
(=] Account assignments specified below are
* Budget Availability Control _
- (3) Control Objects
* Budget Availability Control - -
— () Budget Addresses
* Budget View by Document () Pasting Addresses
Type
° Drilldown for Budget Eniry Selection of Account Assignments
Bt Fund C_ 7 *© 71 =
» BTF Recon Reports Funds Genler L ] ‘ ]
+ Budget Availability Control Commitment tem [ fo | [=]
- Budget Line ltems Functionzl Area [ ] o ] =]
* Customer Line ltem Az LT [ P [2]
Display
+ Daily Collections Restriction According to Attributes
* Display AR Document [__= Muliiple Selection FM Account Assignment_| Variant Name |
* Display Funds
Commitment
= Display G/L Account
Document [ ' LayoulOplions |
= Display List of Invoice Display Options
Documents Use View 'Qulgaing Amounts' (=)
« Display Purchase N Use View 'Incoming Amounts'
Requisition Maximum Usage Rate

* Document Chain Report

= Line Items - Actual
Costs/Revenues.

= List of Customer Line
Items Report

= list Purchase Orders

Display Budget Deficits Only [ ]
Only Obj. With Overall Checks
Hierarch. View of AVC Elements

STEP 3: To run by WBS element and all budget availability, enter the following data:

a.

Control Ledger =1i.e.9H

b. Funded Program (WBS Element) = i.e. AP.RA.NA32.71.0346

C.

Click Execute to runthe report

Display Overall Values of Control Objects

4 | Save As Varianl_.

[Exit] [ Cancel | | System . || Execute ]| [ Gel Variant .. | [ Program Dx ]

FM Area USDA
Control Ledger .
Type of Account Assignments

Account assignments specified below are:

) Control Objects
Budget Addresses
") Posting Addresses

Selection of Account Assignments

Fund to | [=]
Budget Period to ]
Funds Center [ to | =]
Commitment llem [ to [=]
Functional Area [ | to ]
Funded Program o

Restriction According to Attributes
| & Multiple Selection FM Account Assignment

Variant Name

| &= 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 [/]

Hierarch. View of AVC Elements [v]

STEP 4: The report will populate as shown below
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Display Overall Values of Control Objects

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

| Menu 4 | ||
Control Objects Data: Overall Values ~
FM Area USDA (USD) Fund AFD01600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area AFPD0DAGREIMBURDOO
Funded Program AP RANA32T71.0346 W
=
Overall Walues of Control Objects Consumable Amt Consumed Amt Available Amt
» 5] <Several Budget Period Values> 54,823 00 7.826.45 45,885 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 | || | 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 9H Funds Center APWSWR3232
Functional Area APODAGREIMBURO0D
Funded Program AP.RANA32.71.0346 v
&l | H |
Overall Values of Control Objects Consumable Amt Consumed Amt Available Amt
[} <several Budget Period Values> 54,822.00 7,826.45 46,995.55
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|[Ext] [ Cancel | | System « | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |
Control Objects Data: Overall Values 2
FM Area USDA (USD) Fund APODD1600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area APODAGREIMBURO0D
Funded Program AP.RANA32.71.0346 v
R | M | DL
Ovwerall Values of Control Objects Consumable Amt Consumed Amt Available Amt
w =] <Several Budget Period Values> 54.822.00 7.826.45 46,995.55
» 51313 27.411.00 0.00 27.411.00
» S 13XX 0.00 0.00 0.00
Pla1a1s 27,411.00 7.826.45 19,584 55

STEP 7: The report now shows as follows. All Objects shows availability.
d. Note the following items for the 9H Control Ledger:

Page 115 of 203



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 | | | 4 [Back | [ Exit ][ Cancel | | System « | [ Details | [ Add Hierarchy of Budgel and Posting Addresses | [ BCS Documents |
Control Objects Data: Overall Values o
FM Area USDA (USD) Fund AF001600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area AP00AGREIMBUROODO
Funded Program AP.RANA32.71.0346 v
=&l | | CE D)
Overall Values of Control Objects Consumable Amt Consumed Amt | Available Amt
v & <Several Budget Period Values> 54,822.00 7.826.45 46.995.55
» 51313 27.411.00 0.00 27.411.00
p & 13XX 0.00 0.00 0.00
- £71414 27.411.00 7,826.45 19.584.55
E’L ALLOBJECTS 27.411.00 26.301.11 1,109.89 |
» ¥& 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

(e ]| | 4 [Back]{Eat] [ Cancel || Systerm « | [ Display documend fin |  Staius overvew: || Desplay ssict o party | | Feader output preview | Onders |
Reirmb - Mo Advance 1200004752 Poed valon 2,02F,218.00 Um0
Sold.To Party 5000347 CFAS-ADCA DE /6760 EAST IRVINGTON PLACE | DENVER CO 502 :
Ship-To Party 5000347 DFAS-ADCA DE /6760 EAST IRVINGTON PLACE / DENVER CO 802
PO Humber PO date g2/97/3014 Hl
salen ';- Mem cueriew mem getal Cngenng padty Procurement. Fhippeng Rieason fof (gachon
Req el date 0| [o2/07/2014 Deever Puard
‘Contraci sard Condract end
[lcens Total Waight a[¥a
Delrvery bisck - Wilume 0. 000
Bang biock - Fricing date 02072014
Payment terms G001 Pay Immedialely wio  Incolemas
Deder reason -
Sk Bk APDO I AGT AG| APHIS. USDA. USDA
Al ivems.
Mem  Materal Description  WES Elsment Ordes Cuantty  Un  [Amsent per Uk Net price Crcy Pil  MCa CnTy CATD BLck OfF
[ 230 REIME ij—'”W—‘J!H-Q AP RA.NADD, 71.0022 ivA 16, 80000 1vA 16,800.00 US D APO0 RONA Ampue [ a —
| 230 REIME 14TI00-0322.0 AF.RA. NAT4. 71,0323 1]va 36, 460, 00 1 |Wa 36,480.00 USD O AFGO AONA REME [
| 249 RETNE gL AP .RA:RAIZ. 71,0346 T VA 27.411.00 T VA T, 411,00 U O AP0 ROoMA RENE L1 1]
| 259 REIME HTI00-0322.0 AP.RA.NAJE, 71,0324 1/vA 91,685 .00 1ivA 51,685.00 (USD D APOD RONA REMB | [
[ 260 RETME 14-7100-0322-0 AP, LA NAZE. 71,0326 1A 61,505.00 1vA €1,505.00 USD D APOD RONA REmMB [
270 REIVE 14-7100-0322-0 AP, RA. NATG. T1. 0327 1 VA B, 584,00 1WA B, 985.00 USD D APGO RONA REme | []
s 280 REIME 14T100-8322-0 AP, A&, NADS, 71,0328 1 VA 56,567, 00 1WA S6,567.00 USD D APGO RONA REME [ ]
i 290 REIME 14-T100-0322.Q AP, RA. NA2D, 71,0329 1va 72,860.00 1iva 72,860.00 USD D APOD RowA REmB [
200 REIME 14-T100-5322.0 AP.RA. NAZS, T1.0330 1 VA 49, 266,00 1 WA 49,266.00 USD D APOD RONA Reme [ -
L] ]

BEL GED R ©LE
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Line Items - Actual Costs/Revenues

Line Itemns - Actual Costs/Revenues
ine Items for Projects

[Meru«] 4 [Back | [Exit | [ Cancel || System . || Document | | Master Record | | Comechion Request | | Details || Sel Fl
Layocut JIF-RECH R IF BRB Calc Recon-Rmv docs &
Obisct WBS AP.RA.NA32.71.0346 13 7100 0322 IA DOD ANG RENO
Cost Element 5200000200 To 5400001299 ServRsv-Exch...
Posting Date 01/01/2011 To 11/30/2014
WBS Element * Doc Date * [BP ValiCOArea Crcy|Doc. 3 CostElem . [Created on  |Posting Date
02152014 - 1,063.64
081972014 1414 290.10- 5U 6100002111 09222014 Des2014
1414 350 00- 5100002131 09222014 oS1e2014
1414 210.00- 6100002161 09222014 09192014
081972014 . 850.40.
0230/2014 1414 T784.70- ZP 6100001101 | 092772014 09272014
1414 785 §100001274 09272014 09272014
1414 31.38- 6100001275 09272014 09272014
1414 164 5400001202 09272014 09272014
1414 1137 B400001213 09272044 09272044
1414 93.36- 6400001264 09272014 09272014
1414 43.65- 6400001265 0S27/2014 D704
0e3072014 . 978.97.
Fiscal Year 2014 L] 25,570.73
AP RA MAZ2T1.0348 12172014 1414 40014 CT 6100980000  10/21/2014 102172014
1414 400.14 6100980000 10212014 10212014
107212014 . 800.28
11022014 1414 69.90-'SU 6100002131 11042014 11022014
11022014 . 69.90-
Fiacal Year 2015 e 730.38
AP RANA32 10345 .- 26,301.11
FIR 26,301.11
Status of Funds Project-to-Date
Status of Funds Project.to-Dats
_Open | Save 43| oy as | Table »| _Info | Print Version | Export 1o Mxcrosof Excei |
S, Fund  APOO1E00AR
= Fund Funds Cenler APWSWR3232
* Funds Center Funded Program  AP.RANA32T1.0346
* Funded Pregram Authority**  Budget Authority®s  C s Dbl a ST v Total C and O =+ Available Authority =«
* SOF GL Keyfgures GL (PTD)  Budget Period*® s s [ s 5 s 5
~ Rows 1414 [1X1) 0.00 o000 a.00 263011 2630].11
* Bucget Period Gverall Result 000 000 000 000 2630111 2630011 1,109,588
* Fras rhararksnehrs
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 || | 4 | Back J[ Exit] [ Cancel | | System . | [ Details | [ Add Hierarchy of Budget and Posting ][ BCS D |
Control Objects Data: Overall Values e
FM Area USDA (USD) Fund AP001600AR
Control Ledger aH Funds Center APWSWR3232
Functional Area APODAGREIMBURO0D
Funded Program AP RANA32.71.0345 v
| | B
Overall Values of Control Gbjects Consumable Amt|  Consumed Amt|  Available Amt
v (&) <Several Budget Period Values> 54,822.00 7.826.45 46,995.55
» 1313 27.411.00 0.00 27.411.00
b S 13XX 0.00 0.00 0.00
- S 1414 27,411.00 7.626.45 19,584.55
» @b ALLOBJECTS 27,411.00 2630111 1,109.89
» ¥4 REVENUE 0.00 18,474.66- 18,474 66
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STEP 10: Inthe Control Ledger field, change the selection to ZR and click Execute.

Display Overall Values of Control Objects
Menu 4 || | 4 [Save As Vaniant__ | [ Back | [ Exit | [ Cancel | [ System 4 | Execute [ Get Variant...| [ Program Documentation |

FM Area |usDA

Control Ledger

Type of Account Assignments
Account assignments specified below are:

(%) Control Objects
() Budget Addresses
) Posting Addresses

L S
Fund [ ]
Budge! Period
Funds Center [
Commitment Hem C
Functional Area [

Funded Program [4P.RA.NA22.71.0346 O

g 8858 5

elelolaele

ing to

| = Mulliple ion FM Account Assig Variant Name ]

| 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

| 4 [Back] [Cancel | [ System 4 | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |
: 5 A
Control Objects Data: Overall Values
FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APOOAGREIMBURDOO
Funded Program AP RANA32.71.0346 (¥

sl | |
Overall Values of Control Objects Consumable Amt|  Consumed Amt  Available Amt
» 5] <Several Budget Period Values> 45,157.66 588.89- 45746.55

STEP 12: To expand the report to see a breakdown by BP, click on the right facing arrow next to the line
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Display Overall Values of Control Objects

[Menu 4] | 4 [Back ][ Exit][ Cancel | [ System 4 | [ Details | [ Add Hierarchy of Budgel and Posling Addresses | [ BCS Documents |
; : A
Control Objects Data: Overall Values
FM Area USDA (USD) Fund APDO1600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APD0AGREIMBUROQOD
Funded Program AP .RANA3271.0346 W
N
Overall Values of Control Objects Consumable Amt|  Consumed Ami | Available Ami
Eﬁy <Several Budget Period Values> 45157.66 583.39 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 |
Control Objects Data: Overall Values 2
FM Area USDA (USD) Fund APD01600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APO0AGREIMBUROODO
Funded Program AP.RANA32.71.0346 v
el | E | BlLE]
Overall Values of Control Objects Consumable Amt  Consumed Amt Available Amt
v (3] <Several Budget Period Values> 45,157.66 588.89- 45,746 55
P ES1313 23,599.66 3,670.23- 27.269.89
» SJ13XK 0.00 0.00 0.00
Eﬁ 1414 21,558.00 3,081.34 18,476.66

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.
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Display Overall Values of Control Objects

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

[Menu 4 ][
Control Objects Data: Overall Values A
FM Area USDA (USD) Fund AFPD01600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area AFPD0AGREIMBURDOO
Funded Program AP.RANA32.71.0346 v

a | EH | BLEE]

Consumable Amti Consumed Amt Available Amt

Overall Values of Control Objects
~ (&) <Several Budget Period Values> 45,157.66 588.89- 4574655
» &11313 23,599.66 3,670.23- 27.269.89
b E 136X 0.00 0.00 0.00
- & 1414 21,558.00 3,081.34 18.476.66

[> @& ALLoBJECTS 21,555.00 21,556.00 2.00]
» @4 REVENUE 0.00 15,474.66- 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

| 4 [Back ][ Exit][ Cancel | | System . | [ Firstitem | [ Previous item | [ Next item | [ Last item | [ Displc

| Menu « ] |
Sales Document ltem ?p40 Item category 'RONA | Reimb - No Advance
Material REIMB 14-7100-0322-Q

' SalesA | SalesB | Contractdata |~ Shipping | Biling Document | Conditions ¢ Accountassignment |

Account assignment
Business Area 'APOO
Order
Profit Center Profil. Segment E
WES Element AP.RA.NA22.71.0346
'_Da'lz relevant for cost accounting
Costing sheet 'ZRRE1 | USDA - OH for All Expenses
Overess ey
| [B] FM AccAssignt
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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 | [ D
Layout /TF-OH TOT TF OH Totals-Run with GL 6100980000
Cbiject WEBES AP.RA.NA32.71.03486 13 7100 0322 IA DOD ANG RENO
Cost Element 6100980000 To 6100980000 OpEx-Overhead % Calc
Poating Date 10/01/2010 Teo 11/30/2014

WES Element * BP + Doc_ Date Posling Date |Doc type Cost Elem..” = WValfCOArea Crecy

AP RANA32.T1.0346 1414 04/30/2014 04/30/2014 CT 5100930000 573.75

05/31/2014 05/31/2014 CT 613.29
06/30/2014  06/302014 CT 1.357.65
07/312014  07/3172014 CT 1,400.14
102172014 10212014 CT 400.14
10212014 10212014 CT 400.14
AP RANA32.71.0346 .
LI 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 $ 5,853.00
Total Overhead to be Charged $ 5,853.00
-Total Overhead Charged $ 4745.11
Uncharged Overhead $ 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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HANA — Analysis of Availability AP001600AR TRD

Background

Web Intelligence is the software that runs BOBJ or HANA BOBJ Reports. This document discusses the Non
Federal Reimbursable Invoices. This report brings in multiple Fiscal Years but has set filters that allow you to
choose only the Fiscal Years you wish to see. This report shows collections, Estimated Collections, Receivables;
Collections therefore it should be used only for fund APO01600AR. The report has multiple tabs to view your data
in different ways.

Roles
BOBJ and/or BOBJ HANA Reporting Role

Process

1. Locate the HANA — ANALYSIS OF AVAILABILITY AP001600AR TRD in the Public Folders under the
APHIS General Ledger Reports.

Note: For detailed instructions on locating APHIS Ad-Hoc reports see the “Opening a Previously Created

BOBJ/HANA Ad-Hoc Report”” document.

iy Dociaments

Wes Irasigence ] This s 524 33 beng I mere then one Fiseal Year| FOOU271
W Lriclgensce ] Faooarar

2. The document will open with current data.

There are multiple reports created from the data; the different reports can be seen by clicking the tabs at the bottom
of the screen.
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é Av.. A 80|
<Click> on Input
Controls which allows z : inaml Data Access |~ Analysis | Page Setup |
you to filter the data. -2 Report may default | other | .~ Took | Posifon | Linking
- to Available b -~ @ - || ERTumInto &3] Set as section
Objects
ype here to filter tree
= 2] HANA Analysis of Avaiability AP0 16004
= HANA - Federal Transaction Register Too: .
=@ oot b Page Lof1 United States Department of Agriculture  LastRefieshed Date:
S— Budget Period - A4/18/15
> ; HANA PROJECT TO DATE TOTAL
2] Commitment Ltem Body of the Report
B Federal st COLLECTIONS AND OBLIGATIONS
x
_-‘ Functional Area
‘;% Functional Area Description
Fund
Funded Program
Funds Center 10710 285 47 6 970070 15 130 455 24711710 5 2967
5@l Account 00 AGDEFAULT 3371938543 3697993035 1,730.455.08 34712,730.54 226719081
Credit Amount 00 APOOAGINTERESTO0 0 466,92 46692 0 466,92
. _D;b‘“m”““t 00 APOOAGREIMBUR000 10,488,556 408,159.6 10,080,396.6 52432420 -116,164.69
=] ariables
80C AC APOOAGREIMEURO00 2 3 14,644.93 13,160.8 92,1381 1749317
MBOC BR APOOAGREIMBURO00 361,774.35 269,295.67 92,478.68 298,357.61 2806184
i:g;i"t‘ CR APOOAGREIMBURC0D 69.840.19 0 69,840.19 1262 1262
Total Account Recavery E APOOAGREDMBURO00 62,0547 909362 378815 5199006 4793714
Total Committment s APODAGREIMEUR00D 12,706,030.45 748291817 522311228 8,103,368.4 -620,650.23
Total Disbursements - . S i . . .
Total Expenditures P APOOAGREIMBUROD0 15462098 1480785 6.542.48 145,1485 2930
Total Open Sales Order Amaunt MR APOOAGDISTRIEC00 0 1,500 -1,500 851 2,351
MR APOOAGREIMEURO00 60,534,700.14 44,746,597.73 15,788,102.41 44364,381.39 38221634
Total PTD Availability
Total PTD Obligations 04 APOOAGREIMBURO00 1,281,151 1,590,041.2 -308,910.2 1,520,771.47 6226873
Total PTD Receivables D APOOAGREDMBURO00 5686543 5567412 118131 562582 58408
Total Sales Order s s - R
\ ot Undeiveres Orders ‘ 20 APOOAGDISTRIB000 0 43025 45025 1062289 20.073.14
20 APOOAGREIMEUR0D0 7,655,634.52 64375376 1,168,116.92 6,180.765.17 30677243
2Q APOUPEAQLAPPROGO 0 3761381 3761381 0 3761381
2Q APQOPEFFEDETEO00 0 3263 3263 0 3263
Report APOOUFPQUFROTO00 0 11983 1,185 0 11983
<1} Layout Tabs —— : N
Arre [ [3 Total Report [Z] Total Analysis | [ Reportby Program | [ Reportby Budget Period | [ Report by Detail Expenditures | [ Download | & Nutesl
| «

a. Total Report (HANA PROJECT TO DATE TOTAL COLLECTIONS AND OBLIGATIONS) is the
first tab which summarizes the data by APO01600AR, breaking out the data by program and functional
area. The report totals the Fund. This is a high level report which brings in the estimated collections
to agency for that line item.

e Total Obligations calculates the totals by adding together the Total Commitments, Total
Account Recoveries, Total Undelivered Orders, Total Expenditures and Total
Disbursements.

e Total PTD Availability is Total PTD Collections minus Total Obligations.

