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ACH
ADMIN
AFSRB
AP
APHIS
AR
AVC
BESB
Bl
BOC
BOBJ
BP

BT
cM
CR
DOC
DPR
DP
ECC
FIFO
FM
FMD
FMMI
FN
FOB
FOST
GL
GSA
HANA
IAS
INTR
I0AT
IPAC
LIACR
MPLS
MRP
MRPBS
NFC
OCFO

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

Billings Team

Cost Management

Change Request

Document

Down Payment Request

Down Payment

ERP (Enterprise resource planning) Central Component
First in first out

Funds Management

Financial Management Division

Financial Management Modernization Initiative

Foreign National

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

General Services Agency

High Performance Analytical Appliance

Integrated Acquisition System

Intra-USDA Reimbursable

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

Line Items — Actual Costs/Revenues

Minneapolis

Marketing and Regulatory Programs

Marketing and Regulatory Programs Business Services
National Finance Center (part of USDA, New Orleans)
Office of the Chief Financial Officer (part of USDA, New Orleans)
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OH
omMB
oTC
PROP
RONA
ROR
ROWA
ROWE
RRB
SF

SHC
SO
SOF PTD

SPS
SWIFT
TAS
TAFS

TF
TOWA
uLo
USDA
VS
WBS
ws

Overhead

Office of Management & Budget
Over the Counter

Property System

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

Standard Form

Short Hand Code

Sales Order

Status of Funds, Project to Date

Secure Payment System

Society for Worldwide Interbank Financial Telecommunication
Treasury Account Symbol

Treasury Appropriation Fund Symbol

Trust Fund

Trust Order With Advance
Un-Liquidated Obligation

United States Department of Agriculture
Veterinary Services

Work Breakdown Structure

Wildlife Services
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Master Data Overview

FMMI Master Data Elements

Budget Period 4 characters

Application of Funds 6-8 characters

Fund 10 characters

Fund/Cost Center 10 characters

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

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

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

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

Example
=  Annual 2020
= No-Year 20XX

= Multi-year 1819

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.
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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
=  APO01600AR — General Reimbursable-Cat A
= APOO16IEAR — Import/Export User Fees; General-Reimb-Cat A
= AP005161AV — Special AQI-Cat A
=  AP00160MBN — Farm Bill; Non-Appropriated-Transfer-Cat B

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
=  APWSHQ0024 — WS Headquarters, Maryland
=  APWSER0037 — 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 that is being received, such as AQl User Fees, and Non-AQl
User Fees. A complete list of Functional Areas is maintained in the BAM, Chapter 5, Exhibit 4.

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

Funded Program/Work Breakdown Structure (WBS)
= Provides a means of collection and tracking costs of a specific job, service, project, or task.
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= WABS Elements should be thought of as a program or project with an operational purpose and a
defined timeframe. These should be created when it is not possible to track costs using
Functional Area, Cost Center, and Budget Object Code.

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

APHIS uses up to 3 WBS level:
= Level 1 — AP.XX.XXX
= Level 2 — AP.XX.XXX.XX Spending occurs at level 2 or higher
= Level 3 — AP.XX. XXX XX XXXX

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

WABS Reimbursable (AP.RAXXXX.XX)
= WBS elements for reimbursable/trust projects can only be mapped to one cost center.

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

FMMI by feeder systems.

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

Example:

= (0O0WSHQO808EPPSODEPD00011234

Budget Period: 2020

Cost Center: APWSHQO0808

Functional Area: APOOPDEPPSODEOOQO

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

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

Y VVYVYVYVY

Commitment Items

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

Examples of BOCs
= 1100 - Personnel Compensation
= 2570 - Miscellaneous Services
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= 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., AQl 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://nfc.usda.gov/FSS/Publications/FMS/boc.pdf (PDF Searchable)
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APHIS Financial Information Flow

Budget
Entries

Congressional
Appropriations/ Trust
Funds/ Reimbursables/
Special Funds/ User Fees
Program Allotments
Sub-allotments

Allocations

APHIS

Flow of Financial Information

Payments &

Collections

Accounts Payable Accounts Receivable

(List on back) (List on back)

(List on back) (List on back)

+

FMMI

OFFICIAL FINAMNCIAL SYSTEM c

FOR APHIS

*Program

Accruals®
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Accounts Payable

Feeders or Interfaces

WebTA/Payroll (Employee Payments)
Concur (Govt Temporary Duty Travel)
SmartPay 3 (Purchase Cards)

WEX (Fleet Cards)

PROP (Property)

IAS (Procurement)

Ameresco (Utilities)

Metel (Telephone)

Manual Entries

IPAC*

VADRs*

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

Misc Pay

BSE

Coop Agreements

EEO Payments

Training (SF-182)

Fee Basis

Grants

Honorariums
Indemnities

Patent Royalties

Postage

Tort Claims
Transportation

UPS

Contracts

Adjustments

Accounts Receivable

Feeders or Interfaces
Lockboxes
VS User Fee System

Manual Entries
ACH

FedWire

IPAC

Pay.gov

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

Write Offs

SO Jobs FOB Runs

Overhead
RRB Billing

*Feeders being developed

Page 13 of 216




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

General Ledger Overview

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

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

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

G/L Account Group Number Ranges

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

Memo (Treasury

Mandated)

8000000000 — 8999999999

Secondary Cost Elements

9000000000 — 9999999999

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

FMMI General Ledger Account Structure

Revenue Source
USSGL Account Sub-Account CodeIBté%%t:t 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

| Menu | B [Saving__|[ Back | [ Exit | [ Cancel || System 4| | [ List overview | [ Previous Section | [ Next Section | [

Chac

G/L accoun CoCd Long Text

DD

USGL
USGL
USGL
USGL
USGL
USGL
USGL

1010000000 UsSDA Fund Balance With Treasury
1010220000 UsSDA Disbursement Adjustment Account (Column2/ Section2
1010230000 UsDA Collection Account (Column2/Section3)
1010320000 USDA Disbursement Account (Column3/Section2)
1010330000 UsDA Collection Adjustment Account (Column3/Section3)
1010950000 USDA Splitter Balancing Account
1010980000 USDA Cost Transfer/Overhead Offset
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United States Department of Agriculture )
Financial Management Modernization Initiative

1 —_—
Welcome  Accounts Payable  Accounts Re~~*=ble - (e H NN L@ Interface

GL Process | Approval | Fl Document Mass Uploaviiliess Financial Reports Evaluation | BOBJ General Ledger Management Reports
Chart of Accounts Report S

[4]» 4

e ). B_ . Chart of Accounts
~ M General Ledger Reports

-

Balanc T .I'\«'Ienu . 4 | Saveas Variant.. | Back | Ext | Cancel System , Execute . .Get Val
® G/L Line ltems Report i
* Recurring Enry Documents G/L account selection

_ 4 GIL account to =
™ GL Chart of Accounts by Selection using search help

Co Cod

mpany € Search helpID

® Display Changes to GL

Chart of Accounts
Menu 4 | Back | Exit | Cancel || System , Choose
FMMI Production - Gold Chart of Accounts

Denver, CO
ChartofAccts USGL US Standard General Ledger - USDA

G/L acct G/L Acct Long Text

1010000000 |Fund Balance wWith Treasury

1010220000 |Disbursement Adjustment Account (Column2/ Section2
1010230000 | Collection Account (Column2/Section3)
1010320000 Disbursement Account (Column3/Section?2)
1010330000 |CoTllection Adjustment Account (Column3/Section3)
1010950000 |splitter Balancing Account

1010980000 |Cost Transfer/Overhead Offset

1090000000 |Fund Balance with Treasury Under Continuing Res
1110000000 |Undeposited Collections

1120000000 |Imprest Funds

1130000000 |Funds Held by the Public

113000RM01 |Funds Held by the Public-FCIC

113000RM02 |Funds Held by the Public-FCIC

113000RMO3 |Funds Held by the Public-FCIC

113000RM04 | Funds Held by the Public-FCIC

113000RMO05 |Funds Held by the Public-FCIC

113000RM06 |Funds Held by the Public-FCIC

113000RMO7 |Funds Held by the Public-FCIC

113000RMO8 |Funds Held by the Public-FCIC

113000RM09 |Funds Held by the Public-FCIC

113000RM10 |Funds Held by the Public-FCIC

113000RM11 |Funds Held by the Public-FCIC

113000RM12 |Funds Held by the Public-FCIC

USSGL Link: https://tfm.fiscal.treasury.gov/vl/supplements/ussgl.html (PDF Searchable)
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Sales Orders Intro

Overview

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

Sales Orders (SOs) are documents in the financial system, Financial Management Modernization Initiative (FMMI).
These documents are entered into FMMI upon the signing of an agreement which authorizes the sale of services
and sometimes goods of USDA APHIS to a customer. The customers include commercial customers, state
governments, local governments, universities, non-USDA federal agencies and Intra-USDA agencies.

SOs can be used to track specific information of an agreement such as agreement dollar amount, various dates
associated with the agreement and various descriptions. These SOs are used in the process of assessing of
indirect costs (Overhead), and the creation of customer bills known as Resource Related Billing (RRB). However,
SOs are not used for capturing costs, collections of customer payments and purchasing of materials because there
are various accounting elements that perform those functions. There are five SOs types and each type has a
specific purpose depending on the type of customer, how customer bills are processed, terms of the agreement,
and when budget authority is established.

Purpose:

e Organizations use SOs as a way to forecast or track sales

e Can be used to track specifics of the agreement (dates, description, etc.)
Used in the APHIS Overhead (OH) and Resource Related Billing (RRB) processes
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

with Advance

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 Statement (Stmt) - Bills are processed through
IPAC (by NFC).

INTR Intra-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 AP0O01600AR | Sold-to Party — Cooperator — Commercial Customer
Order with
Advance Budget Authority — Established when the check has

cleared in FMMI. The authority is the amount of the
check.

Material — REIMB

Bill or Stmt — RRB Bill run solely to move collection
from liability to revenue GL. No bill or stmt to
customer.

ROWE | Reimbursable 61 APO01600AR | Sold-to Party — Cooperator — Commercial Customers,
Order With Universities, and State and Local governmental entities.
Exception
(No Advances) Budget Authority — Established when Sales Order is

entered.
Bill or Stmt — RRB Bill Mailed Monthly or Quarterly
(except WS OTC Accts — RRB Bills Not Mailed)

TOWA | Trust Fund Order 37 AP008226AV | Sold-to Party — Cooperator — Commercial customers.

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.

Page 17 of 216




WS OTC ROWE SO Differences

Purpose

Over the Counter (OTC) Sales Orders were established to account for all WS reimbursable sales without creating
an individual Customer Accounts and associated Sales Orders. 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

The most common Sales Order type is called Reimbursable Order with Exception or ROWE. The budget is
established when the ROWE is entered and Resource Related Billing (RRB) is performed either monthly or quarterly
depending on the terms of the agreement. RRB captures unbilled expenses including indirect and direct expenses
and creates a bill that is mailed to the customer, which helps them see the progress of the agreement. ROWEs
account for about 70% of all Sales Orders.

Differences from other ROWE SOs
DIFF 1: A customer number was established for each state office.

o The name associated with the customer should read Wildlife Services, the name of the state, and
OTC.

United St_ates Department of Agriculture . o
Financial Management " o-ormizatinn Initiaties

=LA
|

Welcome

| Accounts Receivable
Sales Order Process | Sales Order iling Frocess | AR Frocess | AR Approval | Debt Write-Off Process
Display Sales Order

[4]r 4

Business Activity =

Accounts Payable Cost Management  Funds Management _ General Ledger

AR Evaluation

Interface Table Maintenance  Purchasing
AR Reports | Sales Order Reports | Overhead Allocati

Display Reimb w/ Exception 6100008114: Overview

[ ] Liaintaio ome lacter Data
[ Manage Sales Order
" Display Sales Order
» [J Manage AR Documents
» [ Manage User Fees

Menu , 4 | Back | Exit || Cancel | System , Display document flow || Status overview | Displaysold-to party | Header output

Reimb w/ Exception 6100

46,618.15 USD

3365613 WILDLIFE SERMICES GEORGIAOTC /2

Sold-To Party QUETTE AVE, STE410/

Ship-To Party 3365613 WILDLIFE SERMCES GEORGIAQTC / 2 QUETTE AVE, STE410/ ...

» O Manage Revenue Forecasting

¥ O View TAS / BETC Data PO Number 10/29/2013 2 I
- 3E|mlft3ursab|: ?rdlers Report Item overview ltem detail Ordering party F (8 T (R R (OEGIRED
= Line ltems - Actua
i D 10/29/2013 i
Costs/Revenues IRtz el /29/ Deliver.Plant
* Budget Availability Control Contract start Contract end
* View Shorthand Code Total Weight 3
~ B S0 Process
. Display Sales Order Delivery block ~ Volume 0.000
~ B S0_Billing_Process Billing block v Pricing date 10/29/2013
Create B_Q'ECh Billing Paymentterms 0030 Net30
* Create Billing Request
* Execute Collective mesiizmme
Billing_FAS Order reason v v
* Review Billing Requests -
DP98
Sph.t OH Tfable Maintenance All items
* Project Builder
= Create Overhead Cost I ltem Material Description WBS Element Order Quantity Un  Amount per UolM Net price
Allocation 10REIMB [71CS GOERGIAAP. RA.OTCS. WS .ER13 1va 46,618.15 1va 46,61

= Customer Product Invoice-F|

= Manage Sales Order

= Vendor Master Data -
Purchasing - XK03

DIFF 2: These customer numbers were set up to be account statement customers
(i.e. 2 filled in Account Statement box — see screen shot below).
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o OTC (account statement customers) collections post to the customer number. This posting was
done since many times collections are received prior to the bill being issued. These postings keep

these collections tied to a customer even though they are initially posted in a suspense fund (i.e.
AP0O006501A).

o “Regular” ROWEs collections post directly to the bill number.

Display Customer: Company Code Data

Menu 4 | Back  Exit || Cancel | System , Other Customer || Display-> Change
Customer 3365613 WILDLIFE SERMCES GEORGIA OTC MINNEAPOLIS
Company Code USDA US Deptof Agriculture

Account Management Payment Transactions

Dunning data
Dunn.Procedure 1003 Dunning Block
Dunn_reapient Leg.dunn proc.
Last Dunned Dunning Level 0
Dunning clerk Grouping key Dunning areas_
Correspondence
p /"\
Account Stalement ] 2
T

DIFF 3: The billing address was set up with the Minneapolis FOB address (see screen shot below).
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Display Customer: General Data

Menu , 41 | Back Bxt Cancel System Other Customer | Display =
Customer WILDLIFE SERMCES GEORGIA OTC MINNEAPOLIS
Control Data Payment Transactions
%1 Preview
Name
Title v
Name WILDLIFE SERVICES GEORGIA OTC
Search Terms
Search term 1/2 WILDLIFE S
Street Address
Street2 ATTN: BILLINGS
StreetHouse number 250 MARQUETTE AVE, STE 410
Postal CodelCity 55401-0000 @ 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.

DIFF 5: FIFO (first in first out)- Each night, 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 check to the bill. This posting will continue until
the bill is paid in full.
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APHIS ROWE SO Flowchart

SALES ORDER

Budget Pericd

APHIS

ROWE SALES ORDER
SO > COLLECTIONS

BUDGET EXPENSES
— —
B  CREATED ENTERED OH RUN

RRB (BILL) RUN

COLLECTION
RECEIVED

EXPENSES
OPEN BILLS

NO EXPENSES
NO BILLS

Poststo Customer ‘s

Postto Customer

. Cldest Open Bill
and Suspense Fund

(FIFQ)

COLLECTION
RECEIVED

EXPENSES
OPEN BILLS

NO EXPENSES
NO BILLS

Post to Customer

and Suspense
. P Poststo Bill
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APHIS ROWA SO Flowchart

APHIS
ROWA SO

50 =2 RRE (Bill)RUN

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

|

EXPENSES
ENTERED OH RUN

Y

RRB (BILL) RUN

N\

MOVES
COLLECTION FROM NO BILLS OR

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

SALES ORDER

Budget Period

—

APHIS

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

EXPENSES
? ENTERED : OH RUN
RRB (BILL) RUN [

|

oty

NFC DOES BILL

BUDGET

CREATED

TRANSMISSION
RUN

Y
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APHIS

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

NFC DOES BILL
TRANSMISSION

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

Success?

COLLECTION

RECEIVED via
NEC FUNDS
TRANSFER

COLLECTION

RECEIVED via

IPAC FUNDS
TRANSFER

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

COLLECTION

COLLECTION

POSTS TO BILL POSTS TO BILL
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APHIS SO CREDIT MEMO PROCESS Flowchart

CREDIT MEMO
REJECTED.

PROGRAM

\ TO REQUEST

REFUND IF
NEEDED

APHIS
SO CREDIT MEMO PROCESS

Expenses Reduced 2 Refund

EXPENSES
e RRB (BILL) RUN
REDUCED >

NEGATIVE EXPENSES
GREATER THAN
POSITIVE
EXPENSES?

YES.
CREDIT MEMO
CREATED.

NO.
BILL CREATED.

FOLLOWS SO
BILL PROCESS
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Accessing FMMI

Instructions

FMMI Intro

1. Go to https://portal.fms.usda.gov/

2. The following screen will display. Click on Click Here to Log in with your LincPass.

U§DA wmmammﬁnm
=] eAuthentication

il of Agriculture

Quick Links

» What is an account?
+ Create an account

¥ Update your account

Administrator Links

b Local Registration
Authority Login

Home | AbouteAuthentication | Help | ContactUs :

You are here: eAuthentication Home > eAuthentication Login

Find an LRA

eAuthentication Login

LincPass (PIV)

T

User ID & Password ?

CLICK HERE TO

LOG IN

LincPass (PIV)

User ID: User

ID is a required field
Password:

I forgot my User ID | Password

Change my Password

3. The following screen will display. Enter your PIN and click OK.

ActivClient Login

Actividentity

ActivClient

(% ][=]

PIN

Please enter your PIN.

0K Cancel

4. The following screen will display.

Welcome to FMMI!
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https://portal.fms.usda.gov/

United States Department of Agriculture Welcome Lora Swanson Help | Log off
Financial Manage! Mo

Accounts Payable  Accounts R t  General Ledger Management Interface Table Maintenance  Purchasing  Grantor Management  Base Role

| History, Back Forward

;‘, Transforming Financials at the People's Department

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

United States Department of Agriculture
Financial Management Modernization Initiative Masthead Area

edger Interface Table Maintenance  Purchasing Base Role  Ad-hoc Analysis Bl Favorites

Business Activity ] First Level

» [ Maintain Customer MasteriData Tab Second Level 1

» [ Manage Sales Order _, Tab 'U

» O Manage Billing u e

+ O Manage AR Documents Navigation Panel which igati

:E::’,::Z:::; ::Fm y 1\ e ot Top Level Navigation
_ 1) Detailed Navigation &

2) Portal Favorites

- Line ltems - Actual
Costs/Revenues

Note: Second Level Tabs are “Role based” and tabs are visible if you have been assigned the role. For more
about Roles please see the section named “Roles in FMMI”.
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FMMI Report Types

Overview

The three main report types in FMMI are:
1. ECCReport
2. HANA / BOBJ Report
3. BI Report (Being phased out)

Determining FMMI Report Type

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

FMMI Report Types
¢ ECC

o Real Time
o Drill Down Capabilities
o Similar to Excel

Report Type Example = ECC — located under Second Level Tab and typically labeled with “....Reports”

e8] | nited States Department of Agriculture
[____IFinancial Management Modernization Initiative

Welcome  Accounts Payable REXHLIIICEEHAEVE M Cost Management  Funds Management  General Ledae nterface Table Maintenance  Purchas
Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reporis || Sales Order Reports || Overhead A

Reimbursable Orders Report
la]» 4

Business Activity =

[ Execute Sales Order Reports

Reimbursable Orders Report ECC reports are found on the

* List of Sales Orders Report Menu 4  SawasVariant. | Back || Exit || Cancel  System , Second Level tabs and are
* Orders within Time Period Report named with “.... Reports”
* Incomplete Orders Report Selection Criterion
* List Billing Documents Report Input Parameters
* Log of Collective Run Report
* Reimbursable Orders Report ERETIESS A > =
*® List of sales Documents Fiscal Year to I’5>
2:::3:“6 Ll 2 Sales Orders to = I
Fund to =
= Reimbursable Orders Report BudgetPeriod o =2
= Line ltems - Actual Funds Center o =

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

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

Accounts Payable
Financial Reports

of Agricultur
t Modernization In

Accounts Receivable
| Evaluation | BOBJ

Cost Management
eneral Ledger Management Reps

Detail Trial Balance (BP)

This report displays a detail view of the Standard Trial Balance by providing

additional selection parameters and drill-down criteria.

Standard Trial Balance
This report gives you the beginning balance, debit, credit, and ending
balance for both proprietary and budgetary General Ledger accounts.

Status of Funds GL
This report provides year-to-date budget and actual activity by fund. The
report displays the Original Authority (USGL/41xx, 42xx and 43xx),

Funds Management
s | HANA General Ledger Man

General Ledoer Manaaement

orts | Bl General Ledger Reports

Un-liquidated Obligations Detail Report

The Un-liquidated Obligations Detail Repo
obligations, liquidating activity and outstan
by Fund. Purchase Orders, Funds Commil
Obligations are presented at a line item de
on the last activity posted against the cblic

Status of Funds Project-to-Date

This report provides project-to-date budge
The report displays the Original Authority (
Undistributed Appropriation (USGL/4450),
(USGL/4510 and 4580), Available Authorit
4650 ), Commitments (USGL/47xx), Oblig:
Expenditures (USGL/49xx) by fund.

Transaction Register Detail
This report provides a detail analysis of Fe

standard FMMI accounting elements

Undistributed Appropriation (USGL/4450), Undistributed Apportionment

e HANA
o Real Time ECC Reports
o Created by APHIS staff or USDA Headquarters
o AR has HANA Reports and are found on the Second Level tab.

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

tate-Local Vendor/Customer Master Data Evaluation-Unmasked PIl | Vendor and Customer Master Data Request | Commercial Vendor/Customer Master Data Evaluation-Unmasked Pl | Employee Vendor/Customer Master Data Evaluation-Unmasked PIl | HANA Accounts Receivable Reports Bl Accounts Receivable Reports.
Overview | History, Back For
= Sales Order History Accounts Receivable Aging Summary N /
L@  The HANA version of the Sales Order History Report will include design features from the current BI The Accounts Receivable Aging Summary Report displays the outstanding amounts per custon  YOU may have to use the Right Scroll
Sales Order History Report and the ECC Reimbursable Orders Report. The report will allow agencies include: interest, penalties, administrative charges, and any delinquent amount. This report will
to track Sales Order funding authority and the status of billed and collected amounts for reimbursable agencies to track delinquent accounts receivable amounts broken up by the following delinquer: button to get _t° the HANA Accounts
and trust fund Sales Orders. The report will also be used to support receivables against Sales Orders. 30 days, 31-60 days, 61-90 days, 91-120 days, 121-180 days, 181-365 days, 1-2 years, and Gi Receivable Reports
years delinquent.
S Sales Order Document Chain =& Accounts Receivable History
e Qs Sales Order Document _Cham Reports allows users to drill down from Sales Order to the Billing and 5 Q: The Accounts Receivable History displays all the open and closed customer amounts.
Document flow information.
e BOBJ

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

o AR does not have any BOBJ Reports created currently

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

Department of Agricull
| Management Modernization Initiative

Cash Balance Statement Report

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

Earned Revenue Report

This Earned Revenue Report will display revenue activity for Timber
Sales Accounting System (TSA) on a monthly and year-to-date basis.
This is a non-cumulative report, which means all perieds to be included
in the report must be specified. Eg. 1,2,34 = YTD.

Status of Suspense and Deposit Funds Report

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

Finance Dashboard

The Financial Management Dashboard prq
the Budget Execution for FAS when for ap
activity. It will allow users to view the entire
flow/lifecycle across the fiscal years, Fisca
every program area. It alsc provides a mei
through the entire reimbursable agreemen
will include ability to review Earnings, Billir
any specific time period.

Budget Fund Review Report

The Budget Funds Review report provides
Budget by program areas and budget acti
data from both GL and FM tables in an auf
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 repert 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)

o Created by APHIS staff

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

L_j] Daily Collections
22 The Daily Collections report provides detailed information about each accounts receivable collection.

You may have to use your Right

I Scroll button to get to the Bl
Customer Account Activity Accounts Receivable Reports
'\/L_Uj] The Customer Account Activity Report provides detailed information about customer account activity for a give
b range. For a given customer, the principle amount, interest, administrative fees, penalty charges, and the activ

amount is given. The corresponding billing document, clearing document, and posting date is provided.

Syvtem Type w) E‘

oo Y e

BEx Pordiphs > APHIS Fepordy > Accounts Recervable Reports
Descriphon & -]

¥
| [B)Open Creat emo
[#) Gpen Creat Mema With Biank Invoxce Reference
aom Recenvabies by Buoge! Period - Yeur End
:] [B) Payrot_Repont
_] [#) Reason Code RENRED 0113
__| [AReterrec eet 0113
[ Rescnace Bang Customer Actty Repont
| [#) Rescurce Bing Detai Repert by WBS
= [®) Rescance Bang Repont - Sum by Commament Rem
:J as{hw-Menﬂ
J [ Write-of ictrity 0113
[B) Wrte-om Esgitie 0113
= [AWs OTC ER-WR CUSTOMER SUSP COLLECT (TRD)
] [F)ws o1C Rezen
:J [B) WS OTC SUSP COLLECTIONS (TRD) > v

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

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

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

e You are only allowed to request/obtain roles needed for your job due to OMB A-123/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 <mrp.fas.security.team@aphis.usda.gov>.

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

e If you need assistance with deciphering roles please contact

<mrp.fas.security.team@aphis.usda.gov>.
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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 Display
Document Flow screen of the SO allows the field to track specifics regarding bills, such as when it was billed, the
amount of the bill, if the bill was cancelled, and whether a payment was received on the bill.

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

Report Type
ECC

FMMI Role
Accounts Receivable, AR Evaluator Role

Instructions

STEP 1: Go to:
1. Accounts Receivable
2. AR Evaluation
3. Manage Sales Order
4. Display Sales Order

l:“‘l‘-_gg—)-é United Stmes Department of Agriculture ; ) e
= lFinancial Management Modarnizatinn Initiatie

Welcome  Accounts Payable W:X{HliliieRi{HLE1E (3 Cost Management  Funds Manageme

Display Sales Order
Jel» 4 1 2 /
Display Sales——+w2r: Initial Screen —_—

3 & 4 lenu, 4 | Back | Exit || Cancel || System Sales || ltem overview

» O Manage AR Documents

» OO M User F
anage User Fees ; Order gl
» 0 Manage Revenue Forecasting .
» (3 View TAS / BETC Data
Search Criteria
* Reimbursable Orders Report Purchase OrderNo.
* Line ltems - Actual
Sold-to pa
Costs/Revenues —
= Budget Availability Control Delivery
* View Shorthand Code Billing Document
~ DB SO _Process
WBS Element

= Display Sales Order

~ B SO _Billing_Process
= Create Batch Billing {0 Search
= Create Billing Reguest

s Farmmesbn M allocdli;
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STEP 2: If you know the SO Number you would like to view, enter the SO Number (i.e. 3200001871) in the Order

field and press the Enter key on the keyboard or click Search button.

Welcome  Accounts Payable

Display Sales Order

[4]» 4

Business Activity [~

» O3 Maintain Customer Master Data
¥ [ Manage Sales Order
* Display Sales Order
» [ Manage Billing
» O3 Manage AR Documents
» O Manage User Fees
» O3 Manage Revenue Forecasting
» O3 View TAS / BETC Data

= Reimbursable Orders Report

= Line Items - Actual
Costs/Revenues

= Budget Availability Control
= View Shorthand Code
~ B S0 Process
= Display Sales Order
~ B SO _Billing_Process
= Create Batch Billing
= Create Billing Reqguest

= Execute Collective
Billina FAS

Accounts Receivable
Sales Order Process | Sales Order I@Iing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR R4

Cost Management

Funds Management

Display Sales Order: Initial Screen

Menu

Order

Search Criteria

Purchase OrderNo.

Sold-to party
Delivery

Billing Document

WBS Element

4 | Back

Exit

Cancel

System , Sales || ltem overview

<+— After typing the SO

number you can:
press the Enter key
on the keyboard or
click the Search
button.

General Ledger

STEP 3: 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.
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|Welcome Accounts Payable X111 cAEEA0EI[G8 Cost Management  Funds Management  General Ledger

Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR
Display Sales Order

|40

Display Sales Order: Initial Screen

» O3 Maintain Customer Master Data

[ Manage Sales Order Menu , 4 | Back | BExit | Cancel || System , Sales || ltem overiew
* Display Sales Order

» [J Manage Billing

» (3 Manage AR Documents

» [ Manage User Fees

a

Order
¥ [J Manage Revenue Forecasting

» I View TAS / BETC Dala After typing

Search Critera the WBS
= Reimbursable Orders Report Purchase OrderNo. element, click

* Line Items - Actual ) the Search
Costs/Revenues SR

- Budget Availability Control Delivery button.

* View Shorthand Code Billing Document —_—
v DO S0O Process

- Display Sales Order WBS Element |AP.RA.NA45.72.0031\ X7
~ B S0 _Billing_Process

+ Create Batch Billing

* Create Billing Request

* Execute Collective
Biling FAS

ﬂﬁ Search -

STEP 4: The following screen will appear which lists the WBS and associated SO documents.

a. Note the following items:

i. Bills (i.e. Debit Memo Requests) are eight digits long and start with the number seven (7).
ii. Credit Memos (i.e. Credit Memo Requests) are eight digits long and start with the number

six (6).
iii. 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.
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Restrict Value Range (1) x

+ Restrictions

vs | @ || # || &
WBS Element Sales Doc. ltem I
AP.RANA4S.72.0031 60001188 000010
AP RANA45.72.0031 60001276 000010
AP RANA4572.0031 60001455 000010
AP.RANA4S.72.0031 60001666 000010
AP.RANA4S.72.0031 60002410 000010
AP RANA45.72.0031 60002711 000010 C-Ii(:k-on the SO number to
AP RANA45.72.0031 60002845 000010 hl_ghllght the Ilne and then
AP.RANA4S 72.0031 70261158 000010 CIICK the green CheCK mark
AP.RANA4S.72.0031 70261846 000010 A
AP RANA45.72.0031 70326740 00

AP RANA45.72 0031 000010

AP RANA45.72.0031 000020

10326740

12 Entries found

3 r
&)

e

x

STEP 5: 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:
i. PO Date = Date SO was created
b. Multiple SO Line Items often represent multiple projects or tasks

Base Role Ad

processing | Cu:

Welcome  Accounts Payable WYl cl:EWAE I Cost Management  Funds Management — General Ledger  Interface Table Maintenance

Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reports | Sal

Purchasing

Display Sales Order
K0 4
» 03 Maintain Customer Master Data
3 Manage Sales Order

* Display Sales Order

» 01 Manage Billing

» 0 Manage AR Documents

» 03 Manage User Fees

» 01 Manage Revenue Forecasting

» O3 View TAS / BETC Data

* Reimbursable Orders Report
* Line ltems - Actual
Costs/Revenues
* Budget Availability Control
* View Shorthand Code
¥ BS0_Process
* Display Sales Order
~ B S0_Billing_Process
* Create Batch Billing
* Create Billing Request
= Execute Collective
Billing_FAS
* Review Billing Requests -
DP98

* Split OH Table Maintenance

* Project Builder

* Create Overhead Cost
Allocation

= Customer Product Invoice-F|

+ Manage Sales Order

* Vendor Master Data -
Purchasing - XK03

* View Customer Master Data

* Display Account Balance for
AR ltems

* Mass Upload FI Document

The "Display
document flow™
Display Reimb - No Advance 3200001871: Ovepyig button will show the

\m information related ev | owers

Menu 4 | Back || Exit || Cancel || System,
Reimb - No Advance 3200001871 Netvalue ®o06. 19 UsD to the bills, cr(_ed|t
memos or bill
Sold-To Party 5000620 NATIONAL PARK SERVICE / ACCOUNTING OPERATIONS CENTER / HE. .
cancellations.
Ship-To Party 5000620 NATIONAL PARK SERVICE / ACCOUNTING OPERATIONS CENTER / HE.
PONumber PO date 08/17/2012 |
Item overview tem detail Ordering party Procurement Shipping eason for rejection
Req. delivdate | |08/17/2012 Deliver.Plant
. A The PO date shows
Contract start Contract end when the so was
Complete dlv Total Weight 0 KG entered
Delivery block w Volume 0.000
Billing block w Pricing date 08/17/2012
Paymentterms 0030 Net30
Incoterms
Order reason v v
Allitems
i lem  Material Descripfion \WBS Element OrderQuantity ~ Un  Amount per UoM Netprice Crey Pln
10REIMB 12-7245-4931-IA AP.RA.NA45.72.0031 1vA 3,006.19 1vVA 3,006.19UsD D APQ
<
= =] YR ] [P [=2
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SO Line Item Drill Down Instructions

STEP 1: To see the details of a SO line, Double Click on the WBS Element.

Welcome
Sales Order Process |
Display Sales Order

[¢]»

Business Activity

» O Maintain Customer Master Data
[ Manage Sales Order
" Display Sales Order
¥ [ Manage Billing
» O3 Manage AR Documents
» O3 Manage User Fees
» O Manage Revenue Forecasting
¥ O View TAS / BETC Data

Reimbursable Orders Report

Line ltems - Actual

Costs/Revenues

Budget Availability Control

View Shorthand Code

O SO _Process

* Display Sales Order

O S0 Billing Process

= Create Batch Billing

= Create Billing Request

* Execute Collective
Billing_FAS

* Review Billing Requests -
DP98

Split OH Table Maintenance

Project Builder

Create Overhead Cost
Allocation

Customer Product Invoice-F|
Manage Sales Order
Vendor Master Data -
Purchasing - XK03

View Customer Master Data
Display Account Balance for
AR ltems

Mass Upload Fl Document

-

Accounts Payable
Sales Qrder Billing Process |

Interface Table
| Sales O

P (o1 W IW V' [ (O Cost Management  Funds Management  General Ledger
AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reporis

Display Reimb w/ Exception 6100008083: Overview

Menu 4 | Back | Exit | Cancel | System , Display document flow | Status overview | Di
Reimb w/ Exception 6100008083 Netvalue 20,645.08 UsD
Sold-To Party 6000991 DIV OF RECREATION & PARK /ATTN: DYLAN SHOEMAKER. / EASTPOIN ..
Ship-To Party 6000991 DIV OF RECREATION & PARK TATTN: DYLAN SHOEMAKER / EASTPOIN ...
PO Number [y PO date 10/29/2013 |
ltem overview ltem detail Ordering party Procurement Shipping Reason for
Req. deliv.date D 10/29/2013 Deliver.Plant A
Contract start Contract end
Total Weight 0 KG
Delivery block v Volume 0.000
Billing block ~ Pricing date 10/29/2013
Paymentterms 0030 Net30 Double click on the
Incoterms - WBS Element to view
Order reason the details Of that Iine. v
All items
Um| [tem Material Description WBS Element ‘ Order Quantity Un  Amount
10REIMB E PR WAP.RA.RX12.72.0040) [l iva 9,987.1
20REIMB 14-7212-4369__ AP.RA.RX12.72.0196 1va 2,975.:
30REIMB 1472124369  AP.RA.RX12.72.0197 1VA 7,681.¢
<
= 5| BB BB |55 %) R @| & |8

STEP 2: The following screen will appear. This shows data ONLY for the SO line item selected.
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Welcome  Accounts Payable REXHWllncl{SWEVELIGM Cost Management  Funds Management — General Ledger  Interface Table Maintenance  Purchasing Base Role  Ad-ho
Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reports | Sales Order Reports | Overhead Allocation Processing | Custont
Display Sales Order

|4]»

Busi Activit H i H -
Display Reimb w/ Exception 6100008083 Item Data
¥ O Maintain Customer Master Data
[ Manage Sales Order Menu 4 | Back | Bt | Cancel || System , Firstitem | Previous item | Nextitem | Lastitem | Displaydocumentfow || Item outputview || Configur
* Di $Sales Order
FE S Sales Document ltem 10 ltem category ROWE | Reimb No Advw/ Exc

» 01 Manage Billing
» [J Manage AR Documents Material REIMB 14-7212-4369-Q
» O Manage User Fees

» [0 Manage Revenue Forecasting T
» O View TAS / BETC Data Sales B Contfract data Shipping Billing Document Conditions Account assignment Schedule lines Partners Texts
Order Quantity and Delivery Date
- Reimbursable Orders Report Order Quantity 1jva 1 VA > 1va
* Line ltems - Actual X
Costs/Revenues First Delivery Date D 10/29/2013
= Budget Availability Control Delivery time v

* View Shorthand Code
~ B0 S0 Process

- Display Sales Order General Sales Data
~ B SO_Billing_Process Netvalue 9,987.66 USD Exch_ Rate 1.00000
* Create B_at_Ch Billing Pricing date 10/29/2013
= Create Billing Request
« Execute Collective Material entered REIMB
Biling_FAS EANURC
* Review Billing Requests -
DP9 Engineering change BOM explosion number
* Split OH Table Maintenance Usage v

* Project Builder

* Create Overhead Cost
Allocation Reason for rejection v

= Customer Product Invoice-F|

Bus.transaction type

Alternafive to it ]
* Manage Sales Order lernative to item
= Vendor Master Data -
Purchasing - XK03 .
* View Customer Master Data Period of Performance
Per. of Perf. Start Per. ofPerf. End

= Display Account Balance for
AR ltems
= Mass Upload FI Document

STEP 3: 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

Cost Management  Funds Management  General Ledger Interface Table Maintenar
Debt Write-Off Process | AR Evaluation | AR Reports | Sales Order Report

Accounts Receivable
|

Welcome  Accounts Payable
Sales QOrder Billing Process

Sales Order Process | AR Process | AR Approval |

Display Sales Order
J4]»
Display Reimb w/ Exception 6100008083: Item Data
» O Maintain Customer Master Data
[ \Manage Sales Order Menu
" Display Sales Order
» [J Manage Billing
» [J Manage AR Documents Matenial REIMB 14-7212-4369-Q
» [ Manage User Fees

» (3 Manage Revenue Forecasting
» O View TAS / BETC Data Sales A Sales B gEhinnino Billing Document Conditions Account assignment

s —r —
The "Contract data”

» Reimbursable Orders Report Confract start date 10/01/2013
tab shows the:

* Line Items - Actual
Costs/Revenues Contract start date
Contract end date

-

4  Back | System Firstitem | Previousitem || Nextitem | Lastitem Config. || Costing

Sales Document ltem 10 ltem category ROWE = Reimb No Advw/ Exc

04/15/2019

Contract end date

= Budget Availability Control
* View Shorthand Code
~ D SO_Process

. Display Sales Order Installafion date Acceptance date

Val period.category

Confract val period 0 v

b. Account Assignment Tab — shows the following:
i. Overhead Costing Sheet
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1. INTR and RONA SOs, typically ZRRB1
2. ROWE and ROWA SOs, typically ZWS17 and older sales orders may have ZWS13,
ZWS14, ZWS15, ZWS16.
ii. Overhead Key = Overhead Rate Charged
1. ROWE and ROWA SOs, typically R0O515, R1615, or R2715 (accounts for pooled job
costs)
2. If these two OH fields are blank, overhead has been waived.
iii. Click on FM Account Assignment — shows the following:
1. Commitment item = revenue source code.
Funds Center (Cost Center)
Fund
Functional Area
Funded Program (WBS element)
6. Budget Period
iv. Click the green check mark or the red “X” to close this screen.
1. This brings you back to the main Account Assignment tab page.

ukhwnN

Display Reimb w/ Exception 6100008083: ltem Data The "Account assignment” tab
Menu , 4 | Back || Ext|| Cancel | system | | | Firstiem | Previou  ShOWS information related to e
T e 10 liem category e | Reimb No how FMMI calculates

Material REIMB 14-7212-4369-Q Overhead.

