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 Restrooms
 Fire Exits
 LincPass / Access Cards
 UPS Shipping
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 6 Teams
 AP - Financial Operations Services Team (FOST)
 AP - International Operations Accounting Team 

(IOAT)
 AR - Billings and Claims Team (BCT)
 AR - APHIS Accounts Receivable Team (APHIS AR 

Team)
 AR - Accounts Receivable Team servicing AMS, 

GIPSA, and FAS (ART – AMS, GIPSA, FAS)
 AR - FSIS – Food Safety Inspection Services –

Collections and Debt Management



 FOB – Michelle Schmid
 FOST – Donna Cichy
 IOAT – Julie Tripp
 BCT - Kyle Nguyen
 APHIS AR Team – Lora Swanson
 ART – AMS, GIPSA, FAS – Edison Vizuete
 FSIS – Donna Cichy





 Presentations / Hands-On
 Breaks – morning and afternoon

 Lunch – approx. 1 hour

 Laptop closed during presentation
 Cell phones on mute
 Binder contains more details
 “Parking Lot”

Presenter
Presentation Notes
Set expectations for them.  



 APHIS Financial Introduction
 Sales Orders
 Expenses
 Collections
 Budget
 Reporting
 Debt Management

Presenter
Presentation Notes
Maybe use the agenda to mention a few key areas to them that they want, i.e., Collection Modifications, Refunds, etc.



 APHIS Financial Introduction
 Master Data Overview
 General Ledger Overview
 FMMI 
 Sales Orders
 Hands On

Presenter
Presentation Notes
Set expectations for them.  
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AGENDA

• Financial Information Flow
• APHIS Master Data
• Requesting New Accounting Codes
• Maintaining Accounting Codes
• General Ledger (G/L) Overview
• Helpful Hints



FLOW OF FINANCIAL 
INFORMATION



 FMMI integrates a majority of the financial capabilities of the USDA. 
This integration allows for a single data entry into the system -
significantly decreasing the number of manual reconciliations currently 
being performed throughout USDA. Integration also improves planning, 
programming, budgeting and execution through the use of integrated 
output data from financial and non-financial sources.  FMMI provides 
online, real-time transaction capabilities; which allows agencies to be 
more financially accountable and transparent in our spending.

 FMMI receives documents through two methods; from feeder systems or 
through direct entry.
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USDA has several feeder systems, e.g., Concur, IAS, payroll, lockbox; that send information 
to FMMI creating the necessary documents to properly record revenue, expense and 
budgetary activity.   Along with the transactions that are processed through the feeder 
systems, FMMI also sends files to the systems updating the shorthand codes (SHCs).
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Feeders Inbound to FMMI

GovTrip Real Time (web svc)

IAS Real Time (web svc)

SmartPay2/WEX 5:00 am (M-F)

TRVL 5:00 pm (M-F)

Published Shorthand Codes

MASC (includes PROP, 
ABCO, TRVL)

Daily            10:00 am
3:00 pm

11:00 pm
GovTrip Daily            11:00 pm

SmartPay2 / WEX Daily               7:30 pm



 FMMI accepts manually entered documents for all aspects of our 
business; budget, revenue, and receivables.  Master data elements 
are not derived for direct entry documents, and mistakes can and 
do happen (ex. multiple Fund Centers for one WBS).  It is 
important to verify that data being provided is accurate. 

 All manually entered documents require the following information:

Example
 Budget Period 1515 or 15XX
 Fund AP001600AR
 Cost Center APWSER1212
 WBS AP.RA.RX12.72.1234
 Functional Area AP00AGREIMBURS000
 Commitment Item (BOC) 2670
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 Budget Documents: The initial documents to establish the agencies budget are entered by 
the Budget Execution Support Branch with additional distribution being recorded by the 
program HQ budget offices.  Most budget documents are created as a result of other entries 
made such as the creating a sales order.

 Payments/Purchasing: Payment and purchasing documents are created manually as 
proper documentation is provided.  The following types of payments are processed on a 
regular basis.
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BSE Honorariums
Contracts Indemnities
Cooperative Agreements Patent Royalties
EEO Payments Postage
Employee Allowances (eFabs) Tort Claims
Employee Reimbursements (SF-1164) Training (SF-182)
Fee Basis Transportation
Grants UPS



 Revenue/Collections:  Collections are received through many electronic 
processes; lockbox, pay.gov, automated clearing house (ACH) and wire transfers.  
The lockbox collections are the only method that has an automated process; 
however, any collections that do not contain enough information (proper SHC) 
may require manually entry.  This is the only instance where the SHC will be 
translated into the FMMI elements.  Collections are received for:
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Animal Care Licensing Reimbursable Overtime (ROT)
AQI User Fees (i.e., International passenger user 
fees) 

Sale of Property

Billing Documents for Services Provided (i.e., 
agreements)

Trust Funds

Expenditure Refunds (i.e., Jury Duty) Violations (civil penalties)
PPQ Import/Export Certificates (i.e., Phytosanitary
Certs)

VS User Fees



APHIS
Flow of  Financial Information

Budget 
Entries

Payments & 
Collections

ACMS

*Program
Accruals*

Congressional 
Appropriations/ Trust 

Funds/ Reimbursables/ 
Special Funds/ User Fees

Program Allotments

Sub-Allotments 

Allocations

Accounts Payable AP Feeders or InterfacesAccounts Receivable

Feeders or Interfaces
(List on back) 

*HQ Accruals*

Manual Entries
(List on back) 

*HQ Accruals*

Feeders or Interfaces
(List on back) 

*HQ Accruals*

Manual Entries
(List on back) 

*HQ Accruals*

FMMI
OFFICIAL FINANCIAL SYSTEM

FOR APHIS
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 In addition to FMMI sending SHCs to the different feeder systems 
(above); an outbound file is created daily to send to ACMS.  The file 
contains budgetary entries (GLs 48xx-49xx) needed to complete the 
Status of Funds (SOFs).