0 Anegative Total PTD Availability means that there have been more Obligations
then Collections.

0 Apositive Total PTD Availability means that there have been more Collections
then Obligations.

e Total Open Sales Order Amount is Total Sales Order minus Total PTD Actual Collections.

0 A positive amount in the “Total Open Sales Order Amount” column means that
the estimate might need to be decreased.

0 Anegative amount in the “Total Open Sales Order Amount“column means that
the estimate needs to be increased. Collections have already occurred and this
column should eventually be zero

Note: This is the report format that is shown first when you run the report.
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Reset Buttons that
resets all input
controls back to
All Values.

ofAv.. & = =

4 Repo] Input Controls
S L which allow you to
3 - - - Tables
ZE- SR ’j filter the data.

ss | analysis | Page setup |

e

B TumInte ~ | E5] 5 tior

/" Teols | Pesition | Linking /" Table Layout |- Bshaviors

== Break ~

Insert ~

[T Header -

[ Footer -

% s x o |=5um([Total Sales Order]ForEach{[SGL Account])FarEach{[Budget Period]JFarEach([Funds Center])FarEach([Funded Program] JForEach([Functional Area])FerEach ([Commitment Ttam]))

United States Department of Agriculture

If you do not see the Input Controls <click>
on the icon on the left hand side.

Functional Area

AGDEFAULT
APDOAGDISTRIBO0O
APODAGINTERESTOO
APOOAGREIMBURDOO

e

Funds Center

APOO00D000

APDOCSPD24
APOODPCH24
APOOFEMA24

m

Funded Program

il 0

[ihabes B -

J

Page10f123 Last Refreshed
HANA Total by Fund Center and Funded Program Date: 4/15/15
[ Fund: apoo1so0ar

00 AGDEFAULT AP00000000  FPDEFAULT 38,719,383.43 62028 3697993033  34,712,738.54 1,739,435.08 2,267,190.81
APQUAGDISTRIBOO0  APO0000000  FPDEFAULT 0 ] 0 0 ] 0|
APOOAGINTERESTO0  APOO000O0D FPDEFAULT 0 0 466.92 0 46692 466.92]
APOOAGREIMBUROOD  APO000000D  FPDEFAULT 9.984.407.46 0 0 6.635 9.984.407.46 6,635
APODAGREIMBUROO0  APOOCSPD24 APRAASCS.I3 104,429 0 32,689 63,118.58 71,740 -32420.58
APQUAGREIMBURO00  APDOCSPD24 APRA.ASCS.19 0 ] 0 0 ] 0|
APODAGREIMBURODD  APDOCSPD24 APRAASCS.AL 0 0 71.454.98 7145498 -7145498 0
APOOAGREIMBUROOD  APOOCSPD24 APRA ASCS.A2 0 0 4.646.67 84,646.67 -84,646.67 0|
APOOAGREIMBUROO0  APOODPCH24 APRADEPT.04 14,603.23 0 0 0 14,603.23 0|
APOOAGREIMBURO00  APOOFEMA24 APRAFEMA AK.0001 979.69 ] 979.69 979.69 ] 0|
APQUAGREIMBURO00  APOOFEMA24 AP RAFEMA AK.0002 8,651.22 0 8,651.22 8.651.22. 0 0|
APOOAGREIMBURODD  APOOFEMA24 AP RAFEMA AL000L 490.94 0 450.94 490.94 0 0|
APOAGREIMBURODD  APOOFEMA24 AP.RA FEMA CO.0001 2110 0 2,110 2,110 0 0|
APOOAGREIMBUROO0  APOOFEMA24 APRAFEMA.CO.0002 420928 0 420928 420928 0 o
APQUAGREIMBURO00  APOUFEMA24 AP RAFEMA.CT.000 1,698.26 ] 1,698.26 1,688.26 ] 0|
APODAGREIMBURODD  APOUFEMA24 APRAFEMA CT.0002 153.91 ] 15391 153.91 ] 0|
APOOAGREIMBURODD  APOOFEMA24 AP.RA FEMA DC.0001 83238 0 83238 83239 0 0|
APOOAGREIMBUROOD  APOOFEMA24 AP RAFEMA DE.000L 340567 0 3,405.67 3,405.67 0 0|
APQOAGREIMBURO00  APOOFEMA24 AP.RAFEMADE.0002 6,155.44 ] 6,155.44 6,155.44 ] 0|
APODAGREIMBURO00  APOOFEMA24 AP.RAFEMAFL.0001 854.63 0 854.68 85468 0 0|
APOOAGREIMBUROOD  APOOFEMA24 APRATFEMAHIO00L 141837 0 14183 14183 0 0|
APOOAGREIMBUROOD  APOOFEMA24 AP RAFEMALA000L 1,608.94 0 804.47 8044 30447 0|
APQOAGREIMBURO00  APOOFEMA24 APRAFEMALAG00 2,897.84 0 1,448.92 141852 144882 o

P A GRFTART RN APMFERAYL AP RA FFAJA T A (0N 4 85 0 7784 85 778485 0 0

[2 Total Report @ Total Analysis [3 Report by Program | [3 Report by Budget Period | Report by Detail Expenditures | [2 Download | [3 Motes

b. Total Analysis (HANA Total by Fund Center and Funded Program) - breaks out the data by the

Program, Fund, Functional Area, Fund Center and Funded Program. The report subtotals Program and

Fund. This report allows you to see all activity that occurred by for a certain reimbursable for a

program. Total Availability is Total Actual Collections minus Total Obligations.
input controls on the left to filter to just a certain Fiscal Years, Budget Periods, Programs etc., that you

are interested in reviewing.

Make sure you have clicked on this icon

Input Controls.
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You can use the

hich will activate the input control. Please remember
input controls only work for the report you are working on. 1f you move to another report/tab then you
will need to use the input control to filter that tab individually. To remove an input control <click> on
All VValues and Ok to remove an input control individually, or the Reset button at the top of the list of




| Home | Documents | HANA Analysis of Av... =+ |

" Fie |~ Properties Report Elements ‘ T | mmie= | e Page Setup |
‘D '|Bﬂﬁ\‘®é" Tables | Cell | Section Chart | Other |
0 o | & BB X|&- -2 il - 5 - @ - || ERTuminte - | H5]Setas secton
= Input | Inputcontrols - «| fx & ox ‘
SENew Map Reset t &
Fiscal Year 27 . .
B P Page 1 0f 307 United States Department of Agriculture Last Refreshed
011 Date: 4/15/15
i & [ HANA Report by Program
2013
2014 il
Program  FunctionalArea  Fund Center  Funded Program Totsl Sales | Receirables
Budget Period 2
- Fund: APOOL600AR
00XX (=
03 [Lac | 00 |AGDEFAULT APOO000000  FPDEFAULT 00X 0 0 0 0 0 0
ggﬁé = AGDEFAULT AP00000000  FPDEFAULT 03XX 6.891.24 0 0 6,891.24 6.891.24 -6.801.24
AGDEFAULT AP00000000 | FPDEFAULT 053X 2103273 0 0 1230278 21032.73 -12302.79
P— " AGDEFAULT AP00000000 | FPDEFAULT 0606 0 0 0 150,800.2 0 -150,8002
AGDEFAULT AP00000000 | FPDEFAULT 0630K 0 o 19205342 21606626 192,053.42 40811968
[; = AGDEFAULT AP00000000 | FPDEFAULT 0707 0 0 0 405,693.22 0 403,693.22
ac il AGDEFAULT AP00000000 | FPDEFAULT 07X 27,780.53 0 400942043 223633356 403720096  -1,772,886.87
= i AGDEFAULT AP00000000 | FPDEFAULT 0808 0 o 1292487 460,763.95 12024876 59001271
AGDEFAULT AP00000000 | FPDEFAULT 083X 472883 0 183786078 103424343 1,84258971 80361733
N N AGDEFAULT AP00000000 FPDEFAULT 0909 0 0 -142,158.55 319,516.53 142,158 55 -461,675.08
unctionalArea o AGDEFAULT AP00000000 | FPDEFAULT 0930K 67136273 0 315748573 223438295 3.828.808.46 52286278
o AGDEFAULT APOOOOOD00 | FPDEFAULT 1010 0 0 59333156 4,698,199.52 -3,933,315.6 1235,116.08
P raraEo00 I AGDEFAULT AP00000000  FPDEFAULT 103X 3,520,824.88 0 978015881  .1302978.19 625933393 11,083,137
APDOAGINTERESTOO | |acDEFauT AP00000000 | FPDEFAULT 1 11,574,604.18 o 73757306 11,999,679 5 4,198,873.58 46239439
APDOAGREIMELRODO = AGDEFAULT AP00000000 | FPDEFAULT XX 21,302,105.22 62028 2333891301  23,188,645.83  -2,051.807.79 170267.18
AGDEFAULT AP00000000 | FPDEFAULT 133K 0 0 0 0 0 []
e, £3 AGDEFAULT AP0000000) | FPDEFAULT 1313 0 0 0 0 0 0
- AGDEFAULT APO0000000  FPDEFAULT 13XX 1,584,497.01 0 0 62,316.65 1,584.497.01 -62516.65
AP00000000 [
prieeree) AGDEFAULT AP00000000 | FPDEFAULT 1414 0 0 0 0 0 0
APOODPCH24 AGDEFAULT APOOODCI)CIJ FPDEFAULT m: 0 0 0 u 0 o
APDOFEMA24 22 T AGDEFAULT FPDEFAULT 35798 0 0 55798
BriterEs £3 APOAGDISTRIBOOD  AP00000000  FPDEFAULT 10XX
[3] Total Report | [ Total Analysis L Report by Program [Z] Report by Buda i | [ Reportby | [ Dowrload | [3 Notes

c. Report by Program (HANA Report by Program) - breaks out the data by the Program, Budget Period,
Fund, Functional Area, Fund Center,and Funded Program. The report subtotals by the Program,
Functional Area and Grand total. This report allows you to see all the programs that had activity ata
detailed master data level.

Wlm'sllmmws..m... S m\

/" File Properties | Report Elements | Formatting |~ Dats Access | analyss | Page setup |

D[é’v|8ﬂh\‘@é = - mls Chart
Dok B @‘x‘ - - -- E-jll-xs-@-| Etunine - | &) setassection
o )]
%g SENew Map Reset + &
|' = g|'| Page 1 0f298 United States Department of Agriculture Last Refreshed.
HANA Report Subtotaled by Budget Period Date: 4/15/15
5 Functional Area | Fund Center Funded Program el s;l"
- Fund: AP001600AR
03XX 00 AGDEFAULT APOO000000 FPDEFAULT 6.891.24 0 0 6,801.24 6,801.24 -6,801.24]
00 Subtotal: 6.801.24 0 0 680124 680124 -6,801 24
03XX Total 689124 0 0 689124 689124 680124
Program E3 05XX 00 AGDEFAULT APOO000000 FPDEFAULT 21,032.73 0 0 12,302.79 21,032.73 -12,302.79|
00 Subtotal: 2103273 0 0 12,302.7¢ 21,032.73 -12,302.79
05XX Total 2103273 0 0 12,302.79 21,032.73 -12,302.79
0606 00 AGDEFAULT APO0000000 FPDEFAULT 0 0 0 1508002 0 -150.800.2
00 Subtotal: 0 0 0 1508002 0 -150.800.2
0606 Total 0 0 o 150.800.2. 0 -150.800.2
063X 00 AGDEFAULT AP00000000 FPDEFAULT 0 0 -192,053.42 21606626 192,053.42 -408,119.68
00 Subtotal: 0 0 -192,053.42 216.066.26 192,053.42 -408,119.68
ACDEFALLT IS 06XX Total 0 0 -192,053.42 216,06626 192,053.42 -408,119.68,
APODAGDISTRIB000 @ 0707 00 AGDEFAULT APO0000000 FPDEFAULT 0 0 0 405,69522 0 -403,695.22
APDOAGINTERESTOO
APODAGREIMBUR000 i 00 Subtotal: 0 0 0 40560522 0 -403,695.22
0707 Total 0 0 0 405,69522 0 -403,695.22
0TXX 00 AGDEFAULT APOO000000 FPDEFAULT 27,780,353 0 -4.009.420 43 -2.236,533.56 403720096 -1,772,886 87
00 Subtotal: 27,780.53 0 4,000,420.43 223653336 4,037,200.96 1,772,886 87
07XX Total 27,780.53 ) 4,000,420.43 223633336 4,037,200.96 -1,772,886.87
0808 00 AGDEFAULT APO0000000 FPDEFAULT 0 0 -129248.76 460.763.95 129248 76 -590,012.71
APODFEMA2S 8 L 00 Subtotal: 0 0 -120248.76 460,763.95 129,248.76 -590,012.71
0808 Total 0 0 -129.248.76 460.763.95 129.248.76 -390,012.71
. 08XX 00 AGDEFAULT AP00000000 FPDEFAULT 4.728.93 0 -1.837.860.78 -1.034,243.45 1,842,580.71 -803,617.33
== = 00 Subtotal: 4.728.93 0 -1,837.860.78 -1.034,243.45 1,842,589.71 -803,617.33
- 4 =
\II [2 TotalReport | [ TotalAnalysis | [ Reportby Program R:nnrlbv&ldgetl’ermd [2 Reportby Detasil Expenditures | [2] Download | [2 MNotes

d. Report by Budget Period (HANA Report Subtotaled by Budget Period) - breaks out the data by the
Fund, Budget Period, Functional Area,and Program. The report subtotals by the Budget Period, and
Program. This report allows you to see all the programs that had activity at each Budget Period.
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Chas | G Tach | Powtion | Lnking
il ™k T 5
United States Department of Agriculture Last Refreshed
HANA Report by Detail Collections and Expenditures Due: 411313

APUAGHEDEURA)  APOONN0  FROERAVLT [ [ [] o
] [ [] g
APOOTELEM  APRA TELED] 0 [ [] [
APOUAGRED IURR0N APRATELEL 0 ] [} [] [
] ] [ ] o
Progran - 1411380 L] L) L} o
I . 1414 AC AFOHS00AR APDOACREDMBLNGD 67450 ] [ [] [
) = 750 ] [ [] [
4 o 5750 ] [ (] o
e - 1414 B ASOUISOAR  APIOAGAEDBURICH 1847588 ] [ [] [
1414 CB APODISOOAR APOOACHETMELRIO 138047 [] [ [] [
Funds canter # [ [ [] []
T — . & " o
AP0 : 1414 T ASOMIEO0AR  APOOACHETLERS0 [ [ [ o
AOOCTRO o 0 [ 0 o
24 . -

priip] 5 118 1§ APOCACREREURS00 [ [ [ o
] [] [ [] 9
| a1 s APIACHEDGLIR00 [ ] [ [] [

e 10885 14 [] [ []
APISASNPK 11885 14 L HiE LR L] 12
ox 114 15 APOUISOAR APIOAGAEDMBURION  APISCREPHT ] ] [ [] [
L 1112 1 APOSISNOAN APOOACRETLEUIC EEIE [] 1572 [] [
APTCRERHT 746475 13 [ 15726 [] [
MI4 15 APOOISOOAR APODOACKEIVMUNGGO  AFISHOASIS ABXA UMD ] [ 8 ] [ © [] 1 1551
ATEHGASH ] 8 3 ] ] [ [] BRITE 31551

7 Tonsepart 7 Total Anstyes 2 2 [% Regort by Deta Lpenditure 7 Dowrioed | 7 fotes

e. Report by Detail Expenditures (HANA Report by Detail Collections and Expenditures) - breaks out the
data by the Fund, Budget Period, Functional Area, Fund Center, Funded Program and Program. The
report subtotals by Fund Center, Budget Period, Programand Grand Total. This report allows you to
see all the programs that had activity grouped by Budget Period. The data is broken out by Total Sales
Order, Total PTD Actual Collections, Total Open Sales Order Amount, Total Account Recovery, Total
Commitments, Total Undelivered Orders, Total Expenditures, Total Disbursements, Total Obligations,
and Availability.