Sales A Sales B Contract data Shipping Billing Document Conditions Schedule lines P

‘ Account assignment ’

Account assignment

Business Area APQO Overhead info
Order

Profit Center [} Profit. Segment =g
WBS Element AP.RA.RX12.72 040

Object Assignment: Funds Management x
Costing sheet oneat Sales doc flem These two
overnead key Object 6100008083/10 buttons wi"

~ close the
Commitmentliem 0200 ! window

- Funds Center APWSER1212
rﬁ?' FM AccAssignt
Fund AP001600AR
/ Functional Area APOOAGREIMBUR00O

Click on the "FM Funded Program AP.RA.RX12.72.0040
AccAssignt" button to view Budget Period pyp—
the accounting info -
including the Budget Period. V] (3¢

c. Texts Tab - only used on RONA and INTR SOs — shows the following:
i. Other agency’s agreement or MIPR number
ii. Any accounting information the other agency needs for them to process the billing on their
side
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iii. In some cases, such with a MIPR the whole line of accounting provided on MIPR must be
entered

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

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

Display Reimb - No Advance 3200005532: ltem Data

Menu 4 | Back, BExt Cancel | System , Firstitm  Previous item  Nextitem | Lastitem || Displaydocumentflow | Configurafon | Costing | Displaym
Sales Document ltem 10 ltem category RONA | Reimb - No Advance
Material REIMB 14-7201-5104-Q
Sales A Sales B Contract data Shipping Billing Document Conditions Account assignment Schedule lines Partners ﬁ
T ty. Lang. FWS AGREEMENT#; F14PG0011 ¥ N
LOA: 6100.253H0 FO0O 253H00 FFO4EA1000 -—
|2'Matena| sales text EN FES111300.000000 145F1611MD c‘ick on the "Texts" tab
FWS POC: DIANNE IGNRAM 251-441-5839 .
APHIS POC: PAT FUCILE 612-336-3293 to view more

information related to
the agreement

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

i. PO number
1. RONA = the other agency’s agreement number or MIPR number
2. INTR = the other USDA agency’s FMMI PO number

ii. Purchase Order Item
1. INTR = the line number of the purchase order

iii. Your Reference
1. NTR =TAS (Treasury Account Symbol)

iv. 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.

1) Click on this icon to
get to the "Order

Data" tab. H
Sales A
Sales B
Confractdata
Shipping

Billing Document
Conditions
Account assignment

2) Click on the

Schedule lines

"Order Data" Parners
selection. ™. v Texts
. Order Data
UstatusT
Structure

Additional data A
Additionaldata B
U.5. Federal Fields

Below is what the Order Data tab looks like:
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Display Reimb - No Advance 3200005532: Item Data

Menu 4 Back | Ext| Cancel | System , Firstitem | Previous item |
Sales Document ltem 10 ltem category RONA | Reimb - No Advance
[taterial REIMB 14-7201-5104-Q

K ‘ Order Data Status Structure Additional data A Addifional data B US.Fe

Sold-to party —
PO number F14PG00141
Purchase order date 10/10/2014
Purchase order type S —
Purchase order item
Your Reference
Customer Material

Ship-to party
Purchase order no. 14X1611

Purchase order date
Purchase order fype
Purchase order item

Your reference

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

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

Note: For the military, the MIPR or MORD will have the TAS included in the line of accounting.
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Display Reimb - No Advance 3200009930: Iltem Data

‘ Menu 4 | Back Exll| Cancel H System , ‘ First iem | Previous item
Sa\& Document ltem 10 ltiem category RONA = Reimb - No Advance
Material REIMB 18-7415-1364-Q

b

The "US Federal Fields™"
tab shows information  ouputvew
related to the Treasury

Account Symbol or TAS

K Order Data Status Structure Additional data A Addifional data B U.S. Federal Relds I

Treasury Account Sym 012x1600
Business Evt Typ Cd
Modification Allowed
Cancellation Allowed
Payment methods
Business Partner No.

Reporting Frequency

US Government Fields —lly

Click this button and
the widow to the right
will appear

Tips:

US Government Fields

US Govemment Fields
Sublevel Prefix (TP)

AgencyID (TP)
AllcTrnsfrAgncy (TP)
Begin Prd Avail (TP)
End Prd Avail (TP)
Avail Type Code (TP)
Main Account (TP)

Subaccount (TP)

[
012

1600

000

These two buttons
will close the
window.

\

o If a SO has more than one line, you can navigate between the lines of the Sales Order even when
you are looking at the line details by clicking on the First Item, Previous Item, Next Item, and Last
Item buttons at the top of the screen.

o To get back to the main header page from line detail page, click on the Back button.

Display Reimb - No Advance 3200009930: ltem Data

| Menu , 4 Exit | Cancel || System

Sales Document ltemn 10

The "Back" button will exit

the Details screen.

Treasurv Account Svm 01.2X1600

18-7415-1364-Q
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SO Display Document Flow Instructions
STEP 1: To see the chronological details of the SO entry, billing, and refund transactions:
a. If multiple lines on the SO, click on the WBS Element for the line you want to analyze, and click on

“Display document flow” button.

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

Display Reimb - No Advance 3200008647 Overyview

Menu 4 | Back | BExit | Cancel System Display document flow .Staius overview || Displ:
Reimb - No Advance 3200008647 Netvalue J.,lbls,éfE. 08 UsD
Sold-To Party 5000216 ENVIRONMENTAL PROTECT AGY/ ACCOUNTING OF.’-E.RATIONS [CINCI...
Ship-To Party 5000216 ENVIRONMENTAL PROTECT AGY / ACCOUNTING OPERATIONS / CINCI...
PO Number PO date 12/08/2017 2
ltem overview ltem detail Ordering party Procurement Swipping Reason for rej¢
Req. deliv.date D |12/08/2017 Deliver.Plant A
Contract start Contract end |
Complete dlv Total Weight - 0 KG
Delivery block ~ Volume 0.000
Billing block v Pricing date 12/08/i 2) Click on the
Payment terms 0030 Net30 "Display document

. flow" button to
1) Click on the WBS Element - view the billing

that you want to see the : related infomation
billing related information.

T

In| ltem Material Description WBS Element Order Quantity Un  Amount

=

OREIMB 18-T200-4695- AP.RA.NX17.72.0079 1VA 18,635.

20REIMB 18-7200-4695-Q, 1vA 114,890.
30REIMB 18-7200-4695-Q [:']_J 1VA 6,994,
4QREIMB 18-7200-4695-QQ AP.RA.NX17.72.0278 1VA 34,416.
<
R R R

STEP 2: The following screen will appear. This shows data ONLY for the SO line item selected.
a. Note the following items:
i. The first line of the Document flow shows the SO number, the amount of the SO, the date the
line was created on, and the status.
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Document Flow

Menu | 4 | Back BExit | System , Details || Status overview || Display document || Senice docur

] The first line of the
Busi 0005000620 NATIONAL PARK SERVICE .
Mla‘::r’ieais gl REIMB REIMBURSABLE Document Flow will show

the SO information

$|4a||f | |&.

Document Quantity Unit Ref. v Curren On Status

- D = Reimb -No Advance 3200001871 /10

~ [ Debit Memo Request 0070261158 /10 1 VA 111.12 USD 09/26/201 Completed
v [2) Debit Memo 0090688286 / 10 1 VA 111.12 USD 09/26/201 Fl doc. generated
[] Accounting document 0409852342 1 VA 09/26/201 Cleared
D Accounting document 3000619756 1 VA 09/26/201 Cleared

ii. 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).

Document Flow The second line of the

Menu | 4 | Back | Bt System-‘ Document Flow wi" Show .-Sem'cedocur
the Debit Memo Request

Busi rtner 0005000620 NATIONAL PARK SERVICE .

M:zrr’i?fs gy REIMB REIMBURSABLE (007) or the first part of the

RRB process

T4l M .

Document Quantity Unit Ref. valffe Currenn% On Status
~ [ =) Reimb -No Advance 3200001871 /10 1 VA 3,008M19 USD 08/17/201 Open
- D Debit Memo Request 0070261158 /10 111.12 USD 09/26/201 Completed
- —| Debit Memo 0090688286/ 10 1 VA 1M11.12 USD 09/26/201 Fl doc. generated
D Accounting document 0409852342 1 VA 09/26/201 Cleared
D Accounting document 3000619756 1 VA 09/26/201 Cleared

iii. The third line shows the Debit Memo (009). The Debit Memo generates accounting
documents (the fourth and fifth lines). The accounting document that starts with 300 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.
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Document Flow The third line of the Document Flow will show

- the Debit Memo (009) or the second part of the
Menu , | 1 | Back Ext | System RRB process senvice docur

Business partner 0005000620 NATIONAL PARK SERVICE

: The Status of the bill is
Material REIMB REIMBURSABLE
atenia "Cleared" which means it
has been paid. o
% a H =],
The bill or "300" Quantity Unit Ref fralue Currenn% On Status
document

ance 3200001871 /10 1 VA 6.19 USD 08/17/201 Ogan

Y Debit Memo Request 0070261158 /10 VA 1112 USD 09/26/201 Conpleted

D Debit Memo 0090688286/ 10 11112 USD 08/26/201 Fl ¢oc. generated

| Accounting document 0409852342

D Accounting document 3000619756

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.

09/26/201 Cleared

_ . R _S—
1 va ’ mE3EN207 Cleared

Document Flow

Menu 4 | Back @ Exit | System Details || Status overview | Displaydocument | Senice docume

Business partner 0005000620 NATIONAL PARK SERVICE
Material REIMB REIMBURSABLE

S|4 M &

Document Quantity Unit Ref. value Currency On Status
~ [ =» Reimb -No Advance 3200001871 /10 1 VA 3,006.19 USD 08/17/201 Open
v [2) Debit Mem%equest[][]?ﬂ.?ﬁﬂ%ﬂﬂ 1 VA 111.12 USD 09/26/201 Completed
+*  [2) Debit Memo 0090688286 / 10 1 VA 111.12 USD 09/26/201 Fl doc. generated
D Accounting document 0409852342 1 VA First Bill 09/26/201 Cleared
D Accounting document 3000619756 = T VA - 09/26/201 Cleared
v [ Debit Memo Request 0070261846 /10 1 VA 269248 USD 10/15/201 Completed
+*  [2) Debit Memo 0090689422/ 10 1 VA 269248 USD 10/15/201 Fl doc. generated
[2) Accounting document 0410019399 1 VA - Second Bill 10/15/201 Cleared
[ Accounting document 3000397606 4 1 VA e 10/15/201 Cleared

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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Document Flow

@ Back

Menu Exit || System , Details || Status overview | Displaydocument || Senice doct

Business partner 0005000620 NATIONAL PARK SERVICE

Material REIMB REIMBURSABLE

%4 || H | |&]|.

Document Quantity Unit Ref. value Currency On Status

~ [2 = Reimb -No Advance 3200001871 /10 1 VA 3,00619 USD 08/17/201 Open
+ | Debit Memo Request 0070261158 /10 1 VA 11112 USD 09/26/201 Completed

- D Debit Memo 0090688286/ 10 1 VA 111.12 USD 09/26/201 Fl doc. generated

D Accounting document 0408852342
D Accounting document 3000619756
hd D Debit Memo Request 0070261846 /10

FRRIR Y7

Credit Memos

A YLT-FLT. Y

“l2ared

2ared

o TUTTOrEUT

~ [ Debit Memo 0090689422 / 10 1 VA UsD 10/15/201
D Accounting document 0410019399 1 VA 10/15/201

e — O — = 10/15/201
- D Credit Memo Request 0060001188 /10 0 VA 0.00 USD 11/06/201
[3) Credit Memo 0091290647 /10 1 VA 0.00 USD 03/03/201

~ [ Credit Memo Request 0060001276 /10 0 VA 0.00 USD 12/05/201
[3) Credit Memo 0091290648 /10 1 VA 0.00 USD 03/03/201

~ [ Credit Memo Request 0060001455 /10 0 VA 0.00 USD 01/08/201
[] Credit Memo 0091290650/ 10 1 VA 0.00 USD 03/03/201

- D Credit Memo Request 0060001666 /10 0 VA 000 USD 02/08/201
D Credit Memo 0091290651/10 1 VA 0.00 USD 03/03/201

A D Debit Memo Request 0070326740 /10 1 VA 5343 USD 03/05/201
~ [ Debit Memo 0090872599/ 10 1 VA 5343 USD 03/06/201
D Accounting document 0413481909 1 VA 03/06/201

STEP 3: Drill Down into Documents by highlighting the accounting document number (i.e. 3000619756) and

clicking on Display Document — pulls up the document — shows the following:
a. Clearing document number applied to the bill starts with __signifies:

i. 30 = bill was cancelled

ii. 24 = bill was paid with an IPAC payment

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

e —]

Menu | 4 | Back | Exit || System , Details Stalusovewiew. Display document .Se

Business partner 0005000620 NATIONAL PARK SERVICE
Material REIMB REIMBURSABLE

%4 || =

Document Quantity Unit Ref. value Currency On Status
~ [ =) Reimb -No Advance 3200001871 /10 1 VA 3,006.19 USD 08/17/201 Open
- D Debit Memo Request 0070261158 /10 1 VA 111.12 USD 0£/26/201 Completed
- D Debit Memo 0090688286/ 10 1 VA 111.12 USD (19/26/201 Fl doc. generate
D Accounting documen1040985@42 1 VA 09/26/201 Cleared
5 fotsnnanasnTen 1 VA : nmy d
1) Click on the bill or "300" ol L 2& Click ““:" E';P'ay )
. . . I ete
number to highlight it. : LS e ]
1 VA 26 generatt
Y Accounting docurniylit 0410019399 1 VA 10/15/201 Cleared

D Accounting document 3000397606 1 VA 10/15/201 Cleared

v D Credit Memo Request 0060001188 /10 0 VA 0.00 USD 11/06/201 Completed

Display DocuIment: Data Entry View

Menu , 4 | Back @ Exit| Cancel System Change Display/Change Mode | Display Another Document || SelectIndividual Object | Display Document Heade
Data Entry View
Document Number 3000397606 Company Code USDA Fiscal Year 2013

The "Cirng doc." column will show
how the bill was paid and in this
Reference 0090689422 Cross-Comp.No. case the document number begins
with a "24" which means it was paid

with an IPAC payment.

Document Date 10/15/2012 Posting Date 10/15/2012 Period 1

Currency usp Texts exist Ledger Group

K| &= H L APRAR AP H

ltem Account Clmg doc. Descriptiol Amouni Cost Center WBS element Funded Program Fund Functional s
15000620 2400023796 IONAL PARK SERVICE 269248 FPDEFAULT AGDEFAUL
25200000200 ServRev-Exch 2,692.48- AP RANA4572.0031 AP RANA4572.0031 AP001600AR  APO0OAGRE

STEP 4: Note the following payment document details, which is the Clearing document that begins with either a
“30”. “24”, or a “14”:
a. Text Field on the Clearing document—
i. Check, Wire, ACH number
ii. IPAC Document = blank
b. Reference Field on the Clearing document —
i Check , Wire, ACH = the deposit ticket number
ii. IPAC Document = IPAC Document Reference Number (DRN) — used to trace an IPAC
payment

STEP 5: To drill down into the Clearing document, Double Click anywhere on the top line of the billing document
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Display Document: Data Entry View

Menu w 4 | Back || Exit || Cancel | System , Change Display/Change Mode || Display Another Document || Select Individual Object || Display Document Hez

Data Entry View Double click on the "Clrng

Document Number | 3000397606 Company Code USDA Fiscal Year 2013 d "t . that d t

Document Date 10,15 /2012 Posting Date 10/15/2012  Period 1 oc. 0 view a ocumen

Reference 0090689422 Cross-Comp.No.

Currency usp Ledger Groun, —1

| [(E)=F a6 [FL)| (B % | e &, =] | (]| [@

Item Account Clrng doc. Descﬁ:'ﬁ..r—‘___ Amount Cost Center WES element Funded Program Fund Functional Area
15000620 24[)[)[)23'795 vﬁ\DNAL PARK SERVI 2,692.48 FPDEFAULT AGDEFAULT
25200000200 ServRev-Exch 2,692.48- AP RA NA4572.0031 AP RANA4572.0031 AP001600AR APDDAGREIMBUR

a. The following screen will display.

USDA
L ___IFinancial Management Modernization Initiative

United States Department of Agriculture

I -State-Local Vendor/Customer Master Data Evaluation-Unmasked PIl | Vendor and Customer Master Data Request | Commercial Vendor/Customer Master Data Eval

Display Sales Order
[4]r] [l

Display Document: Line Iltem 001

¥ OO Maintain Customer Master Data

v [0 Manage Sales Order Menu w 4 | Back | Exit | Cancel || System , Change Display/Change Mode || Display Another [

" Display Sales Order

. Customer 5000620 |:'|—.| NATIONAL PARK SERVICE GIL Acc 1310900000
+ [0 Manage Billing
» [0 Manage AR Documents CoCode USDA ACCOUNTING OPERATIONS CENTER
+ [J Manage User Fees US Dept of Agriculture HERNDOM Doc. No. 3000397606
DIRILERERE(: P2y Line Item 1/ Invoice / 01 »
» O View TAS f BETC Data
Amount 2,692.48 USD Often the "Payment

Ref.” and the "Text"

- Reimbursable Orders Report ~ Additional Data fields display more

= Li - Bus. Al APOD . .
Line ltems - Actual s Are information about the
Costs/Revenues Disc. base 0.00

- Budget Availability Control e payment

) ;'lew Shorthand Code Bline Date 10/15,/2012

SIO_Process Pmnt Block |
D[S)ISDE)LSEE; Order Payment Ref. 0090689422
- iling_Process : T
— T o Contract Flow Type
+ Create Batch Billing ) y »
- Clearing 10/16/2012 / 2400023736
* Create Billing Request ]
_ Assignment T T
* Execute Collective —
Billing_FAS Text | & Longtext

Review Billing Requests -
DP98

= Split OH Table Maintenance
= Project Builder

= Create Overhead Cost
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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: Log onto the SharePoint for your agency:
Wildlife Services (WS)
Plant, Protection and Quarantine (PPQ)
Note: if you are Wildlife Services and do not have access to the SharePoint site you need to be added to the email
group: APHIS-WS All Employees APHIS-WSAIIEmployees@usda.gov
If you are PPQ and do not have access to the SharePoint site please contact barrett.l.trimble@usda.gov

STEP 2: Complete the Sale Order request form on SharePoint.

STEP 3: Complete the Accounting Code Request Form found on the respective SharePoint sites and attach it to the
SharePoint request form to establish new SHCs and WBSs in FMMI.
1. SHCs—SHCTab
i. Only select the feeder systems where the code should be used. Feeders include:

1. Concur Government travel transactions

2. SmartPayZ / WEX Purchase/fleet card processing

3. webTA Employee time & attendance

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

7. TRVL Travel System for relocations

2. 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.
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Verify New SO, WBS, and SHC

FMMI New SO Data Entry Verification

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

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

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

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

iv. ROWA - 33

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

® o0 T

f. 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
g. FM Account Assignment
i. Commitment item = revenue source code.
ii. Funds Center (Cost Center)
iii. Fund
iv. Functional Area
v. Funded Program (WBS element)
vi. Budget Period

Page 49 of 216



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
a.

b.
C.
d

USDA

Esa—2 United States Department of Agriculture "
Financial Management Modernization Initiative

Business Activity

Interface Table Maintenance
Shorthand Code Evaluation
Shorthand Code Table

View Shorthand Code

Accol 2 Receivable  Cost Management  Funds Management

_21'..;-3 nd Codes: Add/Modify/View

[0 Shorthand Code Table —

" Display Shorlhand Code fo

Derivation Rules

Menu | ~ | 4 | Saveas Variant.. || Back

myPortal Favorites EN » View existing record

* Line Items - Actual
Costs/Revenues

= Budget Availability

* View Shorthand Code

~ B S0 Process

= Display Sales Order

~ B S0 _Billing_Process
= Create Batch Billing
= Create Billing Request
= Execute Collective

* Reimbursable Orders Report  Agency @ to
Shorthand Codes o
System ID to
Control Fund .
Budget Period to
Cost Center o
Functional Area o
WES Element o
Treasury Symbol to
Accounting Station Code to
Status

Billing_FAS

* Review Billing Requests -

nPaa

STEP 2: To search by WBS, enter the following data:

a.
b.
C.

Agency = 34 (APHIS)
WBS Element =i.e. AP.RA.RX47.72.0080
Click Execute button to run the report
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Cancel
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[ | [ |G | Ch | Co | Ch | Gp | G | O | D

Execute

Get Variant...

General Ledae | Interface Table Maintenance
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Shorthand Codes: Add/Modify/View

Menu w 4 | Save as Variant.. | Back | Exit | Cancel

1

* View existing record —

Agency - 34 to
Shorthand Codes f to
System 1D to
Fund to
Budget Period to
Cost Center to
Functional Area : —te
WES Element AP.RA.RX47.72.0080t
Treasury Symbaol Nl i l'l
Accounting Station Code / to
Status 2

STEP 4: The report will populate as shown below
a. Note the following items:
i. SysID, which is the feeder system into FMMI
ii. Status
1. Active =0Open
2. Deactivated = Closed

View Shorthand Code
Menu S 4 | Back | Exit | Cancel || System,| | GovTrip Orgs

K& =T 0] @ | Pl s

TE Agency  Code SysiD Periofl Status Description Fund CostCnir
34 5XWSER4T4TREIMBURRX47740... CPAIS 15XK) Active BNSF TN AP001600AR APWSERMT...
34 EXWSER47T47TREIMBURRX47730... GOVTRIP 15XX} Deactivated BNSF TN APO01600AR APWSER4T
34 5XWSER4T47TREIMBURRXA77R0... IAS 15XX} Deactivated BNSF TN AP001G00AR APWSERA4T...
34 5XWSER4T47TREIMBURRX47740... MASC 15XK) Active BNSF TN AP001600AR APWSERMT...
34 EXWSER47T47TREIMBURRX477R0... SMARTPAY 15XX} Deactivated BNSF TN APO01600AR APWSER4T
34 5XWSER47T47REIMBURRX477R0... WEBTA 15XX} Deactivated BNSF TN AP001G00AR APWSERA4T...
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New WBS Elements Verification (Where Applicable)

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

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

FMMI Role
Cost Management Reporter Role

Instructions
STEP 1: Go to
a. Cost Management
b. Cost Management Reports
c. Project Systems
d. WBS Master Data Report

Eoudmet®1 United States Department of Agriculture )
I Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable I (ool ELELRE U] Funds Management™ ™ General Ledger  Interface
Cost Management Evaluation | Cost Management Reports | HANA Cost Management Reports | Bl Cost Management Reports

WBS Master Data Report
[4]» q \ 2
A Project Info System~WBS Elements Initial Screen

~ [ Project Systems _— Menu v 4 | Save as Variant.. | Back | Exit | Cancel | System , Execute = Get

Structure Overview Report

* Project Structure Overview 4 Project Management Selections (DB profile: 000000000001)
Eapas Project || Q‘ E
HNE HEms = ACHE WBS Element o
Costs/Revenues
* Cost Hierarchical Plan-based - - .
) Additional WBS element criteria
Plan/Actual/vVariance
* Cost Element Plan-based - Level 1 to 99
ActualyCommitment/Total/Plan

* Actual Project Cost Per
Month, Current Fiscal Year

Report Layout /1SAPSPT

myPortal Favorites =)

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

Cost Management Evaluation |

Accounts Payable
Cost Management Reports

WBS Master Data Report

[¢]»

4

Business Activity m A

¥ O3 Cost Management
+ 3 Project Systems

* Structure Overview Report
Project Structure Overview

Report

* Line Items - Actual
Costs/Revenues

* Cost Hierarchical Plan-based -

Plan/Actualvariance

Actual Project Cost Per

Month, Current Fiscal Year

Report

myPortal Favorites

= Raimhiwreahla Mrdare

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

WES Master Data Report

Cost Element Plan-based -
Actual/Commitment/Total/Plan

Accounts Receivable

Project Info System: WBS Elements Initial Screen

Menu v

Cost Management
HANA Cost Management Reports

4 | Save as Variant..

Funds Management
Bl Cost Management Reports

Back

Project Management Selections (DB profile: 000000000001)

Project to
WBS Element AP .RA.RX47.72.0080 fo)

Additional WBS element criteria s
Level 1 fo
Layout /1SAPSPT

General Ledger

Interface Table M:

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

Project Info System: WBS Elements Overview

Menu ,

Project Definitions
Qllla
5 BA
AP RARX47
APOD AP RARX47

APO0 AP.RARX47

v

% i | [

Project definition

3AP RARX47.72.0080

Level 3 & Bill has been checked

4 Back Ext Cancel | System ,
] ‘2‘ @A &5 a4 il || &a 4 EO P
Lev WBS element Name

TN-NF, NO-YEAR
TN-NF, NO-YEAR, ER

BNSFTN
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Resource Related Billing Overview

Resource Related Billing (RRB) is a standard SAP term used for billing Sales Orders. RRB is a two-step process that
is scheduled either Monthly or Quarterly depending on the terms of the agreement.

RRB accesses one table which resides in the background of FMMI (named RIA_Cell.ALL) and this table contains
information used in the RRB process. 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.

Technical note: RRB process is a two stage process. The first part of RRB creates the Debit Memo Request and the
second part creates the Debit Memo and the Bill. Please see the section named “SO Display Document Flow
Instructions” earlier in this binder.

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 Iltem Description
(Name), and the FMMI User Name, among other fields. The report is highly customizable to limit or expand the
data you wish to see.

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

Report Type
ECC

FMMI Role
Cost Management Reporter (ECC)
Instructions

STEP 1: Go to Cost Management
STEP 2: Go to Cost Management Reports
STEP 3: Go to Line Items — Actual Costs/Revenues under Project Systems
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5}

c Management  General Ledger  Interface Table Maintenance  Purchasing

| CostManagement | g

eports 7 ~st Management Reports

Line Items - Actual Costs/F
4l

. Go to Cost Management
Display Project Actual Cost Line Ite

= Froject Systems Menu , 4 | Saweasvarant | Back | Ex# | Cancel Exscule | Selection opions | Get | Dynamic selections || |
Project Management Selections (DB profile: 000000000001) 2 Go to Cost
Froject I El ¥ Management Reports
WES Element =
Networkiorder =
Aativity ] ﬁ“’
Materials in netwark b =
4. Type your WB5S
- element into the first
myFar 1 |.n:nu _ Cost Elements WSB Element Field
_3 Go ‘; |.-|I'-Il I - ....-_. Cost Element [11] =
Actual Costs/Revenues Or
under Project Systems Cost Element Group
= Create AR Reversal
Document
* Display Account Balance .
for EF{\‘Ilcms Posting Data
+ Display AR Document Pasting date 08,/04,/2019 to 08/31/2018
= O Qverhead
= Create Overhead Cost
Allocation Settings
= Split OH Table Layoul 154P Doc daleiobjecticos! elemantialue
Maintenance
Further Sattings_..
* O Printing Ll
* Customer Product
Display Project Actual Cost Line ltems — 8. Click on Execut

4 | Save as variant || Back || Cancel || System ‘| I Execute I| Selection options || Dynamic selections ||:

Project Management Selections (DB profile: 000000000001)

Project to

WES Element AP.RA.RX30.73.1010 to & 4. Enter WBS
Network/order 1] E
Activity to
Materials in network to

Cost Elements
Cost Element to

z

Or

Cost Element Group

Posting Data /

5. Enter Date Range

Fosting date to 08/31,/2019
6. Select 1_USDA_RRB2
. under Layout options
Settings ’ P
Lazout /1_USDA_RRE2 RRE GL's from set RIA_CEL ALL

Further Settings... | x
7. Click on Futher Settings
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STEP 4: To run by WBS element, enter the following data:

a. WBS Element =i.e. AP.RA.RX30.73.1010

b.
STEP 5: Select Posting Dates = i.e. BLANK to 08/31/2019 (this example is running the report on the WBS is wide
open search, you can limit it further to a specific time period)
STEP 6: Select Layout = 1_USDA_RRB2
STEP 7: Click on Further Settings, change maximum number of hits to 99999 in the popup window then click on the
green check mark.

Display Project Actual Cost Line ltems

Menu 4 | Saveasvariant | Back || Exit || Cancel || System , Execute || Selection options || Get || Dynamic selections || Delete selection criteriol

Project Management Selections (DB profile: 000000000001)

Project to o
Change the maximum
number of hits to 99999
WEBS Element AP.RA.RX30.73.1010 to o
Network/order to 5
Activity to o
Materials in network to 5
Select Further Settings b 4

Variant fields only

Cost Elements

Maximum No. of Hits E,000 x
Cost Element to

Or

Cost Element Group

STEP 8: Click Execute to run the report

Note: The report layout 1_USDA_RRB2 is customized at this time to pull only for budget periods 18XX and 19XX
This report is also customized to remove all non-billable expenses. If you need to limit or view any other budget
period or expenses, you will have to use the filtering process explained in FMMI Reporting Tips and Tricks.

STEP 9: The report will populate as shown below
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Display Actual Cost Line ltems for Projects

Menu | 4 Back Cancel Exit System , Document | Master Record | Correction Request | Details | SetFilter | Sortin Ascending Order | Sortin Descending Order | Change Layout ‘Select Layout. Save Layout Sublotals M
WBS Element BP * Fiscal Ye... ~ Peri Posting Date  Doc. Date: DocumentNo  Doc..., CostElem. ., Costelement descr. Value TranCurr DIC  Document Header Taxt RefDocNo
AP RARX3073.1010 18XX 2018 1007142018 0716/2018 3058029671 ZP 6100001101 Base Pay - US Non-Wage Board-Full-Time P 1415270 1213 2010460004
AP.RARX30.72.1010  18XX 071412012 071612018 3058020671 ZP 6400001264 FERS Contri - Regular 192310 1212 2010460004
AP RARX30731010 18XX 071412018 071612018 3058029671 ZP 6400001203 FEHBA - Agency Contribution 302230 1213 2010460004
AP RARX3073.1010 18XX 07142018 0711612018 3058029671 ZP 6400001269 Full OASDI Contri - FERS (L) 80.02D 1213 2010460004
AP RARX3073.1010 18XX 071412018 0716/2018 3058029671 ZP 6400001213  HIT - Agency Contribution 18720 1213 2010460004
AP.RARX30.73.1010  18XX 071412018 0716/2018 3058029671 ZP 6400001202 FEGLI - Agency Contribution 291D 1213 2010460004
AP RARX30731010 18XX 071412018 07/16/2018 3058029671 ZP 6100001275 TSP - Government-Matching Contribution 56610 1213 2010460004
AP RARX3073.1010 18XX 071412018 0716/2018 3058029671 ZP 6100001274 TSP - Government-Basic Contribution 1415D 1213 2010460004
AP.RARX30.72.1010  18XX 071412012 071612018 3058032108 ZP 6400001202 FEHBA - Agency Contribution 214740 1312 2010461273
AP RARX30731010 18XX 071412018 07/16/2018 3058032108 zP 6400001264 FERS Contri - Regular 150320 1313 2010461273
AP RARX3073.1010 18XX 071412018 0716/2018 3058032108 ZP 6400001269  Full OASDI Contri - FERS (L) 66.95D 1313 2010461273
AP.RARX30.72.1010  18XX 071412012 071612018 3058032108 ZP 6100001274 TSP - Government-Basic Contribution 11.90D 1312 2010461273
AP RARX30731010 18XX 071412018 071612018 3058032108 zP 6400001202 FEGLI - Agency Contribution 245D 1313 2010461273
AP RARX3073.1010 18XX 07142018 0711612018 3058032108 ZzZP 6400001213 HIT - Agency Contribution 15650 1313 2010461273
AP RARX3073.1010 18XX 071412018 0716/2018 3058032108 ZP 6100001275 TSP - Government-Matching Confribution 47590 1313 2010461273
AP.RARX30.73.1010  18XX 071412018 0716/2018 3058032108 ZP 6100001101 Base Pay - US Non-Wage Board-Full-Time P 1,189.69 D 1313 2010461273
AP RARX30731010 18XX 07/2812018 07/3012018 3058421225 ZP 6100001274 TSP - Government-Basic Contribution 2990 D 1414 2010526699
AP RARX3073.1010 18XX 07/28/2018 07/30/2018 3058421225 ZP 6400001202 FEGLI- Agency Contribution 615D 1414 2010526699
STEP 10: Commonly Used Additional Features
a. Drill down - highlight line then double click on it
Display Actual Cost Line Items for Projects
Menu , 4 | Back || Camcel | Exit = System , Document | Master Record | Comection Request = Defails = SetFilter | Sortin Ascending Order = Soitin Descending Order = Change Layout Select Layout. Save Layout. | Total = Sublotals. Mail
Layout #1_USDA_RR. 'rom set RIA ( \/
Object WBS AP.RA.RX30.73.1010 MT-ROCKY MOUNTAIN ELK FOUNDATI
Hightlight line you want to drill down on, ie look at. Then double dick on
Fosting Date 00/00/0000 To  08/31/2019 ey
'WBS Element BP “ FiscalYe. “ Peri Posting Date Doc. Date DocumentNo Doc..., CostElem. , Costelement descr. ' Value TranCurr D/C  Document Header Text RefDocNo
AP RARX30731010 18XX 2018 1007142018 07/16/2018 3058029671 ZP 6100001101  Base Pay- US Non-Wage Board-Full-Time P 1415270 1213 2010460004
AP RARX30.73.1010  18XX 07142018  07/16/2018 3058020671 ZP 6400001264 FERS Conlri - Regular 192310 1213 2010460004
AP RARX30731010 18XX 07142018 07/16/2018 3058029671 ZP 6400001203 FEHBA - Agency Conlribution 302230 1213 2010460004

Display Document: Data Entry View

Menu , 4 | Back || Exit | Cancel | System , Change Display/Change Mode
Data Entry View
Document Number 2010460004 Company Code usDa Fiscal Year
Document Date 07/16/2018 Posting Date 07/14/2018 Period
Reference 8BA131 Cross-Comp.No.
Currency usp Ledger Group
K &= 08K F. | 8L = || ¢l B, =L (08 ||
Clrng doc. RCd Assignment PK  ltem Account Description
20180714 40 16100001101 OpEx-BSPYUSNWFTP
20180714 40 26400001202 BenExp-FEGLIAgcyCont
20180714 40 36400001203 BenExp-FEHBAAgcyCont
20180714 40 46400001213  BenExp-HITAgncyCont
20180714 40 56400001264 BenExp-FersRegContrb
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Display Another Document

2018

Amount Text Curr
2,892 00 34:8XWSRCHI15REIMBURRX157 USD
5.85 34:8XWSRCHI15REIMBURRX157 USD
229.25 34:8XWSRCHI15REIMBURRX 157 USD
39.96 34:8XWSRCHI15REIMBURRX157 USD

396.20 34:8XWSRCHI15REIMBURRX157 USD

Select Individual Object

Funded Program

AP RARX1574 1368
AP RARX15.74.1368
AP RARX15.74.1368
AP RARX15.74.1368
AP RARX15.74.1368

Display Document Header

BP

18XK
18XX
18XK
18XK
18XK

Display C

Cost C
APWSE -
APWSF
APWSF
APWSFE
APWSFE



b. Filter - Highlight column and then select Set Filter

Display Actual Cost Line Iltems for Projects

Menu 4 | Back || Cancel || Exit || System ,| | Document || Master Record | Corection Request | Details | SetFilter || Sorl
Layout /1 _USDA_RR RRE GL's from set RIA CEL.ALL = o
Object WES AP.RL.EX30.73.1010 MT-ROCKY MOUNTAIN ELK FOUNDATT 2. Click on Set Filter
Cost Element 5200000200 To 6400001299 ServRev-Exch...
Posting Date 00/00/0000 To 08/31/2019

1. Highlight column you want to filter on

WBS Element BP .| FiscalYe.. ~ Peri.. Posting Date Doc. Date DocumentMo  Doc.... , CostElem.., Costelement descr.
AP.RARX30.73.1010 | 18XX 2018 10071472018 07/16/2018 3058029671 ZP 6100001101 Base Pay - US Mon-Wage Board-Full-Ti
AP.RARX30.73.1010 | 18XX 07/14/2018  07/16/2018 3058029671 IP 6400001264 FERS Contri - Regular

AP RARX30.73.1010 | 18XX 071472018  0716/2018 3058029671 ZP 6400001203 FEHBA - Agency Contribution
AP.RARX30.73.1010 | 18XX 071472018 07/16/2018 3058029671 ZP 6400001269 Full OASDI Contri- FERS (L)

AP RARX30.73.1010 | 18XX 071472018 07/16/2018 3058029671 ZP 6400001213 HIT - Agency Contribution

Determine Values for Filter Criteria

Select.
Budget Period naxx x E to =
Document type B v to =
Cost Element B 6100003310 to o=
Click on the arrow of the
item you are filtering on.
Multiple Selection for Budget Period x -
Select Single Values (2) Select Ranges Exclude Single Values Exclude Ranges
Q.. singlevalue i
185 x ~ Note: you can select
ny of the tabs
193K

depending on how
you want to filter.

Delete any value you do not want on the

report and if needed add the value you do

want on the report, for example if you wanted

budget 1919. Click on the

g green check mark
PEEERLSEE
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Determine Values for Filter Criteria ] %

Select.
Budget Period 193X to g
Document type B rv to 153
Cost Element 1 6100003310 to =

Click on green check mark

[V = = i
c. Subtotals
d. Change Layout

e. Select Layout

STEP11: If you need to print the report, follow the instruction to export to Excel and print the exported file.

STEP12: To export to Excel

a. click Menu

b. Go to List
c. Goto Export
d

Go to Spreadsheet

| -Unmasked PIl | Vendor and Customer Master Data Request | Commercial Vendor/Customer Master Data Evaluation-Unmasked PIl |

Line Items - Actual Costs/Revenues
J4 [0 [

Business Activity =

~ Display Actual Cost Line Items for Projects
» [0 Manage Sales Order ]

Menu 4 | Back | Cancel @Bt System , Document | MasterRRe
myPortal Favorites =
Lis Y Print review (Cri+ShifsF10)
~ B Customer Edit > Print (Ctl+P) RRE GL's from set RIA
* Create Vendor/Customer Goto 5 Dio MT-ROCKY MOUNTAIN ELK

Master Data Request 5400001289 ServRev-Exch...
i i > Word Processi
* Display Account Balance Settings Word Processing

for AR Items Exras * SendTo d Spreadsheet.  (Cil+Shift+7) ).

= View Customer Master Environment ? Local File_. (CHrl+Shift+F9)
Data s ;
ystem » Cancel (Shift+F3)
e eme e - —-.ig Date  Doc. Date DocumentNo Doc...
* O Documents Help >
- Approve and Post AR X 2013 110/05/2012  10/0422012 3007099769 ZP
Documents Print Window Content 2013 10/05/2012  10/042012 3007099769 ZP
* Create AR Invoice
+ Create AR Reversal AboutSAP GUIfor HTML X 2013 10/05/2012  10/0422012 3007099769 ZP
Document AP RARX3073.1010 12XX 2013 10/05/2012  10/0422012 3007099769 ZP
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STEP 13: The following box will appear

Save ln{ |@ Documents

[C 89s for duplicates3 3] OLDFILES

] Attachmate =] OneNote Notebt Select location to

3 Custom Office Templates ] rot save file

] Menu_files =] snagit

[C3 My Data Sources ] statements

=3 My Received Files CJtest

[ I D
File Name: \expon.XLSX |
Files of Type: ‘Excel (*XLSX) |V|

STEP 14: An Excel version will appear on your desk top and will be saved in the location you chose above.