 Basic data flow -

Agency activity:  feeder system 
updates, payments, PO, SO, 
billing documents, collections

Transactions recorded 
to the proper GLs in 
FMMI

Budgetary GL recorded 
to ACMS



MASTER DATA OVERVIEW



 Master Data is data in FMMI that Agencies will reference and use 
in order to execute business transactions in the system

 FMMI Master Data Elements include:
 Application of Funds (6-8 characters)
 Budget Period (4 characters)
 Fund (10 characters)
 Cost Center/Fund Center (10 characters)
 Functional Area (16 characters)
 Work Breakdown Structure (WBS)/Funded Program
 Shorthand Code

All obligations at a minimum will include a Functional Area and a Cost 
Center.  If further identification is needed, a WBS would be necessary.
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 Application of Funds: used in FMMI is the equivalent of 
the Treasury Symbol.  Each Application of Funds is tied to 
one or more FMMI Fund.
 Examples of Application of Funds:
12_1600 - Salaries and Expenses, APHIS
12X1600 - Salaries and Expenses, APHIS

 Component TAS: the Application of Funds format has 
changed to the Component TAS for all intergovernmental 
transactions.
 Composed of 8 component elements
 Expansion of the Department agency codes from 2 to 3 digits
 Expansion of Fiscal Year into 3 separate fields10



Component

String

String



 Budget Period:  The time frame of available budget. During this period the Agency can 
commit, obligate and transfer funds, the actuals and commitments recorded are differentiated 
and reported by period. It 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.
 Examples
 Annual 1616
 No-Year16XX
 Multi-year 1518 (APHIS currently has no multi-year funding)

 Fund: represents the type of funding and its funding source. When combined with the Budget 
Period it indicates the availability of funding. It includes the specific attributes indicating the 
type of funding; e.g., direct, trust, special, or reimbursable.
 Examples
 AP001600AD – Appropriated Funds
 AP001600AR – Reimbursable
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 Cost/Fund Centers:  represents the organization levels that tracks spending or collects costs. 
 Examples of Cost/Fund Centers

 APMRFM6027 – APHIS, MRPBS, FMD, Financial Operations Branch
 APWSER1212 – APHIS, Wildlife Services, Eastern Region, Florida

 Functional Area: used to tack the Office of Management and Budget (OMB) programs (the 
Performance and Accountability Report (PAR) programs) or agency specific programs. 
Programs are defined as long term, mission critical activities which have no defined start and 
end dates.
 OMB Recognized Apportionment Category
 Cat A – Defined by Time – Quarterly Apportionments
 Cat B – Project Specific – Apportionments other than quarterly
 Cat E – Not Subject to Apportionment

 Examples
 AP00AGDISTRIB000 – APHIS Distributable, Cat A
 AP02SUFB10201000 – Farm Bill-Plant Pest/Dis Mgmt, Cat B

11



 Work Breakdown Structure (WBS)/Funded Program: used to plan, 
collect, and settle the costs of a project; are a cost object that represents a 
project that supports direct charges and cost allocation for financial 
procurement and reimbursable process.

 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.

 WBS Elements (Controlling Module) have a one-to-one relationship with 
Funded Programs (Funds Management Module). This helps to provide 
consistency between the Controlling and Funds Management modules in 
FMMI. 

A WBS Element is required for all Sales Orders and for other projects as 
designated and determined by the Agency. 
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 WBS – Expense Project
 Spending must occur on a Level 2 WBS element or higher.
 WBS elements for expense projects can be mapped to multiple Cost 

Centers. 

 WBS – Reimbursable/Trust Fund Project
 There is a one-to-one relationship between a WBS Element to a Fund, 

Cost Center, and Functional Area combination.
 There is also a one-to-one relationship between a WBS and Budget 

Period to a Sales Order line.
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 Level 1 WBS Element = WBS Project
 10 Characters
 Example - AP.EX.ADRV
 Characters 1-3: A P . = Agency Identifier + a period (APHIS)
 Characters 4-6: E X . = Project Type/Agency Identifier + a 

period 
(i.e., EX = Expense; RA = Reimbursable; TF = Trust Fund)

 Characters 7-10: ADRV = Project Activity (Admin Reserve)

 Level 2 WBS Element
 Characters 11-13: Agency Defined
 Example – AP.EX.ADRV.CR
 Characters 11-13: . C R = Agency Defined (Civil Rights and 

Compliance)
11



 Level 3 WBS Element
 Characters 14-18: Agency Defined
 Example – AP.EX.ADRV.CR.OUT1
 Positions 14-18: . O U T 1 = Agency Defined (Thurgood Marshall 

College Fund)

The creation of a reimbursable or trust fund WBS requires that the associated 
fund, fund center, and functional area be provided at the time of set-up. 
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Shorthand Code (SHC): shortens the length of the accounting 
information that feeds into FMMI. The Shorthand Code contains 27 
agency defined characters.  The SHC is used ONLY by feeders 
systems.

 The SHC will not be used for direct entry into FMMI.
 Corporate feeder systems include WebTA, GovTrip (Concur), TRVL, 

Smartpay2, WEX, WebTA, PACS, IAS, and lockboxes.
 Agency feeder systems include the VS User Fee system. 
 Relationships between SHC to full FMMI accounting is 1:1.
 Not all SHC’s will have an associated WBS Element. For SHC’s not 

using a WBS Element “PUBLICUSDA” will be used as the filler; for 
codes that only have a Level 2 WBS will be filled with “USDA” 

 If a WBS Element is used, it must be at least a Level 2 WBS Element 
or higher.
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The Shorthand Code (SHC) is a way to shorten the length of the 
accounting information that feeds into FMMI. The Shorthand Code 
contains 27 agency defined characters and is used by feeder systems 
ONLY.

 The SHC will not be used for direct entry into FMMI.
 Corporate feeder systems include WebTA, GovTrip, TRVL, 

Smartpay2, WEX, WebTA, PACS, IAS, and lockbox collections.
 Agency feeder systems include User Fee billing systems. 
 Relationships between SHC to full FMMI accounting is 1:1.
 Not all SHC’s will have an associated WBS Element. For SHC’s not 

using a WBS Element, “PUBLICUSDA” will be used as the filler, for 
codes that only go to Level 2 will be filled with “USDA” 

 If a WBS Element is used, it must be at least a Level 2 WBS Element 
or higher.
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 Shorthand Code Format:
Budget Period (2) + Cost Center (8) + Functional Area (7) + WBS Level 2 (6) + WBS 
Level 3 (4)

 Example: 66WSWR0808REIMBURRX08731234
 Budget Period: 1616
 Cost Center:  APWSWR0808
 Functional Area: AP00AGREIMBUR000
 WBS Level 2: AP.RA.RX08.73 (If no WBS fill with “PUBLICUSDA”)
 WBS Level 3: AP.RA.RX08.73.1234 (If only a WBS Level 2, fill with “USDA”)

 The Shorthand Code Naming Structure document is posted on the web for quick 
reference.
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https://www.aphis.usda.gov/mrpbs/systems/fmmi/downloads/Short_Hand_Code_Naming_Structure.pdf


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

 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)

The USDA, Budget Object Classification Codes (BOC) is posted to the web at  
https://cod.nfc.usda.gov/Documents/docs/boc.pdf
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REQUESTING NEW
ACCOUNTING CODES



 Completion of the Accounting Code Request Form is required to establish a new SHC and 
reimbursable WBS’ in FMMI.  Requests will be returned if any portion of the data is missing or 
incorrect.