[ Home | Documents | HANA Analysis of Av... - = = |

Fle | propertes | Report Elements | Formatting | Data Access | analyss | page setup |
S E -S| DL - 5 -|| 7 Tables | Cell | Section | " Chart | Other | /" Tools | Bosibon | Linking |

woo |k DX - - v k- @~ || T TunInto £5) Set as section
S ud v
2 New Map Reset + +
Page 10f 10,006 . .
oK United States Department of Agriculture ngttje‘:r%sﬂgd
Total PTD Total Open Total
o ri Funds Total Sales Sales Order Account Total
Functional Area Center Funded Program c Amount Recovery Committment
APD01600AR 00XX AGDEFAULT AP0O0D00000  FPDEFAULT 0 0
NE 00 2011 APDOIBODAR 00XX AGDEFAULT APO0D00000  FPDEFAULT A 0 191938591 1,919,385.91 0 0
00 2011 APDOIBODAR 03XX AGDEFAULT APO0D00000  FPDEFAULT 020 0 11,391.28 -11,391.28 0 0
00 2011 APDOIBODAR 03XX AGDEFAULT APO0D00000  FPDEFAULT ALL 11,391.28 0 11,391.28 0 0
L2 00 2011 APDOIBODAR 03XX AGDEFAULT APO0D00000  FPDEFAULT A 0 -11,391.28 11,391.28 0 0
00 2011 APDOIBODAR 0SXX AGDEFAULT APO0D00000  FPDEFAULT 020 0 21,0273 21,0273 0 0
00 2011 APDOIBODAR 0SXX AGDEFAULT APO0D00000  FPDEFAULT ALL 21,03273 ] 21,0273 0 0
2 00 2011 APDDIBODAR 0SXX AGDEFAULT APO0DD0000  FPDEFAULT A 0 -21,03273 21,0273 0 0
00 2011 APOOIBODAR 0808 AGDEFAULT APO0DD0000  FPDEFAULT ALL 0 ] ] 23372768 0 23
00 2011 APOOIBODAR 0808 AGDEFAULT APO0DD0000  FPDEFAULT A 0 ] ] 23372768 0 23
o 00 2011 APDOIBODAR 08XX AGDEFAULT APO0DD0000  FPDEFAULT 250 0 ] ] 0 0
00 2011 APDDIBODAR 08XX AGDEFAULT APO0DD0000  FPDEFAULT A 0 -192,053.42 192,053.42 0 0
00 2011 APDOIBODAR 0707 AGDEFAULT APO0DD0000  FPDEFAULT 250 0 ] ] 0 0
Funds Center 2| 00 2011 APDDIBODAR 0707 AGDEFAULT APO0DD0000  FPDEFAULT A 0 ] 0 -1581,517.88 0 1,59
[aivaiies N 00 2011 APOO16ODAR O7XX AGDEFAULT /APO0OD0000  FPDEFAULT 250 0 0 0 0 (i
el = 00 2011 APDOIBODAR O7XX AGDEFAULT APO0DD0000  FPDEFAULT ALL -5,949.24 ] 5,949.24 0 0
APOODPCH24 00 2011 APDDIBODAR 07XX AGDEFAULT AP00DD0000  FPDEFAULT A 0 400942043 4,009,420.43 0 0
APODFEMA24 - 00 2011 APOO1BI0AR 0808 AGDEFAULT APOODO0000  FPDEFAULT 250 0 0 0 0 0
00 2011 APDDIGODAR 0808 AGDEFAULT AP00DD0000  FPDEFAULT A 0 12924876 129,245.76 -155,176.74 0 13
lanedr o) & 00 2011 APDDIGODAR 08XX AGDEFAULT APO0DD0000  FPDEFAULT 250 0 ] 0 0
b [2] Total Report | [2 Total Analysis | [ Reportby Program | [ Reportby Budget Period | 3 Reportby Detail Expenditures [ Notes

f. Download contains all the available fields for download Program, Budget Period, Fiscal Year, Fund,
Functional Area, Funds Center, Funded Program, 3BOC, Total Sales Order, Total PTD Actual
Collections, Total Open Sales Order Amount, Total Account Recovery, Total Commitments, Total
Undelivered Orders, Total Expenditures, Total Disbursements, Total Obligations, and Availability.

Page 126 of 203



The report contains no subtotals but does contain a grand total. This allows you to download the data to
excel to easily manipulate the information.

To Export the tab:

SAF BUSIN eSS UD)ects

lee "Domrnents"ﬂ.ﬂllﬁﬁ.nalvsisnfﬁv... A = l

File | Properties | Report Elements | Formatting |
‘l"]r’?Eﬂ' SR PL-EAE Tables | Cell | Section | Chart
D oo | K[ R X Export Document As » a0F %
—__I Export Current Report Az # Excel —
| ZZMew Map Reset Export Data to CSV ... Excel 2007
Text
Budiget Period =
=&
2 Al [ rer———

Go to the Export tab under file and then the Export Current Report As. <Click> on the Excel 2007 if

you want data for a download. If you want Every tab in the report then you will want to Export
Document As.
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HANA Analysis of Availability AP001600AR TRD

This report is a high level Analysis for Fund AP001600AR. The data shows the difference
between Estimated Collections and what was actually collected.

NOTES:

* If vou Download data make sure vou take note of what Input Controls(Filter) you have
applied on the data. Input controls only effect the individual report/tab vou are in and

* Total Commitments include the following SGL Accounts 4700.

* Total Disbursements include the following SGL Accounts 4902; 4972

* Total Undelivered Order include the following SGL Accounts 4801; 4802; 4881
* Total Expenditures include the following SGL Accounts 490].

* Total PTD Receivables include the following SGL Accounts 4251.

* Program is the 3rd and 4th digit of the Fund Center.

* Total PTD Actual Collections include the following SGL Accounts 4252.

* Total Account Recovery is SGL Accounts 4871 and 4971.

* Total PTD Availability is Total PTD Actual Collections minus Total PTD Obligations.

g. The final tab is the Notes which tells you more about the document; how the fields are created and
anything else that might help the end user.
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Over Budget Issues

Common Over Budget Issues

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

o Expenses overspent or posted to wrong account (check ROR, manually recalculate ZR AVC Tables,
LIACR and/or Payroll Detail Report)
o0 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 OpenUnneeded Obligations absorbing budget (check ULO or SOF PTD)
0 Deobligate unnecessary open obligations

e Accruals not reversed
o0 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:
o0 PO not entered, not approved (i.e. parked), or increased to appropriate funding
o0 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: Ifoverbudget issues prevented OH from posting in a prior period, after you have resolved the over
budget issue(s), you will need to send a requestto 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 geta “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
SO4 $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 > B General Ledger Re ports > Un-liquidated Obligations

Detail Report

dernization Initiative

Accounts Payable  Accounts

[EECIRT I TENEREIE interface Table Maintenance  Purchasi
Reports | Bl General Ledger Reports

_J Detail Trial Balance (BP)
2 This report displays a detail view of the Standard Trial Balance by providing
additional selection parameters and drill-down criteria.

57]  Stendard Trial Balance
"ol This report gives you the beginning balance, debit, credit, and ending
balance for both proprietary and budgetary General Ledger accounts,

5] SteusofFundsGL

= This report provides year-to-date budget and actual activity by fund. The
report displays the Original Authority (USGLI41xx, 42xx and 43xx),
Undistributed Appropriation (USGL/4450), Undistributed Appartionment
(USGLI4510 and 4590), Available Authority (USGLI4610, 4620, and
4850 ), Commitments (USGL/47xx), Obligations (USGL/48xx) and
Expenditures (USGL/48xx) by fund.

57)  WCF Operaling Statement

2 This report provides the Working Capital Fund Activities with Revenue and
Expense data by Fund Center and Commitment ltem hierarchies. The
report s displayed at a summary level and allow users to drill down into
activity centers to retrieve detail Expense (SGL accts 5100, 5108, 5200 &
5208), Revenue (SGL accts 6100, 6190, 6158, 6310, 6320, 6330, 6340,
6400, 6500, 8610, 6710 and 6720) and Profit (Loss) totels. This report can
be executed for current, prior or all budget periods.

igat T Report will display open
obligations, liquidating activity and outstanding amounts for obligations

by Fund. Purchase Orders, Funds Commitments, and Directly Entered

Obligations are presented at a line item detail level and are aged based
on the last activity posted against the obligation

Status of Funds Project-to-Date

This report provides project-to-date budget and actual activity by fund.
The report displays the Original Authority (USGLI4 Txx, 42xx and 43xx),
L 14450), L

(USGL/4510 and 4580}, Available Authority (USGLI4610, 4620, and
4650 ), Commitments (USGL/47xx), Obligations (USGL/48xx) and
Expenditures (USGLI48xx) by fund.

Transaction Register Detail
This report provides a detail analysis of Federal Ledger data using the
standard FMM| accounting elements

Spending Detail (GL)

This report provides a detziled analysis of General Ledger data for

spending activity by fund, funded program, and fund centers. Resuts are
into C Obligations, and

Disbursements. Originating source system document numbers are alse

available for Obligations that come from IAS or GovTrip.

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

Un-liquidated Obligations Detall Report

oo

* Deta Triak Batance (BF) =
* Standand Trial Balance
® Status of Funds GL Avadlabie Vanants e | Save As
* WCF Operating Statement. & "
T et e Variatie s
¥ *  Cusness Ares

* Un-diquidated ODligatons.

Detail Report Fiscal Period / Year
* Stilus of Funds Progect-to-Date Fund
* Transachon Fegeler Detadl Fundad Program
* Spending Detas (GL) [Pk Ciblg. Doc. Mo,
* NRCS Status of Funds Yeardo- Viersdor Account Group

i) Vendar Mmoo

oo cene e s o

Budget Penod
Cott Conters [Sesction Dpons, Opional)
Appicanon of Fund

Funds Center

* 2 TF Recon Reports

* Budget Availability Control

* Budget Line ltems

= Customer Line tem
Display Commament lam

= Daily Collections Obig. Doc Type

* Display AR Document

- Display Funds [ o]
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STEP 3: To run by Fund Center, enter the following data:
Business Area =i.e. AP00 (APHIS)

Fiscal Period/Year =i.e. 001/2014 (Oct 2014)
Fund Center = i.e. APWSER2828

Optional: Click Check to verify that the information was entered correctly. If entered correctly, a
description will appear in the Description column.
Click OK to run the report.

a.

b.
C.
d

Un-liquidated Obligations Detail Report

Variable Entry

Available Variants:

General Variables

Variable*

Business Area

Fiscal Period / Year
Fund

Funded Program
FMMI Oblig. Doc. No.
Vendor Account Group
Vendor Number

Save | Save As. Delete

Current Selection

APOD

00172014

WBS Element (Selection Options, Optional)

Budget Period

Cost Centers (Selection Options, Optional)

Application of Fund
Funds Center
Commitment ltem

Oblig. Doc. Type

(o< o]

QOoOOoOLOLOOR0 0

=]

Show Variable Pers

Description

onalization

APOQ ANIMAL/PLANT HEALTH INSP SVC

OCT 2014

APWSER2828 APWSER2828 ER - MISSISSIPPI

0 Q

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

Fund &

FMII Ot Doc Wbr &

APODG00AD GENERAL DIRECT-CAT A 7000494552

TOO0494557
TON0S 11905
000512311
nooooza?

AFDIBO0AR GENERAL-REIMB-CAT A TOOOL35434

Overall Resuft

STEP 5: *Note: Youwill see messages regarding the conditions in the report which you can ignore.

00003544

purposes.

VR0 &

1200005140  SCOTT AALLS
1200155215 SCOTT AWATSON
1200085915 SETH C NELSON
1200155215 SCOTT AWATSON

FRIME Ciblig Dot Type &
GovTrip Travel Commi
GovTrip Travel Commi
BovTrip Travel Commi
GOV Trip Travel Commi

104852 MAYFLOWER TRANSIT, LLC  Traved Cobgation

VIOOZOTT  PATRICK L SMITH
1200155215 SCOTT AWATSON
1I00017TST QAMIO B JOULEY

Traved Coibgaticn
GovTrip Travel Commi

GoyTrip T Commi

Funads Cemler

Liast Aciivity Date &
11042013
ORI
1202013
11072013
11142013
1142013
1072013
N3

APWSERZIGH

ER - MISBISSIFPI

Days Ok Since Last Acthatys? — Yeas Olde

w2 10
g 10
5 1.0
ar 10
ki 10
372 10
3ra 10
365 10

X x

Lime Ibem Amoants
5

51700
584.00
176.00
30,00
.00
56,092.38
181.00
161.00
163,209.14

Acinfly Amountes  Culstanding Amountss

5

oo

000

0.00

0,00
2640316
26,671.80
0.00

0.00
15818272

3

577,00
S84.00
176.00
a30.00
26,403.16
942058
151.00
161,00
5,026.42

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.

Welcome

By Thereis s

(B There is = condit. on Legacy Obilg Doc Nor, results row suppress. sctive on FMMI Ol Doc NedZFMMIDOC] (cenditicnal

United States Department of Agriculture
Financial Management Modernization Initiative

Accounts Payable  Accounts Receivable

Reporting Favorites E
Reporting Favorites
»

Cost Management ~ Funds Management

condit. on Funds Genter, results row suppress. active on WBS Element/0WBS_ELEMT] {conditional

A\ There is & condit. on Budget Period, results row suppress. active on Vendor[0VENDOR] (conditional

By Thereis s

condit. on Vendor, results row suppress. ective on Last Adtivity Date[ZL TAGTDT] {conditionsl

General Ledger Management  Interface Tabl
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BETA - Unliquidated Obligation Detail Report (GL)

Open || Save As...| oupaas| Tatle =

Frint Version | Export to Exoel

Tstle  Chart auepm:ns Data Provider
Gendition Status  Definition
Outstsnding Amount <*0.00 Active <0

Add || Detsils | Toggle State | Delste

Setting Area

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

Last Doy Upame- 1172172014 09

Eeting

Days Oid Since Last Activity®®  Years Old** Line llem Amount*®  Activity Amount=*  Ouistanding Amount=* Filter

-] 5
382 10 57T.00 0.00 577.00
577.00 0.00 577.00
5TT.00 0.00 577.00

STEP 7: The screenwill 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 v [8)

BETA - Unliquidated Obligation Detail Report (GL) =]
Open| Saveds.. |=| _information | Print Version | Export to Excel

To adpust fler ares, drag characteristics from navigation area nto ftsr area

Duplyas Tabie

Appictn: Show AllVakes |v|  Budget Periog: Show All values || Business area Show Al Vaues |v|
(Changed On: Show All Values j Commitment item: Show All Values j Controling area: Show Al Vakes ﬂ
Cost Center. Show &llVales ||  Doc. Line tem Text Show All Values | x| Fiscal year: Show Al Vales | x| T
AL OBl Doc Rem: Show All Vales j FlMI Obl Doc Nbr- Show Al Values j FIIMI Oblg Doc Type: Show Al Values j
FH1Mi Ref Do Ho Show Alvawes |v|  Functionalarea: Show Al Values | v | Fung Snow AT Vaues |v]
Funded Program: Show AllVales |v|  Funds Center: Show All Values | =| Fund Type Show Al Vaes | =]
GIL Account: Show All Vales ||  Key Figures: Show All Values x| Lastactnity Date Shaw Al Vakes E
Legacy Vendor No. Show AllVawes ||  Period of Performanc:  |Show Al Vales | = | Period of Performanc: Show Al Vales ||
Posting date Show AllVaes |v|  Posting period Show Al Vales |»] Ret. OGiig Doc Nbr: Snow Al Vaues |v|
Reference Document fem: | Show All Valves |v|  Reference transactio: | Show Al Values | = Secondary Ref. Doc. No.; |Show Al Vaes |»|
Veador: Show AllVales ||  Vendor Account Group: [Show Al Values | = WBS Element: Show Al Vales [v|

Closa | Variable Screen || Display All Fier Values
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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 (ZLTACTDT) =8
e ~
Show ool [Bngle vaioes | Show view. &
A g Selections.
“ o November || 2014 oW (s @ @
Type Description
4 MNovember 2014 Decerroer 2014

Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
UT BN 12 BMNERTEEN
63 4 56 7 8 9 & 3 4567
46 10 11 12 13 4 15 % S 0 11213 u
4T 1T 18 1 )0;?‘]_._]22 23 5115 % 97 18 19 20
BUBXT RN R BB TR
41 2 3 4 56 67 123N 12 3 4

January 2015 February 2015 b [ s I
Mo TuWe Th FrSa S0 Mo TuWe Th Fr Sa g S\ Remae
12 ¥ M1 234 EXRTHRBWH
25 678 9WN 6 345678
I UBBITE T 0N 213
4NN DD MB B GTWBANNR
ER AT BRBHUWHN1 §BUBEBETB
(A S B G B T

L] Hightight dates according to cument read mode
Enter a value for Last Activey Date

2] 2] crange ores =] 2]

K || Cancel |
STEP 9: Click on the drop down box for Operator and select Lower or Equal.

Select values for Last Activity Date [ZLTACTDT) =B
Show tool:  Value ranges :]Showvinr b @] ]
Value ranges Selections
Sign Include || aa
B i E e
Enter a ran z:::ﬂ s
Last -\ﬂlvim

Add i
4 Remove|
2] (2] change order [+] (2]
m Cancel B

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: Ifwe 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 for Last Activity Date (ZLTACTDT) m

Srouwot [Vaeranges | | Snowvew: srages | < il
Vaius ranges ssiactions
sgn  [mewce || (sexca@ @
Operator: |lower of equal -] Type Description
From = g2@sand B —I < wman
Ener a range or
Last Acovmy Date

=1

4 Remoe

=] coen

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.

(ISR T T T 1
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Purpose

Request Collection Modification

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. Customer Type (i.e., Advance, Reimbursable, or OTC)
2. Customer Number (i.e., 3301234)
3. WBSElement (i.e., AP.RA OO XXXX)
4. BP (le., 14XX)
5. Amount (i.e., $250.00)
Example
From = Lora.L.Swanson@aphis.usda.gov
— To.. Currie, Lucy A - APHIS;
Send
cc...
Subject: Collection Maodification Request — Doc Mumber 1200001234 - $250.00
e I e B N
Hi Lucy,

Please modify the below collection as follows:

1. Incorrect Collection Posting Document Number = 1200001234
2. ustification for Request = Should be Advance Collection
3. Correct Posting Information:

a. WS Customer Type = Advance

BP = 14XX

o an o

Thanks! |

Lora Swanson

Customer Number = 3301234
WBS Element = AP.RA o000 00

Amount = 5250.00

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. Unilted States Marketing and Financial Minneapolis Financlal Cperafions Branch

Lo Department of Requiattry Programs Management APHIS ACCounts Racelvabie Team

ﬁ Agriculture Division 100 M Siih Street, Ste S10C
MInneapoils, MM 55403

Request for Customer Refund Form
{Fillable PDF)

| am dlosing the following project and all remaining funds are to be refunded by electronic funds transfer to the
customer.

Sales Order # 'WBS Element

Refund Dollar Amount §

Customer Mame

Customer Account Number

Customer Mailing Address

Customer City, State, ZIP Code

Social Sacurity Number (SSN) or Taxpayer ID Number [TIN) (9 digits)

Financial Institution Name

Financial Institution Routing Transit Mumber [RTN) {9 digits)

Depositor Account Number [customer)

Type: Chedking Savings
Program M; MName Phone
Program M Signature Date

Privacy Act Statement: Collection of this information is authorized by 31 U.5.C. 3332(g), 3325(d), and 7702(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 is mandatory. Failure to provide the requested
information may rasult in the delay or withholding of payments to the vendor.

Email To: Lucy A Currie@ aphis. usda gov
Mail Te: USDA, APHIS, FMD, FOB

Artm: APHIS Accounts Receivable Team
100 Morth 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 — This is the day interest begins to be assessed. In 2015, 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 generated. This will occur at a future date.