O S R Y
ERNEREERNESS IS AESIRIB e N0 s wN 2

A 5 L U = - 8 H | K L w v
WBS Element ‘Budget Period |Fiscal Year  [Period [Posting Date  |Document Date |Document Number [Document [Cost Element ‘cm element descr. Value TranCurr  [Di/Cr |Documem Header Text [Ref Document Number
type indicator
AP RARX30.73.1010 18XX 2018 10 711412018 7/16/2018 3058029671 P 6100001101 Base Pay - US Non-Wage Board-Full-Time P 141527 D 1213 2010460004
APRARX30.73.1010 18X 2018 "0 711412018 711612018 3058029671 big 6400001264  FERS Contri - Regular 192.31D 1213 "2010460004
APRARX30.73.1010 18X 2018 "0 711412018 711612018 3058029671 big 6400001203 FEHBA - Agency Contribution 30223 D 1213 "2010460004
APRARX30.73.1010 18X 2018 "0 711412018 711612018 3058029671 big 6400001269 Full OASDI Contri - FERS (L) 80.02 D 1213 "2010460004
AP RARX30.73.1010  18XX "2018 "0 711412018 7116/2018 3058029671 il 6400001213 HIT - Agency Contribution 18.72 D 1213 "2010460004
APRARX30.73.1010 18X 2018 "0 711412018 711612018 3058029671 big 6400001202 FEGLI - Agency Contribution 291D 213 "2010460004
APRARX30.73.1010 18X 2018 "0 711412018 711612018 3058029671 big 6100001275 TSP - Government-Matching Contribution 56.61D 1213 "2010460004
APRARX30.73.1010 18X 2018 "0 711412018 7/16/2018 3058029671 big 5100001274 TSP - Government-Basic Contribution 14.15D 1213 "2010460004
APRARX30.73.1010 18X 2018 "0 711412018 7/16/2018 3058032108 big 6400001203 FEHBA - Agency Contribution 214.74D 1313 2010461273
AP RARX30.73.1010  18XX 2018 "0 711412018 7/16/2018 3058032108 big ’6400001264  FERS Contri - Regular 150.32 D 1313 2010461273
AP RARX30.73.1010  18XX 2018 "0 711412018 7/16/2018 3058032108 big 6400001269 Full OASDI Contri - FERS (L) 66.95 D 1313 2010461273
APRARX30.73.1010  18XX "2018 "0 711412018 7/16/2018 3068032108 Fi 6100001274 TSP - Government-Basic Contribution 11.90 D 1313 "2010461273
APRARX30.73.1010  18XX "2018 "0 711412018 7/16/2018 3068032108 Fi 6400001202 FEGLI - Agency Contribution 245D 1313 "2010461273
AP RARX30.73.1010  18XX "2018 "0 711412018 716/2018 3058032108 pil 6400001213 HIT - Agency Contribution 16.65 D "313 "2010461273
AP.RARX30.73.1010  18XX 2018 "0 71412018 7/16/2018 3058032108 pig 6100001275 TSP - Government Matching Contribution 47.59 D 1313 72010461273
AP.RARX30.73.1010  18XX 2018 "0 711412018 7/16/2018 3058032108 Vi 6100001101 Base Pay - US Non-Wage Board-Full Time P 1.189.69 D 1313 72010461273
AP.RARX30.73.1010 18XX "2018 "0 7/28/2018 7/30/2018 3058421225 Vi 5100001274 TSP - Government Basic Contribution 29.90 D M1414 "2010526699
AP.RARX30.73.1010 18XX 2018 10 7/28/2018 7/30/2018 3058421225 Vi 6400001202 FEGLI - Agency Contribution 6.15 D 1414 72010526699
AP.RARX30.73.1010  18XX 2018 10 7/28/2018 7/30/2018 3058421225 Fig 6400001203 FEMBA - Agency Contribution 674.77D 1414 72010526699
AP.RARX30.73.1010 18XX 2018 "0 7/2812018 7/30/2018 3058421225 big 6400001213 HIT - Agency Contribution 38.02D 1414 2010526699
AP.RARX30.73.1010 18XX 2018 "0 7/2812018 7/30/2018 3058421225 big 6400001264 FERS Contri - Regular 397.03 D 1414 2010526699
AP.RARX30.73.1010 18XX 2018 "0 7/2812018 7/30/2018 3058421225 big 5100001275 TSP - Government-Matching Contribution 119.62 D 1414 2010526699
AP.RARX30.73.1010 18XX 2018 "0 712812018 7/30/2018 73058421225 big 6400001269 Full OASDI Contri - FERS (L) 162.62 D 1414 2010526699
AP.RARX30.73.1010 18XX 2018 "0 712812018 7/30/2018 3058421225 big 6100001101 Base Pay - US Non-Wage Board-Full Time P 2,990.38 D 1414 2010526699
AP RARX30.73.1010 18XX 2018 "10 7/31/2018 7/31/2018 3058541745 cT 6100980000 Overhead Percentage Calculation 222630 D Applied Overhead "116815052
T2018 [10 I | | [ 10.426.30] | I

AP RARX30.73.1010 18K 2018 ] 8172018 8/1/2013 3058580652 3P 5100002161 Other Travel - Domestic 19.85 D TTNORTHAT89 "1926094102
AD DA DY¥20 72 4040 42wy ania KTl ERVCLETY 2918 ANERERNRED 2D "&4nnnNN4ER TAV Enn tn Drananne Traual Viannhare 14 780 TTHADTHATRG M1arenad 100
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Obligation/Payments Overview

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

Types of Payments and FMMI Requirements

Manually Entered Obligations/Payments — these are payments which are manually entered by FOST or I0AT into
FMMI.
Examples: 1164, Training, Coop Agreements, Misc. Pays, BSE, Fee Basis, Indemnities, Transportation,
Postage, etc.
Required FMMI Master Data:
e Obligation Already Entered = Obligation Number
e No Obligation Established = Budget Period, Fund, Fund Center, Functional Area, WBS Element
(where applicable), Commitment Item (BOC)

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

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

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

Feeders Inbound to FMMI Published Shorthand Codes
Concur Real Time (web svc) MASC (includes PROP, Daily 10:00 am
ABCO, MLINQS) 3:00 pm
IAS Real Time (web svc) 11:00 pm
SmartPay3 5:00 am (M-F) Concur Daily 11:00 pm
MLINQS 5:00 pm (M-F)
WEX 227 SmartPay3 / WEX Daily 7:30 pm

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.

SmartPay3 (US Bank) and WEX (Citi Bank) experience a very high number of rejects. There are a few primary
reasons for the issues:

= |nvalid/Missing BOC

= |nvalid/unfunded default code

= |nvalid/unfunded code used for reallocation

Agency credit card transactions post in FMMI as either a ZW (SmartPay3) or ZX (Fleet Card) document types. They
post to the default Short Hand Code (SHC) and Business Object Code (BOC) that is on file for the cardholder. If
you need to change the default SHC or BOC you will do a reallocation (ZS document type) in Access Online to
make the changes. If the SHC is invalid or the budget amount is not sufficient to cover the charge either the
ZW/ZX/ZS document can reject in FMMI. Financial Analysts from IOAT 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 new
accounting elements for this charge. If the original ZW/ZX document rejects you will not be able to do a
reallocation later in Access Online since the system cannot locate the original document. Any changes then would
have to be done on an SU document. See Appendix B for reallocation guidance.

List of APHIS Feeder Systems

Concur Government travel transactions

SmartPay3 / 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)
MLINQS 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.

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

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

Page 63 of 216



Originating ALC
12403400

RECEINED BY YOUR ALC
ALL TRANSACTIONS SORTED BY ALC
INCLUDES THIRD PARTY SUBMITTED DATA

IPAC Document Reference Mumber

10084403

Accomplished Date
0ea/o

Contact name

Orig Doc Nbr

Detail Mumber
1

Purchase Order Number
F2YOSE2D11GWD1

Obligating Document Mumber
F2YOSE2D11GWD1

CLIM
(el

Unit of Issue
VA

ACRN
DEFAULT

Transaction Contact
LUCAS WEATHERSPOON

Transaction Description

Customer ALC Transaction Type Transaction |D
00002801 Collection 2182284
Surmmary Amount Orig Trans Type
30,024,822
Accounting Date Number of Detail(s) DO Symibol Original DO Symbol
garzihn 1 X1178
Contact Phone Contact Email

18772433072 CASEY.BLONMDEAU@CFO.USDA.GOV
Onig Accompl Date Ong Acchg Date Receiver Dept Code
Fecsver TAS Feceiver DUMNS+4 Sender TAS Sender DUNS+4
05720122010 2400000 01220192012 1600000
Receiver BETC Recever DUNS Sender BETC Sender DUMNE
DISB COLL
Inwoice Number
FZYOSESQ1 1GWO1
Requisition Mumber Contract Mumber
FZYOSESQ1 1GWO1 AD03165343
Jas Number ALCT (Trace Number) Job (Project) Mumber
AP RAMASI T3.0362 0005000141 F2YOSEBD11GWIO1
Quantity Unit Price Dretail Amount Pay Flag
1.00 39,824 82 3pe2482 F
Acct Class Code FSMNAAAADSN DOD Activity Address Code
FIYDSESD11GWD1 o

LONG TEXT=MIPR: FZ¥YDSEDD11GWO1.LOA: 05700034 00000000010190 FASMP 200100 257
2107 01010000011 Z220000.000081 D408534F 2010 2B7T00 XHOC0C00L

0570003200030000019120 AC;NA AD DEAMS0000000000000000004240212 Legacy 5723400 FAULT,ITEM DESC=10-7353-0422-0, CONTRACT
302 BSMP 200100 01, SXOO0O0F AETT00 FA7700 ESP AQ:POC: Daniel Mcguistion 253-

2B2-3105:Aphis POC : PAT

Contact Phone
280-999-2020

Miscellanecus Information
USTOMER=0005000141;P0=

c
F2YOSEBD11GWO1;50=32000100<3/00001 ;REFERENCE=DE

START=10/01/2018,CONTRACT END=00/2V2012;

For more information regarding IPAC, please visit the following Treasury Link:
https://fiscal.treasury.gov/files/ipac/IPAC Guide Agency.pdf
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https://fiscal.treasury.gov/files/ipac/IPAC_Guide_Agency.pdf

Payroll Employee Level Detail Report

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

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

Report Type
BI

FMMI Role
Accounts Payable, Bl Reporter

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

Welcome Luisa Jou Fhang Hedp ' Log Off

United States Department of Agriculture
Financial Management Modernization Initiative

Welcome WEUELTLCIFVELICE Accounts Recevable  Cost M it Funds b General Ledger Lianagemen nterface Table Maintenance  Purchasing
| Invoice Process | Imoice Approval | AP Evaluation | AP Reperts | IAS Interface Reperts | Bl Accounts Payable Reports | Bl Payroll Reports

Overview | History, Back

B J I Payroll Employee Level Detail Repar I

employee from PACS

is used to analyze payroll data. The report displays the dollar amount related to each

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

Page 65 of 216



Payroll Employee Level Detail Report

Variable Entry

Available Variants: m Save As... || Delete Show Variable Personalization
General Variables
Wariable== Current Selection Description
Business Area
* Fizcal Year
* Fizcal Period
Pay Pericd Covered
Pay Period Processed
Budget Period
Fund
Funds Center
Cost Center
WBS Element (Selection Options, Optional)
Funded Program
Functional Area
Budget Object Code
GIL Account (Selection Options, Optional)
Treasury Schedule Number
Application of Fund
Treasury Symbol
Document Number
Document type
Employee Related Vendor
Shorthand Code

OK || Check

{m e e gy Ry gy e R Ry e e R [ e R e e |

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

General Variables
Variable** Current Selection Description
Business Area

= Fiscal Year
= Fiscal Period

Pay Peried Covered ]
Pay Period Processed
Budget Period
Fund
Funds Center
Cost Center
WES Element (Selection Options, Opfional)

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

Employee Level Detail Payroll Report

Open | Save As..| omplayaz Table ﬂ Info | Print Wersion | Export to Microsoft Excel

¥ Columns
= Funded Program
= Funds Center

= Key Figures

Funded Program

Funds Center

~ Rows Employee Related Vendor = Pay Grade = Pay Series= PayStepz PPC:= PPP:= HR 5
* Employee Related Vendor — paylL s SIEGEL N 05 040400 01 18 19 -22.00 -333.30
o HEEEE Result 22,00 -333.30
P EEEIES Overall Result 2200 33330
= Pav Sfan
STEP 5: Commonly used additional features:
a. Create/save variant
b. Filter
c. Dragand Drop
STEP 6: To print PDF the report click Print Version.
Employee Level Detail Payroll Report
Open |[ Save As... | Displey Ae [Table | [ Info |{ Print Version |[ Export to Microsoft Excel |
| ——|
* Columns
= Key Figures Business Area = Fund = Cost Center =
- Rows APOD  ANIMAL/PLANT HEALTH INSP SVC  APDD1600AR  GEMERAL-REIMB-CAT A APWSERO0101
= Business Area
= Fund
= Cost Center Result

Employee Related WVendor Overall Result

Pay Grade

Pay Series

Pay Step
= PPC
- PPP

+ Free characteristics
= Application of Fund

STEP 7: After Print Version is clicked, the following box will appear, click OK.
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Welcome XS0 HEVEL D Accounts Receivable  Cost Management  Funds Management  General Ledger Management
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
»

AP RARXD1.72.0018
AL-MOBILE REGIONAL A
APWSERD101

Pay Hours*= Regular pay*=

Interface Table M:

Benefits*= Employee Total*=

5
-71.52
-71.52
-71.52

ER - ALABAMA

5
-404.52
-404 52
-404.52

Employe:
PAULS:

Result



Export Dialog =B

Scaling Factor

(@ Fitto page width
[ViRepeat column headers Theme:  [StancardSAR ||

(@1 I Sz [Letter 8.5 11 nch __I=l

Ofossr Orientation: |Landscape Format | ]
[ Repeat lead colmns e

Page

[ Repest column headers

Header
Margins (oo || Left  [DateTme I
Center: [FreeText | »][UNTED STATES DERARTE
R Robt [Page1  v]
Bottom: [20.0
Left: 2007<
Rt a0 et
et [one  |+]
e s | =] [For oFFicaL USE ONLY ]
T — |

o JEET

STEP 8: Click OPEN

Do you want to open or save ZANALYSIS_PATTERN.xls from portalbi.fms.usda.gov? m | Save |v | | Cancel o

STEP 9: Click on the print icon.

ANALYSIS_PATTERM.pdf - Adobe Acrobat Pro -
ZANALYSIS_PATTERN.pdf - Adobe Acrobat Pro DC ] x
File Edit View Window Help

Home Tools ZANALYSIS_PATTER... %

Q o 5 ¢ &

~
Search tools
o122 UNITED STATES DEPARTMENT OF AGRIGULTURE Page 1
R & comment
'-"-_-l = &

s s ™ a? P | Parcn? papseee® mapop? ot el um il 5 5 e

[ [ ‘u ‘m o |n B | s aw am et ;::EI Organize Pages
ot e 2| | m - Enhance Scans
Static Filtars
— '
- - Protect
[S— umsas e o et
[e— APAE1 T D61 ALMCRLE OGN AR, £
r—— A ————
p—— [ —— Fill & Sign
RS- ———

Prepare Form
Compare Files

Edit PDF

- =8

i
%
!
!
|
i
1]
!
!
> U B @D O}

More Tools

FOR OFFICIAL USE ONLY Store and share files in the
Document Cloud

Learn More

STEP 10: Export to Excel, click Export to Excel
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Employee Level Detail Payroll Report

| Open || Save As... | Dipisyas [Table ~| | Info || Print Version ' Export to Microsoft Excel I

* Columns
= Key Figures Business Area = Fund =

- Rows APOD  ANIMALPLANT HEALTH INSP SVC  APDD1600AR  GEMERAL-REIMBE-Ci
= Business Area
= Fund

= Cost Center Result

= Employee Related Vendor Overall Result

= Pay Grade

a. 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.fms.usda.gov? COpen Save |¥ Cancel x

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

Microsoft Excel *

| The file format and extension of "ZAMALYSIS_PATTERM.xIs' don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it anyway?

Yes | Mo | Help

c. To enable editing, click the Enable Editing box shown

H Ed :

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Al - f. Employee Level Detail Payroll Report

A B C D E F G H 1 J K L M
1 Employee Level Detail Payroll Report
2
3 List of Exceptions
4 No exceptions defined
. 3
6 Pay Hours t
7 Business Area Fund Cost Center Employee Related Vendor Pay Grade Pay Series Pay Step PPC PPP HR
g8 |APOD ANIMALPLANT HEALTH INSP SVC APOO1600AR GEMNERAL-REIMB-CAT & APWSER0101 ER - ALABAMA PAUL S SIEGEL I 05 040400 01 18 19 -22.00
4 APOD ANIMALPLANT HEALTH INSP SVC APOO1600AR GEMNERAL-REIMB-CAT & APWSER0101 ER - ALABAMA PAUL S SIEGEL I 05 040400 01 18 Resuft -22.00
10 |APOD ANIMALPLANT HEALTH INSP SVC APO01600AR GENERAL-REMB-CAT A APWSER0101 ER- ALABAMA Result -22.00
11 APOD ANIMALPLANT HEALTH INSP SVC Result -22.00/
12 Overal Result -22.00

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

6100001101

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

6100001104

BASE PAY - US WAGE BOARD-FULL-TIME PERM

6100001105

EMPLOYEE INDEBTEDNESS

6100001109

TIME OFF AWARDS

6100001121

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

6100001131

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

6100001153

OTHER AWARDS

6100001160

NIGHT DIFFERENTIAL

6100001163

SUNDAY DIFFERENTIAL - NON-WAGE BOARD

6100001164

SUNDAY AND NIGHT DIFFERENTIAL

6100001170

OVERTIME - NON-WAGE BOARD

6100001171

OVERTIME - WAGE BOARD

6100001180

HOLIDAY PAY - NON-WAGE BOARD

6100001183

LUMP SUM PAYMENTS - PERMANENT-NON-WAGE
BOARD

6100001205

FEHB - EMPLOYEE SHARE PAID BY AGENCY

6100001274

TSP - GOVERNMENT-BASIC CONTRIBUTION

6100001275

TSP - GOVERNMENT-MATCHING CONTRIBUTION

6100002106

TRAVEL REIMBURSEMENTS

6400001201

FICA - AGENCY CONTRIBUTION

6400001202

FEGLI - AGENCY CONTRIBUTION

6400001203

FEHBA - AGENCY CONTRIBUTION

6400001204

CSRS 7% COVERAGE CODE 1 - AGENCY
CONTRIBUTION

6400001213

HIT - AGENCY CONTRIBUTION

6400001214

TRANSITIONAL RETRMT CONTRI - CIVIL SERVICE

6400001251

TRANS OASDI CONTRI - CIVIL SERVICE

6400001264

FERS CONTRI - REGULAR

6400001269

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

Overview

SO OH is a percentage of eligible direct expenses. Eligible direct expenses for OH include all billable expenses, less
OH, which is an indirect expense. (RRB includes all eligible expenses including Overhead.) Direct expenses are
expenses (like Supplies and Materials, and Payroll of the field worker) that directly impact the work performed.
Indirect expenses indirectly impact the work performed (example: the state budget analyst’s salary)

FMMI SO OH Calculation
Total Eligible OH Expenses for Period

x__ OH Rate
= Overhead Charged on Account for Period

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

Pooled Job Costs (PJC)

Pooled job costs include any item of expense that may be directly identified with a particular project or program,
and is distributed across all identifiable projects or programs to which it pertains (see Wildlife Services Policy,
Chapter 2 Section 2.215, dated August 23, 2013). An example would be the cost of a pick-up truck. The truck is
used for multiple agreements.

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

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

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

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

Page 71 of 216



WS SO OH Reconciliation

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

Instructions

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

STEP 2: Filter to the appropriate BP, if needed

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

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

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

BP 14XX (SO 6100009040)

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

Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Pro

[ Menu 4 || | 4 _Back][Exit | [ Cancel | [ System 4]
Layout /WS OH REC
Object WES AP.RA.RX36.72.0121
Cost Element 5200000200 To 6400001269
Posting Date 04/01/2014 To 04/30/2014
WBS Element “ 8P v |E Val/COArea Crey
AP RA RX36.72.0121 14XX 33.34
14XX 0.33
14XX 0.12
14XX 167.72
14XX 15.61
14XX 0.07
14XX 3.61
14XX 0.47
14XX 3.97
142X 2.00
AP.RARX36.72.0121 . 227.24
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WS SO OH Charged

Instructions
STEP 1: To obtain the total OH charged for the period, run the LIACR Report for the appropriate:
a. WABS Element
b. Cost Element 6100980000 (OH GL) **Note: on 12/07/17 OH began being charged to 6100940200
c. Posting Date Range
d. Choose layout /WS OH CHRGD
STEP 2: Filter to the appropriate BP, if needed
STEP 3: This total should equal the total OH charged on the account for the period

Example
AP.RA.RX36.72.0121
6100980000

04/01/14 - 04/30/14
/WS OH CHRGD

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

Display Actual Cost Line Items for Pro,

[Menu 4 || | 4 [ Back][ Exit][ Cancel | [ System |
Layout /WS OH CHR
Object WBS AP.RA.RX36.72.0121
Cost Element 6100980000 To 6100580000
Posting Date 04/01/2014 To 04/30/2014
WBS Element “ BP v |E Val/COArea Crcy
WP.RA RX36.72.0121 14XX 6169
AP.RARX36.72.0121 - 61.69
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WS SO OH Split

Instructions
STEP 1: To obtain the OH split for the period, run the LIACR Report as follows:
a. AP.RA.*and AP.WS.*
b. Cost Element 6100980000 (OH GL) **Note: on 12/07/17 OH began being charged to 6100940200
c. Posting Date Range
d. Choose layout /WS OH SPLIT
STEP 2: Filter to the appropriate BP, if needed
STEP 3: Review the results for the appropriate WBS element
STEP 4: This should show the OH split for the account for the period

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

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

AP.RA.RX36.72.0121

BP 14XX (SO 6100009040)

Fund/Cost Center APWSER3636 (SO 6100009040)
Display Project Actual Cost Line ltems

Menu , v 4 | Saweas variant | Back | Exit || Cancel System Execute | Selection opfions | Get || Dynamicselections || Delete selection criterion | Selection screen help || Other sel version || Testsele

Project Management Selections (DB profile: 000000000001)

CostElements

]| AP ws <
Cost Element 6100980000 o ¢ b
= .

Or

Cost Element Group

Project o =
Multiple Selection for WBS Element X
WBS Element [#] AP.RA.* o =3
Network/order o a8
Sckaly o =2 Select Single Values (2) Select Ranges Exdude Single Values N
Materials in network o = —_—
) _ Single value i
ks - ~
| TS x
=

Posting Data

Posting date Io4/01/2014 o 04/30/2014 ]
v
. v
Settings
Layout /WS OH SPLTT WS OH SPLIT-Run with GL 6100980000 & I || B B T/ @ Muttiple selecion B D %
Further Settings ..

Note: This report will bring up all WBSs that have been assessed OH for the period. You have two options for
finding the WBS that you are looking for. 1) export the report to Excel and Find(Ctrl + F) the WBS or 2) filter the
Line Items report based on document number (if you know it) like in the screen shot below:
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Line ltems - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[ Menu 4 || | 4 Back || Bxit || Cancel || System 4 | [ Document | Master
Layout /WS OH SPL WS OH SPLIT
object WBS AP.RA.AARA... AAMD REIMBURSE
Cost Element 6100980000 To 6100580000 OpEx—OCwerhead
Posting Date 04/01/2014 To 04/30/2014

“ __ WBS Element BP . DocumentN = E Val/COArea Crcy

1 AP.RARX36.72.0121 14XX 3018954163 61.69
2 AP.RAOVHD.AG 14XXK 4.54-
3 AP.WS.IDCT.36 14XK 32.15-
4 AP.RAPOOLWS.ER36 14XX 23.00-

3018954163 J 0.00

*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

Sales Order Process

Accounts Receivable
| Sales Order Billing Process

Split OH Table Maintenance
ol

Cost Management  Funds Management  General Ledger Management  Interface Table Maintenance  Purc

[ Bovness Actvty_—_ lf Display View "OH Receiver Budget Address": Overview
:gm;.wm | | [enua] » [Back|[Ex|[Cancel | [System .|| Display - Ghange | [ Seiect All| [ Select Biock | [ Deseiect Al |
* Split OH Table Maintenance Dialog Structure Business Ares APoo

w [JOH Sender Rules Sales Doc. Type ROWE
B

ZW515
* D AR Invoice Functions

Overhead key R2715
* Approve and Post AR Funds Canler R
Documents
+ Change AR Document OH Receiver Budget Addvess
+ Create AR Invoice Seq. Ho Recy Fund Cir Recy Fund  Recy CsiCn  Recy Func Area Recy WES % OH Rate i
« Create AR Reversal (L APMROIO000 APID1500AR APMROODID! APIOAGREIMBURDD AP RAOVHDAG 3 =
Document (I APWSER2323 APOO1600AR APWSER232 APIOAGREIMBURDD AP WSIDCT 23 13.15
= Display Account Balance [ ]a APWSER2323 APOD1G00AR APWSER23Z APIOAGREMEUROD AP RA POOL WS ER23 11

for AR ltems

P Ar
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WS SO OH Earned

Instructions

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

STEP 2: Filter to the appropriate BP, if needed

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

Example
AP.RA.POOL.WS.ER36

6100980000
/WS OH SPLIT

14XX
Line Items - Actual Costs/Revenues

Display Actual Cost Line Items for Projects

[ Menu 4 ||| 4 Back || Exit || Cancel || System 4 || Document | Master Record || Correction Request
Layout /WS OH SPL WS OH SPLIT-Run with GL 6100980000
Object WBS AP.RA.POCL.WS.ER36 WS POOLED JOB COSTS NEW YORK
Cost Element 6100580000 To 6100580000 OpEx-Overhead % Calc
Posting Date s To -

“ . WBS Element BP + DocumentN... © = Val/COArea Crey

4 AP.RA.POCL.WS.ER36 14XX 3024034923 912.68-
3024034923 = 912.68-

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

4 AP.RA.POOL.WS.ER36 14XX 3024034909 §62.42-
3024034909 = 862.42-

3 AP.RAPOOL.WS.ER36 14XX 3024114570 1,162.02-
3024114570 L 1,162.02-

3 AP.RAPOOLWS.ER36 14X 3024114069 607.00-
3024114069 L 607.00-

3 AP.RAPOOL.WS.ER36 145X 3024114068 218.63-
3024114068 . 218.63-

3 AP.RAPOOLWS.ER36 14XX 3024114067 165.79-
3024114067 . 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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WS SO OH Spent

Instructions

STEP 1: To obtain the OH spent by WBS Element, run the LIACR Report as follows:
a. WBS Element (i.e. AP.RA.POOL.WS.ER36)
b. Choose layout /WS OH SPENT
STEP 2: Filter to the appropriate BP, if needed
STEP 3: This should show the OH spent for the WBS Element

Example

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

14XX

Display Actual Cost Line Items for Projects

Menu , v | 4 | Back || cancel

Exit || System ,| | | Document

Master Record | Comection Request

Details || SetFilter || Sortin Ascending Order

Sortin Descending Order

Change Layout.

Select Layout

Save Layout

Total

Subtotals.

Mail Recipi

/WS OH SPE
WES AD_RA_POOL.WS.ERIE

WBS Element BP < = Per Document

AP.RAPOOLWSER36 143X 123022552219
3023335211
3031654942
3031655111
3031655195
3032043505
3022341479
3022552219
3022552540
3023335211
3023335703
3031654942
3031655111
3031655195
3032043505
3031363039
3031966254

*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.

£100001101 To §750000000  OpEx-ES

WS OH SPENT-Run By OH WBS Elements
onx

WS B00;

* Doc.Date CostEl. &

00182014  64000012.
09/3012014
09/14/2015
09142015
09142015
097282015
09/042014 64000012
0011812014
09/18/2014
09/3072014
00/302014
09142015
09/14/2015
09142015
0912812015
09/02/2015 61000026,
097242015

COSTS NEW ¥i
YUSKWETE

\@coﬁrea Crcy Document Heade. . Name

38.851717
20451818
85.72-1617
85721617
26471717
579.321818
25951616
19211717
490831717
10.111818
6.821618
40.27-1617
40271617
12241717
266201818
37.6634102058110
43.4934102157900

46,860.32

34:4XWSER3636REIMBURPOOLWSE.

34:4XWSER3636REIMBURPOOLWSE

34:4XWSER3636REIMBURPOCLWSE
34:4XWSER3636REIMBURPOOLWSE

34.4XWSER3636REIMBURPOOLWSE..

34:4XWSER3636REIMBURPOCLWSE
34:4XWSER3636REIMBURPOOLWSE

34.4XWSER3636REIMBURPOOLWSE..

34:4XWSER3636REIMBURPOOLWSE
34:4XWSER3636REIMBURPOOLWSE
34:4XWSER3636REIMBURPOOLWSE.
34:4XWSER3636REIMBURPOOLWSE
34:4XWSER3636REIMBURPOCLWSE
34:4XWSER3636REIMBURPOOLWSE

34:4XWSER3636REIMBURPOOLWSE..

A372672 PILOT TRAVEL CENTERS L
A372672 PILOT TRAVEL CENTERS L
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FIPYROL1
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FIPYROL1
FIPYROL1
FIPYROL1
FIPYROL1
BANKUS.
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WS SO OH Available

Instructions

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

b. Choose layout /WS OH AVAIL

STEP 2: Filter to the appropriate BP, if needed
STEP 3: This should show the OH available for the WBS Element

Example
AP.RA.POOL.WS.ER36

/WS OH AVAIL (NOTE: This layout includes both OH earned and OH spent.)

14XX

Display Actual Cost Line ltems for Projects

Menu ~ 4 | Back || Cancel | Exit | System , Document Master Record || Correction Request || Details | SetFilter | Sortin Ascending Order | Sort
Layout /WS OH 2VR WS OH AVAILASLE-Run By OH W3S Elements
QObject WBS RP.RA._PCOL.WS.ER3€ WS POOLED JOB COSTS NEW YCORKE
£100001101 ;2 £730000000  OpEx-BSPYUSNWETE. ..

WBS Element “ BP % * Per Document..” Doc. Date CostEl. " = VallCOArea Crcy Document Heade... Name User Na...

AP.RAPOOLWS.ER36 14X 12 3022552219 09182014 G4000012.. 38.851717 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3023335211 09/30/2014 20451818 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3031654942 0914/2015 85.72-1617 34:4XWSER3G36REIMBURPOOLWSE... FIFYROL1
3031655111 09142015 85721617 34 4XWSER3636REIMBURPOOLWSE... FIPYROL1
3031655195 09/14/2015 :[ 26471717 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3032043505 09282015 579.321818 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3022341479 09/04/2014 64000012.. 25.951616 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3022552219 09182014 19.211717 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3022552540 09/18/2014 490.831717 34:4XWSER3636REIMBURPOOLWSE. .. FIFYROL1
3023335211 09/30/2014 10111818 34 4XWSER3636REIMBURPOOLWSE... FIFYROL1
3023335798 09/30/2014 65.821618 34 4XWSER3636REIMBURPOOLWSE... FIPYROL1
3031654942 0914/2015 40.27-1617 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3031655111  09M14/2015 40271617 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3031655195 09/14/2015 12241717 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3032043505 09282015 266.201818 34:4XWSER3636REIMBURPOOLWSE... FIPYROL1
3031363039 09/02/2015 51000026.. 37.6634102058110 A3T2672 PILOT TRAVEL CENTERS L BANKUS..
3031966254 09/24/2015 43.4934102157900 AJT2672 PILOT TRAVEL CENTERS L BANKUS..

12 10,518.05

38,771.26- |

*Note: This report does not include Commitments or Obligations, which do affect budget availability. Use the

SOF PTD or ULO to review any Commitments or Obligations also affecting your account.
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LIACR Report Layouts

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

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

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

For additional information regarding layouts and variants see FMMI Tips and Tricks.
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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. How the payment is sent
Payments to USDA APHIS Instructions (see appendix E)
2. Where the payment is sent
APHIS Lockbox Instructions and Payments to USDA APHIS Instructions (see appendix E)
3. Remittance Advice Included on payment

APHIS Remittance Advice Instructions (see appendix E)

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

--——,,..--" Department of Regulatory Programs Management Operations

Agriculture Division Branch

Payments to USDA APHIS Instructions

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Instructions.

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

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by phone
at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.gov.
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US DA United States Marketing and Financial Financial
"'——4--""' Department of Regulatory Programs Management Operations
Agriculture Division Branch

USDA APHIS, Wildlife Services

Remittance Advice Instructions

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

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

customer type below.

Wildlife Services Remittance Advice by Customer Type:

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

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

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

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

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

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by phone
at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.qgov.
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:i Department of Regulatory Programs Management Operations
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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 on your bill or form or refer to
the below instructions for additional guidance.

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

**CAUTION**
APHIS General Lockbox and Collections Sort (in order)
e Customer Account Number/ Billing Document Number
e Down Payment
e (COD/SHC
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.qgov.
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APHIS General Lockbox Process Flowchart

Check mailed
to Lockbox

Post to
customer
account

Post to Bill

Post DPR

Post to SHC

APHIS GENERAL LOCKBOX

No FMMI Lockbox
Reprocessor

Customer
account Accounts
number? Receivable
Financial
Technician

Bill Number?

Research to Post
Collection

Down
Payment
Number?

Post Collection
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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

mm , Signln | Create an Account

Explore More Options Find an Agency Online Help

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

Find an Agency

Below is a list of all agencies that accept payments on Pay.gov. Many of the agencies listed support We're here to help!

online public forms, which are web pages where you type in information about yourself and the
@ We're Available

Monday - Friday

payment. Clicking on the agency name below will take you to a list of public forms for the chosen

agency.
Tam.-7p.m.

ABCDEEGHIJKLMNOPQRSTUVWXYZO0S Eastern
Open

A

9 Send Us A Message
You will hear from u

by the end of the
next

business day.

Administrative Office of the United States Courts

Advisory Council On Historic Preservation

Agriculture (USDA) Agriculture Mkt Service (AMS) Processed Product Branch (PPB)

Agriculture (USDA): Ag Mkt Service {AMS) Plant Variety Protection Office (PVPO)

Agriculture (USDA): Agricultural Research Service (ARS)

Agriculture (USDA): Agriculture Mkt Service (AMS) Specialty Crops Inspection Div o TR e

|AEn‘cu1ture (USDA): Animal and Plant Health Inspection Service (APHIS) Inside U.SA. only
Ericulture T Commodity Credit Corporation [CCCT o

Agriculture (USDA): Food and Mutrition Service (FNS)

Agriculture (USDA): Food Safety and Inspection Service @

Agriculture (USDA): National Agricultural Library (NAL)

Agriculture (USDA): National Finance Center (NFC)

Agriculture (USDA): Risk Management Agency (RMA)

Architect of the Capitol

International
Number

Outside the U.S.A.
+1-216-579-2112

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

We're here to help!

@ We're Available

Animal and Plant Health Inspection Service (APHIS) AQI User ey~ ol

Fees Ta.m.-7p.m.
Eastern

Description: Please use this form to pay your APHIS Agricultural Quarantine Inspection (AQI) Open

User Fees: Passenger Fees, Aircraft Clearance, and Billing Documents.

Form Number: APHIS AQ| User Fees 9 Send Us A Message
You will hear from us

m by the end of the
next

business day.

Animal and Plant Health Inspection Service (APHIS) Customers O caltusTollFree
Inside U.S.A. only
Description: Please use this form to pay your APHIS account statement. 800-624-1373

Form Number: APHIS Customers

@ International
Ee— Mamiser
Qutside the U.S.A.
+1-216-579-2112

Pocatello Supply Depot Payment Form

Description: Use this form to purchase products to mitigate damage caused by wildlife.

Form Number: Pocatello Depot

STEP 5: Click on “Continue to the Form”

Animal and Plant Health Inspection Service (APHIS) Customers

Need Help?
@ 2 & 4 )

Contact:
Before You Begi C lete A, Enter P tinfo Review & Submit Confirmati .
efore You Begin omplete Agency Enter Paymentinfo Review & Submi onfirmation APHIS Helpline
Form

About this form Click to email

Please use this form to pay your APHIS account statement.
Phone:

1-877-777-2128
Accepted Payment Methods:

« Bank account (ACH)
+ Amazon account
+ PayPal account

+ Debit or credit card

Cancel I Continue to the Form I
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STEP 6: Fill out the Required Fields.

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

*Required Fieid

*Customer Name: | |

*Street Address: | |

Street Address 2: | |

*City: | |

*Country: | V|

Zip/Postal Code: | |

Email Address: | |

*Point of Contact First Name: | |

Point of Contact Middle Initial: | |

*Point of Contact Last Name: | |

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

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

*Service Provided by:

| v

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.
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*Semvice Provided by:

an sddress change, please email:
abshelpline@aphis.usda.gov

poescms A
2
3
4
5

Pleas= note: For Assistance or io submit

Billing Document Mumber

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

Fayment Amount (U3, Dollars)

Total Amount Calculated:

| FOF Preview | | Submit Data |

fo.oo |

STEP 8: Click on “Submit Data”

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

Animal and Plant Health Inspection Service (APHIS) Customers

k

© ©

4

Before You Begin  CompleteAgency Enter Payment Info Review & Submit

Form

Payment Information

Payment Amount $1.00

* | want to pay with my
) Bankaccount (ACH)
Amazon account
PayPal account

Debit or credit card

[ Previous ] [ Return to Fnrm] Cancel

Need Help?

Contact:
APHIS Helpline

Email:
Click to email

Phone:
1-877-777-2128

STEP 10: Enter all of the required payment information for the payment method chosen and click on “Review and

Submit Payment”

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”
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You may enter muinple emall addresses in ihis Nield. Separale email addresses Wilfl @ comima.

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

Retum to Form Cancel Submit Payment

STEP 12: Either print or save a copy of the payment confirmation for your records. This payment confirmation
will be emailed to each email address submitted with the payment as well.
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USDA
———

DOWN PAYMENT REQUEST

Animal and Plant Health Inspection Service (APHIS) Wildlife
Services

Date:
WBS Element:

Amount Requested:

APHIS Wildlife Services Agreement Number:

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

Please remit payment in the exact amount requested along with this form to the address below in a timely
manner consistent with your agreement with USDA-APHIS-Wildlife Services. Please reference the WBS
Element on the payment/check.

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

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

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

Following are instructions for preparing the APHIS From 94.
All Checks: must be made payable to “USDA APHIS.”
Foreign Checks: checks drawn from a foreign bank must say “Payable in US Dollars.”

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

Do Not Hold Collections: Forward funds collected on behalf of APHIS along with the original APHIS Form
94 to the address listed on the form in accordance with the following regulations. In general, send in
checks by Thursday of each week, regardless of the amount accumulated, and on the day(s) when
collections reach or exceed $5,000 total. Regulations for collecting funds on behalf of the federal
government can be found at Treasury Financial Manual, Volume |, Part 5, Chapter 2000- Depositing
Domestic Checks and Cash Received in Over the Counter (OTC) Collections, Section 2055- Frequency of
Deposits and 31 U.S. Code § 3302 - Custodians of money.

Notification of Receipt of Collection: Retain a copy of the APHIS Form 94 until you receive a receipted

copy back from MRPBS collections staff. MPRBS collection staff will return a copy of the APHIS Form 94
to the sender acknowledging receipt of the collection. The receipted copy is for your records.
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APHIS Form 94, Completion Instructions

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

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

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

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

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

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

8. Remitter — Enter the name of the remitter.

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

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

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

13. Amount - Leave blank.

14. Received By — Leave blank.

15. Date — Leave blank.

16. Title — Leave blank.
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APHIS 94 Form

RECORD OF PUBLIC FUNDS RECEIVED

-APHE

1. TRAMEMITTAL HO.

IMSTRUCTIONS: See reverse aide. For detalled Inatruction, refer to the APHIS
Bamiget and Accounting Manual.