 When completing the form, be thoughtful of the feeder systems and only select the items were the 
code should be used.  There are seven USDA corporate systems that interface are used daily by 
programs. 
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ETS2/Concur Government Travel Transactions
SmartPay2/WEX Purchase/Fleet Card Processing
webTA Time & attendance code
MASC USDA Systems (i.e., ABCO, PACS, PROP)

IAS Integrated Acquisition System
CPAIS Real Property System
TRVL Travel System for Relocations



 Programs are allowed to request WBS Projects and Elements 
for reimbursable (AP.RA.xxxx) and trust fund (AP.TF.xxxx) 
purposes.

 Requests to establish a new Expense (AP.EX.xxxx) WBS 
Project and Element must be submitted to PPD-BPAS for 
approval, they will submit the request to APHIS-Master Data 
Requests to be added to FMMI

 All requests must be submitted on the WBS tab on the 
Accounting Code Request Form.
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 The Accounting Code Request Form is required to set up SHCs and reimbursable/trust fund 
WBSs. The form is Excel and contains four tabs. 
 Form Completion Instructions - provides guidance for completing the rest of the form
 SHC Request – tab to be completed to establish a new SHC 
 WBS Request – must be completed to create a new WBS (reimbursable/trust fund only)
 ETS Org – Lists valid ETS Orgs to be used on the SHC Request tab
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 SHC Request tab – multiple codes can be requested on one sheet. DO 
NOT submit more than one spreadsheet per email request.

 ETS Org – last seven characters of the ETS Org
 SHC Description – Limited to 27 characters. Should always be upper case 

and cannot contain special characters (i.e., commas, quotes, dashes, etc) 
 FMMI SHC – this field is a formula that will populate as the rest of the FMMI 

elements are completed (i.e., budget period, fund, cost center, WBS, 
functional area)

 Feeder Systems - MASC is the only feeder system that must be marked to 
create a SHC. The others are optional and should be carefully considered 
before marking.



 WBS tab – multiple codes can be requested on one sheet, brief 
instructions are included on the tab.

 Project Definition – the WBS level 1, first 10 characters of the WBS (i.e., 
AP.RA.RX12)

 Level – indicates the level of the newly requested WBS (i.e., 1, 2, 3) 
 WBS Element – The new WBS element that is being created.
 Description - special characters are not allowed (i.e., commas, quotes, 

dashes, etc.)

NOTE:  If you are creating a reimbursable or trust WBS, the SHC must be created at the 
same time.  The Fund, Cost Center and Functional Area are needed to create the WBS.



 Each program has identified individuals that are 
authorized to manage SHCs, they are the ones who 
need to:
 Request new SHCs and WBSs
 Request a new feeder or reset of an exiting SHC
 Act as a primary contact for accounting code maintenance 

to include deactivating outdated SHCs.

 Note:  Programs can establish further restrictions on 
who can submit requests beyond the designated list.
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List of Authorized Requesters as of 9/23/2015



 All master data related requests must be emailed to APHIS-Master 
Master.Data.Requests@aphis.usda.gov

 A unique description on the email subject line is recommended if locating 
the request at a later date; example:  
66WSWR0808WLDMGMTWLSVGE1234

 Reimbursable and trust fund SHCs are not automatically rolled from year 
to year. FMMI requires that a sales order (SO) be created in order to 
establish budget for the agreement. We have determined that we cannot 
set up a reimbursable or trust fund SHC unless we have documentation 
that a new agreement has been signed.
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 To facilitate the establishment of the SO, WBS and SHC; the following process has been put in place.

 A single email should be submitted to both the APHIS-Master Data Requests 
(Master.Data.Requests@aphis.usda.gov) and MRP Billings Requests 
(MRP.Billing.Requests@APHIS.USDA.GOV) addresses.

 The email must contain all required documents for both areas.
 Copy of the signed agreement
 APHIS Sales Order Request Form
 Accounting Code Request Form

 To eliminate duplicate effort, APHIS Master Data Requests will not reject requests 
containing the above information as long as an authorized accounting code requester is 
cc’d on the email.
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 To facilitate the establishment of the Trust Fund (TF), WBS and SHC; the following 
process has been put in place:
 A single email should be submitted to the APHIS-Master Data Requests 

(Master.Data.Requests@aphis.usda.gov) and APHIS-Minneapolis Trust Fund Team 
(MPLS.TF.TEAM@APHIS.USDA.GOV)

 The email must contain:
 Copy of the signed agreement 
 Accounting Code Request Form
 Trust Fund Account Set Up Form (US Tax ID if applicable)

NOTE:  A screen shot to confirm ACMS entry is required to be sent to Mpls TF Team after the WBS is 
established. The sales order cannot be entered until this item is received. 

 To eliminate duplicate effort, APHIS Master Data Requests will not reject requests containing 
the above information as long as an authorized accounting code requester is cc’d on the 
email.
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mailto:Master.Data.Requests@aphis.usda.gov
mailto:MPLS.TF.TEAM@APHIS.USDA.GOV
http://www.aphis.usda.gov/mrpbs/systems/fmmi/downloads/AccountingCodeRequestForm.xls


 To add a new budget period to an existing TF SHC, the following is required to 
be submitted to Master Data Requests:

 Accounting Code Request Form 
 Proof that additional funds have been received, typically this consists of an email from 

someone on the TF Team stating that new funds have been received. 
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Presented By:  Barrett Trimble               



New SO Data Entry Verification

Display Sales Order
1. Header
2. Contract Data Tab
3. Account Assignment Tab

41

Presenter
Presentation Notes
Log In to FFMI to walk them through this.  This is on page XX in their binder.  
	WBS Element (i.e. AP.RA.NA45.72.0031) 



New Shorthand Codes Verification
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Presenter
Presentation Notes
Log In to FFMI to walk them through this.  This is on page XX in their binder.  
Agency = 34 (APHIS)
WBS Element = ie.  AP.RA.RX47.72.0080
Click Execute to run the report




New WBS Elements Verification 
(Where Applicable)
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Presenter
Presentation Notes
Log In to FFMI to walk them through this.  This is on page XX in their binder.  
WBS Element – i.e. AP.RA.RX47.72.0080
Click execute
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 Sales Orders should be closed when 
either the Period of Performance (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.