Day 45 — An Accounts Receivable Specialist in FMD will contact the customer requesting payment.
Day 60 — A letter of intent is manually sent to past due customer from Accounts Receivable Specialist in FMD.

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 at a future date.

Day 120 — The debt is now 90 days past due. If there has been no response to the letter of intent, the debt will be
prepared to send to the U. S. Department of Treasury. The specialist will inform the program if services to the
cooperator should be suspended. The specialist will confer with the analyst on what has occurred and how to
proceed. The specialist will begin preparing the debt for referralto 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 payment

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-
senicing 120 days past due




Debt Management Regulations

Requlation 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. Toreduce 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. Toensure 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
120 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.

Section 5 of the DATA Actamends 31 U.S.C. 3716(c)(6) and now requires agencies to refer to Treasury valid,
delinquent nontax debts for the purpose of administrative offset (TOP) at 120 days - 60 days earlier than the
previous 180-day requirement.

http:/fiscal.treasury.gov/fsservices/gov/debtColl/rsrcsTools/debt DATA act.htm

31USC 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:
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Shipping of goods and billing for goods and services.

Controlling accounts receivable and subsidiary ledgers.

Preparing and mailing statements of balances due.

Authorizing and approving credits for returns and allowances or adjustments of amounts due.
Preparing cash reconciliations.

arwNE

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 sucha 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. Anagency 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
=]

Animal and Plant Health Inspection Service (APHIS)

CUSTOMER NUMBER: 5000595
BILL NUMBER: 3001341748

Encloze a copy of this bill with your check or money order made P.O. NUMBER:

payable to "U.S. Department of Agiculture." Do not send cash. - o _ .

Please include the bill number and customer number on your cheek. BILL DATE: p7fEz0t
SALES ORDER NUMBER: 3200004835

TO: -

‘ Due Date: 08/07/2014

DFAS-IN GFEBE ARMY 00008522 AMOUNT ENCLOSED:

GFEBS DFAS INDIAMNAPOLIS 1

8899% EAST 5&TH 5T

INDIAMAPOLIS, IN 46249-0001 PRINCIPAL: [ 452
INTEREST: 5 0.00
PEMNALTY: 5 10.00

Please send all comrespondence, MATL PAYMENT TO: ADMINISTRATIVE COSTS: § C-.?EI

inquiries, and changes to: CURRENT CHARGES: 5 452

) UUSDA, APHIS, General ADVANCE APPLIED: 5 0.0

USDA APHIS DEBT MGMT TEAM PO Box 979043

PO Box 3334 St Louis MO 631979000

MINNEAPOLIS MN 55403 Amount Due: $4.52

Failwre to make payment by the due date will rezult in the asseszsment of late payment charges (Interest, Penalty Charges, and'or
Adwmamstrative Costs) in accordance with your contract, permut, or the Diebt Collection Act of 1982, as amended. Postmarks are
not honored. Late fees do not apply for billings m advance of receipt of zoods or services.

Current charges on this invoice melude unbillad actvaty through O

Description

710112014

Current Amount

Personned Compensation
Other Senvices

Total Charges

Agency Reference: 14-T346-6673-() AP RARN17.72.0742/1313

,APRARYIT.72.0754/13XX

1o0f2

252

200

4352
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U.S. DEPARTMENT OF AGRICULTURE BILL NUMBER: 3001341745
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 kill, write to us on a separate sheet of paper at the customer
senvice 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 nights. In your letter provide the
following information:

Your name and billing decument number
The dollar amount and date of the suspected emor
A description of the problem or emor

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 andior
misapplying of paymentis) 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-B77-777-21258.

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: B77-7T77-2128
PO Box 3334 COMMERCIAL:  612-336-2400
MINMEAPOLIS MN 55403 E-MAIL: ABSHELPLINE@USDA.GOV

LATE PAYMENT CHARGES

To protect the interest of the government on amounts overdue, the Depariment 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.

2of2
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APHIS Completed Form W-9

Form W'g

Give Form to the

Request for Taxpayer requester. Do not

P August 128 Identification Number and Certification
mm of the Treasury send to the IRS.
Mame [as shown on your income tax rehum)
US DEPT OF AGRICULTURE
i | Business namadsregarded antity narme, if dffersm from above
7 |ANIMAL & PLANT HEALTH INSPECTION
g' Check appropriate bax for fedeml tax classification: Exempticns (se= instructions):
2 | O idivicualiscle proprietar ] CCoportion [ 5 Corporation [ Partmership [ Trustfestats
i35 Exempt payss code [fany) 2
EE |:| Limitsd lishility compay. Enter the tax clessification (C=C corporation, 2=5 comomtion, P=partnenship) = Exemgption from FATCA reparting
Eu B code (f amy)
- 4 Cither [sex instructions) FEDERAL GOVERNMENT
£ | Address [number, sireet, and apt. or suite no.) Aequester's name and address [optional)
§. P.0. BOX 070043
‘; Tity, state, and TIF cods
@ |ST. LOUIS, MO 63197-2000
List acoount numibers) here (optional)

m Taxpayer ldentification Number [TIN)
Enter your TIN in the ppropriate box. The TIN provided must match the name given on the “Name” ine

to avoid backup withhokding. For individuwals, this is your social security number (S5M). However, for a
resident alian, sole propristor, or disregerded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number [EM). If you do not hawe a number, see How fo gef &
TIN on page 3.
Mote. If the account is in more than one name, ses the chart on page 4 for guidelines on whose Employer identification number
numiber to enter.
4|1| -|0|6|0|6(2(T|1
Pari Il Certification

Under panafties of parjury. | carify that:

1. The number shown on this form is my comect texpayer identification number {or | am waiting for 2 number to be issued to me), and

2. | am not subject to backup withholding because: (g) | am exempt from backup withholding, or {b) | have not been notified by the Intemal Pevenue
Service (IRS) that | am subject to backup withholding &3 a result of & failure to report all inberest or dividends, or (c) the IRS has notified me that | am
ni langer subject to backup withholding, and

3. lam a 5. citizen or other LS. person {defined below). and

4_The FATCA code(s) entered on this form §if any) indicating that | am exempt from FATGA reporting is comect.

Certification instructicns. You must cross out item 2 abowve if you have been notified by the IRS that you are currently subject to backup withholding
becauss you have failed to report all interest and dividends on your tax return. For real estate trensactions, #em 2 does not epply. For morigage
nterest paid, ecquisition or abandonment of secured property, cencellation of debt, contributions to an individual retirement amangement (IRA), and
generally, payments other than imterest and dividends, you are not required to sign the certification, but you must provide your cormect TIN. S2a the

nstructions on page 3.

Sign Sigriature of
Hera L5, person

Diarte b

General Instructions

Section references are io the Inbemal Revenue Code unless othersise noted,
Futture dev .ThelFlShumndapngemF:S.?mFDrinfumﬁm
about Form 'W-9, at ¥ . Information about any heture developments

afiecting Form W-3 jsuch as lsgisiation enactsd after we release if) will be postsd
an that page.

Purpose of Form

# penson whi is required to fie an information retum with the IAS must obtain
oomect taxpayer identfication number [TIM) to report, for example, income paid to
you, payments made to you in satlement of payment card and third party network.
transactions, real estate bransactions, mortgage interest you paid, acquisition or

abandonment of secured property, cancsdlation of debt, or contributions you made

foan IRA

Ukzz= Form 'W-8 anly i wou ares a LS. person (including & resident alien), to
provide your comect TIN fo the psrson requesting it (the requesiern) and, when
q:pli:aﬁ. ta:

1. Certify that the TIN you are giving is comsst or you are waiting for a number
o be issued),

2. Certify that you are not subject io backup withholding, or

3. Clsim exemption from bedoup withhalding  you ars & ULS. exempt payes. B
applicable, you are also certifying that == a U.5. person, your aliooable share of
any parinership income from a ULS. trade or business is not subjsct to the

withholding tax on foreign partners’ share of effectively connected income, and

4. Certity that FATCA code{s) smiered on this form (i any) indicating that you are
exempt from the FATCA reparting, is comeot.
HNote. i you are a LS. person and & requester gives a form other than Farm
WSt et your TIN, you must uss the reguester's form i it is substantially
similar to this Form W-8.
Definition of a UE. person. For fedeml tax purposes, you ans considered a ULS.
pemon if you are:
= An indreidual wha is a U2, gtizen or LLE. resident alian,
= i parinership, corpomtion, , or assooiation created or organizsd in e
Uinited S‘hmu?:r under the lrws of the United Stabes, 3
= i ssimte (other than a foreign sstate), or
= A domestic trust (as defined in Regulaticns section 300.7701-7).
Speoial rules for portnerships. Parnenships that conduct a trede or business in
the Uinited States are required o pay a withholding tox under section
1446 on any foreign partners” share of effectively connected taxable income from
musch business. Further, inosrtain cases where a Form 'W-9 has not been rscefved,
the rules under section 1446 require a partnemship to presume that a partner is a
forsign person, and pay the section 1446 withholding taw. Therefore, if you are 2
U.S. person that is a pariner in a partnership condudting a trade or business in the
United Stabes, provide Fomm 'W-8 ta the partnership to establish your UUS. states
and avoid saction 1446 withhalding on your share of partnenship inoome.

Cat. No. 10231X

Forn W -0 [Fie. 82013
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The ABS Helpline

PHONE: 612-336-3400 or 877-777-2128

ABS Helpline is atoll 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. The program offices should not call this number - they should contact
the proper specialist in FMD directly. There is no zero out option on the ABS Helpline. A voicemail message must
be left in order to receive a response from FMD.

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.

Both the voicemail and email ABS Helplines are answered by Minneapolis Financial Operations Branch.

Close Sales Order

Zero Dollar Balance
Sales Orders should be closed when either the POP has expired or when all work is completed if before the end of

the POP. Closed means “zero” balance, which means the SO amount, the expenses and the billed amount are
equal.

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)
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a. Researchand resolve any uncleared items — contact appropriate party by doc type (i.e. RV doc
contact Billing group)

8. Requestto manually clear customer line items, F32 (see Customer Line Item Display for detailed

instructions)
a. Email to Katrina.J.Sopcyk@aphis.usda.gov

Examples of ROR in SO Close

Example 1

Sales Order |VBAP Order Total

Amount |~ |Amount ~ |Consumptior * |Commitmer ~ |Obligatio = |Expenditure ~ |Total Reveni ~ |Billed Amou ~ |Mon Billable 1~ |Eamed Unbilli =T |t
65,118.58 65,118.58 65,118.58 0.00 0.00 65,118.58 32,689.00 32,689.00 0.00 32,429.58
29.7T17.70 29,717.70 29.7T17.70 0.00 0.00 29,717.70 0.00 0.00 0.00 29.7T17.70
31,952.00 31.952.00 31,952.00 0.00 0.00 31.952.00 0.00 0.00 0.00 31,952.00

e The Earned Unbilled column shows positive balance
e Total Expenditures equals Sales Order Amount
e Determine whether amount in Earned Unbilled needs to be billed
* Note, these examples are from converted FY 11 sales orders and may have issues due to conversion

Example 2
Sales Order |VBAP Order Total ‘
Amount |7 |Amount ~ |Consumptior ~ |Commitmer ~ |Obligatio. ~ |Expenditure * |Total Reveni ~ |Billed Amou ~ |Non Billable 1~ |Eamed Unbilli-T
146,660.88 146,660.88 143.261.24 0.00 0.00 143.261.24 146,660.88 146,660.88 0.00 -3,399.64
52.990.00 52.,990.00 43,517.53 0.00 0.00 43.617.53 46,447 .53 46,447 .53 0.00 -2.930.00
11.250.00 11.250.00 12,705.74 0.00 0.00 12,705.74 15,844 .36 15,844 36 0.00 -3.138.62
38.812.00 38.812.00 32,148.20 0.00 0.00 32,148.20 35,620.19 35,620.19 0.00 -3.471.99

e Expenditures are less than Sales Order amount
e Earned Unbilled shows a negative number which indicated a credit amount
e Determine if credit amount needs to be refunded

Example 3, Converted Issue

K L M il 0 P Q R S T U
Sales Order  [VBAP Order Total
Amount |~ |Amount ~ |Consumptior, * |Commitmer ~ |Obligatiol * |Expenditure ~ [Total Reveni ~ |Billed Amou ~ [Mon Billable 1~ [Eamed Unbill-T[FM SO Unbill ~
0.00 0.00 0.00 0.00 0.00 0.00 99,323.03 99,323.03 0.00 -99,323.03 -99,323.03

» Sales Order amount and expenditures equal
» Earned Unbilled amount indicated whole billed amount of expenses has been removed

» Determine whether a refund is needed or if all the expenses need to be SU’d back on.
*Note, with rules in FMMI now, we couldn’t have an SO of zero if there is a positive billed amount
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Example 4

Sales Order |VBAP Order Total

Amount |~ |Amount = |Consumptior ~ |Commitmer ~ |Obligatio ~ |Expenditure ~ | Total Reveni ~ |Billed Amou ~ [Non Billable T~ |Earned Unbilli -7
46.,200.00 46,200.00 28.853.78 0.00 0.00 28.853.78 28.6853.78 28,853.78 0.00 0.00
72,700.00 72,700.00 69.981.13 0.00 0.00 69.981.13 69,961.13 69,981.13 0.00 0.00

e Expenditures and Billed amount match
e Earned Unbilled amount is zero
e Sales order amount is larger than the billed and Expenditures and billed amount
o Send in a SO Request form requesting the SO be reduced to Billed and Expenditure amount

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.

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
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United States Department of Agriculture

=" - . PR
F__JIFinanc | Management Modernization Initiative

Accounts Payable  Accounts Receivable
Shorthand Code Evaluation

Welcome Cost Management  Funds Management  General Ledger Management LI sAl-BE] I ETTICHENLT]

View Shorthand Code

Business Activity

View Shorthand Code

4

Business Activity =
~

* 3 Shorthand Gode Table

Shorthand Codes: Add/Modify/View
4 [Save as vaniant_ | [ Back | [ Exit] [ Cancel | [ System . | [ Execute | [ Get Variant__. | [ Program Documentation |

[Menu .|

Cost Management

unds Management

Shorthand Codes: Add/Modify/View

General Ledger Management

Maintenan:

* View od Menu 4 | | 4 [Save as Variant._ | [ Back | [ Exit | [ Cancel | | System 4 || Execute | [ Get Vaniant... | [ Program Documentation |
* Display Shorthand Code to
Derivation Rules
myPortal Faverites =)= e R
Agency |
» B TF Recon Reports Sharthand Codes = fto ri—l
= Budget Availability Control .
5 D

= Budget Line ltems sl o
* Customer Line Item und °

Display Budget Period to ]
= Daily Collections Cost Center to =
= Display AR Document Functional Area to 2]
* Display Funds WBS Element Tto =]

C_ommllmenl Treasury Symbol o 1 &1
- g[:cplar:e?:l' Account Accounting Station Code to III

u
. . Stat

* Display List of Invoice -

Documents FFIS Sharthand Gode o [=]
+ Display Purchase FFIS Budget Fiscal Year o =]

Requisition FFIS End Budget Fiscal Year to 3
* Document Chain Report FFIS Fund to 2]
* Line ltems - Actual FFIS Division to =]

QOSlSJREVEnUES . FFIS Crganization to |1—|
= List of Customer Line

Items Report R ) e
* List Purchase Orders F15 Coot Orpanitzaion o =]
* Maintain Customer Master A S T 2 =]

Data FFIS Program to )
* Project Builder FFIS Job Number to 2|
. geiml:tursable Orders FFIS Reparting Categary to (=]

epo

e. Agency= 34 (APHIS)

f. WBSElement =i.e. AP.RA.RX47.72.0080

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

g. Click Execute torunthe report
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View Shorthand Code

Shorthand Codes: Add/Modify/View
Menua || | 4 _Save as Variant Cancel || System 4 || Execute || Get Variant

=) View existing record

Agency
Shorthand Codes I o [ [ B>
System ID [ | to [ o
Fund | | to ’ @
Budget Period [ ] to 3
Cost Center I ] to 1 ] =
Functional Area } to [ | =3
WBS Element [2p-Ra-Rrx47.72 0080 Jo [ =]
Treasury Symbol [ to [ ] @
Accounting Station Code [ I to [ | o
Status B
STEP 4: The report will populate as shown below
h. Note the following items:
I. SysID
il. Status
1. Active = Open
2. Deactivated = Closed
View Shorthand Code
View Shorthand Code
[iben « 4 Back | [ Exit| [ Cancel || System 4 | [ GovTrip Orgs |
(I ey PR - A
T Agency  Code ySiD Peniod Description  Fung CostCnir Funcares WBS Trsymba
34 SXWSER47ATREIMBURRX47T20080 [lcPais 15X BNSFTN  APDOT600AR  APWSERA7AT APOBAGREIMBURDOD  APRARNAT 720080 12X1500
34 SWSERATATREIMBURRMATT20080 QJGOVTRIP 15K BNSF TH APUHEIIAR APWSERATAT APDMAGREIMBURDI] AP RARMAT T2 0080 12X18D0
34 SNWSERATATREIMBURRXATT200E0 QIAS 152K BNSF TN APONGO0AR  APWSERATAT APDUAGREIMBURDIO0 AP RARXAT.T20080 12X1500
] SXWSERATATREIMBURRX47720080 [IMasc 15K BNSFTN  APOOT600AR  APWSERATAT APODAGREIMBURDIO  AP.RARXAT.720080 12X1500
jad SHWSERATATREIMBLURRMATTZONED QPSMARTRAY 15000 BNSF TH APDGDIAR  APWSERATAT APDRAGREIMBLURDON AP RA RXAT T2 0080 12X1800
24 SNWSERATATREIMBURRXATT2D080 JWEBTA 15X BNSF TN APMNEI0AR  APWSER4TAT APDMAGREIMBURDIO AP RARXAT 720080 12X1500

Request Close of WBS Elements (Where Applicable)
Purpose
Closing WBS Elements prevents further activity from posting to those WBS Elements.

Considerations
e WBSElements 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.