2 DATE FORWMARDED

I T 4 FROM

USDA, APHIS

P.0. Box 873043

St Louis, MO 63197-0000
B DATE E. FOR MRAPES-AED & EY ]

RECENED U EE Y AMOUNT REMITTER PURPOEEIACCOUNTING CODE
10. TOTAL ANMOLNT
SENT
RECEIVED
(Retum copy o sener in kem 4 above)
11. SEMT BY [Signature) 13 AMOUNT 4. RECENVED BY [Signafune}
¥

12 TME 15, DATE 15, TIME

APHIS FORM 52 (UM D06

[] PaRT 1 - Lestis-abrias

|:| PART 2 - USDé-APHIS (FOR RECEIFT AMD RETLURN) D PFART 3 RETAIN UNTIL RECEPTED GOFY RETURNED
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Collections Reports
Daily Collections Report

Purpose

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

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

Report Type
BI

FMMI Role
Accounts Receivable, Bl Reporter

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

edger Management h:rfacl:Tmchmmc Purchasing Bmﬂﬂc Slmeﬁ M*wc#mh‘s-‘s

5]  fcounts Recenabie Apng Detad = epor
e Thas repont displays the outsianding amounts: per e Fund Summary Repo will allow APHES
= cusiomed al & detalsd el Past due amours USerS 1o diapliny e SClnee 1rust furd Coaperalng Sgreerments
Amounts chared after the key dus date p-m category and M=o allow 1o view 1he rest fund cooperative

agrecments in past due aging categonies (1-30 days, 31-80
naﬁ or 51-80 days)

= s Receivalde Aping SumeTian

= Thril'EWﬂ dnsmr.-mc outstandng amourts per s report provides detaded information
cusiomer aggregabed from the specied key dade - about each accounts recenable collection
inchuding: Past dwe amounis, Amourts cleaned afier
e ke due ditle

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

ta Evaluation-Unmasked PIl | Employee Vendor/Customer Master Data Ex

Daily Collections

|0 ‘
Business Activity =), varsblecmy
* Accounts Receivable Aging |
(Ei) Available Variants | [Save| _Save As...] [ Delete ‘Show Variable Personalization
* Accounts Recelvable Aging ——
Summary General Variables
* Reimbursable Activity Report Variable** Current Selection Description
* Sales Order History . Business Area

* ATF Summary Report * Fiscal Year
* Daily Collections
* Customer Account Activity

* Document Type (Predefined Collections)  AC: AF: DB; DL: DO; DP: (3 AC ABCO Emp Collection; AF Depreciation f

Assignment Number
» B TF Recon Reports Check Number
* Budget Availability Control Commitment item
* Budget Line Items Cost Center
* Customer Line Item Customer (Selection Options, Optional)
Display Deposit Numper

* Daily Collections Doc Header Txt
* Display AR Document

* Display Funds

Document Date

Fiscal Period/Year

Commitment

- Display G/L Account Ll Functional Area
Document Fund

* Display List of Invoice Funded Program
Documents Funds Center

* Display Purchase Item Status (O/C)
Requisition

. Payment Supplement
+ Document Chain Report < e

* Line Items - Actual
Costs/Revenues Sales Office
. Llst ofCustomer Line M K| Check|

Posting Date Range

0000000000000 00000000
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STEP 3: To run by Funded Program (WBS Element), enter the following data:
a. Document Type = pre-filled (do not change unless you are certain of the exact doc type you need)
Business Area = i.e. APOO (APHIS)
Fiscal Year =i.e. 2011; 2012; 2013; 2014; 2015
Funded Program = i.e. AP.RA.RX36.72.0072
Optional: click Check and if search criteria was entered correctly, a description will appear in the
Description column
f.  Note: If you know more specific data, you may use any of the other fields as well, (i.e. Check Number
or Posting Date Range).
g. Click OK to run the report

®aoo o

Jepariment of Agriculture
| Management Modernization Initiative

Daily Collections
[E1L ]

* Accounts Receivable Aging

Detail Avallable Variants; |[[2WS 'WBS Al Fr's LI Save| Save As. | Delele Show Variable Personalization

A s Receivabla A
| Variable

Summan Genera s , .
* Reimbursable Activity Report Variable** Current Selection Description
* Sales Order Histary " Businass Araa APDD APO0 ANIMALPLANT HEALTH INSP SVC
* ATF Summary Report s Fiscal Year 2011, 2012; 2013; 2014, 3 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 7
s s o
» O TF Recon Reports Check Number a
+ Budget Availability Control Commitment ltem o
* Budget Line ltems Cast Canter fu)
* Customer Line ltem Customer (Selection Options, Optional) )
Display Deposit Number o
* Daily Collections Doc Header Txt I
' glsp:ay ':R gocumenl Document Date ]
* Display Funds : )
Gor?lm"ittment | | Fiscal Period/Year [
* Display G/L Account pumctionsiiacy o
Document Fund u)
* Display List of Invoice Funded Program AP RA RX36.72 0063 NY-NYC DEP (HILLM
Documents Funds Cenler o
* Display Purchase Hem Status (O/C) o
Requisition _ Payment Supplement p
* Document Chain Report Posting Date Renge a
* Line ltems - Actual
Sales Office [u )

Costs/Revenues

+ List of Customer Line v m

Harme Dannrt

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

Budget peried=  Fund = Deposit Number = Document Header = Customer = Document Date = Posting Date =  Created By = G/L Account = 5
11XX USDA/APOD1600AR 020039 533778 0006013535 CITY OF NEW YORK  11/02/2011 04/05/2012 Notassigned USGL/1310900000 AR-SD RECON -2,669.06
# Not assigned 11/0272011 04/05/2012 F00029%8 USGL/1010230000 FBWT-COL 2/3 2.869.06
280029 541308 0006013595 CITY OF NEW YORK  12/28/2011 121282011 Not assigned USGL/1310900000 AR-SD RECON -1.609.64
# Not assigned 12/28/2011 12/28/2011 F00029%8 USGL/1010230000 FBWT-COL 2/3 1,609.64
Result 0.00
14X USDA/APOD1600AR 160055 CITY OF NEW YORK 0006013535 CITY OF NEW YORK 04/16/2014 04/16/2014 Not assigned  USGL/1310900000 AR-SD RECON -145.76
# Not assigned 04/16/2014 04/16/2014 F0005137 USGL/1010230000 FBWT-COL 2/3 14576
# # 0006013585 CITY OF NEW YORK 04/21/2014 042172014 Not assigned  USGL/1310900000 AR-SD RECON 0.00
Result 0.00
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STEP 5: To run by Customer Number, enter the following data:
a. Document Type = pre-filled (do not change unless you are certain of the exact doc type you need)
Business Area = i.e. AP0OO (APHIS)
Fiscal Year =i.e. 2011; 2012; 2013; 2014; 2015
Customer Number = i.e. 0003363845
Click OK to run the report

®ao o

Daily Collections

e [l

o) Wariable Ent
[ sivene i N v

* Accounts Receivable Aging

x Awallabls Variants »| Save| Saveds | Delet Show Variable Personskzation
Summarny General Variables
* Reimbursable Acivity Repoet Varlabla® Curent Salection Description
* Sales Ovder History * Business Arsa AP0 AP0 AKIMAL/PLANT HEALTH INSP SVC
g :.T:&Mm'rw *  Fiscal Year 2001, J01E 2013 2014, 3 2011, 2012 2013; 2014, 2015
Collections Docurment Type (Predefined Collections)  AC: AF; DB DL DO, DP. (9 AC ABCO Emp Collection, AF Depreciation |
- A A L Type | l =) Emp D
Assignment Nuribar
o
¢ O TF Recon Repors Chisck Nufnbser
+ Budget Availability Conftrol Commirmant lem
* Budget Line llems Cast Conter
* Customer Line ltem Customer (Selection Options. Optional) 0003353845 DOO3IEIE4S WILDLIFE SERVICES WOl
Display o A

* Daily Collections
* Display AR Document
* Display Funds

Doc Header Tt
Document Diate
Fiscal Pesiod" ear

JGDDDJDDGDEDIDDDDG

Commitment |

* Display G/L Account Functional Area
Docurment Fund

* Display List of Invoice Funded Progrs:
Documents EE

. DISpIa‘?I' Purchase aem S {O/C)
Pequisition

* Document Chain Report Priyment Supplanend

+ Line ltems - Actual Posting Date Range
Costs/Revenuas Sales Of6cs

. W
kB -
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 Decument=  Document Header = Document Date =  Posting Date=  Created By = §
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
1400532680 HERMES CONSOLIDATED  04/30/2013 09/16/2013 Not assigned 4076
Result -205.65
XHXX 005152 1400730816 DOWNTON DEVELOPMENT  05/06/2014 05/06/2014 Not assigned -3.178.11
005224 1400886208 DOWNTOWN DEV AUTHOR  08/29/2014 082972014 Not assigned -977.87
0ovoo8 1400815048 FORNSTROM FARM ACCO  05/20/2014 052012014 Not assigned -1,586.00
Result -5,741.98
USDA/APO01600AR  USDA/AP.RA.OTCS.WS.WRS6  13XX 00105655 1400529553 HERMES CONSOLIDATED ~ 04/30/2013 07182013 Not assigned -282.07
1400532680 HERMES CONSOLIDATED  04/30/2013 09/16/2013 Not assigned -40.76
Result -32283
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STEP 7: Commonly used additional features:
a. Create/Save Variant
b. Filter
c. Dragand Drop
d. 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.

Welcoms Lora 5

ily Collactions

Daity Cclbection Hipert Lamiw

_Open| Smveds | mapmeran Tabin | _indo |l Frint Vorsio

v Colmrs Customer Q0033645
« Custemer WILDLIFE SERVICES WrOMING

% ;‘::-me m-ﬂ
« Furd Fund.a Funded progeam & Budgel pariod s Irvoicanumber i Chack Bumber s Callecion Document o A 4 PosingDstes  CrasiedBy. s
« Funded pregam USOMAGODIGENTA  USOAFPOEFAULT 100 042D 00105656 1400639643 HERMES CONSOLIMTED 04202013 OFFIAZNNY Mot ssigred 2641
- Bl pesind 1400830830 HERMES CONSOLIMTED 043020 DHIEFMI Mot assigeed 205 65
* Irvvoica numbar st 451 06
= Check Mumbar . BO105655 1400822542 HERMES CONSOUIDATED 04703013 DAY Notassigred 52848
« Colection Decument 1400539553 HERMES COMSOLIDATED 04305013 OISR Motassigeed 52848
* Document Header 1400532830 HERMES CONSOLIDATED 04303013 DG ot sssigeed 24641
» Doscumen Duss Resul e
= Poatieg) Dute: 000K 0 [0 1400730816 DOWNTON DEVELOPMENT  0S062014 DSORI0T Notassiged a1
= Craated By D05224 1400886208 DOWNTOWN DEV AUTHOR 08292014 b4 Pt ansigrmd ST 8T

 Frea dharsciersics Ta0E 1403815048 FORNSTROM FARM ACCG 05305014 L2 T Mot assigred 1,586,100
iEecenn: Rt 574188
e USDAAPROTENAR  USDAMP RAGTCE WE WASE 130X L 010555 TAMEIIEY HERMEES CONSOUDATED D400} omnamnd Mok mesigrerd JEo7
i e 1400510880 HERMEES CONSOLIDATED 04302013 Ll iR Mot sssiged 4076
e . L £+ 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.

Exporit Dialon E ]
5 r— 11/12/2014 1810884 St oy
™ FILE page wilth o m—
o REpésl SSUS BESZES Thomy Sandwd SaE |-
i 5 page e Emer B 5w 11 e -] e e e ]

"__'_ Origtiaiof’ Larcucaps Format | = |

meader
Marging i e _I L T =1 e e

Center | Free Test ] |UNITED STATES DERARTI
LT W s = SR R
Besem 20 g o
Lk (18 = -
T L o

(1= S e

Canler. |Free Tast
Bt Hgng

FOR OFFICAL USE ONLY o it st s

KN ERER

FOR OFFICIAL USE GHLY

e B

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

Do you want to open or save ZANALYSIS_PATTERN.xls from portalbi.fmmi.usda.gov? Open Save | ¥ Cancel

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

Lt | [ | [ tep |

To enable editing, click the box Enable Editing box shown

- THMALYT_PATTERN [Poonecied Wew] - Manosst Tural a @ @
| I o c@o@z
a1 - £ | Daity Collectaon Bepart

=

T T 1 W [ ® [ o ["& ] & [ v

B S ——— ) | € ]

A A DL D0 DA DT, T L P 52
B DR B
08,05

311 = ] ﬁ
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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 to receive funds accrues. This may
result from the performance of services,
the delivery of goods, or court-ordered
assessment. This account does not close
at yearend. (Non Customer)

1310900000

Accounts Receivable SD Recon

Customer related Accounts Receivable

1340000000

Interest Receivable

The amount of accrued interest
receivable not otherwise identified. This
account does not close at yearend.
(Non Customer)

1340900000

Interest Receivable Reco

Customer related Interest Receivable

1360000000

Penalties and Fines Receivable

The amount of penalties and fines on
receivables that is not otherwise
identified. This account does not close at
yearend. (Non Customer)

1360900000

Penalties and Fines

Customer related Penalties and Fines

1370000000

Administrative Fees Receivable

The amount of administrative fees
receivable that is not otherwise identified.
This account does not close at yearend.
(Non Customer)

1370900000

Administrative Fees Receivable-
Other

Customer related Administrative Fees
Receivable

2310000000

Liability for Advances and
Prepayments

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 Wildlife Services billing and payment
(collection) verification needs.

Report Type
NA

FMMI Role
Accounts Receivable, AR Evaluator

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

USDA
e —
Welcome  Accounts Payable Cost Management  Funds Management  General Ledger  Interface Table M
Sales Order Process | Sales Order Mass Upload Process | Sales Order Billing Process | AR Process | AR Approval AR Evaluation AR Reports |

Display AR Document
[4]0] 4

A Display Document: Initial Screen

¥ [0 Maintain Customer Master ]
Data Menu 4 | Back || Exit | Cancel | System Document List | | Firstltem || Editing Options
» [J Manage Sales Order

[0 Manane Rilling
[0 Manage AR Documents

United States Department of Agriculture o
Financial Management Modernization Initiative

Accounts Receivable

Keys for Entry View

Document Number

ispla R Docu

* Display Account Balance for Company Code usDA
AR ltems
Fiscal Year
" Prepare TROR Repord
» [J Manage User Fees
¥ [0 Manage Revenue Forecasting

» O View TAS / BETC Data

myPortal Favorites =]~

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

Display Document: Initial Screen

Menu 4 | Back || Exit | Cancel || System ,
Keys for Entry View

Document Number 300115097 X

Company Code UsDA

Fiscal Year

STEP 3: The following screen will appear which shows the billing document.
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a. Note the following items:
i. Clearing document number applied to the bill starts with __signifies:
1. 30 = bill was cancelled
2. 24 =bill was paid with an IPAC payment
3. 14 = bill was paid with a check, wire, ACH or plastic card

Display Document: Data Entry View

Menu , 4 | Back || Exit || Cancel | System , Change Display/Change Mode || Display Another Document || Select Individual Object || Display Document Header | Di
Data Entry View
DUCumBmNumb% 3001150973 Company Code UsDa Fiscal Year 2014
Document Date 01,/07 /2014 Posting Date 01,/07 /2014 Period 4
Reference 0091256963 Cross-Comp.No.
Currency usD Ledger Group
& [2][TR ZL[% | (2@ @)= (]| [E
ltem Assignment Account Clrng doc. Description Amount Curr. Earmd Fnds
1 3365613 1400672508 | WILDLIFE SERVICES GEORC 3,256.21 USD
5200000200 ServRev-Exch 3,256.21-UsSD

230011509732014

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

Change Display/Change Mode || Display Another Document | Select Individual Object || Display Document Header

+72014 DocumentHeader: USDA Company Code x

Document Type RV 91ng Doc.Transfer
Doc.Header Text
Card type Card no.

Eﬂ Y Request Number
Reference 0091256963 Document Date 01,/07,/2014 1Fnd

Posting Date 01,/07,/2014

Currency usD Posting Period 04/ 2014
Ref. Transactn VERK  Billing document
Reference Key 0091256963 Log.System PELCLNTS00
Entered by FOO04559 Parked by
Entry Date lo1/07 /2014 | Time of Entry 07:59:16
TCode VFOL
Changed on Last update
Ledger Grp

Ref key(head) 1 Refkey 2

STEP 4: Note the following payment details:
a. Text Field—
i Check, Wire, ACH number
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Multiple documents or cleared bill later than received = blank or one document number

only

ii. IPAC Document = blank

b. Payment Reference Field —

i Check , Wire, ACH = the deposit ticket number
ii. 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 Document: Data Entry View

Menu 4 | Back || Exit || Cancel | System , Change Display/Change Mode || Display Another Document  Select Individual Object  Display Document Header  Display Curr
Data Entry View
Document Number 3001150973 Company Code Fiscal Year 2014
Document Date 01,07,/2014 Posting Date 01,07,/2014 Period 4
Reference 0091256963 Cross-Comp.No.
Currency usD Texts exist Ledger Group
R & F]#H]6|FLI8.% | |=||c. @8/ W |
Item Assignment Text Account Cirng doc. Description Amount Curr. Earmd Fnds  Funded F
L;mrm 3385613 1400672508 WILDLIFE SERVICES GEORC 3,256.21USD FPDEFAL
[EPURES H200000200 BenHev-Exch 3256 27-USD APRET
The following screen will display.
Display Document: Line ltem 001
Menu , 4 | Back | Exit || Cancel | System , Change Display/Change Mode | Display Another Document
Customer 3365613 [ WILDLIFE SERVICES GEORGIA OTC GIL Acc 1310900000
CoCode usba 250 MARQUETTE AVE, STE 410
US Dept of Agriculture MINNEAPOLIS Doc. No. 3001150973
Line ltem 1/ Invoice / 01
Amount 3,256.21 usD
Additional Data
Bus_Area APOO
Disc. base 0.00 Disc. Amount usp
Payt Terms 0030 Dayslpercent 0.000 % 0 [0.000 % 0
Bline Date 01,/07,/2014 Invoice Ref v /|0
Pmnt Block
Payment Ref. 0091256963
Dunn. Block Dunning Key
Last Dunned 0 Dunning Area AP
Contract I’ Flow Type
Clearing 01/07/2014 / 1400672508
Assignment
Text 1 B Long text

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 Document: Line ltem 001

" Menu | 1 | Back | Exfl || Cancel | System , | Change Display'Change Mode | Displ
g . i [ WILDLIFE SERVICES GEORGIA OTC GIL AoC 1310900000
Edit ¥

250 MARQUETTE AVE, STE 410
Gala ¥
Exras » MINNEAPOLIS Doc. Ma J0A150097 3
Documenl Changes
System »
Help ¥ Check Information
Faint Window Condent
About SAP GUI for HTML
Di=sc. base 0. 00 Documeant Emvirenment ¥ i, 00 S0
Payl Tesmns 0030 nddonat ielgnmants ¥ 30 (0.000 = O 0.000 = 0O
Valuation »
Blane Cale 0107 P
Pmnt Block Comespondence
Paymenl Ral 001z
Dunn. Block g
Referanca Objact (F2)
Last Dunnad w LA nan ey sed AP
Conftrac] Flow Typa
Chaaring 01,07 /2004 |/ 1400672508
Assinment
Texd 2 Long text

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

Invoice Status for Document ltem USDA 3001150973 2014 001
\ 4 | Cancel || System ‘l ‘ Display Document || Change document H Mass change H Display check informe

Customer 3365613
Company Code USDA

Name WILDLIFE SERVICES GEORGIA OTC
City MINNEAPOLIS

”——D T Assignment “ Document Type Doc. Date DD = Amountin local cur. LCurr  Clrng doc. Text
@] 1400596168 DL 09/23i2013 150.00-USD 1400672498 PG-25CFPL7F
a 1400672497 DL 08/14i2013 492.50-USD 1400672498 035341
a 1400672498 DL 09/23i2013 64250 USD 1400672493 PG-25CFPLTF
o 1400590995 DL 10/25/2013 75.00- USD 1400672499 PG-25CT4KQR
o 1400672498 DL 09/23/2013 64250-USD 1400672499 PG-25CFPL7F
o 1400672499 DL 10/25/2013 71750USD 1400672499 PG-25CT4KAR
o 1400632716 DL 11/06/2013 850.00-USD 1400672500 (001005
o 1400672499 DL 10/25/2013 717.50-USD 1400672500 PG-25CT4KQR
o 1400672500 DL  11/06/2013 166750 USD 1400672500 001005
o 1400643834 DL 1118/2013 250.00-USD 1400672501 G739
o 1400672500 DL  11/06/2013 1567.50-USD 1400672501 001005
o 1400672501 DL  11M8/2013 1,81750USD 1400672501 6739
o 1400648242 DL  12/02/2013 23135-USD 1400672502 PG-25DCBGJ9
o 1400672501 DL  11M8/2013 1817.50-USD 1400672502 G739
o 1400672502 DL 12/02/2013 2,04885USD 1400672502 PG-25DCBGJ9
o 1400650248 DL 12/04i2013 300.00-USD 1400672503 PG-250DJ9.J2
o 1400672502 DL 12/02/2013 2,048.85-USD 1400672503 PG-25DCBGJ9
o 1400672503 DL 12/04i2013 234885USD 1400672503 PG-25DDJ9J2
m 1400660774 DL 12182013 175.00-USD 1400672504 02405
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STEP 7: To print this report as PDF click Menu > List > Print and go to step 8 (see step 9 to export to Excel).

Back  Ewlt | Cancel | System Display Docum
{(Cirb= Py

Prini

Edit

Golo » Relr

Exras » Expon »AOTC

Emdronment * Send. (Shil+Fa)

Setlings ¥

System » Exit (Shi+F3}  Type Doc Dabe “ DD= Amount in

Help ’ 1400596168 DL OW23/2013

1400672407 DL O0BA42013

Prind Window Content

About SAP GUI for HTML 1400672408 DL 0232013
(o] 1400590995 DL 10v252013
@ 1400672498 DL 092372013
(] 1400672400 DL 10252013

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 *

Outpul Device POF PRINTER % 0]

Number of Copies 1

Page Area
* Everything

Page o to o

Properties
Print Time Immediately ~

[ rropenes | ] 1)

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

Invoice Status for Document ltem USDA 3001150973 2014 001

4 | Back | Exit || Cancel || System, | Display Document | Ci
| List Bl Print  (Ctrl+F)
Edit
Goto
Extras i
Environment ¥ Send. (Shit=Fg) (Shift+Fd4)
Seflings > Local file. (F9) —_—
System > Exit (ShifF3} Type Doc. Date .~ o= Amount in local cur
Heip L4 1400596168 DL  09/23/2013 150,00
1400672497 DL 08142013 492,50
Print Window Content
About SAF GUI for HTML 1400672498 DL 0972372013 642,50
o 1400590995 DL 10/25/2013 75.00
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STEP 10: The following box will appear. Enter the path and file name of your choice, and click Save.

Save In: Iﬁ SapWorkDir

M EIEIEEEE

X

[} export.XLSX

File Name:

export xLSX

Files of Type: |Excel (*.XLSX) v

o]

—

STEP 11: An excel version will be available to sort, print, or save.

X d9- o Payments to Billing Doc Example - Microsoft Excel = B X
IED| vore | et ragetayow formuas Data  Review View Developer Acrobat 2@ca =
- B B FEH T Aosum -
* aral o A w 55 wrap Text General - E g [voma Bad Good o= [ a ot AY @
& copy - - . -
paste U E- S-A- SMergeacenter - § - % o+ | W % | Conditionsl Formatas Neutral Calculation | AR . | et Oelete Format . sonta Finda
-~ Format Painter - Formatting - Table - S - B - | @dear~  gitor+ select~
Clipboard 5 Font = Alignment & Number 5 styles cells diting
A M A S
0

1l Entry Date
2 @ AP 9/30/2013
3@ AP0 10/20/2013
4@ APOO 11/8/2013
5 @ APOO 11/16/2013
6 @ AP0O 12/4/2013
7@ AP0O 12/5/2013
8 @ APOO 12/18/2013
o @ AP0O 12/18/2013
108 AP0O 12/18/2013
119 APOO 12/18/2013
128 APOO 12/18/2013
13 3] APOO 1/7/2014
14 @] APOO 1712014
15 @ APOO 11712014
16 @] AP0O 11712014
17 8 APOO 1712014
18 @] APOO 11712014
199 APOO 11712014
20 @] APOO 117/2014
21 @] AP0O 11712014
2@ APOO 11712014
23] AP0O 11712014
24 @] APOO 11712014
25 @] APOO 11712014
26 @] APOO 11712014
27 @] AP0O 11712014
28 @] APOO 11712014
20 @) APOO 11712014
30 @ AP0O 11712014
31 @] APOO 11712014
32 @] APOO 11712014

al 1179014

2 § . Apon
H_4 > ¥ | Sheetl Sheet2 Sheet3 /%3

0
10:43:31 AM DL 1400596168 2 1400596168 1/7/2014 1400672498

1:55:10 PM DL 71400590995 2 15 71400500995 -75.00 1/7/2014"1

5:48:58 AM DL 71400632716 2 15 "1400632716 -850.00 1/7/2014 1400672500
12:41:09 AM DL 71400643834 2 15 "1400643834 -250.00 1/7/2014 1400672501
12:55:19 PM DL 71400648242 2 "5 71400648242 -231.35 1/7/2014 71400672502
10:44:58 AM DL 71400650248 2 "5 71400650248 -300.00 1/7/2014 1400672503
12:59:49 AM DL 71400660774 2 "5 "1400660774 -175.00 1/7/2014 1400672504
12:59:53 AM DL 71400660775 2 "5 "1400660775 ~100.00 1/7/2014 1400672505
12:59:55 AM DL 71400660776 2 "5 "1400660776 ~100.00 1/7/2014 1400672506
12:59:57 AM DL 71400660777 2 "5 "1400660777 ~125.00 1/7/2014 1400672507
12:59:58 AM DL "1400660778 2 "5 "1400660778 -1,684.39 1/7/2014 1400672508

7:59:16 AM RV 73001150973 " "01 73001150073 3,256.21 1/7/2014 1400672508
10:04:56 PM DL 71400672497 il 17 "3001150073 -492.50 1/7/2014 1400672498
10:07:08 PM DL 71400672498 " 17 "3001150073 642,50 1/7/2014 1400672499
10:07:08 PM DL 71400672498 2 ‘o7 "1400672498 642.50 1/7/2014 71400672498
10:07:15 PM DL 71400672499 il 17 "3001150973 71750 1/7/2014"1
10:07:15 PM DL 71400672499 2 o7 "1400672499 717.50 1/7/2014 1400672499
10:07:22 PM DL 71400672500 " 7 "3001150073 -1,567.50 1/7/2014 1400672501
10:07:22 PM DL 71400672500 2 ‘o7 71400672500 1,567.50 1/7/2014 1400672500
10:07:31 PM DL 71400672501 1 17 "3001150973 -1,817.50 1/7/2014 1400672502
10:07:31 PM DL "1400672501 2 o7 "1400672501 1,817.50 1/7/2014 1400672501
10:07:38 PM DL 71400672502 i "7 "3001150073 -2,048.85 1/7/2014 71400672503
10:07:38 PM DL 71400672502 2 ‘o7 71400672502 2,048.85 1/7/2014 1400672502
10:07:47 PM DL 71400672503 " 17 "3001150973 -2,348.85 1/7/2014 1400672504
10:07:47 PM DL 71400672503 2 o7 "1400672503 2,348.85 1/7/2014 1400672503
10:07:55 PM DL 71400672504 i "7 73001150073 -2,523.85 1/7/2014 1400672505
10:07:55 PM DL 71400672504 2 o7 71400672504 2,523.85 1/7/2014 1400672504 —
10:08:03 PM DL "1400672505 " 17 73001150073 -2,623.85 1/7/2014 1400672506
10:08:03 PM DL 71400672505 2 ‘o7 "1400672505 2,623.85 1/7/2014 71400672505
10:08:10 PM DL 71400672506 il 17 "3001150973 2,723.85 1/7/2014 1400672507
10:08:10 PM DL "1400672506 2 o7 "1400672506 2,723.85 1/7/2014 1400672506
100212 PM NI 14NNA72507. i) 17 2 RAR 88

"nn1150a72
et

11719014 '1Anm'm:n®
w 3

Ready | @ |

]
[Eo@m s 0@
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STEP 12: 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.

©

New

Open

Save

Save As

Save as Adobe

PDF

Print

Share

Export

Close

Account

Options

Save As
P sites-uspa

@ OneDrive - USDA

@ SharePoint
@ OneDrive

E;EE Other Web Locations

Computer

o= AddaPlace

E;I Computer

Current Folder

SapWorkDir
C: » Users » sradamek » Sap\t

Recent Folders

SapWorkDir

C:» Users » sradamek » SapWl
Acomplishments and w
H: » Acomplishments and w
Employee things

H: » Employee things
CPEN FY20

I: » Financial Management »
09 - Sep

I: » Financial Management »

Documents

Desktop

Browse

Save As

Organize

>

||« Users » sradamck > SapWorkDir v o

New folder
Name

B export

“J 30 Objects 2
[ Desktop

Documents

4 Downloads

b Music

[&] Pictures

B videos

‘i OSDisk (C:)

Search SapWorkDir

x

-]
Bz - o

Date modified

v

File name:

Save as type: | Excel Workbook

Authors:  SAP WebAS Tags: Addatag

[J5ave Thumbnail

Hide Folders Tools
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SO Reports
Reimbursable Orders Report

Purpose

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

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services SO verification needs.
e This report does not reflect collections.
e This report will not reflect transactions for your account which were posted incorrectly (ex. WBS
FPDEFAULT).

Report Type
ECC

FMMI Role
Sales Order Reporter (Accounts Receivable, ECC)

Instructions
STEP 1: Go to
1. Accounts Receivable
2. Sales Order Reports
3. Execute Sales Order Reports
4. Reimbursable Orders Report

Welcome  Accounts Payable Wt cWiE=-00E 0 Cost Management  Funds Management  General Ledger  Interface Table Maintenance
Sales Order Process | Sales Order Billing Process | AR Proces: ! AR Approval | Debt Write-Off Process | AR Evaluation | AR Reports | Sales Order Reports |

Reimbursable Orders Report 1 /

4]+ 4
Busi Activi - 2
L _ 3 imbursable Orders Report
1 - ; .
* List of Sales Orders Report TWenu ~ 4 | Save as Variant.. | Back | Exit || Cancel | System , Execute | Get Variant...
" Orders within Time Period Report
* Incomplete Orders Report Selection Criterion
* List Billing Documents Report "1put Parameters
" | og of Collecfive Run Repo : L\\, —
S AP00 0 =
T — T Fiscal Year | i to =
* Billing Due List with Reject Sales Orders to
Reason Fund to =
e o . -
. Funds Center to 5
= Reimbursable Orders Report ) =
. Commitment ltem to =
= Line ltems - Actual ) =
Costs/Revenues Functional Area to g
- Budget Availability Control Funded Program to @
= View Shorthand Code
+ O SO_Process Output Type
- Display Sales Order * Without Advance
* O SQO_Billing_Process With Advance
= Create Batch Billing WES costs without Sales Orders
= Create Billing Request v Complex Projects
= Execute Collective
Billing_FAS
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STEP 2: Enter the desired parameters in the variable entry screen to execute the report.

STEP 3: To run by Fund, Fund Center, and Funded Program (WBS element), enter the following data:
a. Business Area = APOO

Fund = i.e. APOO1600AR

Fund Center =i.e. APWSWR4949

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

Layout = /ZWSLAYOUT

Click Execute to run the report

ol

Reimbursable Orders Report

Menu , w 4 | Save as Variant.. || Back || Exit | Cancel || System , Execute -Get‘\.fariant...

Selection Criterion

Input Parameters

Business Area APOO to =
Fiscal Year f f to =
Sales Orders to =
Fund to =
Budget Period to =
Funds Center | | APWSWR4949 ! to =
Commitment ltem to = 1
Functional Area to =
Funded Program IAP. RA, = to =
QOutput Type
* Without Advance
With Advance

WES costs without Sales Orders
~ Complex Projects

Selection Criterion
Layout Variant SIWSLAYOUT

STEP 4: The report will populate as shown below
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Reinibursable Orders Report

Menu 4 Back || Ext || Cancel || System , | | Details || Sortin Ascending Order || Sortin descending order || Setfilter || Delete Fiter || Total

Subtotals.

Print preview

Localfile.

Mail Redpient

ABC Analysis

Graphic

Change

Reimbursable Orders Report

User: BARRETT TRIMBLE
Date: 08/22/2019
ate: Without Advance
Selection Criterion: Business Area : APO0
Fund : APOOT600AR
Fund Center : APWSVWRA4949
Funded Program : AP.RA.~

Sales Or.. , BudgetPer” FundedProgram * ContradE =  Sales Orde © Total Consu.. *Commit. © Obligation = Expenditures = Billed Amount = Non Billab = EamedU.. © FM SO Unbill.. = SD Available  Down Pa... = Down Pa.. ® Down Pa.. = Down Pa

3200001128 1010 AP.RANA49.73.0005 09/30/2011 7,000.00 7,000.00 0.00 0.00 7,000.00 7,000.00 0.00
3200001129 1111 AP RANA49730016 09/30/2011 5950400 59,604.00 0.00 000 59,604.00 5950400 0.00
6100002218 11XX AP RARX4973.0003 06/30/2012 70,10000 70,100.00 0.00 000 70,100.00 70,100.00 0.00
6100002219 AP.RARX49.73.0012 09/30/2011 600.00 600.00 0.00 0.00 600.00 600.00 0.00
6100002220 AP RARX49730013 06/30/2012 2064000 20,640.00 0.00 000 20,640.00 2064000 0.00
6100002221 AP RARX49730014 06/30/2012 30,00000 30,000.00 0.00 000 30,000.00 30,000.00 0.00
6100002222 AP.RARX49.73.0015 07/01/2011 6,147.00 6,147.00 0.00 0.00 6,147.00 6,147.00 0.00
6100002223 AP RARX49730919 04/30/2012 8861700 88,617.00 0.00 000 88,617.00 8861700 0.00
3200001129 1212 AP RANA49730016 09/30/2012 159,35296 159,352 96 0.00 000 159,352 96 15935296 0.00

STEP 5: Commonly Used Additional Features
Save as Variant

Filter

Sort

Subtotals

Change Layout

®mao oo

0.00
000
0.00
0.00
000
000
0.00
000

0.00

0.00
000
000
0.00
000
000
0.00
000

0.00

0.00
000
0.00
0.00
000
0.00
0.00
000

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
000
000
0.00
000
000
0.00
000

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

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

Reimbursable Orders Report

v 4 | Back BExt| Cancel | Sys

System

List td Print preview (Ctrl+Shift+F10)
Edit >
Goto >
Views > Export >
Settings » Sendto >
>
>

Help Exit (Shift+F3)

Print Window Content

About SAP GUI for HTML
SZ00001128 TUTU

Funded Program * ContradtE = Sale

3200001129 1111

AP RANA49.730005 09/30/2011 T,

AP RANA49.730016 09/30/2011 59,

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

Output Device | PDF PRINTER )
Mumber of Copies 1

Page Area
* Evenything

Page 0 to 0

Properties

Print Time Immediately v

&/ | Properties ‘ o |E]

Reimbursable Orders Report

User: BARRETT TRIMBLE
Date: 08/22/2019
Date: Without Advance

Selection Criterion: Business Area : AP00O
Fund : AP001600AR
Fund Center : APWSWR4949

Funded Program : AP.RA.* O
N S e Y IS RS | S S | S
3200001128)1010 AP.RA.NR4S.73.0005|09/30/2011 7,000.00 7,000.00 0.00 0.00 7,000.00 7,0
320000112¢9)1111 AP.RA.NR4S.73.0016|09/30/2011 59,504.00 59,504.00 0.00 0.00 59,504.00 59,5
6100002218 |11XX AP.RA.RX49.73.0003|06/30/2012 70,100.00 70,100.00 0.00 0.00 70,100.00 70,1
6100002219|11XX AP.RA.RX49.73.0012|09/30/2011 600.00 600.00 0.00 0.00 600.00 6
6100002220 |11XX AP.RA.R¥49.73.0012|06/30/2012 20,640.00 20,640.00 0.00 0.00 20,640.00 20,6
6100002221 |11XX AP.RA.RX49.73.0014|06/30/2012 30,000.00 30,000.00 0.00 0.00 30,000.00 30,0
6100002222 |11XX AP.RA.RX49.73.0015|07/01/2011 6,147.00 6,147.00 0.00 0.00 6,147.00 6,1
6100002223 |11XX AP.RA.RX49.73.0919|04/30/2012 88,617.00 88,617.00 0.00 0.00 88,617.00 88,6

*Note: first page of the report shows statistics about the report

STEP 8: To export to Excel, click Local File:
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'Q-E.DA United States Department of Agriculture . .
C__IFinancial Management Modernization Initiative

Welcome  Accounts Payable

Accounts Receivable

Cost Management ~ Funds Management ~ General Ledger  Interface Table Maintenance ~ Purchasing Base Role  Ad-hoc Analysis Bl Favorites
Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reports | Sales Order Reports | Overhead Allocation Processing | Customer Correspondence Process | Account Statq
Reimbursable Orders Report
J4» 4

Reimbursable Orders Report

[ Execute Sales Order Reports
* List of Sales Orders Report Menu v 4 Back  Ext| Cancel  System , Defails | SortinAscending Order = Sortin descending order | Setfilier | Delefe Filter = Total = Subtotals.. Print previey Localfile. Mail Ret
* Orders within Time Period Report
* Incomplete Orders Report .
o S —— Reimbursable Orders Report
* Log of Collective Run Report

User: BARRETT TRIMBLE
* Reimbursable Orders Report Date: 08/22/2019 N
o Date: without Advance
(LS G ZS BEETIED Selection Criterion: Business Area : APOD
* Billing Due List with Reject Fund : APOD1600AR
e Fund Center : APWSWR4949

Funded Proaram : AP.RA.~

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

Save listin file... ) 4

In which format should the list
be saved ?

ynennyerded

* Textwith Tabs
"Rich text format
HTML Format
In the clipboard

v %

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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You can change the

directory
Reimbursable Orders Report X
Directory C\Users'\bltrimble\SapWorkDir A
File Name Name of File Here|txt X !
Encoding ! % g v

Generate .Replacg Extend || 3¢

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

”

£ Security warning [==]
An applet of 3AGUI FOR HTML tries to download file HAWildlife Services\December Training sessionltesting 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 Serices\December Training session Change
e ] o

STEP 12: Your screen will return you back to the ROR. A text file will be available in the directory you generated
the report to. You will have to go to Excel, choose Open and change the File Type to “.txt” or Text File. A wizard

will appear in Excel and you can click the Finish button. From there you can sort, print or save in the location you
selected.