146



Before requesting a SO to be closed:
 Ensure all work has been completed and was completed 

within the POP
 Ensure all expenses have posted to the SO
 Verify that all overhead has been run
 If SO is a RONA or an INTR, verify all bills are on a 

“cleared” status.
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Use the following reports to help reconcile the sales 
order prior to closing:

 LIACR Report
 ROR Report
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 The Earned Unbilled column shows positive balance
 Total Expenditures equals Sales Order Amount
 Determine whether amount in Earned Unbilled 

needs to be billed
* Note, these examples are from converted FY11 sales 
orders and may have issues due to conversion
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 Expenditures are less than Sales Order amount
 Earned Unbilled shows a negative number which 

indicated a credit amount
 Determine if credit amount needs to be refunded
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 Nothing matches
 Amount other than zero in Non Billable Column 

and indicates an expense is posted in such a way 
that the sales order will not bill for it
 Posted on incorrect budget period 1111 vs 11XX



 Sales Order Amount, Total Revenue and Billed amount all match
 Expenditures are less
 Is refund needed or an SU for expenses needed to put expenses back in 

needed?
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 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 current rules in FMMI , we can’t reduce the SO to less than 
the billed amount.
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 Expenditures and Billed amount match
 Earned Unbilled amount is zero
 Sales order amount is larger than the billed and 

Expenditures and billed amount
 Send in a SO Request form requesting the SO be reduced 

to Billed and Expenditure amount
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1. Ensure Zero Dollar Balance / Perform Clean Up –
WBS and BP

2. Request Close of SHCs / Verify Close of SHCs

3. Request Close of WBS Element / Verify Close of 
WBS Element (where applicable)
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Instructions
1. Ensure all collections and expenses are posted 

correctly 
see Daily Collections and LIACR for detailed report instructions

2. Verify OH was captured on all periods with expenses 
see LIACR for detailed report instructions

3. Verify All Expenses Have Been Billed 
see ROR for detailed report instructions

4. Request SO Line Amount be Reduced to Consumed 
Amount 

see ROR for detailed report instructions
 Email to MRP.Billing.Requests@aphis.usda.gov
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Instructions (continued)

5. Ensure Zero Balance 

see SOF PTD for detailed instructions

 Advance SO – Request Refund if needed (see Refund Request for 
detailed instructions)

 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
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Instructions (continued)

7. Check Doc Flow for any uncleared items 

see View a SO, Doc Flow for detailed instructions

 Research and resolve any uncleared items 

 Email to MRP.Billing.Requests@aphis.usda.gov

8. Request to manually clear customer line items, F32 

see Customer Line Item Display for detailed instructions

 Email to Katrina.J.Sopcyk@aphis.usda.gov
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 Status
 Active = Open
 Deactivated = Closed



 System Status
 REL ACPT = Open
 CLSD or CLSD ACPT = Closed
 REL LCKD-ALL = Locked (okay to use when minor error prevents Close 

status)
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Instructions
1. Determine which items need to be manually cleared to close the SO.  These 

must be:
 Only the items related to the SO you are trying to close.  

 Balanced to zero dollars.  

2. Send an email to MRP.Billing.Requests@APHIS.USDA.GOV asking for a 
F-32 manually clearing.  Example below.  
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MAINTAINING ACCOUNTING 
CODES



 Only an authorized accounting code requester can submit a request to 
update feeder systems .

 Before a request is submitted, the following steps should be taken:
 Verify that the code has not been established for the feeder already.  This can be done by 

viewing the SHC in FMMI, use the “Viewing Shorthand Codes” document posted on the 
web for guidance.

 Confirm that the code is missing in the system where it is needed, many times the code is 
available and something as simple as a typo makes it appear as if the code does not exist.

 Remember, not all issues with locating codes in feeders systems are due to 
an issue with FMMI.  For example:
 Just because a code cannot be found in webTA, doesn’t mean FMMI didn’t send it.  If the 

code is active in FMMI and the FAs are able to verify that the code was loaded to MASC; 
then the issue is with webTA and requires HR to submit a remedy ticket from their 
direction to get the error corrected. 
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 If a shorthand code is not working in a feeder system (i.e., WebTA, 
GovTrip, IAS), it is either because the feeder was not included on the 
request or something unknown happened and the code is no longer 
working.  You should verify that the SHC has been created in FMMI for 
the specific feeder.  

 To update/reset a feeder system for a SHC, an authorized accounting 
code requester must send an email to APHIS-Master Data Requests 
(Master.Data.Requests@aphis.usda.gov) providing the following:

 Shorthand Code: 55WSWR0808WLDMGMTWLSVGE1234

 System to be added or reset:
 SmartPay2/WEX
 WebTA
 IAS
 ETS2/CONCUR – provide the 7 character ETS Org
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 The National Finance Center (NFC) constantly request that agencies close inactive codes to 
reduce the amount of unnecessary data in the being held by the feeder systems (i.e., 
WebTA, SmartPay2, WEX, GovTrip). 

 Beginning the second quarter each year, programs should be reviewing their no-year SHCs.  
At a minimum, SHCs more than three years old should be reviewed (i.e., 12XX and prior).  
Codes that are more than five years old will be automatically deactivated by the FAs unless 
notified otherwise by the programs.

 To deactivate SHCs a program accounting code requester should provide a list of the codes.  
The list should only contain the SHCs to be deactivated with no reference to any feeder 
systems.  The lists should be submitted to APHIS-Master Data Requests 
(Master.Data.Requests@aphis.usda.gov).

 Note:  SHCs will remain active for the MASC feeder for one year to allow payroll or other 
documents to process through.
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 Programs should deactivate reimbursable/trust WBS’ when they 
are no longer needed.  Programs must be sure there are no 
outstanding documents that will be using the WBS.  Once it has 
been closed no further activity can take place.

 To close a WBS the program an accounting code requester must 
send an email to APHIS-Master Data Requests 
(Master.Data.Requests@aphis.usda.gov) stating that the code 
will no longer be needed and the accounts (SOs) have been fully 
reconciled.
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12

GENERAL LEDGER OVERVIEW



The FMMI General Ledger follows the structure mandated by 
the United States Standard General Ledger (USSGL).

 The USSGL provides a uniform Chart of Accounts and 
technical guidance for standardizing federal accounting

 The USSGL contains five major sections:
 Chart of Accounts 
 Accounting Descriptions
 Accounting Transactions
 USSGL Attributes
 Report Crosswalks

12



The Chart of Accounts provides the basic structure for the USSGL, 
incorporating both proprietary and budgetary accounts.