WBS Elements Close Verification (Where Applicable)

Purpose
To verify if a WBS Elements’ request for deactivation has been successfully completed in FMMI.
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FMMI Role
Cost Management Evaluator

Instructions
STEP 1: Go to Cost Manage ment > Cost Management Evaluation > Display Project > Project Builder

—_— Ul_med St_;ates Department of Agriculture : ) i
I Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable [MebSidELELE U@ Funds Management  Gener

Agency Cost Management Master Data Maintenance | Cost Management Administration Cost Management Evaluation |

Project Builder
[4]» [

SN, Project Builder

» O Dis Master Data =i T 1
i Menu 4 || | 4 [Exit][ System ][ Display <-> change | [ Back | [ Forward

» O Display Cost Allocation

Administration BIDdEEER @ »
» O Display Cost Allocation
Process

Project Structure: Description Idi

play Proje:
* Display WBS Element Groups
» [ Display RBAA Table 1 [»

STEP 2: To search by WBS go to Menu > Project >Open

United States Department of Agriculture
Financial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable MeEd'ELELEuZ11 Funds Management  Genere
Agency Cost Management Master Data Maintenance | Cost Management Administration | Cost Management Evaluation |
Project Builder

J4] ¢ L]
~  Project Builder
» O Dis IMaster Data 1 F =
play Master Menu 4 | 4 [Exit][ System 4 ][ Display <-> change | [ Back || Forward:
» O Display Cost Allocation = New ’
Administration = 'I Open. I
» O Display Cost Allocation Goto b
Extras P Derive structure »
3 Display Project Settings »
* Project Builder system »| cay
* Display WBS Element Groups Help b Exit (Shift+F3)
» [J Display RBAA Table - -

STEP 3: The following screenwill appear. Enter the following:
a. WBSElement —i.e. AP.TF.VSCV.19.0098
b. Click the green check box to execute

Project Definition

WBS Element |ap.TF.vscv.19.0098 |

Network

[s7] (581 (58 And open] (3¢

STEP 4: The report will populate as shown below. Note the following items:
Page 151 of 203



c. System Status
i. REL ACPT =0Open
ii. CLSD or CLSD ACPT =Closed
iii. REL LCKD-ALL =Locked (okay to use when minor error prevents Close status)

Project Builder

Project Builder: Display subproject AP.TF.VSCV.19.0098

[ Menu || | 4 "Back|[Exit] [ Cancel | [ System 4| [ Display <-> change | [ Back || Forwards [ Project planning board | [ Hierarchy
[ D] [ | 1 »  Identification and view selection
oo e o 1 | WBS Element AP.TF .VSCV.19.0098 BIOCHECK USA I
Detail:
- @ CVB TRUST FUNDS A . w
[\ BIOCHECK USA ARt HEOR
( Basicdata | Dates | Assignments | Control | Userfields - Administ. |~ Superior
Proj.type USDA - Resource Related Billing Pro'w
Status
System Status fcusp acer |
User status |APPR
Responsibilities Operative indicators
Resp. cost cntr | ] [¥] Acct asst elem

[¥] Billing element
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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

Unsted States Departmant of Agriculture
Financial Management Modernization Initiative

Weicome  Accounts Payable BEUIIIVLISEELEVFLIEE Cost Management  Funds Management  General Ledger Management  Interface Table Mail
85 ocess | ATF Administration | ATF Repors AR Ewvaluation |
Display Account Balance for AR ltems

L]
-,  customer Line Item Displa
Qo Cstemscbiesr 7] o] 4 [Sove s Voot 8 5| o] 5y v ] G Vs Dynare slcions ] Prgram O
¢ O Manage Sales Onded Custofmer selection
» C1 Manage Biling Customer aczount | ] o (=]
Company code =Ty o (=]
* Display AR Documant
Display Parked Documents ¢
* Display Account Balance soammt::galﬂ“hhﬂh -
for AR ltems e
* Frepare TROR Repert
» ©3 Manage User Fees [_= Seachhelp |
# 3 Manage Reverue Farecasting
» 03 View TAS / BETC Data © Line item selection

ryPortal Favorites [=]= Staus

* Open Sems
* @ TF Recon Reports Open ot key date S as I
+ Budget Availability Control S5
* Budget Line Items
= Customer Line ltem Cleared fems B
Display Clearing dale to =]
= Daily Collecticns Open ai key daie
* Display AR Document
+ Display Funds (s
Commitment Posting dale r o =]
* Display G/L Account ;
Document
+ Display List of Invoice Type
Documents ¥ Heormal dems
* Display Purchase Special G/L transaclions:
Requisition | Hloted Rers
= Document Chain Report bt ki
* Line Items - Actual S
Costs/Revenues
* List of Customer Line
ltems Report |
= List Purchase Orders List Ouitpist
* Maintain Customer Master Layout
Data Maximum number of ilems
= Praiact Ruildar 3 ey

STEP 2: To review the customer account, enter the following data:
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Customer account = i.e. 3365613
Status = All Items

Type = check all boxes

Layout = /WS UNCLEARD
Click Execute

SQ oo

Display Account Balance for AR ltems

Customer Line Item Display
[Menu ]| | 4 [Saveas vanant_| [ Back |[Exit|[ Cancel | [ System o |[Execute | Get Vanant...| [ Dyname selections | [ Program Doci

‘Customer selection

Customer account to I lil
Company code USDA | to [=]
Selection using search help

Search help 1D

Search string

5 Search help

Line item selection
Status
Open Hems
Open al key date (1372472014 |

List Outpat
Lo b

Maxirmum 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

[Memy o | o [ach: | [t | [ Cances || System o [ Fast cosmmn | | Cotummn L7 || Coomamn Fognt || Lai cciuren || Gvspry Docuament || Changs decement || Mass change || s [Copiay e iearaston |
Customer 1365613
Comry tode [
- WILOLIFE SERVICES GEORGA OTC
ciry MINKEAROLIS
St (Documentho | Typ [Doc. Date |Susa (DO Ant in loc.cur. cirng doc. [Reference Document weader Text Text wet due dr (Fstng Date |EVine Date |Keverse [Kev. with |Fe|mcd|tnv. ref.
| 1400945781 [or |11/28/200 apon |G az.88 dazons A ICAN PROTLING 0096210 13/24/2004 1372373004 1172472008 Y I -
3255
LA0GEATILZ (OL |02/20/2014 |AROD 2,970.7% 1400597182 | 41810 (UNTVERSITY OF WOATH 7o 20/, ' £ /| ar 1400572
B|1a00r16514 [or [0z/25/2026 |aPon 2,983 06~ |1400837312 | sansns sy TmE 1180 o303,/ 2024 |02 /13/2004 |03 /082010 27| | sonrzesos:
L40OTRREIE (DL |03/T0/3034 | APOD 996, 33= J40OEHTRED | TALRIS (UNIVERSITY OF WORTH 170997 02,/20/3014 |03/30/3014 |02/20/2014 5 L4007 IIEIE
@ (1400597756 (0L (08/14/2003 (APOD B9, 75- A4DDES BOET | HALEY SOUTHEAST MGNT ©O 035841 o/ 013 |13/04/701F |08,/14/2013 i A4DOSHTTEE
LA00E5B067 |OL | 08/14/300 |AROD a92.50 A4OOEEB0ET | JAL6AT SOUTWEAST MONT €O oassal 08142013 [12/12/2013 [08/14/2013 ar 40065 BET
02001037716 [y [12/22/203 |apon 20025 . a1z 01a |22/22 2018 [12/13/ 2008 a1 |sooucsrrae
2400650067 (OL | 08/28/2003 [APOD 492,50 1400672497 | 1692 SOUTMEAST MOMT €O fasesL 08/18/2013 |32/12/201) |00/14/200) LR 14009 NNe
@) 1400672497 |OL |08/24/2003 [APDD 492,50 A4DDETIAET | 15T SCAITHEAST MONT €O 035841 G8/14/2013 |04,/07/7014 | 08,/14/2013 Lt A4DDETIAET
1400596168 |OL |08/23/001% |APOO 180. 00~ 1400672458 | T45555 LK PRICE PO=2SCFPLYF O%/23,/201% | 09,/30,/1013 |09/23/201% bL} 14005 BELES
@|1400672497 [oL [om/2472003 |aroo asz.50- | 1400672093 | 10692 SOUTHEAST MGNT CO o5 2,m%,/2014 [02/07 /7014 [0206 2014 17| [sonaasonns
1400672898 |OL |09/23/2013 |APOD car.50 140072490 | 245555 s, PLECE PG 2ECEPLT 09/23,/2013 | 00/07 /2014 | 09,/23/201% ar 140007 2490

STEP 4: In regards to closing a SO, you need to ensure all items affectlng the SO are completely cleared. Inthe
example above that is simply showing a collection not yet applied to a bill. No action is necessary in this example
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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
systemerrors), 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. Balancedto zero dollars.
b. Send an email to Katrina Sopcyk asking for a F-32 manually clearing. Example below.

Subjict: Foequest for F-32 Manual Clearing - Customer Number 3280761

Cleared/open Special Amount Sales
items Business | Entry Time of Document | GIL Document Line | Pasting | Invoice in local Reverse | Sales Document
Customer symbal Area Date Entry Type ind. Number item | Key y | cleaning | i Item Roference Usar Name
3280761 ] APDD Q242013 | 12526 PM | RV 3000619785 1 11 3000619785 -6.683 ] 00010951685 FOO04559
J APOD Q24/2013 | 1:26:23PM | RV 3000615786 4 16 000619786 5,047.68 | X 0 0081085167 FOOD4558
APDD Q242013 | 12623 PM | RV A 3000619786 3 0a 1400096930 504798 [ X 3700001503 | 10 00095167 FOO04559
] APOD Q2472013 | 1:26:23PM | RV 3000619786 1 o 3000619786 5,047.08 | X 1] 0091085167 FOOD4559
? APDD 21102014 | 7.26.58 AM | RV 3001165452 1 o1 30011689452 6.63 0 D01 09516 FO003300
J APOD 4/11/2014 | 1:57:47T PM | RV 3001151088 1 hil 3001151088 207962 | X (1] 0081350564 FOO04559
L APDD 4192014 | B.30.06 AM | RV 3001133630 4 06 3001133630 5,047.98 0 00109167 FOD0A558
] APDD AM52014 | 63306 AM | RV A 3001133630 3 19 1400098930 -5,047 98 3700001503 | 10 0091095167 FODD4550
[ APDD 4152014 | 63006 AM | RV 3001133630 1 1 v 5,047.08 o 00098167 FO004558
|( | APDD 4152014 | 75220 AM | RV 3001287154 4 16 3001287154 -5,047.98 | X o 0091350726 FODD4550
b APDD AMW2014 | T5220 AM | RV A 3001287154 3 o0a 1400098930 504708 X 3700001503 | 10 0091 350726 FO004559
] APDD 4182014 | 75220 AM | RV 3001287154 1 o 3001287154 504798 [ X ] 001350726 FOO04559
@ APDD 4152014 | 810008 AM | RV 3001133631 4 06 3001133631 48121 | X 0 0081350738 FOO0D4559
[ APDD AME82014 | 810000 AM | RV A 3001133631 3 19 1400096930 48121 X 3700001503 | 10 0001350738 FOO04559
[ ] APOD 4152014 | 8:10:00 AM | RV 3001133631 1 11 3001133631 48121 | X 1] 0091350738 FOOD4559
b APDD 4192014 | 1.3354 PM | RV 3001148330 4 06 3001149330 5,047.98 0 0091350726 FOD0A558
(] APOD 4152014 | 1:33:54 PM | RV A 3001148330 3 18 1400096930 5,047 .98 3700001503 | 10 0091350726 FOOD4559
[ ] APDD 4192014 | 1.3354 PM | RV 3001148330 1 1 v -5,947.58 0 0091350726 FOD0A558
|ﬂ| APDD 4152014 | 1:3407 PM | RV 3001150193 1 o 3001150193 297962 o 0091350564 FODD4550
3 APDD 4192014 | 1:3421 PM | RV 3001150184 4 16 3001150194 48121 1] 0091350738 FO004559
F ] APDD 4152014 | 1:3421 PM | RV A 3001150194 3 ] 1400098930 4811 3700001503 | 10 0091350738 FODD4550
2 APDD 4192014 | 1:3421 PM | RV 3001150184 1 o 3001150194 4811 1] 0091350738 FO004559
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,
vendorand 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 PKs)

Posting Key Description

00 Act assignment model
01 Customer inwice

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 dehit

11 Customer credit memo
12 Rewerse inwice

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 accountdebit posting
50 G/L account credit posting
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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 GR/IR credit

99 Stock outward

0A CH bill doc debit

0B CH cancel credit memo debit
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0C CH clearing debit

0X 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

First-level tabs display the process areas e.g., Accounts Receivable

Second-level tabs display the FMMI roles e.g., Sales Order Processor

The menu is different depending on users role(s)

A role 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 Panelis located on the left side of the screenand is divided
into the following areas: Detailed Navigation and Portal Favorites

- Access to Job Aids (some may be for other agencies)

. i e — - =
é‘ I - hiaps-// portald reni i gow D-ac View Cratomer Master Data... ’ i

File E&t View Favontel Tooh Help

Display Sales Order - 547 . [ Google . Leaming and Pedormanc.. 2 New Tab [ Suggested Sites = Tl B v v Pagew Salety= Tookw @+
Wekcorme Jensiler Muimisrger iLog off
aiion Lodiadne E

e
Viendor and Cuslomer Masier Data Reques! | SofSement VendorCusiomes Masier Data Evaluation-Unmasked Pl | Commercial VendorCusiomer Masier Data Evaluaton-Unmasked PR
T

Customer Display: Initial Screen
| A B || Bt | [ Comow || Srpmeen | [ Sewet || Denmectan

- AR LESCIRCUSIPmIRED
+ ATF Activity Report

+ ATF Stmi Foom Adrmin

« CMLIACR

= Cust Line liem

= Daily Collections

* Display Sales Onder

* Display Spool Requests
= Doc Chain Report

= ‘viend Desplay Ling Rems
= Wiew Viendor 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

i usda.gov Jo R ]
Y90 Display AR Document - FM_.

- = = " 3
5 'w FOST @] FMMIHome Page | & Insidle APHIS | | APHIS Home Page i~ B - m v fage~ Safetyr Took~ @~

jeicome  Accounts Payable [ECEIURE.BIECIE Cost Management  Fu Intertace Tabie BaseRole  BlFavortes  Ad-hoc Analysis
g Pro P AR P 0 ATF A n | ATF AR Fyaluation | AR P
| Histery| | J2 L

~  Display Document: Initial Screen

4] =) 0 (o (e . osm v | img O

¥ View TAS | BETC Dals

* BTF Recon Reports

- Budget Availabilty Control

+ Budget Line items

* Customer Line Rem
Display

+ Daily Collections

+ Display AR Document

- Display Funds
Commitment

* Display G/L Account
Document

+ Dusplay List of Invoice.
Documents

- Display Purchase
Requistion

+ Document Chain Report

* Ling ems - Actual
Costs/Revenues

- List of Customer Line
Mems Report

* List Purchase Orders.

* Maintan Customer Master
Data i

- Project Builder gy b | PE1E00) (1), | tprseapds

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

o 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 FMMI.

Using the Top Level Navigation ribbon, navigate to the FMMI task you want to save.

On the right, Click on the PAPER ICON.

This will show a list of options. Select ADD TO PORTAL FAVORITES.

Note that your report or task is now listed on the left side of the screen under MYPORTAL FAVORITES.
Now you canavoid the ribbon navigation and just click on your frequently used tasks.

o]

e.' 00 https://portal fmmiusdagov O-a80

!""" Daily Collections - FMMIP.. X
Eile Edit View Favorites Tools Help

] : — . — ’
= @ FOST & FMMIHome Page | & Inside APHIS ‘¢ APHIS Home Page ':i‘- i Ea v =] iy w~ Page~v 3Safety~ Tools~ ﬂv
Welcome Lora Swanson Help ' Logofi
Cost Management  Funds Management  General Management  Interface Table Maintenance [
n | ATF Reports | AR Evaluation | AR Reporis
Daily Collections | History, Back ward =]
ilel i Open in New Window
oo rcony R Refresh
* Actounks Receivabie Aging - Personalize
Detsl
* Agzounts Recshabie Aging Avalabie Vansnts ¥| Save| Saveas_ || Deiete Shion Variatis PErp0sizsson
Sumenary General Variables
i (Rolmbameals fieey epot Variable *+ Cusrent Selecson Descripbion
* Salen Order History
Business Asea ()
* ATF Summary Report
. Mm:hm *  Fiscal Year ')
%! Cobemar Scvasnd Aciily *  Document Type (Predefined Colleclions)  AC. AF; DB; DL: DO DP. [ AC ABCO Emp Collection; AF Depreciaion |
Assignment Humber s ]
ECETNT s 3
* B TF Recon Repgds | Check Number o
= Budget Availability Contral Crvamiioat B a
' gudigm LmLe I1e|;!t15 S o
b T L
D:'lssp;:::e IR Reh Customer (Selechon Options, Opbonal) (n ]
+ Daily Collections LSO MRt o
+ Display AR Document o o Mg Jxf u]
- Display Funds Documssit Date (n]
Commitment Fiscal Pericd/Vear (n
+ Display GiL Account Functional Area n}
g&:t:ulrnei-lll p Fad 9
* Dnsplay List of Invoice sod
Documents ; el o
« Display Purchase Funds Cester o
Requisition Heen Status (OIC) (m ]
* Document Chain Report Payment Supplement n)
* Line ltems - Actual W Pusting Dale Range n ] W
Costs/Revenues Calaa Midfira ™

H100% -
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myPortal Favorites — Organizing Entries

You can organize your reports and tasks under myPortal Favorites, options include:

Renaming
Deleting
Creating folders
Moving

e 1| https//portal. fmmiusda.gov, P~-80
[' Daily Collections - FMMI P %
Eile Edit View Favorites Tools Help
>
oy %"Fosﬂ & FMMI Home Page % Inside APHIS |5 APHIS Home Page fi = B) -~ = @ ~ page~ Safety~ Tools~ igh~

Welcome Lora Swanson Help ' L

[ oo acoty A

* Actounts Receivable Aging =
Detail
+ Accounts Recsivable Aging Avaiable Variants
Sumenary General Variables
* Reimbursabie Aty Repor AR
* Sale Order Hisdory N
Business brea
* ATF Sumemary Report
* Daily Collections *  Fiscal Year
* Cuslomer Accound Activity *  Documenl Typs (Predefined Collecticns)
Assgnement Humbser
—
B Period
»| Openin New Window T
.. Refresh b Chee
R Oraanize Entries Commiment llem
= er Line ltem o
D:‘Issplay Customer (Selection Oplions, Oplional)
+ Daily Collections LNION It S
+ Display AR Document L Dot Header Td
* Display Funds Doturssnt Date
Commitment Fracal Period vear
» Display G/L Account Functional Area
goc;lumefl “ Pund
* Display List of Invoice - o
Documents byl
- Display Purchase Finds Center
Requisition Heen Status (O/C)
* Document Chain Repart Payment Supplemsent
* Line Items - Actual v Fosting Dale Range
Costs/Revenues Tales Miffiea

| History,
-~
x| Save|| Swve As. || Delels Sk Variahie Parsonakzaton
Current Selection Description
e
)
AC, AF; DE; DL DO, DP. [ AC ABCO Emp Collection; AF Depreciaion |
s}
o}
2
o
o
n )
n )
o}
n
r
o
o
]
)
o
)
] W
~a

R100% -
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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

—_— Ur_ntad Slla.tﬁs Department of Agriculture ) : o
Financial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable E®:54ELERE08 Funds Management  General Ledger Mana

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

[ Menu 4| 4 | Save as vanant | [ Back || Exit || Cancel | | System 4 | | Execule | [ Selection options | | Get |l Dynamic selections | Delel
Project Management Selections (DB profile: 000000000004)
Project i o | =
WES Element , to | @
Network/order I | to [ |
Activity | ] fo |
Materials in network : o | §
Cost Elements
Cost Element fo EI

Or

Cost Element Group |
Posting Data
Posting date |11/01/2014 | to [11/30/2014 |
Settings
Layout [frosT | 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: :I | Save _ Delete | Show Variable Personalization
General Variables
Variable=* Current Selection Description
Business Area
Fiscal Year
* 11D Type (Predefined Collections) AC; AF; DB; DL; DO; DP;
Assignment Number
Budget Period
Check Number

AC ABCO Emp Collection; AF Depreciation |

Commitment ltem

Cost Center

Cust (Selection Options, Opfional
Deposit Number

Doc Header Txt
Document Date
Fiscal Period/Year
Functional Area
Fund

Funded Program
Funds Center

Item Status (O/C)
Payment Supplement
Posting Date Range
Sales Office

I OK] Check|

ooOOoOODoDRDODORDRDRDOD0DOD00
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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
eachtime. 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: Show Variable Personalization

General Variables
WVariable** Current Selection Description
*  Business Area
* Fiscal Year
*  Document Type (Predefined Collections) AC; AF; DB; DL; DO; DP;
Assignment Number
Budget Period
Check Number

AC ABCO Emp Collection; AF Depreciation |

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

Item Status (O/C)
Payment Supplement
Posting Date Range
Sales Office

11 OK|| Check |

QQoOROoRRDOoRoRRRDoRR0R00
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Determining the Level of Customization ofa 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 CJI3”). 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 b Log off

Funds Management  General Ledger Management
Cost Management Administrabon | Cost Management Evalustion | Cost Management Reports | HANA Cost Management Reports | BI Cost Management Reports

Llne Ilerns Actual Costs/Revenues

.