STEP 13: You will have to go to Excel, choose Open and change the File Type to “.txt” or Text File. A wizard will

appear in Excel and you can click the Finish button. From there you can sort, print or save in the location you
selected.
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In Excel under File, Open, make sure Trimbl
you change the File Type to Text Files
O pe N — from the drop-down meIU\
@ Recel Open -
&« v > Trimble, Barrett L - APHIS > SapWorkDir v O | Search SapWorkDir P
Q Sites  Organize ~ New folder = ™ @
. -~ Name . Date modified Type Size
Q Onel *-Qs::::;ess » B 7/2/2019 1204 PM  Text Document
€895 + D 2 1/31/2019 12:24 PM Text Document
* Shart 1 - Bill Verification Process » D 3 ] 1/31/2019 12:25 PM  Text Document
D Authorization 7/24/2019 1216 PM  Text Document
CPENs # ] Bill Print 5/23/2019 %13 AM  Text Document
@ Onel Pocatello_Bills * g Book1 1/30/2019 1226 PM  Microsoft Excel Co.
Pocatello INTR Process for WS 17 * E] Book2 1/30/2019 1253 PM  Microsoft Excel Co.
.{_'a—_\ Othe PVND_Requests E 4 D different_cust_numbers 12/11/2018 12:29 Text Document
v SapWorkDir » D dp98 8/1/2019 12:06 PM  Text Document
e 50 Close Project * El INTRs 7/24/2019 6:46 AM  Text Document
Options E‘;l ol illing # 5 junk 7 10/18/2018 121 PM  Text Document
EMIMI Procedures * D Name of File Here 8/22/2019 10:46 A..  Text Document
D Results_from_FMMI2 12/4/2018 7:29 AM  Text Document
+ Add 081219 SRA ] RoWAs 6/7/2019 8:06 AM  Text Document
08.20_19 D The_File_Name_Here 5/2018 2:31 PM Text Document
08.21.19
Neskton i
File name: |Name of File Here Text Files
Tools ~ Open hd Cancel
STEP 14: After clicking “Finish” button on the import wizard, the file will open, as shown below.
=] :
HOME INSERT  PAGE LAYOUT  FORMULAS DATA  REVIEW  VIEW  ACROBAT
== X cut Calibri L M ~AAN — == - E’WrapText General - |::=—| D D €e=
Paste E@ Copy - B I === |& 3= - $ -0, 9 €0 M Condinal Fornﬁt as Cﬁ;l IEEer‘t
- ¥ Format Painter R erge & Center ? ot Formatting - Table - Styles ~ -
Clipboard 1 Font IF1 Alignment 1 Number IF1 Styles
Al - )‘1 Reimbursable Orders Report
| A B C D E F G H ] K L M N
1 Reimbursable Orders Report
2
3 User: BARRETT TRIMBLE
4 Date: HHHHHEET
5 Date: Without Advance
6  Selection Criterion: Business Area : APOO
7 Fund : APO0O1600AR
8 Fund Center : APWSWR4949
9 Funded Program : AP.RA.*
10
11 Sales Orde Budget Per Funded Pr¢Contract E Sales Orc  Total Col Commitme¢ Obligation Expenditu Billed Amc Non Billab
12
13 3.2E+09 1010 AP.RA.NAZ #i#######  7,000.00 7,000.00 0 0 7,000.00 7,000.00 0
14 3.2E+09 1111 AP.RA.NAZ ######## 59,504.00 59,504.00 0 0 59,504.00 59,504.00 0
15 6.1E+09 11XX AP.RA.RX4 #it# 70,100.00 70,100.00 0 0 70,100.00 70,100.00 0
16 6.1E+09 11XX AP.RA.RXA #iti 600 600 0 0 600 600 0
17 6.1E+09 11XX AP.RA.RXA #iti# 20,640.00 20,640.00 0 0 20,640.00 20,640.00 0
18 6.1E+09 11XX AP.RA.RX4 #it# 30,000.00 30,000.00 0 0 30,000.00 30,000.00 0
19 6.1E+09 11XX AP.RA.RX4 7/1/2011 6,147.00 6,147.00 0 0 6,147.00 6,147.00 0
20 6.1E+09 11XX AP.RA.RX4 #i###### 88,617.00 88,617.00 0 0 88,617.00 88,617.00 0
21 3.2E+09 1212 AP.RA.NAZ I S S 0 O BHEHH#HEE HHHBEHER 0
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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.

Trimble, Barrett L - APHIS = &% e pequ
Signat
S A lcrahat
a Ve S Save As «
1+ > This PC > OSDisk (C:) > Users > bltrimble > SapWorkDir v O | Search SapWorkDir P
o Q Sites - USDA F;l B
Organize * New folder = ~
Curr¢ = "
Sa) @ wicrosort Excel Change the file type to "Excel Type size
6 OneDrive - USDA "
Save As [N - Workbook™ from the drop-down ;. wicosort excerw.. 193 KB
16 A..  Microsoft Excel W... 3518K8B
Save as Adobe ) & Desktop menu ’ ’
PDF SharePoint Rece - 2AM  Microsoft Excel W.. 56 KB
& Documents 16 A Microsoft Excel W.. 28K8
Print % Downloads
@ OneDrive ‘ b Music
Share
& Pictures
Bxport &EE Other Web Locations 8 Videos
o
Close > E¥ 0SDisk (C)
- Home (H:
1 Computer = )
[ :
Account & INFO (1)
=~ APPS (M)
Options + Add a Place ~ Temp (T
{
B
1 Lva
A Hide Folders Tools Save 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:

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

b. Merged cells (header info)

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

d. Entirely blank rows or columns

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

APHIS AVC Budgets by Fund

APHIS AVC in FMMI & Budgetary Posting Method

FMMIFund  Budget PD AVC | How Budget is Established (GL 4610)
AP001600AD  |Annual Budget PD + FUND IBESB Budgetary Documents
NoYear FUND + FA IBESB Budgetary Documents
Multiyear Budget PD + FUND IsEse Budgetary Documents
AP001600AR Annual Budget PD + FUND + FA + FC+ FP Sales orders; varies depending on Sales order Type
NoYear FUND + FA + FC+ FP Sales orders

AP005161AV * |NoYear FUND + FA

BESB Budgetary Documents / Actual Collections must be monitored

APOOD1GIEAR* NoYear FUND + FA Positions 1-8 (APOOUFVS)

BESB Budgetary Documents / Actual Collections must be monitored

APDO8226AV NoYear FUND + FA ITOWA Sales orders w/ Deposits Received
AP001600BN  |Annual Budget PD + FUND + FA IBESB Budgetary Documents

NoYear FUND + FA IBESB Budgetary Documents
AP001600BR Annual Budget PD + FUND + FA IBESB Budgetary Documents

NoYear FUND + FA IBESB Budgetary Documents
(AP031600BD NoYear Fund + Budget PD + FA IBESB Budgetary Documents
APOO1601AD NoYear FUND + FA IBESB Budgetary Documents

All other funeds should be Bueget PD + FUND + FA

*This fund should have Automatic Budget Posting (ABP) at the invoice level

Last Updated 21-Mar-12
File Path

File Name AVC rules by Fund.xlsx

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

I:\MRPBS - Marketing & Regulatory Programs Business Services\FMD - Financial Management Division\FMMI\Budget Authority
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APHIS AVC in FMMI & Budgetary Posting Method

Page 116 of 216

FMMI Fund Budget PD AVCas of FY14 AVC as of FY15 How Budget yis (6L 4610)
APD01600AD | Annual Budget PD + FUND KEEP BESE Budgetary Documents
NoYear -
Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND +FA CHANGE BESB Budgetary Documents
NoYear -
Budget Periods LESS THAN 15XX FUND + FA CHANGE BESE Budgetary Documents
Multiyear Budget PD + FUND BESS Budgetary Decuments
APDO1600AR  |Annual Budget PD + FUND + FA + FC= FP |Sales orders; varies depending on Sales order Type
NoYear -
Budget Periods GREATER THAN OR EQUAL TO 13%X Budget PD + FUND + FA + FC+ FP |Sales orders; varies depending on Sales order Type
NoYear -
Budget Periods LESS THAN 13XX FUND + FA+FC +FP |Sales orders; varies depending on Sales order Type
APDOS161AY * |MNoYear FUND + FA BESE Budgetary Documents / Actual Collections must be monitored
APOO16FRAR _ [Annual Budget PD + FUND + FA + FP BESE Budgetary Documents / Actual Collections must be monitored
NoYear FUMND + FA + FP BESB Budgetary Documents / Actual Collections must be monitored
MoYear - Budget Period + FUND + FA Positions 1-8
APDO1GIEAR Budget Periods GREATER THAN OR EQUAL TO 15XX (APOQUFVS) CHANGE BESE Budgetary Documents / Actual Collections must be monitored
MoYear -
Budget Periods LESS THAN 15XX FUND + FA Positions 1-8 (APOOUFVS) CHANGE
APDOS226AV  |NoYear FUMND + FA [TOWA Sales orders w/ Deposits Received
APDO1600BN _ [Annual Budget PD + FUND + FA BESB Budgetary Documents
MoYear -
Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND +FA CHANGE
MoYear -
Budget Periods LESS THAN 15XX FUND + FA CHANGE BESB Budgetary Documents
APD01600BR | Annual Budget PD + FUND + FA BESB Budgetary Documents
MNoYear FUND + FA BESE Budgetary Documents
AP031600BD  |NoYear Fund + Budget PD + FA BESB Budgetary Documents
MoYear -
APD01601AD  |Budget Periods GREATER THAN OR EQUAL TO 15XX Budget PD + FUND +FA CHANGE BESB Budgetary Documents
NoYear -
Budget Periods LESS THAN 15XX FUND + FA CHANGE BESB Budgetary Documents
All other funds shouid be Budget PD + FUND + FA
*This fund should hove Automatic Budget Posting [ABP) ot the invoice leve!
Last Updated 11-Aug-14




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:
o 9H Control Ledger — Budget authority for all expenses, including the amount reserved for
Overhead
o ZR Control Ledger — Budget authority for direct expenses only, not including the amount reserved
for Overhead

Report Type
ECC

FMMI Role
Funds Management, ECC Reporting

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

USDA

United States Department of Agriculture

F____IFinancial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management [ETHTENETETEGE1S
Reports Evaluation | BOE.J Funds Management Reporis | HANA Funds Management Reports | Bl Funds Manage:

Budget Availability Control
14| r| 1

2 Display Overall Values of Control Objects

* 3 Analyze Financial Data

Menu 4 | Save As Variant. || Back || Exit || Cancel | Sy

nning

* Budget Overview FM Area USDA

* Compare Budget Version Control Ledger 9H
* Consumption of Budget

Report
[ Budget Availaility Control | Type of Account Assignments

" Budget Availability Control -
Lz s Ly Account assignments specified below are:
HANA
" Budget View by Document * ' Control Objects
Type Budget Addresses
* Drilidown for Budget Entry
Documents Posting Addresses

myPortal Favorites EN

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

Welcome  Accounts Payable  Accounts Receivable  Cost Management QEMGELELELRECL4M General Ledger

Reports | Evaluation | BOBJ Funds Management Reports | HANA Funds Management Reports | Bl Funds Management Reports

Budget Availability Control
1441 4

A Display Overall Values of Control Objekts

- [ Analyze Financial Data —

Interface Table Maintenance ~ Purct

+ Commitment Hems Report Menu,| | b | Save As Variant.. || Back || Exit || Cancel || System | | | Execute || GetVariant.. || Program Documentation
* Commitment Items to G/L
R — FM Area USDA
* Funds Centers Report Control Ledger 9H
* Funds Centers Alphabefical
List Report
° P ] Type of Account Assignments
* Functional Area Alphabetical Account assignments specified below are:
List Report
* Funded Programs * Control Objects

Alphabetical List Report
* Application of Funds

Alphabetical List Report Posting Addresses
* Status of Funds Report SPL
" SF-133 Report

Budget Addresses

" Status of Funds Inception to Selection of Account Assignments
pate Fund to S
* Run Report by All Posting
-3 Budget Preparation and Budget Period o >
FOT) Funds Center to =
* Budget Overview
+ Gompars Budgst Vrsion Commitment ltem to 3
* Gonsumption of Budget Functional Area to =
Report
* Budget Availability Control FreEElFen e to &
* Budget Availability Control - |
HANA
* Budget View by Document Restriction According to Attributes
Type = Multiple Selection FM Account Assignment Variant Name:
* Drilidown for Budget Entry
Documents

~ B Customer

+ Create Vendor/Customer Display Options
Master Data Request

* Display Account Balance

% Layout Options

Use View 'Outgoing Amounts'

for AR ltems Use View Incoming Amounts’
+ View Customer Master Maximum Usage Rate 100.00
Data

~ O Documents Display Budget Deficits Only

* Approve and Post AR

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

Display Overall Values of Control Objects

Menu } | Save As Variant.. | Back || Exit | Cancel || System , Get Variant... || Program Documentation

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 4
Funds Center to =
Commitment ltem to =
Functional Area to 4
Funded Program | " =

Restriction According to Attributes
ﬁ Multiple Selection FM Account Assignment Variant Name
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STEP 4: The report will populate as shown below

L4
Display Overall Values of Control Objects

Menu , b | Back || Exit | Cancel | System , Details || Add Hierarchy of Budget and Posting Addresses | Documents

Control Objects Data: Overall Values

FM Area USDA (USD) Fund

‘Control Ledger 9H Funds Center
Functional Area
Funded Program

% || A it} 2 .| =L

Overall Values of Control Objects Consumable A.. Consumed Amt Available Amt

» [ =Several Budget Period Values= 454 139 56 3,074.18 451,065.38

AP001600AR
APWSWR3232
APOOAGREIMBUROOD
AP.RANA32 71.0246

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, b Back | Exit Cancel System, Details || Add Hierarchy of Budget and Posting Addresses || Documents

Control Objects Data: Overall Values

FM Area USDA (USD) Fund

Control Ledger 9H Funds Center
Functional Area
Funded Program

% |2 || = | = L.
Il Values of Control Objects Consumable A, Consumed Amt Available Amt
= =Several Budget Period Values= 454 13956 307418 451,065.38

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 , F | Back || Exit | Cancel System , Details || Add Hierarchy of Budget and Posting Addresses

= =3 [nd = [L][FH [4
Overall Values of Control Objects Consumable A.. Consumed Amt
¥ [ <=Several Budget Period Values> 454 139.56 307418
b =1313 27,398.89 0.00
P = 13KK 0.00 0.00
b = 1414 18,474.66 0.00
P [=1515 38,224.30 0.00
F = 1616 84,963.09 0.00
b =TT 94 57410 0.00
r [=1818 78,576.84 0.00

| 1919 111,927 68 307418
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APO01600AR
APWSWR3232
APDOAGREIMBUROOD
AP.RA.NA32.71.0346

Documents

§ a1 e

Available Amt
451,065.38
27,398.89
0.00
18,474.66
38,224.30
84,963.09
94 57410
78,576.84

102,853 50



STEP 7: The report now shows as follows. All Objects shows availability.
a. Note the following items for the 9H Control Ledger:
i. Consumable Amount represents the total amount of budget authority for the agreement,

including indirect expenses (OH), for the BP.

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

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

Display Overall Values of Control Objects

Menu b | Back | Exit | Cancel | System , Details || Add Hierarchy of Budget and Posting Addresses || Documents

Control Objects Data: Overall Values

FM Area USDA (USD) Fund

Control Ledger a9H Funds Center
Functional Area
Funded Program

¥ a [nd = (4| H 4
Overall Values of Control Objects Consumable A..  Consumed Amt Available Amt
¥ [==Several Budget Period Values= 454 139 56 307418 451,065.38
PO 1313 2739889 0.00 27,398.89
P = 13K 0.00 0.00 0.00
P =1414 18,474.66 0.00 18,474.66
P = 1515 38,224.30 0.00 38,224.30
b [=1616 84, 963.09 0.00 84,963.09
P =TT 9457410 0.00 94,574.10
P [=1818 78,576.84 0.00 78,576.84
* [E=1918 111,927.68 307418 108,853.50
» %‘éALLOBJECTS 111,927 .68 110,614.64 1,313.04
b %‘é REVEMNUE 0.00 107 ,540.46- 107,540.46

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.
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Display Sales Order

Display Reimb - No Advance 3200004752: Overview

[ ][ 14 [t ] [ Gancer ][ Systern. ) Displny dscumeni o | [ Situs overiew | [ Display sskto party | [ Headar sutput preview | Orders |
Reimb - Mo Advance (3200004782 Hel vaiee %,020,340.00 [US0

Sold-To Party 5000141 | DFAS-ADCA DE PLACE 82 [y

Ship-To Party 5000141 | DFAS-ADCA DE J 6760 EAST IRVINGTON PLACE | DENVER CO 802

PO Numier PO date 02707018 rai]

EMW[MMJMW|WLM[M”M

Req deb date o] [oz/07/z004 | Delver Plast
T Coetract end I
Total Weight alks
" Moume 9.000]
" Pricing date 0z/07,/ 2014

(0001 Pay Immediatedy wio ... Incolems I

[APO0 ¥ [AGY AG| APHIS. USDA USDA

All items.

Mo Meatesial Descripion  WES Element |OrderCuanty  Un | Amoant per LM Hetprce Gy [Pt WCa [CoTy [CRTD BLck OFF
120 REIMB ‘@!‘}—?IW’U!HOU.M,W!JLHH VA 16, 800,00 1 VA 16,800.00 USD D APOO RONA REME [ [m] [a]
139 REIME 14T100-0322-Q AP RA. NATS, T1.0323 VA 36,460, 00 POy 36,460.00 USD 0 APOO RONA REmE [ ]

RA. Wk 27, 411 1V 37,411.00 USD D APOD RONA REME I
14-7100-0322.0 AP RA. NAZG. 71,0324 VA 91,885.00 1A 51,685.00 USD D APDO RONA REMB |

P I

260 REIVE 14710003220 AP RA. NAZ6. 71,0326 62,505.00 2va §1,505.00 D 0 APoo Rowa Rexe [0 [
270 REIVE 14-7100-0322.0 AP.RA. NAJE. 71. 0027 VA 8,984.00 ava 8,984.00 UD 0 APOC Rowa REvE [ =]
280 REVE 14710003220 AP RA. NA3S. 71. 0328 va $6,567.00 1w £6,5€7.00 USD 0 APOO mowa Rews| [1 [
130 REIMB 14T100-0322.0 AP RA. NA3S, 71,0329 VA 72,860.00 1 va 72,860.00 USD D APOO RONA REME [ O
399 REDME 14-7100-0322.C2 AP RA. NA3S. 71,0330 VA 43,266.00 1 va 43,266.00 U0 D APoo Rowa Rene [ [0 [+

Line Items - Actual Costs/Revenues
Line Items - Actual Costs/Revenues

T ine Items for Projects
[Menuu][ | 4 [Back|[Et] [Cancel| [ System | [ Document | [Master Record | [ Comection Request | Details | [ Set Fl
Layout JTE-RECH R IF RRB Calc Recon-Rmv docs &
Object WBS AF.RA.MA3Z.71.0346 13 7100 0322 IR DOD RMG REWO
Cost Element 5200000200 To 6400001299 ServRev-Exch...
Posting Date 01/01/2011 To 11/30/2014
WES Element * [Doc. Date * BP vlE vamnum.-ylnm; |Gns'l Elem..._ inuhdm |Poai-gnm
0911872014 . 1,063.64
0911972014 1414 290.10- SU 5100002111 09222014 0192014
1414 350.00- £100002131 09222014 0182014
1414 210.00- 6100002161 09222014 091972014
09/1972014 . 850.10-
093002014 1414 784.70- ZP 5100001101 092772014 092772014
1414 7.85- 6100001274 0927/2014  09/27/2014
1414 31.36- 6100001275 09/27/2014 0972772014
1414 1.64- 5400001202 09/27/2014  09/27/2014
1414 11.37- 6400001213 09/27/2014  0S/27/2014
1414 93.35- 6400001264 O0N27T2014 09272014
1414 48.65- 5400001269 (0927/2014  D9/27/2014
0ar302014 . a78.97-
Fiscal Year 2014 .. 25,570.73
AP RA NA32 71,0346 10212014 1414 400.14/CT 5100930000 10/21/2014  10/21/2014
1414 400.14 5100980000 102172014  10/212014
1072172014 . 800.28
1022014 1414 69.90- SU 6100002131 11042014  11/0212014
1170272014 . 69.90-
Fiscal Year 2015 . 730.38
AP RANAIZ T1.0346 ==ds 26,301.11
vaaa
Status of Funds Project-to-Date
Status of Funds Project-to-Date
ﬂ] Save A3 | pupuy as | Table _v_l ‘“_'°| Frind Version | Expost 1o Microsofl Excel |
= Cokmme Fund  APOO1S00AR
* Fand Funds Cenler  APWSWR3232
= Funds Cenber Funded Frogram AP RA NAJZ T1.0346
* Funded Program Authority*:  Budget ' C s O D 2t Totl G
* SOF GL Keytigures GL (PTD)  Budget Peripd** 5 5 s 5 H
~ Rows. 1414 000 0.00 0.00 0.00 2630111
e it Bndcd Overall Result 000 0.00 0.00 000 2630111

* From eharacharsies

Page 121 of 216



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 | q4 | Cancel | [ System 4 | [ Details | [ Add Hierarchy of Budget and Posting Addresses | [ BCS Documents |
Control Objects Data: Overall Values 2
FM Area USDA (USD) Fund AP001600AR
Control Ledger 9H Funds Center APWSWR3232
Functional Area APDOAGREIMBURDDD
Funded Program AP RANA32.71.0346 v
=l | E | ELEE
Overall Values of Control Objects c Aml| C d Amt Available Amt
w (=] «Several Budget Period Values> 54.622.00 7.826.45 46,995.55
» 1313 27,411.00 0.00 27,411.00
» ESY13KX 0.00 0.00 0.00
- E1414 27,411.00 7,826.45 19,584.55
» T4 ALLOBJECTS 27,411.00 26,301.11 1,109.59
» @4 REVENUE 0.00 18 474.66- 18,474.66

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

Display Overall Values of Control Objects

[Menu ]| | 4 [Save As Variant_. | [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
TP —
Fund ] o[ ] (=]
Budget Period ] o [ ] (=]
Funds Cenler [ | © [ ]
Commitment ltem [ Ito [ =]
Functional Area [ | to [ |
Funded Program |aP.RA.NAZ2.71.0346 [0 [ [=]

A T

[ = Multiple Selection FM Account Assig t Variant Name

[ B= Layout Options |

Display Options
Use View "Outgoing Amounts’ (+)

Use View 'Incoming Amounts’ ()

Maximum Usage Rate [200.00]
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
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Display Overall Values of Control Objects

[Menu ]| | 4 [Back ][ Exit][ Cancel | [ System 4 |[ Details | [ Add Hi of Budget and Posting A |[BCS D
; . A
Control Objects Data: Overall Values
FM Area USDA (USD) Fund AP0D1600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APO0AGREIMBUR00D
Funded Program AP RANA32.71.0346 v

e | | (BEE]

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

Display Overall Values of Control Objects
| 4 [Back | [ Exit][ Cancel | [ System 4 | [ Details | [ Add Hi of Budget and Posting Add |[BCS D

Control Objects Data: Overall Values

FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APODAGREIMBURO0D
Funded Program AP.RANA32.71.0346 v

&l | E |
Overall Values of Control Objects
% <Sewveral Budget Period Values> 45,157.66 588.89- 45,746.55

C Ami C Amt Available Ami

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

Display Overall Values of Control Objects

[Menu 4] 14 [Exit | [ Cancel | [ System 4 | [ Detais | [ Add Hierarchy of Budget and Posting A | [BCS D
; : A
Control Objects Data: Overall Values
FM Area USDA (UsSD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APD0AGREIMBURO00
Funded Program AP.RANA32.71.0346 v
2 | | B
Overall Values of Control Objects C Amt C Amt Available Amt
~ &) <Several Budget Period Values> 45.157.66 588.89- 45.746.55
» ES1N3 23599.66 3,670.23- 27,269.89
» S 1IKX 0.00 0.00 0.00
Eﬁ 1414 21558.00 3,081.34 18.476.66

STEP 14: The report now shows as follows. All Objects shows availability.
a. 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

[Menu || | 4 [Back ] [ Exit ][ Cancel | [ System 4 | [ Details | [ Add Hi y of Budget and Posting Add |[BCsD
Control Objects Data: Overall Values 2
FM Area USDA (USD) Fund AP001600AR
Control Ledger ZR Funds Center APWSWR3232
Functional Area APOODAGREIMBUR000
Funded Program AP.RA NA32.71.0346 v
|
Overall Values of Control Objects Consumable Amt| G Amt Amt
w & <Several Budget Period Values> 45,157.66 588.89- 45.746.55
» 91313 23599.66 3,670.23- 27.269.89
» E13XX 0.00 0.00 0.00
v E1414 21,558.00 3,081.34 18,476.66
[» gz ALLoBEcTs 21,558.00 21,556.00 2.00)
» @& REVENUE 0.00 18,474.66- 18,474.66

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

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

| 4 [Back |[ Exit] [ Cancel || System 4 | [ First item | [ Previous item | [ Next item | [ Last item | [ Displ:

[ Menu 4 ||
Sales Document ltem 40 Iltem category RONA | Reimb - No Advance
Material REIMB 14-7100-0322-Q

SalesA | SalesB | Contractdata | Shipping | Biling Document | Condiions ' Accountassignment }

Account assignment
Business Area "APOO
Order
Profit Center Profit. Segment |3:|
WES Element AP.RA.NA32.71.0346
Data relevant for cost accounting
Costing sheet 'zrrRE1 | USDA - OH for All Expenses
Overnesakey
[ 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-0H TOT TF OH Totals-Run with GL 6100980000
Cbject WBS AP.RA.NAS2.71.0346 13 7100 0322 IA DOD ANG RENO
Cost Elsmsnt 6100980000 To 6100980000 OpEx-Overhead % Calc
Posting Date 10/01/2010 To 11/30/2014
WES Element * BP - Doc. Date Posting Date | Doc type Cost Elem..~ | Val/COArea Crcy
AP RANA32.71.0346 1414 04730/2014 04/30/2014 CT 6100950000 573.75
05/31/2014 05/31/2014 CT 613.29
06/30/2014  06/30/2014  CT 135765
07/31/2014  07/31/2014  CT 1,400.14
10212014 10212014  CT 400.14
10212014 10212014  CT 400.14
AP RANA32.71.0346 . 4,745.11
| 4,745.11
Calculations
9H Available Budget Authority $27,411.00
/ 1+ Overhead Rate 1.2715
= ZR Available Budget Authority $21,558.00
9H Available Budget Authority $27,411.00
-ZR Available Budget Authority $21,558.00
Total Overhead to be Charged S 5,853.00
Total Overhead to be Charged S 5,853.00
-Total Overhead Charged S 4,745.11
Uncharged Overhead S 1,107.89

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

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

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

STEP 16: Additional Items to Note:

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

Purpose

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

Considerations
e These instructions were specifically tailored to accommodate Wildlife Services SOF needs.
e This report only provides a high level overview; it does not provide details at the transaction level.

e Due to an error in the report, you must remove the Commitment Item 4610YEQ00O, after the report has
been generated, to obtain accurate results.

Report Type
BI

FMMI Role
General Ledger Management, Bl Reporting

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

of Agriculture
| Modernization Initiative

Welcome Luisa Jou Zhang Help

ts Payable Accounts Receivable Cost Management Funds Management [elUtteVIRY OVl PGPEEINTNH | Interface Table Maintenance  Purchasing

ncial aluatio Bl General Ledger Reports
| History, Back -
—_l Detail Tnal Balance (BPF) J-_J Status of Funds Praject-to-Date
=ar This report displays a detail view of the Standard Trial = To- budget and actual
Balance by providing additional selection parameters and activity by fund. The report displays the Original Autharity

drill-down criteria (USGL41xx, 42xx and 430d), Undistributed Appropriation
(USGLI4450), Undistributed Apportionment (USGLI4510
and 4590), Available Authority (USGL/4610, 4620, and
4650 ), Commitments (USGL/4Txd), Obligations
(USGLM8xx) and Expenditures (USGL/4%x) by fund

_:_] Standard Trial Balance ~_| Open Commitments Report
= This report gives you the beginning balance, debit, credit, = The Open Commitments Report displays outstanding
and ending balance for both proprietary and budgetary i purchase requisitions and associated Purchase Orders

General Ledger accounts that are direct entered into FMMI and those that are
interfaced from the Integrated Acquisition System (IAS)

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

Status of Funds Project-to-Date

Variable Entry

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

General Variables

‘Varnable == Current Selection Description

* Fizcal Year

= From Period

= To Period
Budget Period
Business Area
Fund
Funds Cenfer
Commitment ltem

Functional Area

OK || Check

o g o o R
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STEP 3: To run by Fund, enter the following data:

a. Fiscal Year =i.e. 2015 (use current fiscal year to get current results)

b. From Period = 1 (October) — should always be from Period 1 to capture the activity from the
beginning of the Fiscal Year

c. ToPeriod =i.e. 12 (September) —the ending period of the report

d. Fund=i.e. APOO1600AR (RA)

e. Fund Center =i.e. APWSER55555

f. Optional: click check and if search criteria was entered correctly, a description will appear in the
Description column

g. Click OK to run the report

United States Department of Agricultura
Financial Management Modernization Initiative

Accounts Receivable  Cost Management  Funds Manageme|
| Ledger Manag

Status of Funds Project-to-Date

b
Variable Entry
Available Variants: Save | Save As..| Delele | Show Vanable Personalization
General Variables
Variable*= Current Selection Description
*  Fiscal Year 2015 EI 2015
*  From Period 1 d 1
*  ToPeriod 12 o 12
Budgel Period m]
Business Area 7
Fund APDD1600AR rj APOD1600AR GENERAL-REIMB-CAT A
Funds Center APWSERSS555 r_ﬂ APWSERS555 ER - WISCONSIN
‘Commitmant lem 3
Functional Area (m]

STEP 4: The Report will display as shown below

Status of Funds Project-to-Date | Hi
Status of Funds Project-to-Date =
Open | Save As...| oipiayas Table v | _info]_Print Version | Export to Microsoft Excel
J— Authority== i Budget Aunoritys> G Obligations= it Total Commi and Obiigations = Available Authority==
+ SOF GL Keyfiqures GL (PTD)  Functional area = Funas= Funded Program = s s 5 s s H s s B
~ Rows APODAGREIMBUROOD  APUOTG00AR AP.ARWSFAWI -1,817.00 -8,925.48 -10,742.48 0.00 0.00 10742 48 1074248 -10742.48
+ Funcional area APRANASST10001 1762185 .00 -17,621.85 1762185 17,621.85 000
+ Fund APRANASSTIO002 583171 0.00 583171 583171 583171 000
+ Funded Program AP.RANAS571.0003 440721 0.00 440721 0.00 440721 440721 0.00
= TR CIER T AP.RANASS 71,0004 0.00 0.00 0.00 000
plaorkl APRANASSTI0337 3771321 0.00 a771321 .00 000 0.00 221902 32279.02 42594
+ Budget Period
lgst Peri APRANASS.T10338  45059.26 000 -45,059.26 0.00 000 000 92752 39275.22 2781
+ Commitment flem
APRANASS.710339 3609163 .00 -33,091.63 0.00 3235200 3235200 178
+ Fiscal yeariperiod
APRANASST20051 513184 .00 5,131.84 0.00 513184 5131.84 868.16
+ Funds Genter
APRANASST20055 2323182 .00 2323182 0.00 1760561 17,805.61 79975
+ GIL Account
. SOL Account for Fede AP.RANASS.72.0057 0.00 0.00 000
APRANASS 720077 -5,000.00 351716 148284 0.00 1,482.84 1,482.84 3517.16
APRANXSST20055  -4538.58 3,600.00 -938.58 4,538.58 453858 -938.58
AP RANXSS5 720055 -216.413.60 250,010.59 33,596.99 000 0.00 168,867.69 168,367.69 2713231
APRANXSS.T20057 -280223.29 353,565.26 73341.97 0.00 0.00 264.658.03 264658.03 7334197
AP.RANXSS.72.0058 -350,847.99 396.661.79 35,813.60 000 101 0.00 28029833 280299.34 3033166
APRANXS5720059  -85,009.20 88,121.61 311241 0.00 0.00 6394391 5384391 3,056.09
APRANXSS720060  -36,058.77 37,016.59 957.62 [ 0.00 29.498.18 29.498.18 957.82
APRANXSS 720061  -36,580.41 39,696.92 3,11651 0.00 1722544 17225.44 277456
APRANXSS 720062 75400 831.02 77.02 0.00 75082 750.92 308

1] |Page| tloit0 -] =]x]
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STEP 5: Open layout by clicking on Open > /WS RMVD 4610YE > OK
(This layout has been saved to remove Comm Item 4610YE)

*NOTE: You must remove the Commitment Item (BOC) 4610YE000O to get the accurate balance. The reason is that
the budget group entered a year end adjustment our first year in FMMI which was posted in a non-reporting month
(i.e. 16) but reversed in a reporting month (i.e. 01). Since the reversal posted in a real fiscal month the balances are
skewed. To remove this item from the report without using the above layout, follow these steps: Click on Filter >

System:

Type:

m_ BEx Poitiobo | My Portiolo

% @

(0] %]

Descripbon o
W

I !i NS RMVD $610YE

_J [B) s Wiseonsin
B wes ony
[#) we Wisconsin

Description: WS RMVD 4510VE
Technical name: | 2014_12_03_12_351x2

Cancel

Go to Commitment Item > Select Edit > Click on Select All > Deselect 4610YE0Q000 > Click Add > Click Okay.

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

Status of Funds Project-to-Date

Status of Funds Project to-Date

Cpen | SaveAs...| oispieyss Table

~ Golumns

= Functional area

= Fund

= Funds Center

* SOF GL Keyfigures GL (PTD)
~ Rows

= Funded Program
~ Free characteristics

= Appictn

= Budget Period

= Commitment item

= Fiscal yeariperiod

= GIL Account

= SGL Account for Fede

| Info]| Print Version | Export to Microsoft Excel

Functional area
Fund
Funds Genter

Funded Program =
AP_ARWSFA WI

AP EXWLSV.GE

AP RA NAS5.710001
AP RA NAS5 710002
AP RA NAS5 710003
AP RA NAS5 710004
AP RA NAS5 710337
AP.RANAS5.71.0338
AP.RANAS5.71.0339
AP.RANAS5.72.0051
AP.RANAS5.72.0055
AP.RANAS5.72.0057
AP RA NAS5.72 0077
AP RA NX55.72 0055
AP RA NX55.72 0056
AP RA NX55.72 0057
AP RA NX55.72 0058
AP RA NX55.72 0059
AP RA NX55.72 0060
AP RA NX55.72 0061

[=[=]~ |pane

APQOAGREIMBUR000
APO01B00AR
APWSERS555
Authoritya: Budget Authority== G Oblig Total G and Oblig
5 3 5 $ 5 $ s s
n.0o 0.00 0.00 0.00 10.742.48 10.742.45
n.00 0.00 17.621.85 1762185
.00 0.00 583171 583171
n.00 0.00 0.00 440721 440721
.00 0.00
n.00 0.00 0.00 0.00 .00 0.00 32279.42 32279.42
.00 0.00 0.00 0.00 .00 0.00 3927522 3927522
.00 0.00 0.00 0.00 32,352.00 3235200
.00 0.00 0.00 0.00 513184 513184
.00 0.00 0.00 17,605.61 1760561
0.00 0.00
0.0 0.00 0.00 0.00 146284 148284
000 0.00 453658 4538.58
n.0o 0.00 .00 0.00 168.867.69 168.867.69
000 0.00 0.00 0.00 264,656.03 264,658.03
n.0o 0.00 0.00 101 0.00 280.208.33 260.299.34
000 0.00 0.00 0.00 63.943.91 6394391
n.00 0.00 .00 0.00 29.495.18 29.495.15
.00 0.00 0.00 1722544 17,225.44
1of10 ~| x| ¥| [i4] 4] «] Page|

Page 128 of 216

Available Authority=>
s
-10,742.48

0.00
0.00

0.00

0.00
221835
2,296.51
650063
1,192.98
79975
0.00
6.017.16
-938.58
27.132.31
73,341.97
30,331.66
3,056.09
957.82
277456
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STEP 7: Commonly Used Additional Features

a. Dragand Drop

b. Filter

c. Filter > Variable Screen
d. Subtotals

e.

Save As / Open (Layout)

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

Welcome Luisa Jou Zhang

zation Initiative

Intestace Table Mantenance  Purch

al | Financial Reports | Evaluation | BIG | Ladger Reports
Status of Funds Project-to-Date | History, Back

Stutus of Funds Project-10-Dats

Open | Save s | oopais Teve _:J info IMU:.-AMI Expest 2 Microse Excel | I

- Coloan Aufiorty  Undstrbuled Appropriation  Undeirbeted Apporfoament  Bodgel Auforty  Commimerts  Obgatons  Expendfures  Desbu
= SOF GL Keyfgures GL Fusded Program Fands Center & ] $ ] s

* Rews APTFCOMDO0 0208  APPOHONITH
= Funded Program APPOHIIVM ¥ TERAT THTRRAT LI LR
© Funds Center L] 13970597 13070697 L) 1830105

STEP 9: After Print Version is clicked, the following box will appear, click OK

8]~ " Status of Funds Project-to... | BB« Web X

11022012 183523 UNITED STATES DEPARTMENT OF AGRICULTURE. Page t

Export Dialog L)
Staic Fiters
Scaling Factor Page T
« Fito page width ;
[ Repeat column headers Theme: Standard SAP | v
Frto page sae: Lefler 85 11 Inch =]
Poster

Orientation: || andscape Format | v

= Dynamic Fters
DResestcoumbesders | |—
Header
Margins inmm | v| R Care 1o =
Center: [Free Text | ] [UNITED STATES DEPART -
Yoo [200 Rght  poge 1 -] .
Bottom: |20.0
Left 200 APOOS22EAV TRUST.CAT A
Rght (200 Tt
Left  None i~
Center. Free Text || FOR OFFICAL USE ONLY
Right None ]

FOR OFFICAL USE ONLY.

o

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

File Download ===
Do you want to open or save this file?

Iﬂ Name: ZANALYSIS_PATTERM.xds
I Type: Microsoft Excel 97-2003 Worksheet
From:  portalbi-fmmi.usda.gov

== c=

| While files from the Intemet can be useful, some files can potentially
e ham your computer. F you do not trust the source, do not open or
save this file. What's the risk?
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STEP 11: Click Yes and the report will automatically open in Microsoft Excel

The file you are rying to open, ZANALYSIS PATTERN[Z].«e", = in & different format than specified by the Sl extension. Verify that the file = not
corrupted and is from & trusted source before opening the fle. Do you want ko open the fle now?

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

EHSE9-c-0&l ZAMALVSIS PATTERNI3] [Protected View] - Miciosoft Excel - @ @
Home  lnsert  Pagelayout  Formulas  Data  Review  View  Acrobat c@o@ B

© rrotecteaview it trom an and might be unsafe. Click for more details. | Enabe £atting | ®
Al ~(= £ | Status of Funds Project-to-Date

4 A B =ieE D l 3 | F e e [l |

1 |Sisius of Funds Projeci-to-Date

3

L

_5:

L8

El s

8 .00

3 129,705.97] 000] 1536108 31785482

139,705/ oo 1elon0s]  Tesem

1
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Over Budget Issues

Common Over Budget Issues

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

e Cannot close SO or associated master data elements

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

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

e Expenses overspent or posted to wrong account (check ROR, manually recalculate ZR AVC Tables, LIACR
and/or Payroll Detail Report)
o 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)
o Expenditure Adjustment for indirect expenses

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

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

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

e INTR - Intra-agency — USDA, additional reasons/resolutions:
o PO not entered, not approved (i.e. parked), or increased to appropriate funding
o Second line was created on PO rather than increasing the first line
=  Contact |IOAT@usda.gov for assistance on INTR PO issues
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*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@usda.gov to rerun OH for the prior
period(s) missed.

Example - Over Budget Issue on OH Account

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

For example prior to fiscal year 2016, 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
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

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
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

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.

For fiscal years 2016 and after, FMMI still would reserve a portion of the sales orders total amount for overhead,
but you won’t have a budget authority on your overhead WBS elements until overhead jobs are run. Once
overhead is run, you would be able to post expenses to it. If you spend all the available budget on a budget
period, then the AVC table would show a zero available balance. If there is a zero available balance and expenses
are removed from a sales order with a budget period that has a zero available balance, then the negative
overhead will not generate. Also, if the negative overhead that would generated is greater than the available
balance, then negative overhead would not generate.
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In the example below, the budget period 1717 shows a zero available balance so no negative overhead can be
generated. On budget period 17XX has an available balance, but if by some change the negative overhead would
exceed the amount shown, then again the negative overhead would not generate.