Standard General Ledger (SGL) Classification Account Type SGL Chart of 
Accounts Series

Normal Balance

Assets Proprietary 1000 Debit

Liabilities Proprietary 2000 Credit

Net Costs Proprietary 3000 Credit

Budgetary Accounts Budgetary 4000 Debit or Credit

Revenues and Other Financial Sources Proprietary 5000 Credit

Expense Proprietary 6000 Debit

Memorandum Accounts (Credit Reform) Proprietary 8000 Debit or Credit

Agency Statistical/Memorandum Accounts Proprietary 9000 Debit or Credit



 FMMI uses the four-digit USSGL accounting numbering system. FMMI also 
captures a lower level of detail by expanding the standard numbering system by 
sub-account and BOC/RSC.

 This expanded numbering system allows subsidiary accounts to be created for 
USSGL accounts. These accounts roll up to the 4-digit USSGL accounts. 

13

FMMI General Ledger Account Structure

USSGL Account Sub-Account BOC/RSC G/L Account

1010 32 0000 1010320000

5200 00 0202 5200000202

6100 00 2670 6100002670



 As part of the monthly activities, various transactions such as accruals 
and G/L adjustments are recorded and processed through the G/L Posting 
Model, as follows:

 A G/L Adjustment is a corrective action to an accounting error identified 
as a result of reconciliation or other detailed analysis

 This adjustment is processed as a direct entry using the Create Parked G/L 
Account Document transaction

 The accrual entry is processed as a direct entry by the General Ledger 
Processor, using the Create Accrual transaction.

 FMMI uses G/L posting models to derive dependent characteristics.  It 
performs validations for each entered FI document line item, and if any 
of these validations fail, FMMI prompts the user to correct the relevant 
item.  FMMI automatically creates the budgetary ledger postings from 
the proprietary postings derived by the posting model.
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 USSGL Main Page: 
http://www.fms.treas.go
v/ussgl/index.html

 USSGL Common 
Questions:

http://fms.treas.gov/ussg
l/questions.html

78

http://www.fms.treas.gov/ussgl/index.html
http://fms.treas.gov/ussgl/questions.html
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 The MRP FMMI 
website provides a 
single location for 
users to go for 
assistance. 

 http://www.aphis.usda.g
ov/business-
services/fmmi



The website covers several topics from setting up 
new accounts to guidance on standard 
processes.

Reporting information and Job 
Aids for BI, BOBJ, HANA and 
ECC Reports

Provides guidance on obtaining 
access to FMMI and ACMS.  
Including training and other 
guidance.

Provides general 
information on 
processes as well as 
“How to” videos and 
documents for different 
areas of FMMI.

Appropriation Law 
Frequently asked 
Questions 

Provides links main 
FMMI updates, new 
information will be 
added from time to time



WHERE TO GO FOR MORE 
INFORMATION 

Where to go with questions:
1) Supervisor
2) Program Budget Office
3) Questions on Master Data -

Master.Data.Requests@aphis.usda.gov
4) All other FMMI related questions -

mrpbs.fmd.fa@aphis.usda.gov

mailto:Master.Data.Requests@aphis.usda.gov
mailto:mrpbs.fmd.fa@aphis.usda.gov


Presented by Barrett Trimble
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 Secure web site:
 https://nfc.usda.gov/ClientServices/FMS/

https://nfc.usda.gov/ClientServices/FMS/












26

Presented By:  Barrett Trimble



 Path = Role Assignment 

 Role Request Consideration - A123/Internal Controls, Separation of 
Duties 

 The binder should identify every FMMI role you may need to 
perform your job in relation to SOs.

 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>. 

 The below links may help you decipher roles needed:
 FMMI User Roles Detail
 FMMI Roles Overview

28



ECC
BI
HANA
BOBJ
BI Favorites – BEx

26



ECC
 Real Time 
 Drill Down Capabilities
 Similar to Excel

26



BI
 Not Real Time, a day or so behind (date is in upper 

right hand corner of report)

26



HANA
 Real Time ECC Reports 
 Created by APHIS staff or USDA Headquarters
 AR does not have any HANA Reports created currently

27



BOBJ
 Not Real Time, a day or so behind (date is in upper right hand corner of 

report)
 Created by APHIS staff
 AR does not have any BOBJ Reports created currently

27



BI Favorites - BEx
 Not Real Time, a day or so behind (date is in 

upper right hand corner of report)
 Created by APHIS staff

28



FOB (FMD Mpls) currently only reconciles to 
ECC and BI Reports.  

28
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Sales Order - 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 SOs as a way to forecast or track sales.  
 Can be used to track specifics of the agreement (dates, description, 

etc.)
 Used in the APHIS OH and RRB processes

Not Used for:
 Capturing costs  (WBS Elements do that)
 Capturing collections  (Customers and Bills do that)
 Purchasing (Purchase Orders do that, and are used with Vendors)

14



RONA – Reimbursable Order No Advance

 Begins with 32
 FMMI Fund AP001600AR
 Non-USDA Federal Agencies
 Budget established when SO is entered 
 Bills are processed through IPAC

15



INTR – Inter-USDA Agency

 Begins with 36
 FMMI Fund AP001600AR
 USDA Federal Agencies
 Budget established when SO is entered 
 Bills are processed through IPAC

15



ROWA – Reimbursable Order with Advance

 Begins with 33
 FMMI Fund AP001600AR
 Commercial Customers
 Budget established with collection(s) 
 No bill or statement to customer

15



ROWE – Reimbursable Order with Exception

 Begins with 61
 FMMI Fund AP001600AR
 Commercial Customers, Universities, State and 

Local Govt entities  
 Budget established when SO is entered
 RRB Bill Mailed Monthly or Quarterly (except 

WS OTC Accts – those are not mailed)

15



TOWA – Trust Order with Advance

 Begins with 37
 FMMI Fund AP008226AV
 Commercial Customers (often foreign)

 Budget established with collection(s) 
 Customer statement emailed monthly

15



Purpose
 Over the Counter (OTC) Sales Orders were 

established to account for all WS and AC 
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.  

16



5 main differences from regular ROWEs:

 Customer Number per State
 Account Statement Customers
 Collections post to Customer Number
 RRB Bills are Not Mailed
 FIFO picks up collections, if open bill

16



Customer Number Per State 

16



Account Statement Customers

16



 RRB Bills are not mailed.  

 Collections Post to Customer Number and 
Suspense Fund (AP0006501A), and stays there 
if no open bill.