MA Display Project Actual Cost Line Items

s (i 4 Smws voron | x| [t [ oSy et | [ Seiecion opiors ] Gt ]| Gy seectons| O siecin e | Seecion screen e | b et vrvn | -
= Struciee Overview Repon " g prohie i
* Progect Structune Cveriew’ Projec ] |3
PRI MPEEL M Ths FpOt WES Esement X 1]
Uit Hemm - Actual Mebworkdonder o = |
CostRavenue: o 3 >
* Coat Herarchical Plan based . = = S
PanAcusVanance Ll
* Cost Element Pan-tased -
ACCommamentT ol Pan
= Akt Project Gowt Py Cost Edements
Moren. Current Fiscal Year Cont Element ] [
Report o :
et
» O TF Recon Reports
= Budget Availability Control
* Budget Line tems Posting Data
= Customer Line itermn Fostng date 11/01/7014 0 11/30/2004
Display
= Daily Collections: o e
¥ O!sp!-uy AR Document mw‘ e oo T OO DOCORETIoE . z:ﬂm :‘E: {500)
- Display Funds Furi 5o ] b Sy

Commitmant Dyrgro REPEPOOIA000
* Display G/L Account W

Trarsac
(Df):mnt > » | PEY .mum precaps-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 States Department of Agriculture

-‘—-——.—. . - . . g .
I Financial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable WeGHAELENCul-14 Funds Management General Ledger Mana:

Agency Cost Management Master Data Maintenance | Cost Management Administration | Cost Management Evaluation | Cost Manageme

Line Items - Actual Costs/Revenues
b

Display Project Actual Cost Line Items

[Menu ][ | 4 [Saveas variant | [ Back | [ Exit | [ Cancel ] [ System . | [ Execute |[ Selection options | [ Get | [ Dynamic selections | [ Delet

Project Management Selections (DB profile: 000000000001)
Project [ to ]1;—‘
WES Element [ fto [ E
Network/order to [ | (=]
Activity to [ =]
Materials in network [ fto [ =]
Cost Elements

| Cost Element [ ] to ]

Or

Cost Element Group

| Posting Data
Posting date |11/01/2014 | & (11/30/2014 |

[ Settings
Layout | /FoST FOST WBS DOC DOC DATE TYPE
| Further Setlings... |
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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...

e Drill down capabilities (double click on document number to open document, often underlined)
o Display Document Header

Select Layout

e Change Layout
o0 Displayed Columns
o Sort
0 Subtotals
o Filter

e Save Layout

Line Items - Actual Costs/R...
Eile Edlt View Fgvorites 10015 Help

=1, =) ” 5 »
e ftim & FMMI Home Page @ Inside APHIS & APHIS Home Page i - B -2 #m - page~ gafety~ Tools~ @~

Funds Mamgemem General Ledger Management  Interface Table Mainlenance  Purchasing  Grantor Management  Base R

Managems s | | B Cost Ma
ne ltems - Actual Costs/Revenues | History, Back ward [W]
i[5 .
. Dfsp!ayAdual‘ Cost l.l'ne Items for Projecls
» 13 Cont Managemen! T
3 Project Systems
* Stuclure Overview Report
* Projoct Stuchuee Dverview ‘s from set RIA CEL.ALL
Hagon T D368 CREX-BSPYISWFIL... vy e
* WBS Masber Diata Raport Fosting Date 24/01/2018 To Packhens- £ i’
* Line vens - Actual | Local Fie: (CirieShifleFS)
S atalReremin 5 Spreadshent  (CitShifleFT}
WES Efemant £P ., " Pe_ Poslig Dalo Do Dale  Documontio Doc . (CostEleem._., (Cont slement descr £ Value TranG. DG Document Header Text Maew: ABCAnalss  (CUWFY)
ot el P e : ! | {
: APRARNAZTIONT 140 TO4RTR0I4 40014 JOTSBOESST IP  GI0DOOTIOY  Base Pay - US NoaWage Board-FuB Time F 1596-C 0207 34 ANWSERGAGR frint Preview  (CireSRAleF10)
e APRARXAZT2O217 143X 4272014 04300014 3018800108 ZP GROODONIDY  Base Pay- US HonWage Bosrd-FullTime F 532-.C 0607 34 AXWSERAZAREMEURRXAITONT [F
ACRusCommitme ntT ot abPian AP RAFXAZ T2021T 140X 4272014 04302014 ’!mw‘ = ZP 600001101 Base Pay - US Non-\Wage Board-Full-Time F 5o o7 I ANWSERAZADREMBURRX 42720217 F
* Acksal Project Cost Per APRARNAZT2E217 143X 04122014 DANT2014 MISEIIE ZP BID000NIDY  Base Pay . US NonWage Board-FullTime F 53200 0e08 34 AXWSERAZIREMBURRXAZT202T  F
Menth, Cusvent Frsead Year AP RARXAZ TZOT 140X M2TE0N4 04002014 JOIBB00ZTD ZP  GAO000NIDY  Base Pay - US Non-Wage Board-FullTime P 15360 07 34 AXWSERAZCIREMBURRXAZT2027  F
Repedt L | APRARX4ZTZONT 14MK M2 4302014 > T3P 046-C 0207 34 ANWSEREREMBURRXAITT  F
myPortal Fa = AP RARKAZ TZU217 14X 4ETEZO4 (430014 31SSATIE ZP TSP 005 C 0607 3 AXWSERSGREMEURRAAZT2021T  F
» & TF Recon Re APRARXAZT2ONT 14XX 4272014 04202014 018501161 2P TSP 0050 007 M AXWSERAZAIREMBURRXAZT0T F
¥ 1 1800 1 14 1 14 1 1274 - o A 4272021
- Budget Availabiliy Confrol AP RARNA2 720217 G4N1Z14  04NT2014 BOISSAN ZP BI0000127M TSP - Govemment Basi Conbibuton 0 0808 I4ANWSERICREMBURRRAZT202T | F
- Budget Line ltems AP RARNAZ TZO2T 14X 4272014 04302014 J0ISSONIT0 ZP 6H0000NIT4 TSP - GovemmentBasic Contibution 0180 0207 34 AXWSERAZIREMBURRXAZT207 | F
+ Customer Line ltem AP RARKAZTZOZNT 14K MITANIA  MG0EN4 2 P TSP : 04-C D07 34 ANWSERAZOREMBURRXAZT20T  F
Display AP RARXAZTIONT 140K 27014 (4500014 301ESO1108 ZP E00001275 TSP - GevemmentMaiching Coninbusen O16-C  DSOT 34 AOWSERAZAIREMBURRXAZTHIT F
* Daily Collections AP RARXAZ 720017 140K 04122014 DanToMS  30TESRSIEE iR B10000127% TSP - Govemment-Matching Coninbution LELIC-T W ANWSERAIOREMBURRXAIT20297  F
* Display AR Document AP RARIAZ T2021T 140 G4TT2014 04002014 3OIESOIMEY 2P TR ontnbution 0150 DT I8 AXWSERAZOREMBURRXA2T2020T  F
» Display Funds AP RARIGAZ TZO1T 14X 272014 0400204 I01SEETD 2P 6100008275 TSP . GovemmentMatching Conlributon 0430 o7 3 AKWSERAIREMBURRXAT0NT i
Commitment T i
* Display G/L Account [V}
Document - S TR T
< 13 |SAR4 b | PE1 (500 1], | fecaptad

H100% ~

Page 169 of 203



Bl Reporting (applies to Bl Reports)

Save Layout

Saving layouts allow users to run their typical reports without having to reconfigure the final format of the report
eachtime. 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 | Dispisy As Table L] Info] Print Version | Export to Microsoft Excel |

¥ Columns
* Key Figures

e 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
v PDoctanent Heades 341953 005224 DL 1400886208 DOWNTOWN DEV AUTHOR 0003363845
= Customer Resuit
* 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

eachtime. 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...| owpisyas Table ~| _Info|_Print Version | Export to Microsoft Excel |

¥ Columns
* Key Figures

e Deposit Number = Check Number = Document Type = Collection Document = Document Header = Customer=+
* Deposit Number 341872 005152 DL 1400730816 DOWNTOM 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
* Cuslomer Resuit
* Document Date 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
o 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  Log off
Accounts Payable Interface Table Maintenance  Purchasing  Grantor Management  Base Role
| Evah |
Status of Funds Project-to-Date | History, Back ward [H]
»
Status of Funds Project.to-Date X stca g 11252014 003183
_Open| SaveAs | oupuyas Tabie | _info]| Print Versicn | Expor 1o Microsch Excel / @
e Authositys : Budget Authority* . Avatable futhorty <
« SOF GL Keyfigures GL (PTD)  Funded Prograr » s s s s s s s s 5
- Fows APARWSFAPA 000 000 296289 256289 090
* Funded Program a00 00 000 £88383 588383 586383
~ Free characiersics 000 000 000 344764 344764 344766
* Applcn NA42 710018 000 a0 15,967 83 15.967.83 1596785
A Eerod, AP RANALZ 710019 600 000 0.726 00 20,726 00 30.726.00
L ) AP RAMAIZTI 0331 000 oo a0 200 000 14484228 144 84228 176.065.26
S AP RANAI2 710332 000 000 000 000 000 13142124 131,421 24 160.815.25
* Functonal area
« Fond AP RA NA4Z 720108 oo o000 000 25139.00 94050 154726 82 130,806 32 37062092
e oo APRANAZT20154 000 000 000 128890 128890 510590
£ AP RANAS2 720458 000 om0 000 a0 17504 68 17,504 68 3406677
« SGL Accoun for Fede AP RA NXAZ T2 0001 000 oo 0.00 000 977640 2,776 49 09776 40
AP RANKS2 20035 (1 000 000 265675 16764307 170,459 82 2130131
AP RANK4Z 720049 000 oo 800 523016 923018 614
AP RA NXA2 T2 0088 000 000 2058531 205853 0.00
AP RA N2 T20108 000 om0 000 o0 g2 19 mene 090
APRANKZ 720137 000 000 000 5603 6035 090
AP RAOTCS WS ER&2 000 000 Q.00 1318084 13,150.64 19478 88
AP A OVHD WS EE42 00 o0 286553 4286553 000
AP A OVHD WS ER42 000 478 a7 000
AP RA POOL WS ER4&2 000 88186 £594533 85,085 47 14175 W
< o = >
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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.

Funds Management [RelTUIATNRELETIAIELELTNTT TN Interface Table Maintenance  Purchasing  Grantor Management  Base Role Bl Favorites
Financial Reports | Evalation | BOBJ General Ledger Management Reports | HANA General Ledger Management Reports | Bl General Ledger Reports
Status of Funds Project-to-Date

Status of Funds Propect-to-Date
Open | Save As. | oupuyas Table x| _info]_Print Version || Export to Micieach Excel |
 Cokamns Authosty* * Budget duthority= - v g . and Oblgations=+  Avallable Authority *
+ SOF GL Keyhgures GL(PTD)  Fumded Progama  BudgetPa oo vl 3 s s s H 5 5 5
- Rows APAR WSFAPA T Fites ¥ 000 L 210340 210340 L1
* Funded Program 2 Change Driidown » o sTaes E79.49 0.00
* Budget Period Resutt Datrinte and Export L 000 000 298289 298289 L)
 Froe characteristies AP RA HAS2 T 000
i DR e o P e s s
Reauft " Caleutaicns and Transiabons b (il LE woo 586383 5,062 83 586353
+ Commitmend em E
AP RANASZTIOONT 1111 Sot Bugget Period AN DataCels om0 (1) 344754 344764 344788
- Fiscal yeariperiod = s
Resutt 0.00 Axis LX) 000 J4ave4 344784 Jaares
* Functonal area
s AP RANALZTIO0E 1111 (1] 00 15.967.83 15.967 83 15.967.85
Rt 080 000 15,867,835 15,067 83 15.067.85
+ Funds Center
4 ' 7
i AP RANAZTIONG 1101 LE LL 30.726.00 30,726.00 3072800
+ SGLA for Feda Resutt L] 000 30.726.00 30,726.00 3072400
APRANAZTIONN 1202 oo 0.00 000 oo 0w 4700435 AT 00435 5056182
133 0 000 0.00 0 49.550 42 49,580 42 8723382
1414 000 000 000 000 4825751 48257 51 saIT0E2
Resut 000 noa L oo LT [ITE TS 14484228 17606626
APRANAZTIONZ 1212 000 00a oo 00 000 4138076 4190576 4809684
L L] Ll L) o 434795 454795 8458168
1N o 000 000 1] 4458353 4458353 4323563
Result 000 009 Ll 009 000 1342124 131a24 16091525
AP RANAAZT20108 1313 o 0o noa o0.0g 000 8277682 E2TTEE2 18057510
|- |Page| 1058 v| =X
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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 Manage ment > Evaluation > Display FM Master Data > Display Fund Center

!‘.—"—_,,S.-DA Ur_uled Sl_alus Department of Agriculture i ) N Welcome CAROL ANDERSON Help | Log Off
Financial Management Modernization Initiative

Welcome  Accounts Payable Accounts Receivable Cost Management [ETERNELEDEHn(H1M General Ledger Manageme
Administration | Reports Evaluation HAMNA Funds Management Reports | Bl Funds Management Reports
Display Funds Center | History, Back Forward [§

a4

= | Display Funds Center in FM Area
I Menu, |} | Back || Exit |[ Cancel | | System/ || FM area

N
Business Aﬂl\ht’

'+ (o Display FM Master Data

* Display Application of Funds
= Display Fund
I = Display Funds Center I
* Display Funded Program Funds Center o
» Display Functional Area EM Area [y
= Display Commitment item
= 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

» g Budget Preparation and
Planning

STEP 2: The following screenwill display. Enter avalid Funds Center (i.e., AP00000000), hit Enter.

Welcome  Accounts Payable  Accounts Receivable  Cost Management RETLLENIELEEnlSi@M General Ledger Managemen

Administration | Reports | Evaluation | HANA Funds Management Reports | Bl Funds Management Reports

Display Funds Center | History, Back Forward [E]
Ly ;
| Display Funds Center in FM Area
[ Display FM Master Data I Menu) |} [Back Cancel | [ System] | /[ FM area
= Display Application of Funds
« Display Fund
= Display Funds Center
* Display Funded Program Funds Center ]
« Display Functional Area FM Area vsDA

Display Commitment Item
= Display Fund Group

Display Funds Center Group
Display Funded Program Group
Display Functional Areas.
Groups

STEP 3: The following screenwill display. Click in the User Name Field, then click on the tab next to User
name field.
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Display Funds Center

|+ 4
YR | Funds Center Display
e (3 Display FM Master Data I [ Menu, |} [Back || Exit || Cancel | [ System, | | Period || Longtext || Classification || Drilldown || Change doi
= 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 12/31/9993
» Display Functional Area
* Display Commitment ftem RIS Hierarchy | [T]Address | 7§ Communication
» Display Fund Group = 0o —
= Display Funds Center Group
» Display Funded Program Names _
Group Name APHIS DEFAULT
* Display Functional Areas Description APHIS DEFAULT
Groups
* Display Commitment ltem Basic data
Group Valid From 01/01/1300 Valid Until 12/31/9999
» Display Funds Center p— b
Hierarchy orization group _ _ |
« Display Commitment ltem Company Code USDA US Dept of Agriculture
Hierarchy Business Area APOO Animal/Plant Health Insp Svc
» [ Budget Execution and
Distibution Person responsible
» [ Budget Preparation and T —
Planning -
nvPortal Favorites = -

STEP 4: The following screenwill appear. Enter the FMM User ID number (i.e., F0003121) in the User field
and click on Start Search.

I[E' Restrict Value Range (1) =

w Search Criteria

=]

Last name

First name m

Department [E
Building code [ |

Room Number

Extension _ m

Cost center

Internal mail |

Company name

olfel

City
Maximum No. of Hits 500
I Start Search I

STEP 5: The following screenwill display which provides you the User Name associated with the FMMI User
Number.
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Welcome  Accounts Payable

Accounts Receivable  Cost Management

Administration | Reports | Ewaluation | HAMNA Funds Management Reports | Bl Funds Management Reports

I ENNEGEDEIUE# General Ledger Management  Interface Error H

Display Funds Center
[4]¢

[ Display FM Master Data
= Display Application of Funds
= Display Fund
* Display Funds Center

1
-

Fora listing of FMD FMM 1 User IDs, see Appendix C.