Control Objects Data: Overall Values
FM Area USDA (USD) Fund APO01600AR
Control Ledger 9H Funds Center APWSWR4141
Commitment Item ALLOBJECTS
Functional Area APODAGREIMBURO0D
Funded Program AP WS IDCT 41
Lo =Y [ = [L4[H |4
Owverall Values of Control Objects Consumable A Consumed Amt Available Amt
= [E= =Several Budget Period Values= 367,930.73 8777359 45570432
v ZE1515 181.63 181.63 0.00 Zero availabilty in 1717
»TRI5XX 36774910 362,002.85 574625 205,410.24 of availability in 17XX
b 21616 0.00 0.00 0.00
b2 16X 0,00 973.30- 973 30 /
»o BEATIT 0.00 0.00 0.00
bR 0.00 205,410 24- 20541024
Ld FERL:L Uuu Uy uuu
b BE1EXX 0.00 208,000.22- 208,009.22
» Ru1919 0.00 4,998.99- 4,998.99
b OBEIOXX 0.00 27,566.32- 2756632
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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 Naomi Yang, the APHIS ULO lead.
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FMMI HANA Unliquidated Obligations (ULO) 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
a. User must have access to FMMI HANA reports

Report Type
HANA report

Role
Ad hoc Analysis, BOBJ Ad Hoc Analysis

Instructions
STEP 1: Go to Ad-hoc Analysis > BOBJ Ad-hoc Analysis

United States Department of Agricuture
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Gost Management  Funds Management  General Ledger _Inferface Table Maintenance  Purchasing  Base Roll [ Y CrEAl [Bi Favorites

BOBJ Ad-hoc Analysis | Bl Ad-hoc Analysis
BOBJ Ad-hoc Analysis

0 o

- Reimbursable Orders Report

- Line Items - Actual

Costs/Revenues

USDA
ZoUA

STEP 2: A new browser tab will open. Navigate to the “See more...” links found in the right most quadrants on the
Ad-hoc Analysis dashboard.

2e83ble7e2l O ~ @ &

0% BOBJ Ad-hoc Analysis - FM...

[ 3
File Edit View Favorites Tools Help . W

S @ ITSHome page Logon & Metastorm BPM £ News and Alerts - WBSC... Portal [& Rules of Behavior [ Suggested Sites v &) Web Slice Gallery »
D o

After clicking on the "Ad-hoc
Analysis" link, anew tabin —
Internet Explorer will open.

SAP4 [
o
Home | Documents
This is the Ad-hoc 7 My Recently Viewed Bocuments 0 unread messages in 1y Inbox L
Analysis dashboard | HANA_Federal Transaction_Regiter_Test No unread messages

51 HANA - APHIS GL plus AR Sales Order Document_ BLT

51 HANA - Reimbursable Billing Document TRD
{9 Sales Order History Report Billings Team ONLY
51 HANA - Reimbursable: Billing Document TRD Excluding_Doc_Types

1] HANA - Spending Detail Report_Line_Items_Report BLT

B! customer Report

! Wildiife Services Billing Numbers

51 HANA - Accounts Receivable History Report_Bil_Status

{5/ HANA - Reimbursable Eilling Document TRD Excluding Doc Types BLT

See more...
~ My Recently Run Documents ~ 0 Unread Alerts

No recently run documents Mo unread dlerts

Sez more...
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Nguyen, Kyle V - APHIS
12 month ULO report deleted - need to also delete from table of contents.

Nguyen, Kyle V - APHIS
Need better screenshots from Donna for this section.


w Welcome: BARRETT TRIMBLE |
®

~ My Recently Viewed Documents | [ ~ 0 unread messages in My Inbox v My

) HANA_Federal_Transaction_Register_Test

1] HANA - APHIS GL plus AR Sales Order Dacument BLT

5] HANA - Reimbursable Billing Document TRD

49 sales Order History Report Bilings Team ONLY

{5/ HANA - Reimbursable Biling Document TRD Excdluding_Doc_Types

5] HANA - spending Detail Report_Line_Items_Report BLT

1] Customer Report

$! Wildiife Services Billing Numbers

151 HANA - Accounts Receivable History Report_Bill_Status

48] HANA - Reimbursable Biling Document TRD Excluding_Dac_Types_BLT

The "See more..." links found on the 2 See more...
~ My Recently Run Documents right-most quadrants.

No recently run documents Ay o vorend derts

Mo unread messages

STEP 3: Navigate to the desired HANA ULO Report:
1) Folders
2) Public Folders
3) FMMI
4) Ad-Hoc Reporting
5) APHIS
6) General Ledger Reports
7) ULO
A
Home | Documents 1 |
View ~ New - O ~ SEnd - More Actions ~ | Details
Title ~ Type
TriTy M | PROGRAM
m“i A ¥ | APPQPH12DE Days Old HANA-Unliquidated Obligations_AP0O_Detail Web Intelligence
2 auditing | HANA-Unliquidated Obligations_AP00_12MONOACTIVITY Wehb Intelligence
B[ gpps ¥ | HaNA-Unliquidated Obligations_APOD_Detail Web Intelligence
| Data Federatio 3 ';: HANA-Unliquidated Obligations_AP00_MONTHLY ‘Web Intelligence
- ¥ | HANA-Unliquidated Obligations_APD0_MONTHLY JUNE Web Intelligence

E" FMMI 4
"= Ad-Hoc Reporting p

& o s o
B[ a0 5
e 4"

E

2 [ Accounts Payable

B Accounts Receivable

B Agency Maintained Reports
" [ Canned Report with SHC

[ exFedarants / 6
—

=T General Ledger Reports I

[ 2017_SGCE Detail Ledger

I Reimbursable Agtivity

Bz o 7
e
[ mmp

a. HANA-Unliquidated Obligations_AP00_12MONOACTIVITY (see step 5a)
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e Recommended to use when reviewing ULO report with 12 months of no activity
b. HANA-Unliquidated Obligation_AP00_Detail

e Recommended to use when reviewing the ULO summary report
c. HANA-Unliquidated Obligations_ APO0_MONTHLY
e Recommended to use when preparing the monthly ULO report

Title ~ Type
L N
M | APPOPH1ZDE Days Old HANA-Unliquidated Obligations_APD0_Detail Web Intelligence
‘r'l :HANA—Unliqu'ldafed Obligations_APO0_12MOMOACTIVITY I Web Intelligence

“# | HANA-Unliquidated Obligations_APD0_Detail Web Intelligence

HAMA-Unliguidated Obligations_AP00_MOMTHLY Web Intelligence
;h IHANA—Unquu'ldated Obligations_AP00_MONTHLY JUNE Web Intelligence

STEP 4: A window prompt will appear, enter the specific accounting elements to narrow down search results. The

data may be searched ( # ) or typed but must be moved to the right side of the box to be included (Fields with *
symbol indicate a required field)

*Business Area: APOO
*Key Date: YYYYMMDD (through date — example: 20190531)

*Open/Closed Flag: OPEN

Prompts 2w

Available prompt variants - _-,J [ﬂ X

& * Business Area [fmmi/CV_ULO_HANA_VE/V_BUS_AREA] APDO

& * Key Date (in YYYYMMODD format) [fmmi/Cv_ULO_HANA_V6/V_KEY_DT] 20190630 —

R Refresh Values ¥e

& * Open / Closed Flag [fmmi/CV_ULO_HANA_VE/V_OPEN_CLOSE] OPEN =

N To see the contentof the list; glick the
Application of Funds: ‘

Type values her

Refresh values button.
Budget Period:

Commitment Ttem:

<

2) After selecting Fund
FMMI Oblig Doc Number: Center, click the

Cost Center: " "

FMMI Oblig Doc Type: Rerresn Values tO
Fund: obtain a listis current

Funded Program: - fund centers
Funded Program CP1: 1] Please Select

Funded Program CP2: Fund Center
Funded Program CP3: Versus cOst

Funded Pragram CP4:
Funded Program CPS: Center

Vendor Account Group:
Vendor Mumber:
WBS Element:

COOPOPOOOQOORRO0R00

* Required prompts
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Notes: Use the fields with “F”, for example use Funds Center instead of Cost Center. Use Funded Program instead

of WBS.

Hold Ctrl+ Left Mouse Click to select individual data

Ceomets

Available prompt variants |

TEH-B X

Prompts Summary

g * Business Area [fmmi/CV_ULO_HANA_V6/V_BUS_AREA] APOO [fype value here |
* Key Date (in YYYYMMDD format) [fmmi/CV_ULO_HANA_V6/\V_KEY_DT] 20190630
Key Date ( format) [fmmi/C_ULO_HANA_V6/V_KEY_DT] 4 [acooooooo..af[v] » B
& * Open [ Closed Flag [fmmi/CV_ULO_HAMA_V&/\V_OPEN_CLOSE] OPEN
I &%  Application of Funds: Funds Center | Funds Cent
@ Budget Period: iocuu_susp %ﬁi‘g A
I @  Commitment Item: AGUNPROCIP tsdain,
&  FMMI Oblig Doc Mumber: AMOD000DO0 AMS De
©  Cost Center: AMOODCINVD Tnvest
@&  FMMI Oblig Doc Type: AMCACA3S00 Compliz
@  Fund: AMCADC2000 AMS Tri
&  Funded Program: : | AMCADC3100 Safety &
&%  Funded Program CP1: i m:gg Z:od 5‘:(
&%  Funded Program CP2: mpliz
&  Funded Program CP3: AMCADC3600 NOP Ap
&  Funded Program CP4:
. AMCADC3800 Comp C
@  Funded Program CPS: AMCADC4100 Budget
@  Funded Program CPé: AMCADC4200 BPRAB
@ Fund Genters | amcapcesoo BEGA B Y/
& Functional Area: ”"EADCSI““ P&; Dy
&  vendor Account Group: September 11, 2019 3:44:03 PM
&% Vendor Number: GMT+00:00
&  WBS Element: | | o
* Required prompts
ok || cancel
I
[=

Hold Shift+Left Mouse Click to select range of data

T ——

Available prompt variants |

TE- B X

& * Business Area [fmmi/CV_ULO_HANA_VE/V_BUS_AREA] APDO

& * Key Date (in YYYYMMDD format) [fmmi/CV_ULO_HANA_VE/V_KEY_DT] 20190630
& * Open / Closed Flag [fmmi/CV_ULO_HANA_V&/\_OPEN_CLOSE] OPEN

Application of Funds:
Budget Period:
Commitment Item:

FMMI Oblig Doc Number:
Cost Center:

FMMI Oblig Doc Type:
Fund:

Funded Program:
Funded Program CP1:
Funded Program CP2:
Funded Program CF3:
Funded Program CP4:
Funded Program CP5:
Funded Program CP6&:

Functional Area:
Vendor Account Group:
Vendor Number:

WES Element:

R R R N CR RN RN N RN

Prompts Summary

|Ty'pe values here

4 |AGo0000000...AF[ v | b

£

Funds Center

| Funds Cent

AG00000000 USDA LD
AGCOLLSUSP COLL{S!
AGUNPROCIP usda ipi
AMO0000000 AMS De
AMIODCINVD Investm
AMCACAZS00

September 11, 2019 3:44:03 PM
GMT+00:00

* Required prompts
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STEP 5: To export the HANA report, press the (i ) icon on the left side menu

SAR4
| T e

D@ S-% f2E- ‘Tra&vﬁnﬂlvmnﬁeezﬂvéﬁﬂuﬁne

i A jcon to add simple report filters
= ) HAMA-Unliquidated Obligations_AP00_12MONOACTIVIT

ULO HANA QS DA
= |

Prompt Summary
|

Web Intelligence - ) | o

0| |58

Choose a file type, press OK (Excel is recommended). A prompt box may appear — select “open”.

U

Select
® Reports
) Data

[] selectal

| | Prompt Summary

File Type: ||Sia=KE1 =]

() Prioritize the formatting of documents

@ Prioritize easy data processing in Excel

Images DPI: Default -
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NOTE: Ad-Hoc reports are made available to multiple users do not Save the report. Select “Save As” to save in

your favorite folder before editing in Design mode.

STEP 5a: This extra step is specific to the HANA-Unliquidated Obligations APO0 12MONOACTIVITY only. Change

to Design Mode, right click on “LAST ACTIVITY DATE” column and select “Filter”.

”

Welcome: BARRETT TRIMBLE | Applications ¥ Preferences  Help menu v Log off
[l T
Fie | propertes | | Fomattng | Data Access | analysis | page setwp | 1‘“"‘;; - Desgn ~ |
CH- 5B B8 o[ v Veal sl comi] ) o = s | —
oo | sRM X e |B-H-#-8- MW@ -E-53- @ Moe - | TiTumino - o | = Break v | Insett - teader + (] Footer + 1) Click on the Design button

Fe i x o LAST ACTIVITY DATE

2 45 HANA Unlquidated Obligations_AP00_12MONOACTIVIT
o 7 Click icon to add simple report fiters

=) Prompt summary

[ie) | B8 0

USDA
UoDA

2) Right click on the "LAST
ACTIVITY" column. RTMENT OF AGRICULTURE

B[

= iy bligations Detail
> Animgl/Plant Health Insp Svc
-
= a4
= I A — B 011 soun
e
APO0000000 0100516786 zF 1212 oty | -§38256.00
AP00000000 0100578246 zF 1212 538,256.00
AP00000000 0100808038 cL 07X » | soreres
APO0000000 0100808038 cL 08XX 58564
3) Choose Filter then Add
AP00000000 0100808930 oL 10X -$409,081.27
ARO0000000 0100803939 o XK + EaoEm $960.337.29
AP00000000 0100827006 oL 03x¢ Tum fnte
Edit Formla..
AP00000000 0100827006 cL o7xx o
nking
AP00000000 0100827006 oL 08X B i Refrence
APO0000000 0100827006 oL 0oxX d
AP00000000 0100627006 oL 10X )
AP00000000 0100827007 oL 06X »
APO0000000 0100827007 oL 07X " Rar 3
AP00000000 0100827007 cL 08XX 41 sot v
AP00000000 0100827007 oL 09 = Bk > e o]
F i ,
AP00000000 0100827007 cL 100K = s5.203.461.35
Formatting Rules ,

Search for Last Activity Date (MMDDYYYY), press arrow to select and press OK to update report. The Last Activity

Date represents the date the document was last updated with a payment or adjustment.
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Filter Map Pane i 7 Add Filter ¥ |~ -

= [£] uLO HANA

/30/2018 12:00:00 AM
i vertical Table : Block 1

= 3] HAMA-Unliguidated Obligations_

Midfyyyy h:mm:ss a i Last Activity Date Less than or Equal to
0/2018 12:00:00 AM

Last Activity Date

12/23/2011 12:00:00 AM
1/21/2012 12:00:00 AM
2/5/2012 12:00:00 AM
3/17/2012 12:00:00 AM
9/18/2012 12:00:00 AM
9/30/2012 12:00:00 AM
10/30/2012 12:00:00 AM
1/5/2013 12:00:00 AM
1/8/2013 12:00:00 AM
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Purpose

Collection Modifications are an adjustment process used to recode the customer and/or master data elements

Request Collection Modification

assigned to a particular collection transaction.

Instructions
STEP 1: Email request to ABSHelpline@usda.gov. Email should include:

a. Subject — “Collection Modification Request — Doc Number 1200001234 - $250.00”

b. Body - include the following:
i. Incorrect Collection Posting Document Number (i.e., 1200001234)
1. See Daily Collections for detailed instructions. Document numbers for collection
postings are 10 digit numbers beginning with 12, 13, or 14.
ii. Justification for Request (i.e., Should be Advance Collection)
iii. Correct Posting Information:
1. WS Customer Type (i.e., Advance, Reimbursable, or OTC)
2. Customer Number (i.e., 3301234)
3. WBS Element (i.e., AP.RA.XXXX.XX.XXXX)
4. BP (i.e., 14XX)
5. Amount (i.e., $250.00)
Example
From ~ Lora.L.Swanson@aphis.usda.gov
= To. Currie, Lucy A - APHIS;
Send
CC.
Subject: Collection Modification Request — Doc Number 1200001234 - $250.00
L : R R R
Hi Lucy,
Please modify the below collection as follows:
1. Incorrect Collection Posting Document Number = 1200001234
2. Justification for Request = Should be Advance Collection
3. Correct Posting Information:
a. WS Customer Type = Advance
b. Customer Number = 3301234
c. WBS Element = AP.RA.X0OLKX XXX
d. BP=14XX
e. Amount = $250.00
Thanks! |

Lora Swanson
Supervisory Financial Management Analyst
USDA APHIS FMD FOB - APHIS AR Team

100 North 6t

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 ABSHelpline@usda.gov. Email should include:
c. Subject — “Customer Refund Request — Cust. No. 3301234 - $565.25”

d. Attachment — Completed Request for Customer Refund Form

USDA. United States Marksting ana Financsal Manneapolls Financial Cperatons Branch
Lo Department of Requiattry Programs Management APHIS ACcounts Racelvabie Taam
= Agricutture Division 100 N Skh Street, Ste S10C

Minneapolls, MM 55403

Request for Customer Refund Form
(Fillable POF)

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

Sales Order # WES Element

Refund Dollar Amount 5

Customer Name

Customer Account Number

Customer Mailing Address

Customer City, State, ZIP Code

Social Security 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; Name Phone
Program M Signature Date

Privacy Act Statement: Collection of this information is authorized by 31 U.5.C. 3332(g), 3325(d), and 7704ic]. 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 result in the delay or withholding of payments to the vendor.

Email To: Lucy A Currie@aphis usda gow
Mail To: USDA, APHIS, FMD, FOB

Attn: APHIS Accounts Receivable Team
100 North Sixth Street 510C
Minneapolis, MM 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, bill is sent to the customer, A Notice of Intent to Refer to U.S. Treasury is included.
Day 30 — Bill payment is due.

(Day 31 — FMMI automatically generates the first past due notice and sends it to the cooperator. This notice is a
reminder that the debt is now due. No interest or penalty is recorded on the notice. However, this is the day
interest begins to be assessed. In 2014, interest is 1% per annum. The interest rate is mandated by U.S.
Treasury.) NOTE: FMMI is not currently set up to have past due notices, interest, or penalties automatically
generate. This will occur in the future...

(Day 60 — FMMI automatically generates the second past due notice and sends it to the cooperator. This notice
states that the debt is now 30 days past due. Interest charges are recorded on this notice.) NOTE: FMMI is not
currently set up to have past due notices, interest, or penalties automatically generate. This will occur in the
future...

Day 75 — The debt is now 45 days past due. An Accounts Receivable specialist will contact the cooperator
requesting payment.

(Day 90 — FMMI automatically generates the third past due notice and sends it to the cooperator. The notice
states the debt is now 60 days past due and current interest charges are recorded. A Notice of Intent to Refer to
U.S. Treasury is included. An Accounts Receivable specialist will send a letter to the cooperator reminding them
that the debt is due.) NOTE: FMMI is not currently set up to have past due notices, interest, or penalties
automatically generate. This will occur in the future...

(Day 91 - Penalty charges are now assessed. The charges are retroactive to the due date. Per U.S. Treasury
regulations, the penalty is 6% per annum.) NOTE: FMMI is not currently set up to have past due notices, interest,
or penalties automatically generate. This will occur in the future...

Day 120 — The debt is now 90 days past due. If there has been no response to the letter sent on Day 90, an
Accounts Receivable specialist will telephone the cooperator to request payment. The specialist will also call the
WS office to inform WS of the status of the collection procedure. If the cooperator is not paying, the specialist will
advise that services to the cooperator maybe suspended.

Day 150 — The debt is now 120 days past due. The debt will have been referred to U.S. Treasury for cross
servicing prior to this date.

Page 144 of 216



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
l

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 payment

i

Debt referred to Treasury for cross-
servicing 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. To reduce losses arising from debt management activities by requiring proper screening of potential
borrowers, aggressive monitoring of all accounts and sharing of information within and among Federal
agencies.

4. To ensure that the public is fully informed of the Federal Government’s debt collection policies and that
debtors are cognizant of their obligations to repay amounts owed to the Federal Government.

5. To ensure that debtors have all appropriate due process rights, including the ability to verify, challenge
and compromise claims and access to administrative appeals procedures which are both reasonable and
protect the interest of the United States.

6. To encourage agencies, when appropriate to sell delinquent debt, particularly debts with underlying
collateral

7. To rely on the experience and expertise of private sector professionals to provide debt collection services
to Federal agencies.

This law provides that any non-tax debt or claim owed to the United States that has been delinquent for a period
of 180 days shall be turned over to the Secretary of the Treasury for appropriate action to collect or terminate
collection actions on the debt or claim.

31 USC 7701

The head of each Federal agency shall require each person doing business with that agency to furnish to that
agency such person’s taxpayer identification number. A person shall be considered to be doing business with a
Federal agency if the person is in a relationship with the agency that may give rise to a receivable due to that
agency.

7 CFR 3.34 (USDA Debt Management)

USDA creditor agencies must attempt to collect interest, penalties and administrative costs on any delinquent
debt owed to the U.S. in accordance with 31 CFR 901.9, or according to written documentation constituting the
basis of the debt, or under any guidelines issued by the Assistant Secretary for Administration or by the creditor
agency’s fiscal officer. Agencies will assess a penalty of 6% a year on any unpaid debt balance delinquent for
more than 90 days.

Separation of Duties for Collection Officer:
GAO Policy and Procedures Manual for Guidance of Federal Agencies. Title 7 Fiscal
Procedures, Chapter 5.2B Control over Collections — Separation of Duties for Cash
Receipts:
In accordance with the internal control standard for separation of duties, persons responsible for handling cash
receipts should not participate in the accounting or operating functions relating to any of the following:

1. Shipping of goods and billing for goods and services.

2. Controlling accounts receivable and subsidiary ledgers.

3. Preparing and mailing statements of balances due.
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4. Authorizing and approving credits for returns and allowances or adjustments of amounts due.
5. Preparing cash reconciliations.

Federal Claims Collection Standards (FCCS) — Dept of Treasury & Justice

31 CFR 901.1 Aggressive agency collection activities
Federal agencies shall aggressively collect all debts arising out of activities of that agency. Collection activities
shall be undertaken promptly with follow-up action taken as necessary.

31 CFR 901.2 Demand for Payment

Written demand informing the debtor of basis for indebtedness and rights of the debtor; standards for imposing
any interest, penalties or administrative costs; date by which payment should be made to avoid late charges and
enforced collection; and agency contact person or office shall be made promptly upon a debtor of the U.S. in
terms that inform the debtor of the consequences of failing to cooperate with the agency to resolve the debt.
The FCCS states that generally one demand notice should suffice but USDA has established the use of 3 demand
notices in its financial system.

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

In non-bankruptcy cases, agencies seeking the collection of claims should consider the suspension or revocation
of licenses, permits, or other privileges for any inexcusable or willful failure of a debtor to pay such a debt in
accordance with the agency’s regulations or governing procedures.

31 CFR 901.9 Interest, penalties, and administrative costs

Agencies shall charge interest, penalties and administrative costs on debts owed to the U.S. pursuant to 31 USC
3717. An agency shall mail or hand-deliver a written notice to the debtor, at the debtor’s most recent address
available to the agency, explaining the agency’s requirements concerning these charges. Agencies shall charge a
penalty, pursuant to 31 USC 3717(e)(2), not to exceed 6% a year on the amount due on a debt that is delinquent
for more than 90 days.

31 CFR 902.2 Basis for Compromise

Agencies may compromise a debt if the Government cannot collect the full amount because: (1) The debtor is
unable to pay the full amount in a reasonable time, as verified through credit reports or other financial
information; (2) The Government is unable to collect the debt in full within a reasonable time by enforced
collection proceedings; (3) The cost of collecting the debt does not justify the enforced collection of the full
amount; (4) There is significant doubt concerning the Government’s ability to prove its case in court.
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RRB Bill Format

UJLJA

e
"

Animal and Plant Health Inspection Service (APHIS)

Enclose a copy of this bill with your check or meney order made payable to  CUSTOMER NUMBER: 6018463
"U.S. Department of Agriculture.” Da not send cash. Please include the bill g NUMBER: 3003163165
number and customer number on your check, P.0. NUMBER:
BILL DATE: OF/0&Z019
TO: SALES ORDER NUMBER: 6100022502
IDOT REGION 4 DISTRICT 7 Due Date: 08/07/2019
400 WEST WABASH
EFFINGHAM, IL 62401-0000 A;“QUNTENCLDSED'
PRINCIPAL: $ 54061
Please send all correspondence, inquiries, INTEREST: 8 0.00
and changes to: MAIL PAYMENT TO: PENALTY: § £.00
ADMINISTRATIVE COSTS: 3 0.00
ABSHELPLINE@USDA.GOV USDA, APHIS, General CURRENT CHARGES: £ 54061
PO Box 979043 ADVAMNCE APPLIED: § 0.00
St Lowis MO 63 197-9000
Amount Due: 3 540.61

Failure to make payment by the due date will result in the assessment of late payment charges (interest, penalty charges, and/or
administrative costs) in accordance with your contract, permit or the debt collection act of 1952, as amended, Postmarks are not
henored. Late fees do not apply for billings in advance of receipt of goods or services,

Current charges on this invoice include unbilled activity through 06/30/2019,

Description

Current Charges

Personnel Compensation
Program Support
Total Charges

Agency Reference: 19-7217-8142-Q AP.RARX17.72.0730/19XX

Lof 2

425,18
115.43
540.61
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U.S. DEPARTMENT OF AGRICULTURE Bill Number: 3003163165
Animal and Plant Health Inspection Service (APHIS)

BILLING INFORMATION

Location: IDOT District 7

POC: Jeffery South

Species Managed: Avian and mamillian species
POP: 4172009 - 6/30:2022

BILLING RIGHTS SUMMARY

IN CASE OF ERRORS OR QUESTIONS ABOUT YOUR BILL

If you need more information ahout a transaction on your bill, email us at the customer service address shown on your bill. We
must hear from you no later than 60 days from the bill date on which the error or problem appeared. You cen telephone us, but
doing so will not preserve your rights. In your letter provide the following information:

Your name and billing document number,
The dollar amount and date of the suspected error
M description of the problem or error.

You do not have to pay any amount in guestion while we are investigating, but you are still obligated 1o pay the pars of your bill
that are not in question.

PAYMENTS

Payments can be made via check, money order or eredit card. A copy of your bill o the hilling document number located on the

front of the bill should be included. Omission of this data may cause delay of posting and/or misapplying of payment(s) to your
Bill.

To make a credit card or ACH payment, please zo to WWW.pEY.EOV
If you have problems processing the transaction, please call [-377-777-2128.

Paymenis made by Federal government agencies should be made via the Intra-governmental Payment and Collections System
(IPAC) to the applicable agency ALC. The billing document number is required to successfully post all payments.

APHIS ALC 12403400 AMS ALC 12250001

GIPSA ALC 12403600  FAS ALC 12401000

CUSTOMER SERVICE

TOLL FREE: 877-777-2128
COMMERCIAL: 612-336-3400
E-MAIL: ABSHELPLINE@USDA.GOV

LATE PAYMENT CHARGES

To protect the interest of the government on amounts overdue, the department of Treasury requires a late payment charge on all
delinguent 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 6.00 % per annum penalty will be charged for payments more than 90 days past due,
2of 2
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APHIS Completed Form W-9

Form w-g

Request for Taxpayer Give Fﬂfmmr g’nﬂ'ﬂt
. =t 201 H H = - requesier. e
ey I Identification Number and Certification send to the IRS.
Intemal Feverue Senios
Mamne [as shown on your income tox retum)
US DEPT OF AGRICULTURE
oj | Business name/dsregarded entity rarme, if dfieremt from above
% /ANIMAL & PLANT HEALTH INSPECTION
E‘ Check appropriaie bax for fedeml tax clessification: Exermnpticns (sze instructions]:
2| O wwdivichualiscle progristar ] CCoportion [ SCorporation. [ Partnership [ Tnostiestate
- Exempt payes code [ o) 2
'E'E D Limitesd liability comparry. Emter the tax clessification (C=C corporation, 5=5 corpomtion, P=partnenship) - Exermption from FATCA reparting
=% code ff s
= Diher jsee insiructions) & FEDERAL GOVERNMENT
= | Address [rumber, street, and spt. or susbe no. Requester's name and address. [opticnal
g. P.0O. BOX 070043
‘; Tity, state, and 71P cods
ST, LOUIS, MO 53197-2000
List account numibers) here [optional)

I Taxpayer Identification Number (TIN)
Enter your TIN in the eppropriate bow. The TIM provided must match the name given on the “Meme” ine

to awoid backup withholding. For individuals, this is your social security number (S5M). However, for a
resident alien, sole propristor, or disregerded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (2IN). If you do not have a number, see How to get &
TIN on page 3.
Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose Employer identification number
number to enter.
4|11 -|D)6|B|6(2(T|1
Part Il Certification

Under penalties of parjury, | carify that:

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

2. | am not subject to backup withholding because: (8] | am exempt from backup withholding, or {b) | have not been notified by the Intemal Revenue
Service (IRS] that | am subject to backup withholding &s a result of & failure to report all interest or dividends, or [c) the IRS has notified me that | am
nix longer subject to backup withholding, and

3. lam a5, citizen or other U.S. person {defined below), and

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

Certification instructions. You must cross out item 2 above if you have baen notified by the IRS that you are currently subject to backup withholding
bacauss you have failed to report all interest and dividends on your tax retumn. For real estate transactions, #em 2 does not apply. For morgage
nterest paid, scquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrengement [IHA), and
generally, payments cther than interest and dividends, you are not required to sign the certification, but you must provide your comect TIN. See the

nsiructions on page 3.

Sign Signaturs of
Hera LS. parson

Diate =

General Instructions

SBection rdersnoes ans io the Inb=mal Revenus Code unless otheraise noted,
[Fufture: dew .Th:lFlShn:mndapng:mRS.?wfnrinhmﬁm
about Form 'W-9, at i . Information about any huture developments:

afiecting Form -3 jsuch as legisiation enacted afier we release if] will be posted
on that page.

Purpose of Form
# person who is required to file an information retum with the |AS mest obtain
oomect taxpayer identification number [TIN) to report, for example, income paid to
you, payments made to you in settlerment of payment card and third party network
frmnsactions, real sstate ransactions, mortgage inkerest you paid, acquistion or
abandonment of secured property, canosdlation of debt, or contributions you mads
foan IRA

Uks Form W-8 only i you are a ULS. pemson {including a resident afien), to
provids ﬁur comect TIN io the person requesting it the requester) and, when
appli , b

1. Gertify that the TIN you are ghing is comsst [or you are waiting for a number
o be issued),

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

3. Claim exemption from badoup withhalding  you are s ULS. exempt payes. B
applicable, you are also certifying that as a U.S. person, your aliocable share of
any parinership hnurn:fmmatﬁs. trade or business is not subisct to the

withiolding tax oni foreign partnems” share of sffectively connsoted incomes, and

4. Gertity that FATCGA codefs) emtered on this form [ any] indicating that you are
exemipt from the FATCA reporting, is oomect.
Hote. i you are a U.S. person and a requester gives you a form other than Farm
WSt mst your TIN, you must uss the requester’s form i it is substantislhy
simmilar to this Form W-£.
Definition of a LS. person. For fedeml tax purposes, you ans considered a U3,
person i you are:
= An indisidual wha is a ULE. ditizen or LLZ. resident alisn,
= i partnership, corpomtion, , Or amacciation crested or organized in e
United Emupurundu'ﬂthﬂ thex United Stabes., =
= An estate (other than o foreign estate), or
= A domestic trust (as defined in Rsgulations sechion 300 7707-7).
Speoial rules for partnenships. Partnenships that conduct a trede or business in
the United States are ired to pay @ withholding tax under section
1445 on any foreign partness” share of efiectively connected taxable income from
such business., Further, inoosrbain oeses where a Form W-8 has not been recefeed,
the: rules under section 1445 require a parinenship to presume that a partner is a
forsign pesrson, and pay the section 1446 withholding tax. Therefore, if you are 2
U.5. person that is o pariner in a partnarship condudting a trade or business. in the
United States, provide Form W-8 to the partnership to establish youwr US. stotus
and avoid ssotion 1446 withhalding on your share of partnenship inoome.

Cat. Mo, 10231X

Forn W=8 [Fime. 52013
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The ABS Helpline

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

ABS Helpline is a toll free number that any customer can call when they have questions regarding their USDA
customer account. This phone number is listed on all of our dunning notices, past due letters, and monthly
statements. This line has a recorded message instructing callers to leave their name, phone number, customer
account number and brief message. The voicemail messages are picked up by members of the APHIS and Non-
APHIS Account Receivable team members. The messages are written up and distributed to the correct FMD
employee that handles the customer account.

EMAIL: ABSHELPLINE@USDA.APHIS.GOV

Emailing the ABS Helpline is another method for our customers to contact us about their account or bill questions.
All staff members of the APHIS and Non-APHIS Accounts Receivable teams check the email helpline on a regular,
hourly basis. The messages are typed up and sent to the proper staff person in FOB. Customers with the sales
office of WILD are given to ABS Helpline in the Minneapolis office.

If a customer requests the backup documentation for a Wildlife Services bill, ABS Helpline will forward the
message to the state office.

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

Zero Dollar Balance

Instructions

1.

Ensure all collections and expenses are posted correctly (see Daily Collections and LIACR for detailed
instructions)

Verify OH was captured on all periods with expenses (see LIACR and HANA — SO OH Reconciliation for
detailed instructions

Verify All Expenses Have Been Billed (see ROR for detailed instructions)

Request SO Line Amount be Reduced to Consumed Amount (see ROR for detailed instructions)
a. Email to MRP.Billing.Requests@usda.gov

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 Jennifer.L.Elias@usda.gov

Reconcile Account Zero Balance (WBS and BP = SO Line Item) (see SOF PTD for detailed instructions)

Check Doc Flow for any uncleared items (see View a SO, Doc Flow, or HANA — APHIS GL plus AR Sales
Order Document for detailed instructions)
a. Research and resolve any uncleared items — contact appropriate party by doc type (i.e. RV doc
contact Billing group)

Request to manually clear customer line items, F32 (see Customer Line Item Display for detailed
instructions)
a. Email to ABSHelpline@usda.gov

Request Close of Shorthand Codes

Purpose
Closing SHCs prevents further activity from posting to those SHCs.

Considerations

SHCs for projects that are not complete SHOULD NOT be closed.

MASC must remain active for at least one year to allow documents such as a corrected T&A and PROP
depreciation to process through.

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

Page 152 of 216


mailto:MRP.Billing.Requests@aphis.usda.gov
mailto:Jennifer.L.Elias@aphis.usda.gov

Designated program staff should send an email to APHIS-Master Data Requests
(Master.Data.Requests@usda.gov) with the list of SHCs to be deactivated (no reference to feeder systems

needed).
The lists will be submitted to NFC for processing, deactivating the SHC from all feeders except MASC.
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Shorthand Code Close Verification

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

FMMI Role
Interface Table Maintenance Evaluator

Instructions

STEP 1: Go to Interface Table Maintenance
STEP 2: Go To Shorthand Code Table

STEP 3: Go To View Shorthand Code

STEP 4: Type 34 (APHIS) in the Agency field

Step 5: Type your WBS in the WBS Element field
STEP 6: Click on the Execute button

USDA
|
Welcome  Acrnints Pauahle  Acennnts Receivable
Errlaen 2. Click on Shorthad

View Shorthanc Code Table
bl q

ST A,  shorthand Codes: Add/Modify/View

[ Shorthand Code Table ]

United States Department of Agriculture

" ‘ N o 1. Click on Interface Table
Financial Management Modernization Initiative

Maintenance
Funu::' WIANaygeimenL

Cost Management wenelal Ledger M ERRE SR EL- Purchasin

Menu 4 | Save as Variant.. || Back || Exit || Cancel || System , Execute | GetVariant.. | Program Documentation
*® Display Shorthand Code 1.
Derivation Rules 3. Click on View 4. Type 34 in 6. Click on Execute
Agency field
- - * Vi isti d
~ O AR Invoice Functions HEERLEEL /
= Approve and Post AR Agency - to =
Documents Shorthand Codes to =
= Change AR Document
+ Create AR Invoice SEEE © =
* Create AR Reversal Fund to g
Document Budast Period ) =2
. uaget Feriox o]
= Display Account Balance <
for AR ltems Cost Center to =
* Display AR Document Functional Area to =
~ B Overhead
+ Create Overhead Cost WES Element I AP.RA.RX47.72.0080 'o g
Allocation Treasury Symbol =
= Split OH Table ) )
Maintenance Accounting Station Code to =
~ B Printing Status
= Customer Product 5. Type your WBS in the

Invoice-FI

« Customer Product WBS Element field
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STEP 7: The report will populate as shown below

a. Note the following items:

i. SysID
ii. Status

1. Active =0Open
2. Deactivated = Closed

View Shorthand Code

Menu, | 4 | Back || Exit
| [&]|F]|[ & CAPIRRIE W
VT—DAgenw Code

34 EXWSER4747REIMBURRX47720080

34 5XWSER4747REIMBURRX47720080
34 5XWSER4747REIMBURRX47720080
34 5XWSER4T47REIMBURRX47720080
34 5XWSER4T47REIMBURRX47720080
34 SXWSER4747REIMBURRX47720080

This column shows the
feeder system the SHC

Cancel System
is set up for

o .
SysID /Permd Status
CPAIS 16XX | Active
GOVTRIP 15XX Deactivated
IAS 15XX Deactivated
MASC 16XX | Active
SMARTPAY 15XX Deactivated
WEBTA 15XX | Deactivated

This column shows whether

the SHC is active or has

been deactivated
Description

BNSF TN
BNSF TN
BNSF TN
BNSF TN
BNSF TN
BNSF TN

Request Close of WBS Elements (Where Applicable)

Purpose

Closing WBS Elements prevents further activity from posting to those WBS Elements.

Considerations

Fund

AP001600AR
AP0O01600AR
AP0O01600AR
AP001600AR
AP001600AR
APO001600AR

CostCnir

APWSER4747
APWSER4747
APWSER4747
APWSER4747
APWSER4747
APWSER4747

Funchrea WBS

APDOAGREIMBUROO AP.RA.RX47.72.0080
APODAGREIMBUROO AP .RA RX47 72 0080
APODAGREIMBUROO AP .RA RX47 72 0080
APDOAGREIMBUROO AP.RA.RX47.72.0080
APDOAGREIMBUROO AP.RA.RX47.72.0080
APDOAGREIMBURO0 AP.RA.RX47.72.0080

e WBS Elements for projects that are not complete or that will be reused on future projects SHOULD NOT

be closed.

Instructions

Designated program staff should send an email to APHIS-Master Data Requests

(Master.Data.Requests@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.

FMMI Role
Cost Management Evaluator

Instructions

STEP 1: Go to Cost Management
STEP 2: Go to Display Project
STEP 3: Go to Project Builder
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bi—8] United States Depariment of Agriculiure e 1. Click on Cost Management
I Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable | Cost Management unds Management  General Ledger  Interface Table Maintenance  Purchasing
Cost Management Evaluation | Cost Management Reports | HAMNA Cost Management Reports | Bl Cost Management Reporis

Project Builder
[4]4] 4

A ~roject Builder

2. Click on Display Project

» OO Display Master Data ,—
» O Display Cost Allocation > Menu,| | 1 Eit|| System ,
Administration 4
, = 3>
» [J Display Cost Allecation = | B b
Process ' Project Structure: Description Identific

~ [ Display Project

* Project Builder

4 o> ciement Groups
» [ Display RBAA Table
myPortal Favorites 3. Click on Project Builder

~ O AR Invoice Functions

STEP 4: To search by WBS go to Menu > Project > Open

P Ur_nted Stgtus Department of Agnculture ) ; -
[__JFinancial Management Modernization Init

Welcome  Accounts Payable Accounts Receivable [efedENEDRE Funds Management Gener:
Agency Cost Management Master Data Maintenance | Cost Management Administration | Cost Management Evaluation |
Project Builder

Ja| ¥ L]
~ |yBrojact Builder
» O Dis Master Data 1 T 1
piay & Menu « | 4  Exit @s!em; Display change || Back || Forwards
» O Display Cost Aliocation = New ,
Administration Ealt 'I Open... I
» O Display Cost Allocation Goto R
F Extras  » Derive structure 3
« O Display Project Settings »
* Project Builder system »| sa
* Dispiay == EEpE Help » Exit (Shift+F3)
+ O Display RBAA Table ~ z

The following screen will appear. Enter the following:

STEP 5: Type in WBS Element —i.e. AP.TF.VSCV.19.0098
STEP 6: Click the green check box to execute

Open Project 5. Type in WBS element

Project Definition \

WES Element AP.TF.VSSC.19. 0098 I

Metwork

6. Click on green __ e .'E':. 7o And open || %

check mark

The report will populate as shown below. Note the following items:
a. System Status
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b. RELACPT =Open

c. CLSD or CLSD ACPT = Closed
d. 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
| O]l [0 | 1] » | identification and view selection
WBS Element .TF.VSCV.19. BIOCHECK USA [
B e Sion = AP.TF.VSCV.19.0098 ] / |l
tail:

~ B3 CVB TRUST FUNDS
[\ BIOCHECK USA

al
Overview(s): HEQRE

Id
A
A

vy Dates | Assignments . Confrol -~ Userfields ~ Administ. | Superior
Proj.type \USDA - Resource Related Billing Pro v

Status

System Status [ctso acer |

User status \APPR

Responsibilities Operative indicators

Resp. cost cntr | ot ele
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Customer Line Item Display

Purpose
The Customer Line Item Display provides a process to verify information pertaining to the customer account and
respective SO, including identifying items that are not fully cleared and preventing the SO from closing.