 FIFO posts collections nightly to the oldest 
open bill(s).  

17



APHIS
ROWE SALES ORDER

SO  COLLECTIONS

SALES ORDER
WBS

Budget Period
OH RUNEXPENSES 

ENTERED

RRB (BILL) RUN

OTC
NOT MAILED

ALL OTHERS
MAILED

COLLECTION 
RECEIVED

COLLECTION 
RECEIVED

NO EXPENSES 
NO BILLS

Post to Customer
and Suspense Fund

EXPENSES  
OPEN BILLS

Posts to Customer ‘s 
Oldest Open Bill 

(FIFO)

NO EXPENSES 
NO BILLS

Post to Customer
and Suspense

EXPENSES  
OPEN BILLS

Posts to Bill

BUDGET 
CREATED
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SALES ORDER
WBS 

Budget Period

COLLECTION 
RECEIVED DPR REQUEST DP POSTING

EXPENSES 
ENTERED OH RUN

RRB (BILL) RUN

MOVES 
COLLECTION FROM 

LIABILITY TO 
REVENUE GL

NO BILLS OR 
STMTS MAILED

APHIS 
ROWA SO

SO  RRB  (Bill) RUN

BUDGET 
CREATED
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APHIS
INTR vs RONA SALES ORDERS

SO  COLLECTIONS (Part 1)

SALES ORDER
WBS

Budget Period
OH RUNEXPENSES 

ENTERED

RRB (BILL) RUN

BUDGET 
CREATED

NFC DOES BILL 
TRANSMISSION 

RUN

BILLS ARE
NOT MAILED

20



APHIS
INTR vs RONA SALES ORDERS

SO  COLLECTIONS (Part 2)

COLLECTION 
RECEIVED via 
NFC FUNDS 
TRANSFER

COLLECTION 
POSTS TO BILL

Cust No Begins w 7

NFC DOES BILL 
TRANSMISSION 

RUN

INTR       
(USDA)

RONA        
(non-USDA)

COLLECTION 
RECEIVED via 
IPAC FUNDS 
TRANSFER

COLLECTION 
POSTS TO BILL

Cust No Begins w 5

Success? 
TRANSFERS TO 

TREASURY

Failed? 
REJECTS TO 

FOB BILLINGS

FOB BILLINGS -
RESEARCH/

CORRECT ERROR

Success? 
Failed? 

REJECTS TO 
FOB BILLINGS

FOB BILLINGS & 
AP - RESEARCH/
CORRECT ERROR

21



EXPENSES 
REDUCED OH RUN RRB (BILL) RUN

FOLLOWS  SO 
BILL  PROCESS

APHIS 
SO CREDIT MEMO 

PROCESS
Expenses Reduced  Refund

NEGATIVE EXPENSES 
GREATER THAN 

POSITIVE 
EXPENSES?  

YES.       
CREDIT MEMO 

CREATED.  

NO.             
BILL CREATED.  

CREDIT MEMO 
REJECTED. PROGRAM 

TO REQUEST 
REFUND IF 

NEEDED
22
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Displaying a SO in FMMI provides a process to 
verify information pertaining to the sales order. 

 Header Section   
 Line Item Detail
 Doc Flow

29

Presenter
Presentation Notes
Log In to FFMI to walk them through this.  This is on page XX in their binder.  
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TAS = Treasury Account Symbol

Agency Code + the Funding Source

Example:  12X1600
12 = USDA
X = No-Year Funding
1600 = Salaries and Expenses, APHIS



FAST = Federal Account Symbols and Titles

Searchable PDF (Ctrl + F)

http://www.fiscal.treasury.gov/fsreports/ref/fastBook/fastbook_
home.htm





In this example, the 5 stands for the 5 in FY 2015



In this example, the 4 stands for the 4 in FY 2014





 Billing and Expenses
 SO Overhead
 SO Reports
 Collections
 Budget
 Hands On

Presenter
Presentation Notes
Set expectations for them.  
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 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, which is GL based.  OCFO maintains this 
table for all of USDA.

 RRB captures all billable expenses.  Non billable 
expenses include things like depreciation expense 
and accruals.

45
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SO OH is a percentage of eligible expenses.
Eligible expenses for OH include all billable 
expenses, less OH.  (RRB includes all eligible 
expenses including Overhead.)

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

Period

59



SO OH Rates
WS SO Overhead percentages range from 0% to 27.15%.  

 0% OH = all OH was waived in the agreement (this is rare 
and requires Administrator (or designee) approval).  

 5.15% = WS waived their OH in this agreement as this 
amount is solely for MRPBS.  

 16.15% = regular OH is included in this agreement.  
 27.15% = regular OH plus pooled job costs are included in 

this agreement. 

Percentages in between any of the above signify some range of 
variation from the above listed standards.   

59



Direct vs Indirect Costs
 Direct costs are those that are directly attributable to a project 

in full expense amount (i.e. program payroll, project supplies, 
etc.).

 Indirect costs are those that are not directly attributable to a 
project in full expense amount (i.e. Admin support, equipment 
repairs, etc.).  

Pooled Job Costs (PJC)
 Pooled job costs include any item of expense that may be 

directly identified with a particular project or program, and is 
distributed across all identifiable projects or programs to 
which it pertains (i.e. spreads truck cost to multiple projects).

*Note:  All portions of the FMMI WS SO OH rate are often referred to as just 
OH or Indirect Costs, but may also contain PJCs.59



Instructions

 STEP 1: To obtain the total eligible OH expenses for the period, run 
the LIACR Report for the appropriate 
 WBS Element 
 Posting Date Range
 Choose layout /WS OH RECON

 STEP 2: Filter to the appropriate BP, if needed

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

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

60



Instructions

 STEP 1: To obtain the total OH charged for the period, run the 
LIACR Report for the appropriate:
 WBS Element
 Cost Element 6100980000 (OH GL)
 Posting Date Range
 Choose layout /WS OH CHRGD

 STEP 2: Filter to the appropriate BP, if needed

 STEP 3: This total should equal the total OH charged on the 
account for the period

*NOTE:  OH charges show as CT doc types in FMMI.  61



Instructions

 STEP 1: To obtain the OH split for the period, run the LIACR Report as follows:
 AP.RA.* and AP.WS.*
 Cost Element 6100980000 (OH GL)
 Posting Date Range
 Choose layout /WS OH SPLIT

 STEP 2: Filter to the appropriate BP, if needed

 STEP 3: Review the results for the appropriate WBS element

 STEP 4: This should show the OH split for the account for the period

*NOTE:  If you know all of your needed WBS elements, it would be best to limit the 
report to just those when running, or to use the wildcard trick (see FMMI Tips and Tricks) 
to lessen the results. 