Funds Center Display

[Menu] |} [Back |[ Exit|[ Cancel | [ System ] ||[ Period |[ Long text || Classification || Drildown || Change documents || Where-used list

l@.’ Restrict Value Range (1)
» Search Criteria

vieoel

User Name Last name First name Department

Buildings Room Ne. Extension Costctr Int. mail Mame City

USDA
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Adjustments and Accruals

Adjustment — For non-GL accountants in APHIS, adjustments are primarily used to record the master data
elements assigned to a particular financial transaction or group of transactions. The following items are true for
adjustments:

permanent

entered with two sides, one debit and one credit

there is no effect on cash; each adjustment balances to $0

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:
temporary, typically entered at the end of the month and reversed at the beginning of the next month

they are only entered with one side, a debit or a credit

affects cash like a normal financial transaction

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

o0 Current reports showing error

o0 Written explanation of the error, and/or

0 A copy of the original payment request showing the error being corrected

Who can Process Expenditure Adjustments in FMMI
FMD wrote a policy on this which basically says that:
o 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.
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What should be a Debit or Credit

e The USSGL Chart of Accounts shows the “normal” balance side of a GL account
0 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

FMMI B2 Example.xls

y. ST EXPENDITURE ADJUSTMENT FOHRM
Bacememi Mambr S0 TITXAMENG T Eolzier) Tusling Pericd MY Y) LS RS A T
R:hrmend [ dioealy JPrejarerer DalL Enierer) Dacemeze Date ibIMDIFYYY VY (RN (Frapesmer ur Tinls Foena}
Doz, Bender Texe (Optianall JPrepanzres Trls Pl Bosinss Ared A
Pregran 51 Tracking T (Optiensl] {Defined by Proarans Lin )

Lccument 1ie: 510

L Trameaction'ar; D2 TO
|
1 " : i B ] LREGE AV L GEST MO T :
L I:T::f_:- IS bt ui-z‘l:: ILgIJIEI'I: Il.;ﬁ‘:.x;::::“ N:-::l“*‘- |"I.Il|;'ll="|-|h::ll'i|| |p|",|ru|.¢,‘u:lﬁ|i» TEXT LINE DESCRIFIEN FAN NCHIRS ::"'f,'_';‘
o 7 Fi i F 1 ]
lorrb mscF IDErAULT £ AT A OIS TR (202230 F ] /}_’.‘.j‘_:{_l:_l.l 3 s
i T APIRATRFTRI T 00 2z FAYRULL BEHER S S I

o |

s | - I ]
o

oo

s a

Lot .

o

TATAL T EETITEE [ 0
“nte: Theacrkbe shy the adjustment is needzd. Plense review the 51 policy before flling out tbis form for segeestions on vabid jostiticaiions.
Heversing 5L 1UT147522

FLEASE ONLY PREFARE A 10 LINE 50U,

* MM S ndfasomenes are eivter @ oredit o a debit. O the firm all the decreuses fregofives) will e @ credlt and Inceted in colienn HL Al the incraasurs
will b e el oo Poceted Sz cofiomre L The amouns fTeld shonid veffect either @ megaiie or o positive xo #et e totnd firmeta e 220 will be zere,

s D i favt i At i it vy euseredd X st b e arprewed it Saleer ar ar e ot clabap neeale o B areusdod s slae ST et i
Fresarsl By ol Frogm Eoe e iateoest T (Lo irwed B (Fragran Headqeariest: ! BET
IFraarse fa cva g ed 3T ST ITIFRUTRE [ VIATE Aen A s ; eaiom tae hmpman i PR e gt e D ey [1€anhe oo Tmd resinm ol el s wal FRTuIl Tay sanes e i
:i.“_“_‘_ffarm. prr— ,mr_gft: TamHaRETON SRR [ : |
= I |-
v i Mana Toigen Jnirstam Friers Sarse: Taoes D sson v k] M rmen :-L.(’Fi q L J
o ¥

EREPIS Dsie: 261G [ . '6_’[ T] -
Veliphras here (M} 52026 ot s mber: Teepbraae Maralear: (30 351 953 Tk es: Bt e o repme Ao l
ki) (2L Fisoms vame e ca s
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Miscellaneous
FMMI Dates Explained

Beloware the main dates in FMM . The definition for each was taken from FM M1 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.
Date which appears in the document header and can be used for any defined purpose.
Can be defined by a person simply by entering any date.
For AP this is the Invoice Date.
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. Y ou cannot
back date posting date to a closed period unless you reopen that period. This should never happen.
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.
Clearing denotes all activities from the time a commitment is made for a transaction until it is settled.

Transparent Financial Descriptions

Answer who, what, where, when, and why (as needed)
Most people would understand what they mean, without having to pull the document
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

EMD Website
APHIS Homepage -> Our Focus => Business Services = Financial Management
0 Travel Service Center (portal log-in required)
Financial Management > Travel Services Center (Employees Only)
o FEOST
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/ussal/indexhtml

GovTrip:
https://govtrip.com/govtrip/site/indexjsp

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:
o www.google.com
www.yahoo.com

o
0 www.bing.com
o 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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http://www.aphis.usda.gov/
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_mrpbs_divisions%2Fsa_fmd%2Fct_fmd_main
https://my.aphis.usda.gov/wps/myportal/myaphis/employeeresources/financial/!ut/p/a1/rVVNc5swFPwtPfSoQVgSEkfHk6Z26zBT17XNhXkIyVZrPgKqU_LrCyTTOk0NbmNdkIZd9HbfCjmhs3bCDA5mC9bkGezbdehFdCpGI4JH05trzvF44k4WV-KGTD7QBrA5DcAB7-MH5AUff7liDWBxfesvprPpLTuPj0-MMe6tn3rOygmdUGa2sDtnk9ZQ7EwVyTyzKrPR3sQllPVbXEFUlPm2hLTqFmlZxI8znSbtFwppEmfj4pgyl3KEqdSINnMkGMcIBPU8LLDyMe93rC2pr-IJG3Cc0l5-MMBvN3gVP2D_2PGXgIHEdR0byNxzwF9C1QH6UtO7RWPyplHBT5Y5ps7idyxirCkA58ilLkNUK4GE68VIUyo9ykCrBJzZUFIb38zXu7tw3OS1zecP66z_I7BQFHsju_NdRVVdWfUEuVexhXaXUTmfzLdN8WB3yGQ6d9a_XvfKDt65x7KJ61OhPB9xrgWiQgCKNWiU-EIm4LuKxKxf9lNcXil7qFf8uGiBMfiJK9szSxDlmCOBQaFEx54PHI8YkQO9ejyjl-iVsd1D5mnx3aoysiWYzGTbqMzztDrdq1OEfiOmz41wfe2DZkhSrwktpQmKSdNCgr1EcEkIUXzAiOBiRgCkSTcpFextHVWqPBipeiz4EziQAe9Y-lm_8dkZN-MlpLcXTJEul8tUkNo0A3379P7hs05XwgpM2P6QptHcspgVh4ePaoUgFvX9-M1PwoabIg!!/?1dmy&urile=wcm%3apath%3a%2Fmyaphis_content_library%2Fsa_programs%2Fsa_mrpbs%2Fsa_fmd%2Fsa_tsc
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?urile=wcm%3Apath%3A/aphis_content_library/sa_our_focus/sa_business_services/sa_contact_us/sa_fmd/ct_fmd_fost
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services/sa_financial_management/sa_financial_services_branch/sa_agreements_service_center/ct_asc/!ut/p/a1/jZFRT4MwFIV_iz9g66XgNh-BuQ0G00TnsC_kwkppMsrSIib-eguJLyZO-tTb852055QwkhGmsJcCO9kqvAwzW-RetKLUBRqBl1DwIXhzITw6zitY4N0C8dOOOoEFttvHAKLDJnle7mMK-_tp_nDr77xlAgDeikK0Dnbr5UMKEC2m-eGP5cN__njCBVSnYSoIu2JXz6SqWpIZzCupUJUSL3mDCgVvuOp-CYbrXpbc5IW2J_WootB8ZM2PnJd24ppkZZejKcmJsPFRt0odgVutjcCNWmxucWkL-8WnkLDDOUzk55DVV4W7slk1r7jmel63xqb6MGc0HHVZz4ftXLQ9uTbHY_aV-NVLNGMbcfcNjifzfg!!/?1dmy&urile=wcm%3apath%3a%2Faphis_content_library%2Fsa_our_focus%2Fsa_business_services%2Fsa_financial_management%2Fsa_financial_services_branch%2Fsa_agreements_service_center%2Fct_asc_faqs
http://www.aphis.usda.gov/wps/portal/aphis/ourfocus/business-services?urile=wcm%3apath%3a%2FAPHIS_Content_Library%2FSA_Our_Focus%2FSA_Business_Services%2FSA_Applications_Systems%2FSA_FIMMI
https://cod.nfc.usda.gov/Documents/toc.html
http://www.fiscal.treasury.gov/fsreports/ref/fastBook/fastbook_home.htm
http://fms.treas.gov/ussgl/index.html
https://govtrip.com/govtrip/site/index.jsp
http://www.gsa.gov/portal/content/105307
http://www.gsa.gov/portal/forms/type/TOP
http://www.opm.gov/forms/
http://inside.aphis.usda.gov/
http://dc-directory.hqnet.usda.gov/dlsnew/phone.aspx
http://www.google.com/
http://www.yahoo.com/
http://www.bing.com/
http://www.ask.com/
http://inside.aphis.usda.gov/mrpbs/publications/accounting_manual/accounting_manual.shtml

Conversion Errors

0]
0]
0]

DP 98 File

0]

0]

0]

o

Please refer all conversion error questions to your programs HQ office, or regional office.
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 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 is requested monthly and
modifies to be in a readable/usable format.

Link: DP 98 Files - APHIS FMMI Reports

Exce ptions/customizations

o

o

0]

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.

Currenty FMD FOB reconciles the OH and RRB on ROWE 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 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

E United States Department of Agriculture

FMMI Financial Management
24 ) | Modernization Initiative (FMMI)

FMMI Document Types Job Aid

YVersion 1

Mar-10
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USDA

FMMI

—:-—-""-'_-
FMMI Document Types Job Aid
Process Document Type Description Number Range  From To Reversal Description
Area Document Type
AP 3P GovTrnp Pay IBA 19 1900000000| 1999999939 KA Yendor Document
AP 4P GovTrp Pay CBA 19 1800000000| 1999905059 KA Yendor Document
AP CB TRVL CB Credit Card 19 1900000000| 1999999939 CB TRVL CB Credit Card
APIAR IC IPAC Confirm (Received) i 2100000000 | 21995950959 IC IPAC Confimm
AP IT TRVL Interest 19 1800000000| 1999902959 IT TRVL Interest
AFIAR v IPAC Confirmation (Initiated) 24 2400000000 | 2495595049 Y IPAC Confirmafion
AP KA Vendor Document 17 1700000000) 1799999939 KA YVendor Document
AP KB Vendor BOC Adjust 19 1900000000| 1999902039 KB YWendor BOC Adjust
AP KC Vendor Inv CancFund 19 1900000000| 1999599999 KA Vendor Document
AP KG Vendor Credit Memo 17 1700000000] 1799902050 KA Yendor Document
AP KR Vendor Invoice 19 1900000000| 1999902939 KA Yendor Document
AP KZ Vendor Payment 15 1500000000 1599995959 KA Yendor Document
AP ND Non-Disbursing 19 1900000000] 1999902050
AP PC Payment Clearing 22 2200000000[ 2299999959 PC Payment Cleanng
APIAR R1 Grants Disb 1099 5152 5100000000 | 52995959099 R1 Grants Disb 1099
APIAR R7 Grants Disb non-1099 5152 5100000000 | 52993959939 R7 Grants Disb non-1099
AP RE Invoice - Gross h1/52 5100000000 | 5299595059 RE Invoice - Gross
AP TA GovTrip Advance 17 1700000000| 1799905959 TA GovTrip Advance
AP TC Treasury Confirm 21 2100000000( 2199999999 TR Treasury Reversal
AP TE TELE Invoice 19 1800000000| 1999905050 TE TELE Invoice
AP Tl Treasury In-Transit 20 2000000000| 2089905954 Tl Treasury In-Transit
AP TP TRVL Third Party 19 1900000000| 1999905959 TP TRVL Third Party
AP TR Treasury Reversal il 2100000000| 2199905954 TC Treasury Confim
AP ™ GovTrp Reimbursable 19 1900000000| 1999995050 KA “endor Document
AP uT UTVN Invoice 19 1900000000| 1999905959 urt UTWN Invoice
AP WA Vendor Prepay Adv 17 1700000000| 1799959059 WA Wendor Prepay Adv
AP VI VADR Fl Invoice 19 1900000000| 19995905959 Vi YADR FI Invoice
AP VM VADR MM Invoice 5152 5100000000 | 52995959099 WM YADR MM Invoice
AP VR Vendor Prepay Inv 19 1900000000| 1999999959 VR “endor Prepay Inv
AP VW Payroll Recertify 19 1900000000| 1999905959 VW Benefit Dishursement
AP VX Extemal ALC Invoice 19 1900000000| 1999999959 VX External ALC Invoice
AP XA TRVL Advance 17 1700000000| 1799999939 XA TRVL Advance
AP JC TRVL Cash Receipt (Embassy) 18 1500000000| 18999095959 XC TRVL Cash Receipt
AP XD TEVL Dummy Advance (Embassy) 17 1700000000] 1799999999 XD TENVL Dummy Advance
AP XE TRVL OASDI (SS Tax) 1 100000000 | 199995999 XE TRVL OASDI (S5 Tax)
AP XM TRVL WTA Voucher 17 1700000000| 1799905059 XM TRVL WTA Voucher
AP i TRVL Cash Distrib. 19 1900000000| 1999905959 XM TRVL Cash Disfrib.
AP XP TRVL Third Party Vioucher (Maoving Ca) 19 1900000000| 1999905959 XP TRVL TP Voucher
AP XT TRVL Local Youcher 19 1900000000| 1999902939 XT TRVL Local Voucher
AP Al TRVL Relo Voucher 19 1900000000| 1999995959 X TRWVL Relo Voucher
AP KXW TRVL Tax Withholding 1 100000000 | 199995999 XW TRVL Tax Withholding
AP XX TRVL MNet to Traveler 19 1900000000| 1999902039 XX TRVL Net to Traveler
AP ¥l TRVL Payroll Zap(Gamish Pay) 19 1800000000| 1999905959 Xz TRVL Payroll Zap
AP ZR Bank Reconciliation 20 2000000000 | 2099595009 ZR Bank Reconciliation
AP Zv Payment Clearing 20 2000000000[ 2099999959 Z Payment Clearng
AP ZW SmartPay2 Purch Card 19 1900000000| 1999999959 ZW SmartPay2 Purch Card
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FMMI Document Types Job Aid

EMM]

Process Document Type Description Number Range  From To Reversal Description
Area Document Type

AP i s SmartPay2 Fleet Exp 19 1900000000 | 1995095950 X SmartPay2 Fleet Exp

AR AC ABCO Emp Collection 14 1400000000 | 1495895959 AC ABCO Emp Collection

AR AR ABCO Emp Receivable 18 1800000000] 1855595959 AR ABCO Emp Receivable

AR Ch Customer Interest 10 1000000000 | 1099295999 Cch Customer Interest

AR Cé Customer Admin 10 1000000000] 1099999959 i} Customer Admin

AR Cc7 Customer Penalty 10 1000000000( 10999995959 c7 Customer Penalty

AR DA Customer Document 16 1600000000 | 1699995999 AB Accounting Document

AR DC SUBI Credit Memo 16 1600000000| 1699999999 DA Customer Document

AR DG Customer Credit Memo 16 1600000000| 1699999959 DA Customer Document

AR DF Expend Cust Refund 18 1800000000] 1895095090

AR oi SUBI Cust Invoice 18 1800000000 | 1895595959

AR DL Lockbox collections 14 1400000000 | 1499995999 DL Lockbox collections

AR DO Cust Payment Refund 14 1400000000| 1455895550 DO Cust Payment Refund

AR DR Customer Invoice 18 1800000000| 1899999959 DR Customer Invoice

AR DwW Customer Write-Off 14 1400000000 1499999959 DwW Customer Write-Off

AR DY Exp Non Fed Collect 18 1800000000| 1895095999

AR DZ Customer Payment 14 1400000000| 1495895950 DA Customer Document

AR G GovTrip DUEUS 18 1800000000 1899099999 G GovTrip DUEUS

Co AF Depreciation Pstngs 3 300000000 | 399999999 AF Depreciation Pstngs

[v#] AM Real Property 1 100000000 | 199599599 AM Real Property

co CcT USDA Cost Transfer 1 100000000 | 199599999 CT USDA Cost Transfer

Co oV PROP Personal Prop 1 100000000 | 199599999 ov PROP Personal Prop

CO PP Personal Property 1 100000000 | 1995995959 PP Personal Property

CO WE Goods Receipt 50 5000000000] 5095999959 WE Goods Receipt

Co ZC CPAIS 1 100000000 | 199599999 ZC CPAIS

FI ALLT Allotment 55 5500000000| 5599405559 ALLT Allotment

FIM ALOC Allocation 55 5500000000] 55995095959 ALOC Allocation

FIA APOR Apportionment 55 5500000000) 55995050959 APOR Apportionment

FIM APPR Appropriation 55 5500000000) 5599405959 APPR Appropriation

FIM CF Conversion 89 8900000000] 89995095959 NIA

FIA CN Obl Accrual - Negative 76 TE00000000) 76999050959 /A

FM CR Confinuing Resolution 55 5500000000) 5595999959 CR Confinuing Resolution

FM CRX Unapporoved Continuing Resclution 55 5500000000| 5595999959 CRX Unapporoved Continuing Resclution

FIM [ Obl Accrual - Positive 76 T600000000] 7699909959 NIA

FI GT Gov-Trip Travel Obligation 73 7300000000) 7399999999 GT Gov-Trip Travel Obligation

FI MO All Other - Misc Commitment 75 7500000000) 7599400959 MO All Other - Misc Commitment

FI SALC Sub-Allocation 55 5500000000] 5599909959 SALC Sub-Allocation

FIA SALT Sub-Allotment 55 5500000000) 55995050959 SALT Sub-Allotment

FIM 5D State Dept - Fund Cite Cabel 74 7400000000| 74994905959 5D State Dept - Fund Cite Cabel