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

Report Type
ECC

FMMI Role
Accounts Receivable, AR Evaluator Role

Instructions
STEP 1: Go to
1. Accounts Receivable
2. AR Evaluation
3. Manage AR Documents
4. Display Account Balance for AR Items

1 Department of Agriculture
anagemenf Madarnizatian Initiativa

Welcome™"Accounts PayablC a1 [i1 =0 {H0=15:1¢) (8 Cost Management  Funds Manage dger  Interf
e —

Sales Order Process | Sales Order Billing Frocess | AR Process | AR Approval | De 2 Off Process AR Evaluation AR Reports

Display Account Balance for AR Items

|4 ]»

‘ —
A Custorher Line Item Display

» O Maintain Customer Master ] 3

~ 4 | Save as Variant.. = Back | Exit | Cancel | System , Execute

Data / 4
» O Manage Sales Order >

T Customer selection

Customer account O‘ fo g
g

Company code USDA fo

‘!—b 4 in using search help

mhelp ID

» O3 Manage User Fees Search sfring
+ O Manage Revenue Forecasting % Search help
¥ O View TAS / BETC Data

Line item selection

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

Status = All Iltems

Type = check all boxes

Layout = /WS UNCLEARD

Click Execute

® o0 T
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Welcome  Accounts Payable RXHSIICHEEENE DM Cost Management Funds Management  General Ledger  Interface Table Mainte
Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reports | Sales Order Rep

Display Account Balance for AR Items
4] 4

A Customer Line Item Display

» (3 Maintain Customer Master

-

Data Menu ~ 4| Save as Variant.. = Back Exit | Cancel | System , Bxecute | | SetVarant.. Dyn
» [ Manage Sales Order
» [J Manage Billing Customer selection
[ Manage AR Documents Customer account o =
* Display AR Document Company code Yy to I:I &

* Display Parked Documents

7 BRI Selection using search help

for AR Items
* Prepare TROR Report Search help ID
» O Manage User Fees Search sfring
» [ Manage Revenue Forecasting = Search help

» O3 View TAS / BETC Data

Line item selection

- Reimbursable Orders Status
Report Open items

* Line Items - Actual Open atkey date 08/22/2019
Costs/Revenues

* Budget Availability Control Cleared items

View Shorthand Code
~ B S0 Process
* Display Sales Order
~ B S0 _Billing_Process
= Create Batch Billing
* Create Billing Request
- Execute Collective

Clearing date fo =
Open atkeydate

* Allitems

Billing_FAS :
* Review Billing Requests Nemmelizms
- DP98 Speaal G/L fransactions
= Split OH Table Noted items
Maintenance Parked items
* Project Builder VT Er s
* Create Overhead Cost
Allocation
= Customer Product List Output

Vanage /s viciewo |
L 1 WS UNCLEARD
* Manage Sales Order ayou /
Maximum number of items

* Vendor Master Data -
Diwwnalasin~a VIENT2

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
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Customer Line Item Display

Menu , v 4 | Back | BExit| Cancel | System , Display Document | Changedocument  Mass change  Displaycheckinformaton — Accountmasterdata  Correction request | Setfiter | Sortin ascending or
Customer 3365613
Company Code USDA
Name WILDLIFE SERVICES GEORGIA OTC
City MINNEAPOLIS b
Uncleared / not
FD 5 W fu"y paid ference Document Header Text Text Netdued . Posting D.. Rever_ Rev. with PK RCd Invoice ref Sales
" 1012712015 AP00 E 2245 CITY OF EASTMAN 000683 09/02/2016 08/03/2016 15 3002085995
14018856 . DL 1012712015 AP00 E 2245 HAYES 3805 09/02/2016 08/03/2016 15 3002085995
14018856.. DL 10/27/2015 AP0 3 500.00- 342245 SIMONTON 2569 09/02/2016 08/03/2016 15 3002085995
14018856 . DL 11/09/2015 AP00 a 616.04- 342254 WILLIAM PHARR 002916 09/02/2016 08/03/2016 15 3002085995
14018856 DL 11/09/2015 AP00 a 362.38- 342254 STEVENS CREEK PARTN 001001 09/02/2016 08/03/2016 15 3002085995
14018856 . DL 11/09/2015 AP00 a 469.18- 342254 CITY OF CATESVILLE 009267 09/02/2016 08/03/2016 15 3002085995
14018856.. DL 11/09/2015 AP0 H 837.81- 342254 CLIFFORD CRAIG 6651 09/02/2016 08/03/2016 15 3002085995
14018856 . DL 11/09/2015 AP00 a 150.00- 342254 NEABAUER 5750 09/02/2016 08/03/2016 15 3002085995
14018856 . DL 01/11/2016 AP00 a 31462- 342295 EDITH PAGE 000001740 09/02/2016 08/03/2016 15 3002085995
14045197 _ DL 03/18/2019 AP00 a 499621~ 343082 PINELAND PLANTATION 010849 03/18/2019 08/01/2019 15 1404519765
1637545-

@ 02/20/2014 AP0O 341819 UNIVERSITY OF NORTH 370992 02/20/2014 02/20/2014 o7 1400597312
14007165 DL P00 CIeareq I fu"y 341815 GARYTYRE 1180 03/09/2014 02/13/2014 17 3001169082
14007336 DL 02/20/2014 AP00 pald 341819 UNIVERSITY OF NORTH 370992 02/20/2014 02/20/2014 15 1400733635
14005977 DL 08/14/2013 APOO 341692 SOUTHEAST MGMTCO 035841 08/14/2013 11/04/2013 15 1400597756
14006580 . DL 08/14/2013 AP00 341692 SOUTHEAST MGMT CQO 035841 08/14/2013 12/12/2013 o7 1400658067
30010377 RV 12/12/2013 AP0O 20025 0091230993 01/11/2014 12/12/2013 01 3001037716
14006580 . DL 08/14/2013 AP00 492.50-14006724 . 341692 SOUTHEAST MGMT CO 035841 08/14/2013 12/12/2013 14 1400597756
14006724 _ DL 08/14/2013 AP00 49250 341692 SOUTHEAST MGMT CQO 035841 08/14/2013 01/07/2014 o7 1400672497
14005961 DL 09/23/2013 AP00 150.00-14006724... 245555 LKPRICE PG-25CFPLTF 09/23/2013 09/30/2013 15 1400596168

STEP 4: In regards to closing a SO, you need to ensure all items affecting the SO are completely cleared. In the

example above that is simply showing a collection not yet applied to a bill. No action is necessary in this example
as the account is not ready to be closed and it will clear on its own once the next RRB bill is produced and FIFO is

run.

STEP 5: If this were a real example of an account you were trying to close and there were true uncleared items
(aka system errors), you would need to do the following steps:

a.
i
ii.

Only the items related to the SO you are trying to close.
Balanced to zero dollars.
b. Send an email to ABSHelpline@usda.gov asking for a F-32 manually clearing. Example below.

Determine which items need to be manually cleared to close the SO. These must be:

Subject: Request for F-32 Manual Clearing - Customer Number 3280761
L ! : L 2 : e 2 : S . : g : g : e = : = : = : &
Cleared/open Special Amount Sales
items Business | Entry Time of Document | G/L Document Line | Posting | Invoice in local Reverse | Sales Document
Customer ‘ symbol Area Date Entry Type ind Number item | Key reference currency | clearing | Document Item Reference User Name
3280761 APOO 9/24/2013 | 1:25:26 PM | RV 3000619785 1 " 3000619785 -6.63 0 0091095165 F0004559
@ APOOQ 9/24/2013 | 1:26:23PM | RV 3000619786 4 16 3000619786 -5,947.98 | X 0 0091095167 F0004559
L J APOOQ 9/24/2013 | 1:26:23PM | RV A 3000619786 3 09 1400098930 5,947.98 | X 3700001503 | 10 0091095167 F0004559
D APOO 9/24/2013 | 1:26:23PM | RV 3000619786 1 01 3000619786 594798 | X 0 0091095167 F0004559
APOO 2/10/2014 | 7:26:58 AM | RV 3001169452 1 01 3001169452 6.63 0 0091095165 F0003305
APOO 4/11/2014 | 1:57:47 PM | RV 3001151088 1 ikl 3001151088 -2,979.62 | X 0 0091350564 F0004559
APOO 4/15/2014 | 6:39:06 AM | RV 3001133630 4 06 3001133630 5,947.98 0 0091095167 F0004559
APOO 4/15/2014 | 6:39:06 AM | RV A 3001133630 3 19 1400098930 -5,947.98 3700001503 | 10 0091095167 F0004559
[ APOO 4/15/2014 | 6:39:06 AM | RV 3001133630 1 " \ -5,947.98 0 0091095167 F0004559
[ APOO 4/15/2014 | 7:52:20 AM | RV 3001287154 4 16 3001287154 -5,947.98 | X 0 0091350726 F0004559
) APOO 4/15/2014 | 7:52:20 AM | RV A 3001287154 3 09 1400098930 594798 | X 3700001503 | 10 0091350726 F0004559
) APOOQ 4/15/2014 | 7:52:20 AM | RV 3001287154 1 01 3001287154 5,947.98 | X 0 0091350726 F0004559
K APOOQ 4/15/2014 | 8:10:09 AM | RV 3001133631 4 06 3001133631 481.21| X 0 0091350738 F0004559
3 APOO 4/15/2014 | 8:10:09 AM | RV A 3001133631 3 19 1400098930 -481.21 | X 3700001503 | 10 0091350738 F0004559
APOO 4/15/2014 | 8:10:09 AM | RV 3001133631 1 " 3001133631 -481.21 | X 0 0091350738 F0004559
@ APOO 4/16/2014 | 1:33:54 PM | RV 3001149330 4 06 3001149330 5,947.98 0 0091350726 F0004559
APOO 4/15/2014 | 1:33:54 PM | RV A 3001149330 3 19 1400098930 -5,947.98 3700001503 | 10 0091350726 F0004559
APOO 4/15/2014 | 1:33:54 PM | RV 3001149330 1 " \ -5,947.98 0 0091350726 F0004559
APOO 4/15/2014 | 1:34:.07 PM | RV 3001150193 1 01 3001150193 2,979.62 0 0091350564 F0004559
(@] APOO 4/15/2014 | 1:3421 PM | RV 3001150194 4 16 3001150194 -481.21 0 0091350738 F0004559
El APOO 4/15/2014 | 1:3421 PM | RV A 3001150194 3 09 1400098930 481.21 3700001503 | 10 0091350738 F0004559
APOOQ 4/15/2014 | 1:3421 PM | RV 3001150194 1 01 3001150194 481.21 0 0091350738 F0004559
0.00
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FMMI Posting Keys (PK)

Posting keys are two-digit numerical keys that control the entry of line items. Posting keys are differentiated by
customer, vendor and G/L accounts.

SAP delivers predefined posting keys with the standard system. Additional posting keys were created for FMMI.

FMMI Posting Keys
(bold = common APHIS AR PKs)

Posting Key Description

00 Act assignment model
01 Customer invoice

02 Reverse Credit Memo
03 Expenses

04 Other receivables

05 Outgoing payment

06 Payment difference
07 Other clearing

08 Payment clearing

09 Special G/L debit

11 Customer credit memo
12 Reverse invoice

13 Reverse charges
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14 Other payables

15 Incoming payment
16 Payment difference
17 Other clearing

18 Payment clearing

19 Special G/L credit
21 Vendor credit memo
22 Reverse invoice

25 Vendor payment

31 Vendor invoice

32 Reverse credit memo
34 Other payables

35 Incoming payment
36 Payment differences
37 Other clearing

38 Payment clearing

39 Special G/L credit

40 G/L account debit posting
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50 G/L account credit posting
70 Debit asset

75 Credit entry

80 Stock initial entry

81 Costs

83 Price difference

84 Consumption

85 Change in stock

86 GR/IR debit

89 Stock inward movement
90 Stock initial entry

91 Costs

93 Price difference

94 Consumption

95 Change in stock

96 GRI/IR credit

99 Stock outward

0A CH bill doc debit
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0B CH cancel credit memo debit
0oC CH clearing debit

0X CH clearing credit

oYy CH credit memo credit

0Z CH cancel bill doc debit

1A CH cancel bill doc debit

1B CH credit memo debit

1C CH credit memo debit

1X CH clearing credit

1Y CH cancel credit memo credit
1Z CH bill doc credit
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FMMI Tips and Tricks

General (applies throughout FMMI)

FMMI Screen Layout

Header Area - Does not change when the user navigates from one page to another. Includes Top-level
Navigation

Top Level Navigation Ribbon and Tabs - Displays the entry point for navigation using the content
which is assigned to the user

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

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

e The menu is different depending on users role(s)

e 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 Panel is located on the left side of the screen and is divided
into the following areas: Detailed Navigation and Portal Favorites

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

Welcome SEAN BRADFO!

Welcome  Accounts Payable  Accounts Receivable  Cost Management Funds Management  General Ledger  Interface Table Maintenance WEVIMLESL@ Base Role  Ad-hoc Analysis Bl Favorites

View Customer Master Data
4|
Business Activity =

Customer Display: Initial Screen

2

~[1 Vendor/Customer Master Data |
* View Vendor Master Data Menu b | Back | Exit | Cancel | System , SelectAll | Deselect All

" View Customer Master Data

(T

~ DAR Docs
= Approve and Post AR
Documents
= Change AR Document Customer Display: Initial Screen x
= Create AR Invoice
* Create AR Reversal Customer il Q]
Document
= Create Credit Memo -
AR Invoice =
* Display Account Balance
for AR ltems
» Display AR Document Sales area
- Display Own Jobs Sales Organization
* Display Parked Distribution Channel G USDA
Documents
+ Mass Upload FI Division AG
Document
~ O Customer Info v

L_Create Vendor/Cusiomer |

Company code USDA | US Dept of Agriculture

USDA

All sales areas. Customer's sales areas. > | PE1(500) |, | forecaps-d [V
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Back Button

Back button - Do not use the browser or ribbon Back button. Only use the Back button within each report or task,

if available.

gs Teliinae Home WS SO Traming Binder update & PPQ Fom & - Debt Managen... | D- Approve and Pest AR Docurme
File Edit View Tock
& [ my APHS Home (38 Do not use the browser back BCT Taarn Site - Home EJp Widlife Services Sales Ord... © New Agleam )b PPQ Aphis B3 eForm (Ne...
button as it is not compatible
within FMMI. Welcome SCAN DRADFORD Help Lagall
Funds Management  General Ledger  Interface Table Maintenance  Purchasing -
0 jlling Process | AR Process | AR Approval | DebtWiite-Off Process | AR Evaluation C
Display AR Doc:
[4]» ‘ .'
S B . Document List
=3 Mansge AR Documents 1 p———
* Crasia AR inveice Mena | | | SmeasVaianfl' Back | Wil || Camcel | System,| | | Execue Dynarmic sesections Data Sources
* Creale Creat Memo - &R \_.-/ =
= Company cods usos Q] o % h
* Change AR Document Decument Murmber 5
Desplay AR Dacument = = = 2 -
* Disphay Pk Documents ot = This is a back button that will
Pl Customer Account Ledgar take you back to the last
mc:"-' Ledges Gooup FMMI report you had
opened. NOT to the last
Use this o
- BAR Doca General selections page within the report you
-+ Approve and Post AR Document e back z are currently in.
Documents Fodteg ol button!!! S
* Change AR Document .
+ Creale AR Invaice LIS Y
+ Create AR Reversal Reference mbes 1o o
Document . , >
* Create Credit Memo - FeEns Transachen N
AR Invoice Hatesanca key L\\) [ =
+ Display Account Balance ogical system Io =
for AR ltems T
* Display AR Document
g gi‘m\‘ '?"; Jobs Also display noted items
n:f('i‘ﬂm; ed Display noted tams by
* Mass Upload F v [x fr— - ;
Doéisnest sap » | PE1(500) '5], | TecapS-d

Required Fields

In the variable entry screens, only the fields with asterisk (*) within the field 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. The wildcard asterisk (*) can represent an indefinite amount of consecutive characters, therefore
multiple consecutive asterisks are not necessary. Some examples:

e AP.*.0121

e AP.**36

e AP.RA.OVHD.*
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myPortal Favorites - Add Report or Task

You can save your FMMI Favorites as shortcuts on the left margin in FMMI.

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

e On the right, Click on the PAPER ICON.

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

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

(o
O - &6 cke]

o

! PR Daily Collections - FMMIP.. X

M hips//porta

File Edit View Favorites Tools Help
>

- %‘FOSI &' FMMI Home Page | & Inside APHIS & APHIS Home Page = Page~ Safetyr Tools~ i@~

’.’;\vE]v S

Welcome Lora Swanson

Help ' Log off

Welcome  Accounts Payable

| Sales Order Billing Process | AR Process |

Accounts Receivable

Cost Management

Funds Management  General Ledger Management  Interface Table Maintenance

AR Approval | Debt Management Process | Debt Write-Off Process | ATF Administration | ATF Reports | AR Evaluaion | AR Reports

Daily Collections | History, Back wa
Ak 4 Open in New Window
EEETE. o Refresh
" Ascounts Receivable Aging — Personalize
Detail
* Atcounts Receivable Aging Avallatie Varants x| Save| | Sawe As... || Deiele Shiny Variatis Pargonsizason
Sumemary General Variables
' m:;:’w Variable +- Cusrent Selection Deseripion
. *  Business Area ]
24z bt *  Fiscal Year ]
*  Document Type (Predefined Collechions)  AC: AF; DE; DL DO DP. [ AC ABCO Emp Collection; AF Depeeciaion |
Assignment Humber n
myPortal Favorites B Budgel Period 5
* B TF Recon Reparts Check Number 5
- Budget Availability Control Coaineat lem =
+ Budget Line ltems T a
’ g:.;.*;lc:;er Eine e Customer (Selection Oplions. Optional) n]
+ Daily Collections. [EPNE Hhuptar o
= Display AR Document L Dot Header Tt o
* Display Funds Doturmsent Date ]
Commitment Fiscal Perod Y ear )
+ Display G/L Account Funclional Area n)
gacl:me:' fl el 5
. t | | |
sty s 0
+ Display Purchase Funds Ceates o
Requisition teen Stahes (O/C) n
* Document Chain Report Payment Supplement fal
* Line ltems - Actual v Posting Dale Range ) W
Costs/Revenues Qalas Wfes "
®100% ~
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myPortal Favorites - Organizing Entries

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

o Deleting
e Creating folders
e Moving

e._ AR hitps//portal.fmmiusdagov/

I Daily Collections - FMMIP.. X |

File Edit View Favorites Tools Help
»

e %Fosr & FMMI Home Page | & Inside APHIS |G APHIS Home Page f » B] - = ™ v page~ Safetyv Tools~ i~

Interface Table Maintenance
raluation
History ,

Cost Management  Funds Management  General Ledger Manageme:

Varisble Entry ~
Avallabie Vanank x| Save| SaveAs..| Deieie Shgw Wariabhe Prrasnaiz abon
General Variables
N ORI RADON Variable Cument Selection Descripton
* Sales Order History -
" ATF *  Business Area )
* Daily Collections ) Lt o
* Cuslomer Aczound Acthity *  Document Type (Predefined Collecions)  AC: AF; DB; DL: DO; DP. [J AC ABCO Emp Collection; AF Depraciation |
Assignment Humbser
myPortal Favorites (=N o
. Budget Perod n )
» Openin New Window e
.| Refresh : G o
{ Ouance enves 3 e 0
2 Cusorner Line Item ot g
Dlsplay Customer | Selection Oplions, Opional) (m )
+ Daily Collections Deposit Husmber o
+ Display AR Document L Doc Heades Tid n]
* Display Funds Document Dale o
Commitment Fiscal Feriod/Year ]
+ Display GIL Account Funcional Area =
. g?scp:::relﬂgi of Invoice — 2
Funded Fr
Documents i =
- Display Purchase Funds Cecter o
Requisition Naen Status (OIC) ]
+ Document Chain Report Payrent Supplement I
* Line ltems - Actual e Fuating Dale Range ] W
Costs/Revenues s Al -

R100% -

Creating New Folders -
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Jep Agriculture
Management Modernization Initiative To add a new folder,
s

select new --> Folder

ess | Account Statement Process | Vendor and Custor|

Display AR Document
4]+ ]

Organize Entries
Links allow quick access to doa JWIETS | PUTE
within folders.

of other objects. You can organize these links:

@ httpsy//portal.fms.usda.gov/IStartUri=/ left click this button and 52020/favorite - Internet Expl..  — u] 'Y E

Business Activity = a

~ [0 Manage AR Documents
* Creale AR Invoice

" Greate Credit Memo - AR 1 3
(| Clipboard » -20:

e cocn | OB | S0
* Change AR Document DocumentNumbel ctails © 7/8/119 10:15232 AM
* Display AR Document 19
* Display Parked Documents Fiscal Year 58 BOBJ Ad-hoc Analysis = 7/8/19 11:07:49 AM
* Print Customer Account Ledger [ Orders within Time Period Reports  12/21/18 9:55:45 AM

Statement [l Reimbursable Orders Report <, 12122117 11:34:19 AM

Ledger Group
» [ Clear Balances Close
~ 3 AR Docs General selec|
+ Approve and Post AR Document type
Documents Posting date
* Change AR Document
+ Create AR Invoice Eiyen
+ Create AR Reversal Reference num
Document Reference Tran
* Create Credit Memo -
AR Invoice Reference key
* Display Account Balance Logical system
for AR Items
- Display AR Document
- Display Own Jobs Also display r
+ Display Parked Display notd
Documents
* Mass Upload FI
Document

+ B Customer Info Search for own documents

* Create Vendor/Customer
Master Data Request

- Customer Product
Invoice-FI

* View Customer Master
Data

Own documents only

Moving Favorited shortcuts -

(& hitps://portal fms.usda.gov/T5tartUri=/userhome/USER. CORP_LDAP.28172017051405290652020/ faverite - Internet Expl... - m} X

Organize Entries
Links allow quick access to documents, folders, portal content, or a variety of other objects. You can organize these links:
by ordering them and grouping them within folders.

“JFavorites =

“IAR Docs B 718/19 10:20:29 AM
ZICustomer Info s, 7/8/19 10:20:05 AM
TISales Orders =, 7/8/19 10:16:32 AM
1l BOBJ Ad-hoc Analysis = 718/19 11:07:49 AM

1 Orders within Time Period Reports,  12/21/18 9:55:45 AM
1 Reimbursable Orders Repoff=) 12122117 11:34:19 AM

E

To begin moving a favorite
shortcut, left click the button next
to the entry you would like to move,

Delete

Details

After selecting Move... you will be redirected to the following screen:
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Reimbursable Orders Report - Move

Browse to the folder into which you want to move the item "Reimbursable Orders Report”.

=z e ?

Favorites Personal Recently Common Public
Documents Used folders Documents

More...
(JFavorites =,

Name * Size Changed On Changed By
CJAR Docs =, 7/8/19 10:20:29 AM BRADFORD, SEAN
I Customer Info = 7/8/19 10:20:05 AM BRADFORD, SEAN
[ Sales Orderg E 7/8/19 10:16:32 AM BREADFORD, SEAN
[B: Move Here (BN 0 Bytes  7/8/19 11:07:49 AM BRADFORD, SEAN
[ ¢ Detailbs ime Period Report = 0 Bytes 12/21/18 9:55:45 AM BRADFORD, SEAN

[l Reimbursable Ot s 0 Bytes 12/22/17 11:34:19 AM BRADFORD, SEAN

Cancel
Now, again left click the paper button

next to the folder that you would like
to move the favorite shortcut into and

select: Move Here

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 Welcome  Accounts Payable  Accounts Receivable WeCS3MELEREGM Funds Management  General Ledger  Interface Table Maintenance  Purchasing

Cost Management Evaluation | Cost Management Reports | HANA Cost Management Reports | Bl Cost Management Reports

Line Items - Actual Costs/Revenues
[4]r] 1

~ Display Project Actual Cost Line ltems

» [ Cost Management
+ (1 Project Systems 4 |Savea5variaanBad(|| Canoel||9y5lem‘| |Execule||8eledionoption5 |
" Structure Overview Report
" Project Structure Overview Project Management Selections (DB profile: 000000000001)
Report Project to
e e et This button will
Costs/Revenues WBS Element to p_rowde more
* Cost Hierarchical Plan-based - Networorder © options to limit or
CIERRENELEENEE narrow your search
* Cost Element Plan-based - Activity to
ActualiCommitment/Total/Plan -
Material twork t
. . Cost Per dternals i nemwaor (v}
Month, Current Fiscal Year
Report
myPortal Favorites =17 Cost Elements
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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 Variant...”. Users can make changes to the
variables and/or resave the variant before running the report.

Welcome  Accounts Payable XSS ET0E QM Cost Management  Funds Management  General Ledger  Interface Table Maintenance F
Sales Order Process | Sales Order Billing Process | AR Process | AR Approval | Debt Write-Off Process | AR Evaluation | AR Reports | Sales Order Reports | Ove

Reimbursable Orders Report

l4v]

4
A Reimbursable Orders

[0 Execute Sales Order Reporis 1
* List of Sales Orders Report Menu Back || Exit || Cancel || System , Executed | | Get Variant...
* Orders within Time Period
Report Selection Criterion t

" Incomplete Crders Report

Input Parameters
= List Billing Documents Report

2) The next time you

* Log of Collective Run Report Business Area APOOD to want to l_'un the ROR
" Reimbursable Orders Fiscal Year to for that list of WBSs,
Report you can "call-up" the

Sales Orders

e e previously saved
* Billing Due List with Reject Fund to Variant
Reas
on Budget Period to
R e B Funds Center to e
* Reimbursable Orders )
Report Commitment ltem to =
= Line Items - Actual Functional Area to g
Costs/Revenues Funded Program All. RA.RX42.72.0002 to &

= Budget Availability Control
= View Shorthand Code
= D S0 Process

/‘

1) For example, let's say you created a

) Output Type . :
* Display Sales Order .pwnmiidmce list of WBSs for the Reimbursable
~ B'S0_Billing_Process Orders Report (ROR). You can save that
* Create Batch Billing With Advance list as a Variant.
» Create Billing Request WES costs without Sales Orders
* Execute Collective _
BiIIing_FAS + Complex Projects

= Review Billing Requests
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Variant Attributes

4M Screen Assignment || Information about variant attributes |
After clicking the "Save As Variant..."

Variant Name Cool_variant — ! .
button, this screen will appear.
Description Variant for western counties | Simply name your variant and give it
— ‘ 1
Only for Background Processing a description and click the Save
Protect Variant button.

Only Display in Catalog

System Variant {Automatic Transport)

Objects for selection screen

2 [%][B] (&)t romeoinome

Um| Selection Screen Field name Type: Protect field Hide field Hide field 'BIS® Save field without va

1,000 Business Area
1,000 Fiscal Year
1,000 Sales Orders
1,000 Fund

1,000 Budget Period
1,000 Funds Center

1,000 Commitment ltem

W w w w w w w w

1,000 Functional Area

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).
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Open/Select Variant

Opening/selecting a variant allow users to run their typical reports without having to re-enter all of the variables
each time. Simply select the variant you wish to use. This will populate the variable entry screen with pre-defined
variables. Users can make changes to the variables and/or resave the variant before running the report.

Find Variant *

After clicking the "Get Variant..."
Variant S button, this pop-up will appear. If

Environment

= you know the name of your
Created by S variant, type it into the "Variant"
field.
Changed by =
Original language =
>

To get a list of variants you
created, type in your FMMI
User ID into the "Created
by" field.
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Determining the Level of Customization of a Report

Users can determine the level of customization of a FMMI report or task, to a decent degree, by reviewing the
Transaction Code associated with the report or task. Simply view the Transaction Code associated with the report
or task and google it (i.e. google “SAP 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. If not, the report has been designed by the USDA.

Display Project Actual Cost Line ltems
» | Execute || Selection options || Get || Dynamic selections || Delete selection criterion || Selection screen help || Other sel. version || Testselection scope || DB profile || DB profile || Status || Futher selection crteria 2

Project Management Selections (DB profile: 000000000001)

Project

to

WBS Element
Networklorder
Activty

Materials in network

Cost Elements
Cost Element
or

Cost Element Group.

Posting Data

Posting date

Settings
Layout

Further Settings

08/01/2019

Doc datefobjecticost elementivalue

08/31/2019

]

SR

To observe the transaction code, left
click the paper, drop down icon.
Notice the corresponding
Transaction Code will then be

displayed. This Code will vary
depending on the type of report you
are working with.
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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 Depariment of Agriculiure N
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable ReCEHNELENENhi Funds Management  General Le

Cost Management Evaluation | Cost Management Reports | HANA Cost Management Reports | Bl Cost Management Reporig

Line ltems - Actual Costs/Revenues
b

Display Project Actual Cost Line Iltems

Menu 4 | Save asvariant || Back || Ext || Cancel | System , Execute || Selection options || Get

Project Management Selections (DB profile: 000000000001)

Project to =
WES Element to Eid
Networklorder to =
Activity to =
Materials in network to =

Cost Elements
Caost Element ta =

Or

Cost Element Group

Posting Data
Posting date 09/01,/2019 to 09,/30,/2019
Settings
Layout USDA_RRE2 RRB GL's from set RIA_CEL ALL
Further Settings...
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General

ECC reports are highly customizable to limit or expand the data you wish to see, options include:
e All of the General Tips and Tricks above, plus.
e Drill down capabilities (double click on document number to open document, often underlined)
o Display Document Header
e Select Layout
e Change Layout
o Displayed Columns
o Sort
o Subtotals
o Filter

e Save Layout

wn Adamek  Help | L

B Favorites

oc Analysis

story, Back

Display Actual Cost Line ltems for Projects

=3 Preject Systems Men 4 | Back || Cancel || Ext | System,| | | Dacument || Master Record || Carredion Request | Defails || Set Filler | Sortin Ascending Order || Sartin Descending Order || Chany

Select Layoul_ || Save Layout || Total || Subtotals_ | Mail Recipient

PR T

on set RIA_CEL.ALL Spreasnest.. (CINsSNImeF7)
@ 2 ABC Analysis  (Clrl+F1)
Print Predew  (CHrlsSnileF10)

USDA_RRBZ =EB
W8S AP.RA.RX45.72.1063 Do

o1r

/2019 To  03/30/2019

Costsmevenuos
FlanACtusVarane
* Cost Element Plan-based .
o wBS Element BP . Fiscaivear” Fen. PosingDaie DocDale  DocumemNo Doc ., GosiElem ., Goslelemen descr = Value TranGun /G Documen Header Text Name User Name
* Actual Project CostPer APRARMSTZ1063 19K 2019 1007032019 07032019 3069570805 IX 6100002614 Gasoline 6790D 34106641190 AJ45TH9PILOTTRAVELCENTERSL  BANKUSER =
it APRARMSTZ1063 19X 2019 07132019 07152019 3064818576 ZP 6100001275 TSP - Govemmentikatching Contribulion 25550 1313 34 GWSER4SSREMBURRNAST21063  FIPYROLY
APRARNMSTZ1063 19X 2019 07132019 07152019 3088818576 ZP 6100001274 TSP- GovermenlBasic Conbibution 639D 1313 34 QUWSERASASREMBURRX4TZ 1083 FIFYROL1
avariios
pr=ro— APRARNMSTZ1063 19K 2019 07132019 071152019 3064818576 ZP 6400001269 Full OASDI Conlri- FERS (L) 6D 11 34 GOWSERASSREMBURRX4ST21083  FIPYROLY
+ Create VendoriCustomer, APRARMSTZ1063 19K 2m9 07132019 07152019 306818576 ZF 6400001264 FERS Conlii- Regular 76010 1313 34 AWSERAS4SREMBURRK4ST21063  FIPYROLY
g“s'e’ iala M;E‘S' APRARMSTZ1063 100 2019 07132010 07152018 3068813576 ZP 6400001213 HIT-Agenc Conliibuion 8100 1313 34 GKWSERASASREMBURRXAST21063  FIFYROLY
* Display Account Balance
for z:y;,gms APRARKST21063 19K 2019 07132019 07152019 306I81ESTE ZF 6400001203 FEHBA-Agency Conliibutian 180100 1313 30 GXWSERASASREIMBURRXAST21063  FIFYROLT
+ View Customer Master APRARKST21063 19K 2019 07132019 07152019 306IBESTE ZF 6400001202 FEGLI-Agency Contibulion 1350 1313 30 GXWSERASASREMBURRKAST21063  FIFYROLT
Data
- B Documents APRARKST21063 19K 201 07132019 071152019 306IB18STE ZF 6100001101 BasaPay-USNonWage Board-Ful-Tima P 638780 1313 3 GXWSERASASREMBURRKAST21063  FIFYROLT
+ Approve and Post AR APRARMAST21063 108X 2019 OTIE2019 07182019 30BISSAE1 X 6100002614 Gasoling 76120 34106701138 A345799 SHELL | EQUIVA SERVICE BANKUSER
2"‘“"":?‘ APRARKST2 1063 10K 2010 07242010 07242019 30BHEI1M X 6100002614 Gasoiine 72790 34106725067 A345769 SHELL / EQUIVA SERVICE BANKUSER
* Create AR Invoice
+ Create AR Reversal APRARXST21063 19X 2010 OTRTR019 07202019 3064189042 P 6100001275 TSP - Govemmentikatching Contribution 25550 1314 JAGIWSERASSREMBURRXAST21063  FIPYROLY
Document APRARXST21063 19X 2010 OTRI2019 07202018 3064189042 ZP 6100001274 TSP - Govemment-Basic Contibution 639D 1314 IACHWSERASASREMBURRXAST21083  FIPYROLY
+ Create Credit Memo - AR
v APRARXST21063 19X 2010 07272019 072072018 3069189842 ZP 6400001269 Full DASDI Contri-FERS(L) 6D 1314 J4GHWSERASASREMBURRXAST21063  FIFYROLY
* Display AR Document APRARX5T21063 19K 2010 07272019 072072018 3064189842 ZP 6400001264 FERS Conti- Reguiar BOD 1314 J4GWSERASASREMBURRXAST21063  FIFYROLY
i 3"““"5?‘ Edh:\" Report APRARMSTZ1063 19K 2019 ORIR019 07292019 3069189942 IP 6400001213 HIT - Agency Contribution 810D 1314 34ONWIERASASREMBURRX4STZ1063  FIFYROLT
- Mass Uploa
Document APRARXST21063 10X 2010 07272019 07207018 3064189942 ZF 640001203 FEMEA- Agency Conlsibuian 180100 1318 34 GUWSERASASREMEURRXASTZ1083  FIFYROLT
* B Reports APRARKAST2 1063 10K 201 07272018 07252018 3069189842 ZF 6400001202 FEGLI-Agency Contibulion 1380 131 34 OXWSER4SASREMEURRXAST2 1083 FIFYROLT
* B Sales Ordes
s e APRARKST2 1063 10K 2019 07272018 072572018 3069189842 ZF 6100001101 BasePay-USNonWage BoardFul-Tme P &878D 1312 34 XWSER4SASREMEURRXASTZ1083  FIFYROLT
+ Change Sales Order "
+ Create Sales Order
* Display Sales Order
* Line Items - Actual ]
ar v & 5,
< > {sap PE1(500) 4], | forscapt-e
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HANA AD-Hoc Reporting

Navigating to Ad-Hoc Reporting in FMMI:

On the first tier navigation bar, click the link named “Ad-hoc Analysis”:

USDA

=
|

United States Department of Agricuture
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management ~ Funds Management  General Ledger  Interface Table Maintenance  Purchasing  Base Rol| I Ad-hoc Analy:

BOB. Ad-hoc Analysis | Bl Ad-hoc Analysis
BOBJ Ad-hoc Analysis

i 4

* Reimbursable Orders Report

= Line Items - Actual

Costs/Revenues

After clicking on the “Ad-hoc Analysis” link a new tab in Internet Explorer will open which will show the Ad-hoc

Analysis dashboard:

%3A%2F%2Fc36cac83bleTe2f O v @ &

O ttps: fms.usda. i/ p

OBJ Ad-hoc Analysis - FM. 1 1
File L |

5 4 ITS Home page Logon g Metastorm BPM £ News and Alerts - WBSC... Portal [@ Rules of Behavior || Suggested Sites v £ Web Slice Gallery v

Edit View Favorites Tools Help

After clicking on the "Ad-hoc
Analysis" link, a newtabin
Internet Explorer will open.

~ My Recently Viewed Documents ~ 0 unread messages in My Inbox

This is the Ad-hoc
Analysis dashboard ! HANA Federal Transaction Register Test No unread messages

5 HANA - APHIS GL plus AR Sales Order Document_BLT

{5/ HANA - Reimbursable Eilling Document TRD
¥ Sales Order History Report Billings Team ONLY
P HANA - Reimbursable Biling Document TRD Excluding Doc Types

¥ HANA - Spending Detail Report_Line_Items_Report BLT
¥ Customer Report

¥ Wildife Services Billing Numbers

{91 HANA - Accounts Receivable History Report_Bil_Status

¥ HANA - Reimbursable Biling Document TRD Excluding_Doc_Types_BLT

See more...
~ My Recently Run Documents ~ 0Unread Alerts

No recently run documents Mo unresd alerts

See more..
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Opening an existing Accounts Receivable report:
Click the “See more...” link on the dashboard located on the two right most quadrants:

[= Viewed Docaments * O unread messages i Hy lnbox - My

P HANA_Federal Trasaction_Rgicter_Test

' HANA - APHIS L plus AR Sales Oeder Dicusment_BLT
¥ HANA - Bombursable Blleg Docsment TRE:

¥ Sabes Ordes History Raport Blings: Team ORLY

S HANA - Spending Dietsd Report_Line_Rteme,_Report_BLT
me

w Wildde Senvices Biling Mumbers

P HANA - Accsuntts. Recevable History Report_[B_Status

' HANA - Rembursable Billeg Docsment TRD Excluding Dex_Types_BLT
[ = My Recently foun Documents:

1N uniead mesages

Mo recenitly nen doosments wnread alerts

Next, click on the Folders bar found on the bottom left of the screen:

e@‘w = frms.usda.gov/ifj/portal?Navig =3A%2F%2F3bcactbleTe2t O ~ @ © |[ 700 BOB) Ad-hoc Analysis - FMMI...
i File Edit View Favorites Tool Help

00 BOBJ Ad-hoc Analysis - FM... | 1 ‘

© s € ITSHome page Logon &g Metastorm BPM 5] News and Alerts - WBSC... Portal [& Rules of Behavior Bl Suggested Sites v &) Web Slice Gallery +
v

il ©

View > New - Organize > Send - More Actions - | Details

My Documents ‘ ‘Tnie ‘llecu’udun -
My Favorites.