62



OH Sender/Receiver Table
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. 

62



Instructions

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

 STEP 2: Filter to the appropriate BP, if needed

 STEP 3: This should show the OH Earned for the 
WBS Element and BP(s)

*Note:  OH earned shows as a negative expense in FMMI.  This is where 
you see it in the SOF PTD as well, as a negative expense.  

64



Instructions

 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)
 Choose layout /WS OH SPENT

 STEP 2: Filter to the appropriate BP, if needed

 STEP 3: This should show the OH spent for the WBS Element 
and BP(s)

*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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Instructions

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

 STEP 2: Filter to the appropriate BP, if needed

 STEP 3: This should show the OH available for the 
WBS Element and BP(s)

*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.

66



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

 Let’s collaborate to make these layouts as 
efficient and effective (into the best format) 
as possible for both parties.  

 See FMMI Tips and Tricks for more 
information regarding layouts.  

67



The LIACR Report provides the FMMI expense 
documents posted to WBS Elements. 

46

 Layout = 1_USDA_RRB2

Presenter
Presentation Notes
Log In to FFMI to walk them through this.  This is on page XX in their binder.  
WBS Element = i.e. AP.RA.RX34.72.0035
Select Posting Dates = i.e. 04/01/2014 to 07/31/2014
Layout = 1_USDA_RRB2
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 Accounts Receivable 
 Sales Order Reports 
 Execute Sales Order Reports 
 Reimbursable Orders Report

95



















Provides the overview and status of each SO.  

94

 Layout = /WSLAYOUT



HANA Report

101







 Folders
 Public Folders
 FMMI
 Ad-Hoc Reporting
 APHIS
 Accounts Receivable

 HANA – Reimbursable Billing 
Document TRD
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 Approx. 240,000 payments to USDA 
APHIS each year (20,000 per month).

 APHIS also posts collections for 4 other 
USDA Agencies.

 We use semi-automated processes  (i.e. 
lockboxes).

68



FUNDS ARE RECEIVED VARIOUS 
WAYS 

 Check to Lockbox
 WIRE
 PAY.GOV
 ACH Transfer 
 IPAC

69



What is a Lockbox? 

A service offered by banks to companies in 
which the company receives payments by mail 
(check or money order) 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. 

71



Lockbox Collection Sort
 Customer Account Number 
 Billing Document Number
 Down Payment
 COD/ SHC
 Unidentified

71
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Check mailed to 
Lockbox Lockbox

Customer 
Number?

No. Bill Number?

No. Down 
Payment Number?

SHC?

Financial 
Technicians

Research to post 
collection

Yes. Post to 
Customer. End.

Yes. Post to Bill. 
End.

Yes. Post to DPR. 
End.

Yes. Post to SHC. 
End.

No.
FMMI Lockbox 

Reprocessor



PROCESSING

Many of the CHECKS sent to the lockbox 
in St. Louis, MO are applied to the account 

designated by remittance. 

In Minneapolis, we pull reports to see what 
Treasury says they have received for 

APHIS, which we can then post. 

On average $154,000 comes through the 
General lockbox a day, that is for 

checks/money orders only. 
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Crucial Pieces to Each Payment to APHIS

 How the payment is sent

 Where the payment is sent

 Remittance Advice included on/with the 
payment

68



PAYMENTS 
TO USDA 
APHIS

69



Remittance Advice by Customer Type:

 WS Advance
 WBS Element (ex. “AP.RA.xxxx.xx.xxxx”)

 WS Reimbursable (non-OTC Accounts)
 Bill Number only, if a bill exists (ex. “BD 

300001234”)

 WS Reimbursable – OTC Accounts
 Customer Number (ex. “Cust No. 1234567”)

70



73

Credit Card ~ Debit Card ~ PayPal ~ ACH

Payments may be entered by internal staff or 
external customers.  

Presenter
Presentation Notes
You could run them through the instructions online, if that may be thought useful.  



Form Slightly Changed to Remove “Customer Number”

77



PURPOSE
 Includes Remittance Advice column, needed to ensure proper and 

timely posting of collections which do not contain remittance 
advice.  

79



72

Check mailed to 
Lockbox Lockbox

Customer 
Number?

No. Bill Number?

No. Down 
Payment Number?

SHC?

Financial 
Technicians

Research to post 
collection

????

????

????

????

No.
FMMI Lockbox 

Reprocessor
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Run 2 ways:
 WBS Element (i.e. AP.RA.RX36.72.0072)
 Customer Number (i.e. 000336845)

82

Presenter
Presentation Notes
To run by Funded Program (WBS Element), enter the following data:
Fiscal Year = i.e. 2011; 2012; 2013; 2014; 2015
Funded Program = i.e. AP.RA.RX36.72.0072

To run by Customer, enter the following data:
           Customer = 000336845



View collections posted to billing documents.  
Bill Number (i.e. 3001150973) 

88
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 Provides real time budget availability.  

122
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Common Over Budget Issues

 Cannot post additional expenses
 OH (indirect expenses) will not post
 Direct expenses will not post

 Cannot close SO or associated master data 
elements 

129



 SO BP line amount has been reduced 

check Display SO, Doc Flow, and/or manually recalculate AVC 
Tables

 Request change of SO BP line amount to 
MRP.Billing.Requests@aphis.usda.gov (where justified)

 Direct expenses overspent or posted to wrong account

 check ROR, manually recalculate ZR AVC Tables, LIACR and/or 
Payroll Detail Report

 Modification of Agreement, Expenditure Adjustment for direct 
expenses*, or Request Additional Collection(s), as warranted

129



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

 Expenditure Adjustment for direct expenses*

 Open Unneeded Obligations absorbing budget 
check ULO or SOF PTD

 Deobligate unnecessary open obligations

 Accruals not reversed
 Follow up on non-reversed accruals

* NOTE:  You cannot adjust OH in FMMI; FMMI will not allow the manual 
use of BOC 9800.  Every direct expense adjustment will create an OH 
adjustment when OH runs for the period the direct expense adjustment was 
posted.  129



 ROWA, additional reasons/resolutions:
 Collection not received (check Doc Flow, ROR, and/or Daily Collections)
 Request collection from customer

 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

 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
 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

129



 INTR – Intra-agency – USDA, additional reasons/resolutions:
 PO not entered, not approved (i.e. parked), or increased to 

appropriate funding
 Second line was created on PO rather than increasing the first line
 Contact David.L.Santelman@aphis.usda.gov for assistance on 

INTR PO issues

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

129
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Direct expense portion overhead portion total SO amount

SO 1 $9,000.00 $1,000.00 $10,000.00

SO 2 $8,000.00 $900.00 $8,900.00

SO 3 $15,000.00 $1,500.00 $16,500.00

SO 4 $7,000.00 $700.00 $7,700.00

total $39,000.00 $4,100.00 $43,100.00

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

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



130

Then at some point, one SO is reduced in amount for any reason 
(from $9,000 to $7,200):

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.