FM SP Smart Pay Credit Card Request 72 T200000000] 720952999509 SP Smart Pay Credit Card Request

FM TICA Transfer In Current-Year APPR 55 5500000000| 5599999999 TICA Transfer In Current-Year APPR

FI TIPA Transfer In Prior-Year APPR 55 5500000000) 5599999999 TIPA Transfer In Prior-Year APPR

FI TO GovTrip Travel Commitment 70 7000000000) 70999005959 NIA

FI TOCA Transfer Qut Current-Year APFR 55 h500000000] 55995000959 TOCA Transfer Qut Current-Year APFR

FI TOPA Transfer Qut Prior-Year APPR 55 5500000000) 5599999999 TOPA Transfer Qut Prior-Year APPR

FI Yo Yendor Prepay Obligation 76 7600000000) 76999000959 NIA
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USDA
——

Process Document Type

FMMI Document Types Job Aid

Number Range

From

EMMI

Area
FM WC Working Capital Fund 81 8100000000) 8199099999 NIA
FM X0 TRVL Travel Obligation 71 7100000000| 7159955959 MNIA
MM 1M 1AS Invoice with GR 5152 5100000000] 5299999999 IM IAS Invoice with GR
MM INTR INTR Purchase Order w/Sales Order 46 4600000000 | 4699999959 INTR INTR Purchase Order wiSO
MM IR IAS Invoice wio GR 51152 5100000000) 5209059999 IR IAS Invoice wio GR
MM NB Purchase Requisition (Direct) 1 10000000 | 199999099 NB
MM NEB Purchase Order {Direct) 45 4500000000 | 4509099559 NEB Purchase Order Doc
MM ZCOB CREEMS PO 43 4300000000) 4309999959 ZCOB CREEMS PO
MM ZI0 IAS Purchase Order wiPR 60 6000000000| B99999999 ZIo IAS Purchase Order
MM ZIN I1AS Purchase Order wio PR 60 6500000000 | 699599999 ZIN IAS Purchase Order
MM ZIQ 1AS Purchase Requisition 30 2000000000| 3999999059 ZIQ 1AS Purchase Requistion
MM ZVA Senvice/Value-basad 43 4300000000| 4309999999 ZVA Senvice/Value-basad
MM R Senvice/Value-based 40 4000000000 | 4095999559 VR Sernvice/Value-based
NA AL Asset Posting 1 100000000 | 199999999
MNA AB Accounting Document 1 100000000 | 199999999 AB Accounting Document
MNA AN Net Asset Posting 1 100000000 | 199999999
MNA CH Contract Settliement 1 100000000 | 1995099999
MNA EU Euro Rounding Diff. 2 200000000 | 299509599 EU
MNA EX External Number 2 200000000 | 299509959 AB Accounting Document
NA Il IPAC In-Transit 20 2000000000] 2099959999 I IPAC In-Transit
NA IP IPAC Payment 23 2300000000) 2309095959 IP IPAC Payment
MNA KN Net Vendors 1 100000000 | 199999999 KN
MNA KP Account Maintenance 48 4800000000| 4859955959 KP Account Maintenance
MNA ML ML Settlement 47 4700000000] 4799995959 ML
NA FR Price Change 43 4800000000) 4859095959 PR
MNA RA Sub.Cred.Memo Stimt 51152 5100000000| 5299999999 RA Sub.Cred Memo Stimt
NA RB Reserve for Bad Debt RBE RB
MNA RN Invoice - Net 51 5100000000) 5199999999 RN Invoice - Net
MNA RV Billing Doc.Transfer 30 3000000000| 3099995959 AB Accounting Document
MNA S1 Settlement Document 1 100000000 | 199999999 AB Accounting Document
NA SK Cash Document 13 1300000000 | 1399999999 AB Accounting Document
MNA UE Data Transfer 4 400000000 | 499999999
NA WA Goods Issue 45 4900000000) 4999099959
MNA Wi Inventory Document 49 4900000000 4999999559
NA WL Goods Issue/Delivery 45 4900000000) 4999999959
MNA WHN Net Goods Receipt 50 5000000000| 5085955959
SGL BL Budgetary Ledger 4 400000000 | 499599999 BL
SGL CA CAPS Expense GL 1 100000000 | 199999999 CA CAPS Expense GL
SGL CL G/L Account Document 1 100000000 | 1999099999 CL G/L Account Document
SGL DN Exp Accrl No Obs 1 100000000 | 1999999599 DN Exp Accrl No Obs
SGL OF IPAC Offset 1 100000000 | 199999999 OF IPAC Offset
SGL 52 Lockbox suspense posiing 12 1200000000( 12999994999 52 Lockbox suspense posiing
SGL SA G/L Account Document 1 100000000 | 199999999 SA Accounting Document
SGL SB G/L Account Adjustment Posting 12 1200000000 | 1299299095 SB Accounting Document
SGL SE 1081 Cash Transfer 11 1100000000( 1199909994 SF Accounting Document
SGL sU Adjustment Document (Upward/Dowrward) 1 100000000 | 199999999 sU Adjustment Document
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FMMI Document Types Job Aid

FMMI

Process pDocument Type
Area
SGL TL 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 | 199999959 ZA PACS Accrual Posting
SGL ZF PACS Forced Release 1 100000000 | 199999999 ZF PACS Forced Release
SGL ZP PACS Expense GIL 20 2000000000 | 2099909939 ZP PACS Expense GiL
SGL Z5 SmartPay2 Realloc 5 500000000 | 599909999 Z5 SmartPay2 Realloc
- Key |
AP
AR
SGL
FM
MM
COo
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.

Walue: 2670
Description:
Begins with s

Search Type:

Display 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 fo 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.

Page 186 of 203



City, State/Province Amount Detail & Purchase ID Accounting Code

352-3720684, FL 4.00 e my @ 8 3444WSRCFL12ZWSMDEVLWLSVGEUSDA |2760]
City, State/Province Amount Detail Purchase ID Accounting Code

GAINESVILLE, FL 17.52 ) (& 0911133877 @&% 8 3433WSRCFL12WSMDEVLWLSVGEUSDA |2927]
City, State/Province Amount Detail € PurchaselD & Accounting Code

800-811-1648 GA 2617 i (e+ O000DOY3999E Gy (D 8 3444WSER2929WLDMGMTWLSVWDUSDA | |

~ —

Howdo 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 rmrocatmns r Transaction Line ltems r Comments rApptoval 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

Records 1-10f 1

Allocation Source: User Last Changed By: Bona, Shannon L

Prepopulated Accounting Code Selection

Amount Percent Current Name
$1,40403 100.00% () #FY14 Toner

& valid Accounting Code

Records 1-10f 1

The pad lock symbol does not truly indicate that the transaction is locked. Itwill populate as soon as the
transaction is approved.

The ** symbol will populate as soon as the accounting information is changed.
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$924.22 @ € ocorder ® 2

$115.02 ® © nowpnumn ® © 8
$15.00 ® € ooooooo0001220097 & © 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 beenincluded 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 atransaction 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.

3. 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.

-] Approved 02121 02724 VIDEDO & TELECOMMUNICATIO  703-6580304, VA $824.22
v Approved 02/14 0217 APRISA TECHNOLOGY LLC 516-629-4771, NY $115.02

(D) Disputed (A* Reallocated @, @ Trans Detail Level (E# Extracted 8 Reallocation Locked @ valid Accounting Code Comments

Check All Shown | Uncheck ANl Shown

Records 1-250f 28
Page- 1|2

Mass Reatocote S Approve
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Howto reallocate atransaction 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.

b.

Log into Access Online, click on Manager Approval History, select the transaction, and click on Pull
Back button to pull it back from history.

Click on Manager Approval Que ue, select the transaction, and click on Re jectbutton to reject it to the
Cardholder.

STEP 2: Cardholder will:

a.

b.
C.

®

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 VValid 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.
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Appendix C - FMD FMMI User IDs

F0000078
F0000304
F0000337
F0000443
F0000490
F0000514
F0000524
F0000581
F0000656
F0000748
F0000776
F0000790
F0000809
F0000839
F0000875
F0000882
F0000889
F0000897
F0000937
F0000995
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
F0003003
F0003005
F0003006
F0003008
F0003009
F0003010
F0003012
F0003013
F0003014
F0003017
F0003020
F0003023
F0003025
F0003027
F0003031
F0003032
F0003034

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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F0003038
F0003058
F0003065
F0003066
F0003068
F0003073
F0003074
F0003075
F0003077
F0003078
F0003080
F0003081
F0003082
F0003084
F0003090
F0003103
F0003105
F0003107
F0003108
F0003109
F0003112
F0003114
F0003115
F0003117
F0003119
F0003121
F0003122
F0003124
F0003125
F0003126
F0003127
F0003128
F0003129
F0003130
F0003132
F0003133
F0003134
F0003135
F0003138
F0003139
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
F0003150
F0003150
F0003151
F0003152
F0003153
F0003154
F0003155
F0003156
F0003158
F0003160
F0003162
F0003163
F0003164
F0003165
F0003166
F0003167
F0003170
F0003172
F0003174
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 1ZQUIERDO
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
F0003212
F0003213
F0003215
F0003216
F0003217
F0003219
F0003220
F0003221
F0003224
F0003228
F0003229
F0003230
F0003231
F0003232
F0003234
F0003236
F0003238
F0003239
F0003240
F0003241
F0003243
F0003244
F0003245
F0003246
F0003247
F0003249
F0003250
F0003253
F0003254
F0003259
F0003260
F0003261
F0003262
F0003263
F0003264
F0003265
F0003266
F0003267
F0003268
F0003269
F0003272
F0003273

KEMAMO HOOKANO
OLA GAMALELDIN
JANICE ROKOS
AMY MIZE

LINDA WEAVER
IVONNE ROSENBLATT
LEAH LEELAND
VIKTORIA JOHNSON
LAUREN SHEPHERD
LASHAUN NELSON
MARSHALL PLY
JENNIFER RIVAS
CHARLENE MAYO
LATISHA BEVERLY
SAMUEL DENHAM
PAMELA SCHOEN

DAPHNE O'NEAL-SAMUELSSON

BRITTANY KINNEY
EMILY BROWN
MAVIS FERGUS
ANDREA SMALL

JON FRANCOIS
JACQUELINE TRAN
DAISY MARRERO
SAMANTHA ZIEGLER
SHERMAN TYLER
CHRISTINA KLAUS
MARIA RODRIGUEZ
BENIGNO QUICHOCHO
RAKHEE MASSON
TIMIKA SHIELDS
TONI PARIS
VANESSA STAMPLEY
GLENN ELSTUN
MICHAEL WESLEY
CARRIE CROY OWEN
JACQUELINE SALAZAR
MARNIE DAVIDSON
JACQUELINE TVETER
LOIS PERRY
CHRISTINA TAYLOR
COLLETTE ROSE
SHEILA JACKSON

F0003274
F0003275
F0003276
F0003277
F0003280
F0003282
F0003283
F0003284
F0003285
F0003286
F0003287
F0003288
F0003289
F0003290
F0003291
F0003293
F0003294
F0003296
F0003305
F0003306
F0003307
F0003308
F0003310
F0003312
F0003313
F0003314
F0003318
F0003320
F0003322
F0003324
F0003326
F0003328
F0003329
F0003331
F0003332
FO003336
F0003337
FO0003338
F0003339
F0003342
F0003346
F0003347
F0003348

FRED WANG

BILLIE LENEAR
ROBIN DICKERSON
LARA HICOK

CORY OGLESBY
LATONYA JACKSON
CHERYL AMOS
ERIC GORINSON
SANDRA NAVIA
PATRICIA DONOHUE GALVIN
VIKTORIA MALAKIE
FREDERICK MUCCIARDI
BOB LANBERG

EARL THORPE

LISA SPINELLI
BONNIE SIMPSON
LINDA WASHINGTON
ANDRE NELSON
DEBORAH HELSETH
MELVIN COPELAND
DOROTHY SIMMON
CRYSTAL FRYE
SHIRLEY ROPER
STACEY MUSSER
STEPHANIE DROKE
JOHN KIDD

TIARA BYRD

VICKI HAYGOOD
INGE SANOU
ELIZABETH NOLCOX
ERNESTO RODRIQUEZ
MARIA TINKER
MICHELLE CANADY
VIRGINIA GREEN
MELISSA ARNOLD
JANET AMSALU
MARCO BENAVIDEZ
JAMIE SHULTZ
JESSICA SHAMMAMI
SABRINA FERGUSON
CORI MAYHUE
SONJA HORNE
NICHOLAS JOWERS
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F0003350
F0003354
F0003355
F0003358
F0003360
F0003361
F0003366
F0003367
F0003368
F0003369
F0003370
F0003371
F0003372
F0003374
F0003376
F0003377
F0003378
F0003379
F0003382
F0003384
F0003385
F0003386
F0003387
F0003388
F0003390
F0003391
F0003392
F0003393
F0003395
F0003398
F0003402
F0003403
F0003405
F0003406
F0003407
F0003408
F0003410
F0003411
F0003413
F0003414
F0003415
F0003417
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 WIGCETT
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

F0003419
F0003420
F0003422
F0003426
F0003427
F0003428
F0003431
F0003432
F0003433
F0003434
F0003436
F0003437
F0003438
F0003439
F0003440
F0003441
F0003443
F0003445
F0003446
F0003447
F0003448
F0003450
F0003451
F0003452
F0003454
F0003455
F0003456
F0003459
F0003461
F0003462
F0003464
F0003465
F0003466
F0003467
F0003468
F0003470
F0003472
F0003473
F0003475
F0003476
F0003477
F0003478
F0003481

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
F0003484
F0003485
F0003486
F0003489
F0003490
F0003491
F0003497
F0003498
F0003499
F0003500
F0003504
F0003506
F0003507
F0003509
F0003513
F0003519
F0003520
F0003521
F0003524
F0003526
F0003528
F0003529
F0003530
F0003531
F0003532
F0003533
F0003534
F0003535
F0003537
F0003539
F0003540
F0003544
F0003545
F0003546
F0003548
F0003550
F0003551
F0003553
F0003554
F0003556
F0003557
F0003558

ANGEL CESPEDES
SUSAN GAMBLE
SAMUEL GUY
CAROLDINE RABB-NUOMAH
JOY MURRAY
ANTOINE GERMEILLE
VALERIE NWAOQJEI
SHANNON ROGERS
AMY PEREZ
PATRICIA LANE
DOREEN LEWIS

LISA LAMBING

JILL HAND

RHONDA GRAHAM
WILLIAM MALAVE
DAPHNE REID
ANGELA ATKINSON
MATTHEW TRAWVIS
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

F0003559
F0003560
F0003563
F0003566
F0003568
FO0003569
F0003570
F0003571
F0003572
F0003573
F0003574
F0003575
F0003576
F0003577
F0003579
F0003580
F0003582
F0003583
F0003584
F0003585
F0003588
F0003592
F0003593
F0003595
F0003596
FO0003597
F0003598
F0003599
F0003600
F0003603
F0003604
F0003605
F0003606
F0003610
F0003612
F0003613
F0003614
F0003615
F0003616
F0003617
F0003618
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
F0003623
F0003625
F0003626
F0003627
F0003628
F0003629
F0003630
F0003631
F0003632
F0003633
F0003634
F0003636
F0003637
F0003638
F0003639
F0003642
F0003643
F0003645
F0003647
F0003651
F0003652
F0003655
F0003656
F0003657
F0003658
F0003659
F0003660
F0003662
F0003663
F0003664
F0003666
F0003667
F0003670
F0003672
F0003673
F0003674
F0003675
F0003676
F0003677
F0003678
F0003680
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

F0003683
F0003684
F0003687
F0003688
F0003689
F0003690
F0003691
F0003694
F0003696
F0003697
F0003733
F0003734
F0003738
F0003739
F0003740
FO0003742
F0003743
F0003744
F0003745
F0003747
F0003748
F0003800
F0003801
F0003813
F0003814
F0003815
F0003817
F0003818
F0003819
F0003820
F0003821
F0003822
F0003823
F0003824
F0003827
FO0003879
F0003883
F0004238
F0004402
F0004511
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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F0004515
F0004516
F0004517
F0004519
F0004522
F0004559
F0004567
F0004707
F0005069
F0005100
F0005122
F0005129
F0005134
F0005137
F0005141
F0005168
F0005175
F0005237
F0005243
F0005246
F0005252
F0005257
F0005258
F0005268
F0005275
F0005300
F0005340
F0005341
F0005348
F0005379
F0005391
F0006024
F0006057
F0006151
F0006210
F0006354
F0006363
F0006391
F0006397
F0006399
F0006473
F0006475
F0006487

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
PATRICIA KITTLE
KIMTA NGUYEN

THI TRAN

JOANNE GARRETT
VIKRAM KUNREDDY
BETTYANN SINGH

F0008406
F0008600
F0008890
F0008918
F0008922
F0009064
F0009072
F0009123
F0009129
F0009139
F0009171
F0018227
F0018251
F0018269
F0018296
F0018302
F0019131
F0019148
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

Page 196 of 203



F0020031
F0020050
F0020076
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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SO Cheat Sheet

SO Details

Display SO, Line Items, Doc Flow

SO Number or WBS Element

SO Progress

Reimbursable Order Report (/ZWSLAYOUT)

Fund, Fund Center, and WBS Element

Billed Expenses Details

Line Items — Actual Costs/Revenue Report (1_USDA_RRB2)
WBS Element and Posting Date Range

Billed Expenses Exceptions

DP-98 File

Bills View a Billing Document or SO Doc Flow

* Billing Doc Number or SO Number or WBS Element
Collections Daily Collections Report

e Funded Program (WBS) or Customer Number
BudgetFull Budget Availability Control - AVC Tables

9H and Funded Program (WBS)

Budget Less Indirect ExpensesBudget Availability Control - AVC Tables

ZR and Funded Program (WBS)

Budget Availability Only

SOF PTD (/RMVD 4610YE)

Fund and Fund Center

OH Reconciliation

Line Items — Actual Costs/Revenue Report (/WS OH RECON)

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 (/OH SPLIT)
e WABS Element and Cost Element 6100980000
OH Spent Line Items — Actual Costs/Revenue Report (/OH SPENT)
e« WBS Element
OH Avall Line Items — Actual Costs/Revenue Report (/OH AVAIL)

WBS Element

*Use in combination with SOF PTD. LIACR does not capture commitments or
obligations.

Customer Acct Details

Customer Line Item Display (/UNCLEARED)

Customer Number
Status = All Items
Type = checkall boxes
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