Direct expense portion overhead portion total SO amount

SO 1 $7,200.00 $800.00 $8,000.00

SO 2 $8,000.00 $900.00 $8,900.00

SO 3 $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



Provides overall (then and now) budget availability balances.

 Two version of this report:  
 9H Control Ledger – Budget authority for all expenses, including the amount 

reserved for Overhead 
 ZR Control Ledger – Budget authority for direct expenses only, not including the 

amount reserved for Overhead
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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 Amt. Reserved for Overhead $  5,853.00
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 Collection Modification
 Debt Management
 FMMI Tips and Tricks
 ECC/BI Reporting
 Adjustments and Accruals
 Hands On

Presenter
Presentation Notes
Set expectations for them.  
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Email request to Lucy.A.Currie@aphis.usda.gov. 
Email should include:

 Incorrect Collection Posting Document Number 
 Justification for Request Correct Posting Information:
 Customer Name
 Customer Number 
 WBS Element  
 BP 
 Amount
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Example
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 Email request to Lucy.A.Currie@aphis.usda.gov.  
Email should include:
 Subject – “Customer Refund Request – Cust. No. 3301234 

- $565.25”
 Attachment – Completed Request for Customer Refund 

Form
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 Day 1 – bill date
 Day 30 – payment is due
 Day 31 – debt is past due – 1% APR interest
 Day 60 – debt is now 30 days past due
 Day 91 – 6% APR penalty
 Day 120 – debt is referred to Treasury Cross 

Servicing
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 Debt Collection Improvement Act of 1996 - Public Law 104-134 -
120 days past due must be referred to Treasury for cross servicing

 31 USC 7701 – TIN Required

 7 CFR 3.34   USDA Debt Management  USDA creditor agencies must 
attempt to collect interest, penalties and administrative costs.

 31 CFR 901.2  Demand for Payment

 31 CFR 901.6  Suspension or revocation of eligibility for 
loans and loan guaranties, licenses, permits, or privileges

 31 CFR 901.9  Interest, penalties, and administrative 
costs
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 Customer Help Line
 PHONE:  612-336-3400 or  877-777-2128
 EMAIL:  ABSHELPLINE@USDA.APHIS.GOV

 Helpline messages are routed to the appropriate 
debt mgmt. specialist for a response.
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 Layout = /WS UNCLEARD
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CONTACT
JENNIFER NURNBERGER
jennifer.m.nurnberger@aphis.usda.gov
SHAWN ADAMEK
Shawn.r.adamek@aphis.usda.gov



 Control + K
 Opens up multiple screens

 Hot Keys
 Hovering over tabs
 Right clicking on page



Help Button - Access to Job Aids 
(some may be for other agencies)
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Back Button - Do not use the browser or ribbon 
Back button.  Use the Back button within each 
report or task, if available.
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FMMI 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:

 AP.*.0121
 AP.*.*36
 AP.RA.OVHD.*
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myPortal Favorites – Add Report or Task
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myPortal Favorites – Organizing Entries
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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 (i.e. limit by FMMI User ID).  
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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. Users can make 
changes to the variables and/or resave the variant before running the 
report.  
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Open/Select Variant
 Opening/selecting a variant 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.  
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Determining the Level of Customization of a Report
 Google the Transaction Code (i.e. SAP CJI3) to determine if it is 

standard SAP
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Public vs Private
 Variants/Layouts saved with a “/” before the name are public 

layouts (i.e. /WS xxxx).  
 Variants/Layouts without a “/” before the name are private 

layouts (i.e. WS xxxx).

Before vs After
 Variants are always before running the report.  
 Layouts are as follows:
 ECC – before or after
 BI - after
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Multiple Selections
 Multiple selections allow users to include or exclude specific 

multiple selections.  
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ECC reports are highly customizable to limit or expand the data you wish to see, options 
include:
 All of the General Tips and Tricks above, plus…
 Drill down capabilities (double click on document number to open document, often 

underlined)
 Display Document Header

 Select Layout 
 Change Layout

 Displayed Columns

 Sort

 Subtotals

 Filter

 Save Layout
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Save Layout
 Saving layouts allow users to run their typical reports without having to 

reconfigure the final format of the report each time. Users can make 
changes to the layouts and/or resave the layouts after running the reports.  
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Open/Select Layout
 Opening/selecting a layout 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
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BI reports are highly customizable to limit or expand the data you wish to 
see, options include:
 All of the General Tips and Tricks above, plus…

 Drag and Drop

 Filter

 Filter 
 Variable Screen (brings you back to the variable entry screen)

 Settings

 Conditions (can find specific dollar amount – add > threshold)
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Subtotals
Users can either bring in subtotals or remove subtotals. Users must 
have two or more characteristics in the report for this to work.  
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173
FMD User IDs can be found in Appendix C in the back pocket of the binder.
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ADJUSTMENTS ACCRUALS

 Records financial 
transactions

 Permanent
 2 sided, must equal 

zero
 No affect on cash

 Represents financial 
transactions

 Temporary
 1 sided
 Affects cash
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What should be a Debit or Credit?
The USSGL Chart of Accounts shows the “normal” balance side of a GL account

 http://fms.treas.gov/ussgl/index.html
 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.

Standard General Ledger (SGL) Classification Account Type SGL Chart of 
Accounts Series

Normal Balance

Assets Proprietary 1000 Debit

Liabilities Proprietary 2000 Credit

Net Costs Proprietary 3000 Credit

Budgetary Accounts Budgetary 4000 Debit or Credit

Revenues and Other Financial Sources Proprietary 5000 Credit

Expense Proprietary 6000 Debit

Memorandum Accounts (Credit Reform) Proprietary 8000 Debit or Credit

Agency Statistical/Memorandum Accounts Proprietary 9000 Debit or Credit
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Searchable PDF (ctrl+ F)

BOC/RSC Manual Link:

https://cod.nfc.usda.gov/Documents/toc.html

12



FMD FOB 
Minneapolis, MN
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