T y e

9 subscribed Alerts
* [ personal Categories
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After clicking on the Folders bar, navigate to the Accounts Receivable folder:

1. Public Folders
2. FMMI
3. Ad-Hoc Reporting
4. APHIS
5. Accounts Receivable
e &
Home | Documents d .
View = MNew Organize ° 1 More Actions - | Deetails
My Documents — Til
—— [ |au
[ |ep
[ |Da
1 Fm
B |1c
[T [me
Pl
E |sa
E |5y
B B |wvie
W
T

S| Agency Maintained Reports

[ canned Report with SHC
[ ezFedGrants

1 General Ledger Reports
s

T mrp

[ payroll Reports

S| Programs
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m Various reports to
fome | Docment .4 choose from L

View - MNew ~ Organize ~ Send More Actions ~ | Details

My Documents Title ~
- wildlife Services
=1 public Folders A
[ auditing AMA - Accounts Receivable Aging Detail Report-Doug
B[] gpg HANA - Accounts Receivable Aging Summary - ARSST Team - Jo

- [ Federation HANA - Accounts Receivable Aging Summary FOB

SN MM HANA - Accounts Receivable Aging Summary Report-ARSST

= HANA - Accounts Receivable History Report - Edsion
[ pd-Hoc Reporting . )

HANA - Accounts Receivable History Report 3-23-2017

(-

I s HAMA - Accounts Receivable History Report Sharon
(-

[Eao HANA - Accounts Receivable History Report_Bill_Status
B0 pprirs HAMA - APHIS GL plus AR Sales Order Document

" [EJ pccounts Payable HANA - APHIS GL plus AR Sales Order Document_BLT

Bl A\ccounts Receivable

B[] wildiife Senvices

A - Availabilty Control
HAMA - ions to Expenses FTR_BLT_Test

HAMA - Debit Memo D:

oo %J/i'{,’ii R R R c L ’t:\ﬁ\%u w D

Agency Maintained Reports HAMA - Mahit Mamn Mata FTR - AIT
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HANA Prompt Screens:

Most of the HANA reports have been designed to prompt the user to provide information to narrow the
search/query and provide the information based on the criteria you select. These prompt screens vary from
report to report but the basic ideas of inputting of information remains the same. You should be familiar with
navigating this screen and changing the criteria.

M - o

b5 d Enter value or Business Area

v - APOD
v Enter Application of Funds: Refresh Values Ts- =
v Enter Funds Center: APWSERS555 Business Area Description —
v Enter valuz(s) for Fund: APDD160 [EMPTY_VALUE] |5 Options you have
. AGDD USDA Default — #\

W :

Enter Functional Area fov Agricultural Mark selected
¥  Enter Funded Program: AP.RA.RX55.] | annp Office of Advoca
v Enter valus(s) for Entry Date
v Enter valua(s) for Posting Period g‘:gg g!#rc":;‘.lrbﬂ iﬁ]
¥ Entarvalus(s) for Budgst Period CFOD Office of Chgief Fv
v Enter valua(s) for Fiscal Year CMOD Office of Commu

>
January 11, 2017 5:46:05 PM GMT+00:00
| ¢4 -

- Available Options Selection Arrows

Available Prompts
<

* Reguired prompts

Two arrows in the center or the Selection Arrows allow you to:

e Add avalue (the right pointing arrow)
e Delete a value (the left pointing arrow)

After the report runs, if you need to change the criteria, you will have to click the Refresh button and a new
prompt screen will appear:

w O B B
IR é@é d Ky (e @"Hﬁad{* 'Tﬂril"-?;lﬁ'fterBir ﬁFreeze
Refresh

“7p Click icon to add simple rep

Refresh one or all data

pronders United S
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Saving the report:
If you modify the report in any way (changing columns or User Prompt Input), please save the report to your
Favorites folder by clicking the little black down arrow button next to the Save icon as shown by the blue arrow:

Bl Ac

oc Analysis

ue(s) for Business Area:
List Of Values--) ‘

Save As 2

Click on the L2 W [ Lot > w
ae /~ Favorites Folder" q..ime
FMMI - bar

Custon

= FaAViOTILES FOWOED

HANA - Accounts Payable HIStory Keport=6Lr |
HAMNA - Accounts Receivable History Report - BLT
HANA - APHIS GL plus AR Sales Order Document_|

HANA - Collections to Expenses FTR_BLT

B Kok o o

HANA - Collections to Expenses FTR_BLT_Test

Public Folders

File Name: [HAMA - Reimbursable Billing Document TRD Excluding_Doc_Types |

Save As Type: [Web Intelligence v]

*»
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Exporting the report to Excel:

O @

<

Select All

<

Current BP by Quarter

<

Prior BP by Quarter

<

Current BP by Month

<

Prior BP by Month

<

OH Check by Month

File T a Excel [.xlsx)

(®) Prioritize easy data processing in Excel

images 91
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Report Design:

There are about 4 main reports that can be manipulated to get the information you are looking
for. These reports are:

Federal Transaction Register Detail
Spending Detail

Sales Order History

Reimbursable Billing Document

N =

There are other reports that can be manipulated but the ones listed above are the most
frequently used.

To manipulate a report, you have to click on the Design button found on the top right.

ISAD 4

I ‘Welcome: FODDA516 i
Home | Documents | HANA - Accounts Rec... |
I web Intalligence * H S-8 (&L ® v [[@Tad + F onl - G Aer Bar| [T Freeze - & outine Reading | Design
s USDA »;
g === Accounts Receivable Histo

Readinc ~ Design ~

To view the available fields that can be pulled into the report, click on the Available Objects
button on the left hand side of the screen:
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E Available Objects Button

Ho I

V‘H’| Propertes ~ r(cm'l'l'ﬂ'e;]'lﬂnti-;| Formau]ng| '_Data_Ames_s| g Analysns| ' Pagesam| i
"" ljig AF=EN &D & Tables | Cell | Section | Comment ] Chart |
E-EE b - 2 - @ - B -4~ 2~ [wen

/= Available fields to be pulled into the
report

Ui

Application of Funds Description o
Appor Catb Dtl 9 e
| Asset Acqdate 9 -
! Assetmaino 9
! Assetsubno 9
| Avtype 9
J Bdgt IITIpEICt 9 Business
d Begper g9 Area Fund Functional Area Funds Center Funded Pro
| Betc9 2018 AFDO1600AD  APDOAHAVINHLTOOO APWSER4242  AP.EXAVIN.G'
! Budget Period 2010 AFDD AFDO1B00AD  APDOAHAWINHLTOOO APWSER4242
! Bureau 2018 AFOD AFDO1600AD  APDOAHAWINHLTOOO APWSER4242
| Business Area 2010 AFOD AFDO1B00AD  APDOAHAWINHLTOOO APWSER4242
| Business Area Description 2010 AFOD AFDO1600AD  AFDOAHAVINHLTOOO APWSER4242
! Business Line 2018 APOD AFDO1B00AD  APDOAHAWINHLTOOO APWSER4242
! CoCd 2010 AFOD AFDO1600AD  AFDOAHAVINHLTOOO APWSER4242
| Commitment Item 2018 APOD AFDO1G00AD  APDOAHAVINHLTOOO APWSER4242
: Commitment Item Description 2010 AFOD APDO1B00AD  APDOAHAVINHLTOOO APWSER4242
Commitment String 2019 APOD AFDO1G00AD  APDOAHAWINHLTOOO APWSER4242
! Cost Center
o 2010 AFOD AF0O1B00AD  APDOAHAWINHLTOOO APWSER4242
! Cost Center Description
2019 APOD AFDO1600AD  APDOAHAWINHLTOOO APWSER4242
! Covered
. 2010 AFOD AFDO1B00AD  APDOAHAWINHLTOOO APWSER4242
! Currency Conversion Date
i 2018 APOD AFDO1600AD  APDOAHAWINHLTOOO APWSER4242
! Custodial
g 2010 AFOD AFDO1B00AD  APDOAHAWINHLTOOO APWSER4242
2010 AFOD AFDO1600AD  AFDOAHAVINHLTOOO APWSER4242
2010 AFOD AFDO1B00AD  APDOAHAWINHLTOOO APWSER4242
1% 2010 AFOD AFDO1600AD  AFDOAHAWINHLTOOO APWSER4242
]
d AP EX_AVIMN.O
]
d - caly Fiscal |Business
d cot a Year Area Fund Functional Area Funds Center Funded Prog

The Available Objects are being pulled from a “Universe” of many fields in FMMI. If you do not
see the field you want, than you can look to see if it is available in the “Universe” where the
information is being pulled from. You need to click on the Data Access tab and then Edit button.
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SAP4

[ Home H Documents ] HANA_Federal_Trans... . 41 &

The Data Access

(==

' Report Elements| ' Formatting

W _File-| ' Pmpeﬂ]m|

Available Objects ~
Type here to filter tree

3 Providers I Tools |

Purge -

= HANA_Federal_Transaction_Register_Test
! Account Number
| Agencid 9
! Altraid 9

e SO P S

The Edit button

BA Al

pgablanagl BT Assign Reference M

Next a pop-up window will open:

Uni

(. Query Panel All of the fields being pulled | o 8%
e —_——— into the report that show up in S e
‘Elﬂl Add Query ~| ITHH B2 P & @ Available Objects very | Close -
% Universe outline {10 Result Objects »
=
HANA-FEDERAL TRANSACTION REGISTER ~ - | ' Account Number | ! Applctn | ! Budget Period ‘ ! Bureau | ! Business Area A
_<| | ! Business Line | ! cocd | ! Commitment Item | ! Commitment Ttem Description
\ \ \ v

v HANA-FEDERAL TRANSACTION REGISTE
i |1 HANA Federal Transaction Register
# || Descriptions
3 | TAS Fields

/' Query Filters

B

Al

! Funded Program LMatqhes 7patt§mm'r|Enter Funded Program:

B

dll

! Functional Area | In List - ‘Enter Functional Area:

<

All the fields available in the
"Universe" categorized in
folders.

All of the Prompts for the report

< > Type a text to™fIEEr e vales

l {1 HANA - Federal Transaction Register

If you see a field that you want in the report, Click that field from the “Universe” and drag it to the
“Result Objects”. Once the field is in the “Results Objects” it will appear in the Available Objects

section on the main screen.
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" File | " Properties |

Report Elements | : Formatting | " Data Access ‘ . Analysis ' .

Page Setup |

02 B | e ‘ [f@ & Tables | Cell | Section | Comment - Chart Tools | Position ~ Linkin
oo XRE X @S =~ EH- o o -~ @~-E 59~ @~ More » || T Tuminto - | 5] Setas =
Available Objects ~ Fod x|

Type here to filter tree

=] ,'" HANA_Federal_Tra 1) Click on the word
¢ Account Numbe of the field you
4 Agencid 9 would like to have in
4 Altraid 9 your report
4 Applctn

5 Description

Assetmaino 9
Assetsubno 9
Avtype 9
Bdgt Impact 9

Begper 9

Betc 9

Budget Period

Bureau

Business Area

Business Area Description
Business Line

CoCd

Commitment Item
Commitment Item Description
Commitment String

Cost Center

Cost Center Description
Covered

Currency Conversion Date
Custodial

1% Click icon to add simple report filters

2) Drag the field into the
list of column headers
until the words become a
vertical rectangle like the

one shown here

United States De

Busin«

unctional Area

Federal
Budget |Posting |Transaction
Funds Center _|Funded Program Period  |Period | Repister 1
Budget |Posting
Funds Center |Funded Program Period  |Period :
10X 010 1

AP EX AVIN.O1
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2019 .TO0O 711312010

2018 APOD AP001800AD APOOAHAVINHLTO00 APWSER4242 010 711312010 1
2018 APOD APDO1800AD TO0O 010 712372018 1
2019 APOD AP001800AD APOOAHAVINHLTO00 APWSER4242 010 711312010 3
2018 APOD APDO1800AD TO0O 010 71372018 E
2018 APOD APDOTS00AD  APDOAHAVINHLTOOO APWSER4242 010 72372018 H
2018 APOD APDO1800AD TO0O 010 71372018 ¢
2018 APOD APDOTS00AD  APDOAHAVINHLTOOO APWSER4242 010 711372018 g
2018 APOD APDO1800AD TO0O 010 712372018 ¢
2018 APOD APDOTS00AD  APDOAHAVINHLTOOO APWSER4242 010 711372018 g
2019 APOD AP001600AD .TO0O o010 Tz00e 4
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2018 APOD APDO1800AD TO0O 010 71372018 E
2019 APOD AP001600AD APCOAHAVINHLTO00 APWSER4242 010 Tz010e £



Researching FMMI User IDs

Purpose
This guide provides instructions to obtain the User Name associated with a User ID Number in FMMI.

Role
Funds Management Evaluator

Instructions
STEP 1: Go to Funds Management > Evaluation > Display FM Master Data > Display Fund Center

USDA

United States Department of Agriculture

= | . - . sym .
C____IFinancial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management [EETHGENELEREE@N General Ledger  Interface Table

Reports Evaluation | BOBJ Funds Management Reports | HAMA Funds Management Heports | Bl Funds Management Reports

Display Funds Center
[4]0] L]

A Display Funds Center in FM Area

Menu 4 | Back | Exit | Cancel || System , FM area

Funds Center
" Display Functicnal Area

" Digplay Commitment Item FM Area UsDA
® Display Fund Group
® Display Funds Center Group
= Display Funded Program
Group
" Display Funcfional Areas
Groups
" Display Commitment ltem
Group
" Display Funds Center
Hierarchy
" Digplay Cemmitment ltem
Hierarchy
* Display TAS Group Set
» [J Budget Execution and
Distibution
+ [ Budget Preparation and
Planning
¥ OO View TAS / BETC Data

myPortal Favorites =1~

¥ O Customer
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STEP 2: The following screen will display. Enter a valid Funds Center (i.e., APO0000000), hit Enter.

USDA
= |
Welcome  Accounts Payable  Accounts Receivable  Cost Management REMUENIELWERGE: 8 General Ledger
Reports | Ewaluation | BOBJ Funds Management Reports | HANA Funds Management Reports | Bl Funds Management Reports

United States Department of Agriculture ..
Financial Management Modernization Initiativ

Display Funds Center
[4]0] 4

A Display Funds Center in FM Area

» [J Display CFDA Table I
+ [ Display FM Master Data Menu 4 | Back || Exit || Cancel || System FM area
" Display Application of Funds
" Display Fund
* Display Funds Center

* Display Funded Program
) - Funds Center AP0O0000000
Display Functional Area

* Display Commitment ltem FM Area USDA
Display Fund Group

Display Funds Center Group
Display Funded Program
Group

Display Functicnal Areas

STEP 3: The following screen will display. Click in the User Name Field, then click on the tab next to User name
field.

USDA
=1
Welcome  Accounts Payable  Accounts Receivable  Cost Management ETMUENIELERESNE M General Ledger
Reports | Evaluation | BOBJ Funds Management Reports | HANA Funds Management Reports | Bl Funds Management Reports

Display Funds Center
[4]0] 4

: Funds Center Display

United States Department of Agriculture "
Financial Management Modernization Initiativ

¥ [ Display CFDA Table
+ [ Display FM Master Data Menu , 4 | Back || Exit || Cancel | System , Period || Long Text || Cla:
" Display Application of Funds
USDA i
* Display Fund FM Area US Dept of Agriculture
* Display Funds Center Funds Center APOOO0O0000
* Di Funded Program
_spm _ g Analysis Time Frame from 01,/01,/1300 Analysis Time Frame to 12/31/9
" Display Funcfional Area
" Display Commitment ltem
* Di Fund G:
_spm roue &= Hierarchy =] Address (5] communication
" Display Funds Center Group
* Display Funded Program Names
Group
* Display Funciional Areas MName APHIS DEFAULT
Groups Description APHIS DEFAULT
" Display Commitment ltem
Group
" Display Funds Center Basic data
-
A Valid From 01/01,/1900 valid Until 12/31/9999
" Display Commitment ltem
Hierarchy Authorization group APOO
* Display TAS Group Set Company Code usDA US Dept of Agriculture
» [1 Budget Execution and
Distibution Business Area APOO Animal/Plant Health Insp Svc
» [1 Budget Preparation and
Planning
» [ View TAS / BETC Data Person responsible
myPortal Favorites =1 User name FO000607
~ O Customer Name

= Create Vendor/Customer
Master Data Request
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STEP 4: The following screen will appear. Enter the FMMI User ID number (i.e., FO003121) in the User field and
click on Start Search.

| Restrict Value Range (1) x

=  Restrictions

User FOOO3124
Lasi name

First name
Department
Building code
Room Numbar
Estension

Cost center
Internal mail
Company
Company name
City

Maximum Mo. of Hits 500

|

STEP 5: The following screen will display which provides you the User Name associated with the FMMI User
Number.

Restrict Value Range (1)

»  Restrictions

ESEAN Y
User Mame Last name First name | Department Buildings | Room Mo. Extension
FOOD03121 ANDERSON CAROL Systems Accountant

3
1 Entry found

Page 190 of 216



Adjustments and Accruals

Adjustment — For non-GL accountants in APHIS, adjustments are primarily used to recode the master data
elements assigned to a particular financial transaction or group of transactions. The following items are true for
adjustments:

e permanent

e entered with two sides, one debit and one credit

e there is no effect on cash; each adjustment balances to SO

e can affect account balances, depending on which master data elements are changed

Accrual — a place holder for a financial transaction or group of transactions which have not yet been posted to the
financial system for the purpose of financial statement reporting. The following items are true for accruals:

e temporary, typically entered at the end of the month and reversed at the beginning of the next month

e they are only entered with one side, a debit or a credit

o affects cash like a normal financial transaction

e do affect the balance of accounts

Two Common Types of Adjustments

e Expenditure Adjustments: a process to move expenses from specific master data elements to other
master data elements, such as BOC or WBS.

e Collection Adjustments: a process to move collections from specific master data elements to other
master data elements. (aka Transfers, Modifications)

Two Common Types of Accruals

o 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, CONCUR) 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:

o A written request from the field

o Current reports showing error

o Written explanation of the error, and/or

o A copy of the original payment request showing the error being corrected
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Who can Process Expenditure Adjustments in FMMI
FMD wrote a policy on this which basically says that:
e if the error was made by a financial team (mistyping etc.) or they are working on a specific clean-up
project, the financial team can process the adjustment;
e if the error was made by the field staff, the adjustment needs to be processed through the program
headquarters.

What should be a Debit or Credit

e The USSGL Chart of Accounts shows the “normal” balance side of a GL account
o http://fms.treas.gov/ussgl/index.html
o 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
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Miscellaneous

FMMI Dates Explained

Below are the main dates in FMMI. The definition for each was taken from FMMI help. Their names do change
based on which report or module you are in.

Document Date - The date the document was created.

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.

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).

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.
Posting date must be in an open period, and that is why it is only seen later than Entry Date. You cannot
back date posting date to a closed period unless you reopen that period. This should never happen.

OH runs based on this date.

GL Reports pull based on this date.

Entry/Created Date — The date the accounting document is entered.

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.

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.
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Transparent Financial Descriptions

e Answer who, what, where, when, and why (as needed)
e Most people would understand what they mean, without having to pull the document
e Are abbreviated to fit the allowable space, but still make sense.
o Examples:
=  May 2014 Copier Maint — Boulder, CO
= Adj- John Doe PP22- 10 Hours
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Helpful Links/Resources
(Ctrl+ left click on the links below)

e APHIS Homepage
www.aphis.usda.gov

e FMD Website
APHIS Homepage = Our Focus = Business Services = Financial Management

@)

@)

@)

Travel Service Center (portal log-in required)

Financial Management > Travel Services Center (Employees Only)

FOST

Financial Management > Financial Operations Services Team

Agreement Services Center FAQs

Financial Management > Financial Services Branch > Agreements Services Center >
Frequently Asked Questions

e Financial Management Modernization Initiative (FMMI)

APHIS Homepage > Our Focus > Business Services > Application Systems > Financial Management
Modernization Initiative (FMMI)

e BOC Handbook
https://nfc.usda.gov/FSS/Publications/FMS/boc.pdf

e Federal Account Symbols and Titles (FAST Book)
http://www.fiscal.treasury.gov/fsreports/ref/fastBook/fastbook home.htm

e US Standard General Ledger (USSGL)
https://tfm.fiscal.treasury.gov/vl/supplements/ussgl.html

e Concur:
https://cge.concursolutions.com/ui/sso/usda

e GSA Travel Resources
http://www.gsa.gov/portal/content/105307

e GSA Forms Library
http://www.gsa.gov/portal/forms/type/TOP

e OPM Forms Library
http://www.opm.gov/forms/

e My APHIS:
my.aphis.usda.gov/myportal/myaphis/employeeresources/forms-and-publications/bam
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https://www.aphis.usda.gov/aphis/home/
https://www.aphis.usda.gov/aphis/ourfocus/business-services/financial-management-division
https://my.aphis.usda.gov/wps/myportal/myaphis/support/travel/
https://www.aphis.usda.gov/aphis/ourfocus/business-services/financial-management-division/financial-operations-branch/FOST
https://www.aphis.usda.gov/aphis/ourfocus/business-services/financial-management-division/Financial_Services_Branch/Agreements_Service_Center
https://portal.fms.usda.gov/
https://nfc.usda.gov/FSS/Publications/FMS/boc.pdf
http://www.fiscal.treasury.gov/fsreports/ref/fastBook/fastbook_home.htm
https://tfm.fiscal.treasury.gov/v1/supplements/ussgl.html
https://cge.concursolutions.com/wait.asp?u=gWrzeByoGLxM$p1z5d0Sis6pTtW2M32rvhv8XjLZiC23nlIfM4gVbH6TOiPj7EvRWLx5TZSukGU2Ikyk4oGDy$s$p1RdthvZcxFR1YbuJQ&sh=2
http://www.gsa.gov/portal/content/105307
http://www.gsa.gov/portal/forms/type/TOP
http://www.opm.gov/forms/
https://my.aphis.usda.gov/myportal/myaphis/employeeresources/forms-and-publications/bam

USDA Washington Metro Area Telephone Directory
https://www.datarefuge.org/en AU/dataset/usda-telephone-directory

Internet Search Engines:

O

O
O
@)

www.google.com
www.yahoo.com
www.bing.com
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

Discussion: Questions/Concerns from Field Staff

5th bill (final bill)

ACMS

O

It is a standard business practice to bill based on expenses entered. This is how FMMI
(SAP) works. This is also how businesses bill (i.e. credit card bill, etc).

Accruals are the only way to account for expenses which are not yet entered and they are
not billable. Keeping track of your planned expenses (accruals) may assist you in
predicting what expenses are still outstanding, but will not eliminate the 5t bill.

There will always be a 5t bill on quarterly billed accounts unless you cut off service the
last month or so to ensure they make it on the 4t quarter bill. One way that may make
this more palatable is to make these accounts monthly.

Most FMD staff members located in Minneapolis do not use ACMS, we use FMMI. Our
understanding is that APHIS uses ACMS for program accruals, budget, and agreement
tracking.

Questions will need to be referred to the appropriate FMD Riverdale staff. Refer to the
below screenshot for appropriate ACMS contact information.
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https://www.datarefuge.org/en_AU/dataset/usda-telephone-directory
http://www.google.com/
http://www.yahoo.com/
http://www.bing.com/
http://www.ask.com/
https://my.aphis.usda.gov/myportal/myaphis/employeeresources/forms-and-publications/bam

e

s Bl Suggested Sites = ] Chief Financisl Officers... » B~ B ~ = @~ Pagev Sefety~ Tooks~ @+

(&) ACMS Help -Home-

Home @

WHO TO CONTACT FOR ASSISTANCE

ACMS Activation
email. MRPBS FMD Security

ACMS Business Practices
Stacye Teachman and MRPBS, FMD, BESE
email BEST Projectsiiaphis usda gov

ACMS Agreements
Agreement Services Cenfer, MRPBS, FMD. FSB
amail ACMS Agreemsants Help Line

ACMS System Functionality
emall MRFBS FAZ aphis usda gov

ACMS Users Guide and Training Materials
MRPES website
hittp i i L]

ACMS Hardware! Software Access
ATAC 1-877-844-3457
amail: ATAG

APHIS e ion 1D and F E: i and A
APHIS Technical Assistance Center (ATAC) 1-877-944-8457
email ATAC

Resets and FOWE
ATAC 1-877-544 8457
email. ATAC
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Appendix A- FMMI Doc Types

USDA

E United States Department of Agriculture

FMMI Financial Management
= AVLiVIL Modernization Initiative (FMMI)

FMMI| Document Types Job Aid

Version 1

Mar-10
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USDA

EMMI

,_;__,__.-'-'_
FMMI Document Types Job Aid
Process Document Type Description Number Range  From To Reversal Description
Area Document Type
AP 3P GovTrip Pay IBA 19 1900000000 | 1999995059 KA Yendor Document
AP 4P GovTrip Pay CBA 19 1900000000 [ 1999999059 KA Yendor Document
AP CB TRVL CB Credit Card 19 1800000000 1999595059 CB TRVL CB Credit Card
APIAR IC IPAC Confirm (Received) 2 2100000000 | 2199999959 IC IPAC Confirm
AP IT TRVL Interest 19 1900000000 [ 1999999059 T TRVL Interest
APIAR [\l IPAC Confirmation (Initiated) 24 2400000000 2499595059 v IPAC Confirmafion
AP KA Wendor Document 17 1700000000 | 1799999059 KA Wendor Document
AP KB Vendor BOC Adjust 19 1900000000 1999999999 KB Vendor BOC Adjust
AP KC Vendor Inv CancFund 19 1900000000 | 1999999959 KA Vendor Document
AP KG Vendor Credit Memo 17 1700000000 1799595999 KA Yendor Document
AP KR Vendor Invoice 19 1900000000 1999999999 KA Yendor Document
AP KZ Vendor Payment 15 1500000000 1599999959 KA Vendor Document
AP ND Non-Dishursing 19 1900000000 19995959959
AP PC Payment Clearing 22 2200000000] 2299999999 PC Payment Cleanng
APIAR R1 Grants Disb 1099 51/52 5100000000 | 5299995054 R1 Grants Disb 1099
APIAR R7 Grants Dish non-1099 5152 5100000000 | 5299999999 R7 Grants Disb non-1099
AP RE Invoice - Gross 51/52 5100000000 [ 5299505054 RE Invoice - Gross
AP TA GovTrip Advance 17 1700000000 [ 1799995054 TA GovTrip Advance
AP TC Treasury Confirm 21 2100000000| 2199999959 TR Treasury Reversal
AP TE TELE Invoice 19 1800000000 15999505054 TE TELE Invoice
AP Tl Treasury In-Transit 20 2000000000) 2099909994 T Treasury In-Transit
AP TP TRVL Third Party 19 18900000000 [ 19999959059 TP TRVL Third Party
AP TR Treasury Reversal 21 2100000000) 2199985954 TC Treasury Confim
AP ™ GovTrp Reimbursable 19 1900000000 1999995959 KA Yendor Document
AP uT UTVN Invoice 19 18900000000 [ 19999959059 urt UTWVN Invoice
AP WA Vendor Prepay Adv 17 1700000000| 1799909954 WA Vendor Prepay Adv
AP Vi WVADR FI Invoice 19 1800000000 | 19999950859 Vi YADR Fl Invoice
AP VM WADR MM Invoice 51/52 5100000000 | 5299995059 VM YADR MM Invoice
AP VR Vendor Prepay Inv 19 1800000000| 19953909954 VR Vendor Prepay Inv
AP VW Payroll Recerify 19 1900000000 1999595959 VW Benefit Disbursement
AP WX Extemal ALC Invoice 19 1900000000 | 1999999059 VX External ALC Invoice
AP XA TRVL Advance 17 1700000000 1799999059 XA TRVL Advance
AP XC TRVL Cash Receipt (Embassy) 18 1800000000 18999959959 XC TRVL Cash Receipt
AF XD TRVL Dummy Advance (Embassy) 17 1700000000[ 1799505059 XD TREVL Dummy Advance
AP XE TRVL OASDI (5SS Tax) 1 100000000 | 199999999 XE TRVL OASDI (S5 Tax)
AP ¥M TRVL WTA Voucher 17 1700000000 1799999959 XM TRVL WTA Voucher
AP XN TRVL Cash Distrib. 19 1900000000 1999595999 XN TRVL Cash Distrib.
AP AP TRVL Third Party Woucher (Moving Co) 19 1900000000 1999999999 XP TRVL TP Voucher
AP XT TRVL Local Voucher 19 1900000000 | 1999999059 xT TRVL Local Voucher
AP X TRVL Relo Voucher 19 1900000000 1999599999 XV TRVL Relo Voucher
AP XKW TRVL Tax Withholding 1 100000000 | 1599909959 XW TRVL Tax Withholding
AP XX TRVL Net to Traveler 19 1900000000 | 1999999054 XX TRVL Net to Traveler
AP Xz TRVL Payroll Zap(Gamish Pay) 19 1900000000 1999599999 Xz TRVL Payroll Zap
AP 7R Bank Reconciliation 20 2000000000 2099505054 7R Bank Reconciliation
AP A’ Payment Clearing 20 2000000000) 2099905954 'y Payment Clearing
AP ZW SmartPay2 Purch Card 19 18900000000 [ 19999959059 W SmartPay2 Purch Card

Page 199 of 216

AMV2014



USDA

FMMI

]|
FMMI Document Types Job Aid
Process Document Type Description Number Range  From To Reversal Description
Area Document Type
AP i g SmartPay2 Fleet Exp 19 1900000000 | 1995995959 X SmartPay2 Fleet Exp
AR AC ABCO Emp Collection 14 1400000000 | 1495095999 AC ABCO Emp Collection
AR AR ABCO Emp Receivable 18 1800000000| 1895095090 AR ABCO Emp Receivable
AR Ch Customer Interest 10 1000000000| 1099999959 Ch Customer Interest
AR Cé Customer Admin 10 1000000000 | 1095095999 Cé Customer Admin
AR c7 Customer Penalty 10 1000000000 | 1095295999 c7 Customer Penalty
AR DA Customer Document 16 1600000000 | 1699999059 AB Accounting Document
AR DC SUBI Credit Memo 16 1600000000 1699099999 DA Customer Document
AR DG Customer Credit Memo 16 1600000000 | 1695895999 DA Customer Document
AR DF Expend Cust Refund 18 1300000000 | 1855555950
AR o] SUBI Cust Invoice 18 1800000000 | 1899099959
AR DL Lockbox collections 14 1400000000 | 1495895959 DL Lockbox collections
AR DO Cust Payment Refund 14 1400000000 14959590850 DO Cust Payment Refund
AR DR Customer Invoice 18 1800000000 | 1899099959 DR Customer Invoice
AR DW Customer Write-Off 14 1400000000 | 1495995959 DW Customer Write-Off
AR DY Exp Non Fed Collect 18 1800000000 | 1855595959
AR DZ Customer Payment 14 1400000000 14999990959 DA Customer Document
AR ZG GovTrip DUEUS 18 1800000000 | 1895495959 Z2G GovTrip DUEUS
CO AF Depreciation Pstngs 3 300000000 | 399599999 AF Depreciation Pstngs
co AM Real Property 1 100000000 | 199999599 AM Real Property
Co CT USDA Cost Transfer 1 100000000 | 199599599 CT USDA Cost Transfer
Co ov PROP Personal Prop 1 100000000 | 1995995999 oV PROP Personal Prop
CO PP Personal Property 1 100000000 | 199999999 PP Personal Property
CO WE Goods Receipt 50 5000000000 5090455004 WE Goods Receipt
Co ZC CPAIS 1 100000000 | 1995995999 ZC CPAIS
FI ALLT Allgtment 55 5500000000) 5599909959 ALLT Allotment
FIM ALOC Allocation 55 5500000000] 5599905954 ALOC Allocation
FI APOR Apportionment 55 5500000000) 5599999999 APOR Apportionment
FI AFPPR Appropriation 55 5500000000) 5599909959 APFPR Appropriation
FIM CF Conversion a9 8000000000] 8999905954 NIA
FI CN Obl Accrual - Negative 76 T600000000) 7699999999 /A
FM CR Continuing Resolution 55 5500000000| 5590459004 CR Continuing Resolution
FI CRX Unapporoved Continuing Resolution 55 5500000000| 5599905959 CRX Unapporoved Continuing Resolution
FI [ Obl Accrual - Positive 76 7600000000 | 7655555959 MIA
FI4 GT Gov-Trip Travel Obligation 73 7300000000) 730999000959 GT Gov-Trip Travel Obligation
FI MO All Other - Misc Commitment 75 7500000000| 7599909959 MO All Other - Misc Commitment
FI SALC Sub-Allocation 55 h500000000] 55994050959 SALC Sub-Allocation
FI SALT Sub-Allotment 55 5500000000) 5599999999 SALT Sub-Allotment
FI 5D State Dept - Fund Cite Cabel 74 T7400000000) 7499909959 5D State Dept - Fund Cite Cabel
FIM SP Smart Pay Credit Card Request 72 7200000000] 72999099549 SP Smart Pay Credit Card Request
FI TICA Transfer In Current-Year APPR 55 5500000000) 5599999999 TICA Transfer In Current-Year APPR
FI4 TIPA Transfer In Prior-Year APPR 55 5500000000) 5599900959 TIPA Transfer In Prior-Year APPR
FI TO GovTrip Travel Commitment 70 7000000000| 709990999549 /A
FM TOCA Transfer Out Current-Year APPR 55 5500000000 55994555999 TOCA Transfer Out Current-Year APPR
FI4 TOPA Transfer Qut Prior-Year APPR 55 5500000000) 5599900959 TOPA Transfer Qut Prior-Year APPR
FI VO Vendor Prepay Obligation 76 T7600000000| 7699909954 /A
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USDA
i

FMMI Document Types Job Aid

FMMI

Process Document Type Description Number Range  From L[] Reversal Description
Area Document Type

FM wc Working Capital Fund 81 8100000000) 8199995959 MIA

FM X0 TRVL Travel Obligation 71 7100000000) 71995999999 MIA

MM IM 1AS Invoice with GR 5152 5100000000] 5209405050 IM IAS Invoice with GR

MM INTR: INTR. Purchase Order w/Sales Order 46 4600000000) 4699999959 INTR INTR. Purchase Order wiSQ

MM IR 1AS Invoice wio GR 51/52 5100000000| 5299992959 IR IAS Invoice wio GR

MM NB Purchase Requisition (Direct) 1 10000000 | 19999999 MB

MM NB Purchase Order (Direct) 45 4500000000) 4599999959 NB Purchase Order Doc

MM ZC0OB CREEMS FO 43 4300000000) 43094995959 ZCOB CREEMS FO

MM 210 IAS Purchase Onder wPR 60 6000000000| 699999999 ZID IAS Purchase Order

MM ZIN I1AS Purchase Order wio PR [il] 6500000000 | 699595999 ZIN I1AS Purchase Order

MM rd (o] IAS Purchase Reguisition 30 3000000000 3500999059 ZIQ IAS Purchase Requistion

MM ZVA Senvice/Valus-basad 43 4300000000| 4399999959 FVA Service/Value-basad

MM AR Senvice/Value-based 40 4000000000 4009999959 VR Service/Value-based

NA AA Asset Posfing 1 100000000 | 199599999

MA AB Accounting Document 1 100000000 | 199999959 AB Accounting Document

NA AN Net Asset Posting 1 100000000 | 199599999

MNA CH Contract Settlement 1 100000000 | 199999999

NA EU Eurc Rounding Diff. 2 200000000 | 299599999 EU

MNA EX Extemal Number 2 200000000 | 299595959 AB Accounting Document

NA Il IPAC In-Transit 20 2000000000] 2099599999 Il IPAC In-Transit

NA IP IPAC Payment 23 2300000000) 23094995959 IP IPAC Payment

MNA KN Net Vendors 1 100000000 | 199599999 KN

NA KP Account Maintenance 48 4800000000| 4899599959 KP Account Maintenance

MNA ML ML Settlement 47 4700000000] 4799595959 ML

NA PR Frice Change 43 4800000000) 4899999959 PR

MNA RA Sub.Cred Memo Stimt 51/52 5100000000| 52094999959 RA Sub.Cred Memo Stimt

NA RB Reserve for Bad Debt FE RB

MNA RN Invoice - Net a1 5100000000) 5199999999 RN Invoice - Net

MA RV Billing Doc.Transfer 30 3000000000 | 3005999059 AB Accounting Document

MNA 81 Settlement Document 1 100000000 | 199999959 AB Accounting Document

MNA SK Cash Document 13 1300000000] 1395999950 AB Accounting Document

MA UE Data Transfer 4 400000000 | 499599999

MNA WA Goods Issue 45 4900000000) 49995999959

NA Wi Inventory Document 49 4900000000] 4999999959

MNA WL Goods |ssue/Delivery 49 4900000000) 4999909959

NA WHN Net Goods Receipt 50 5000000000| 5099992959

SGL BL Budgetary Ledger 4 400000000 | 459595599 BL

SGL CA CAPS Expense GL 1 100000000 | 199599999 CA CAPS Expense GL

SGL CL GIL Account Document 1 100000000 | 199999999 CL GIL Account Document

SGL DN Exp Accrl No Obs 1 100000000 | 199599999 [ Exp Accrl No Obs

SGL OF IPAC Offset 1 100000000 | 199599999 OF IPAC Offset

SGL 52 Lockbox suspense posting 12 1200000000] 1205999050 52 Lockbox suspense posting

SGL SA G/L Account Document 1 100000000 | 199599999 SA Accounting Document

SGL SB GJ/L Account Adjusiment Posting 12 1200000000 1299999950 SB Accounting Document

SGL SF 1081 Cash Transfer 11 1100000000 | 11999990830 Sk Accounting Document

SGL SuU Adjustment Document (Upward/Downward) 1 100000000 | 199999959 SU Adjustment Document
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USDA

FMMI

FMMI Document Types Job Aid
Process Document Type Description Number Range  From To Reversal Description
Area Document Type
SGL TL TELE Accrual 1 100000000 | 199595599 TL TELE Accrual
SGL UA UTVN Accrual 1 100000000 | 199595599 UA UTVN Accrual
SGL ZA PACS Accrual Posting 1 100000000 | 1995595959 ZA PACS Accrual Posting
SGL ZF PACS Forced Release 1 100000000 | 199399939 ZF PACS Forced Release
SGL ZP PACS Expense GiL 20 2000000000 2095595959 ZP PACS Expense G/l
SGL Z5 SmartPay2 Realloc 5 500000000 | 5999595959 5 SmartPay2 Realloc
- Ke |

AP

AR

SGEL

FM

MM

CO

Mot 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 QA

Transaction Management
Search & Select Valid Value

Enter full or partial segment values, segment value descriptions, or leave blank to view all valid values. Then
click the "Search” button.

Value: 2670

Description:

Beqins 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- 1 of 1

== Back to TM Allocations

Listed below are some examples of reallocated transactions with either missing BOC or contain invalid BOC. This
resulted from the cardholder failing to properly validate the BOC.
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City, State/Province Amount Detail Purchase ID Accounting Code

352-3720684, FL 400 i Er ay @ g2 3444WSRCFL12WSMDEVLWLSVGEUSDA |2780|
City, State/Province Amount Detail Purchase ID Accounting Code

GAINESVILLE, FL 17.52 @ (Er 0911133877 A+ @ 8 3433WSRCFL12WSMDEVLWLSVGEUSDA |2927]
City, State/Province Amount Detail € PurchaselD & Accounting Code

200-211-1843, GA 26.17 M e+ O000DY3IO00E G & 8  3444WSER2020WLDMGMTWLSVWDUSDA | |

~ —

How do you know if a transaction is locked?
You can check the Allocations or Comments Tab for the transaction status. If the transaction is locked, a message
“has been included in a GL Extract” will populate in one of these two tabs.

The GL extract will populate usually the next business day after the transaction is reallocated.

Summary I’Alrocanons 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 1-10of 1

Allocation Source: User Last Changed By: Bona, Shannon L

Prepopulated Accounting Code Selection

Amount Percent Current Name
$1,40403 100.00% (2 #FY14 Toner

2 valid Accounting Code

Records 1-10f 1

The pad lock symbol does not truly indicate that the transaction is locked. It will populate as soon as the
transaction is approved.

|'._¥
The * symbol will populate as soon as the accounting information is changed.
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$324.22 ® © cooer ® 2

$115.02 ® © yomonun O 8
$15.00 ® € ooooooo00012z007 A © 8

How can the accounting information be changed if the transaction has already been included in GL extract?
The cardholder needs to report the transaction to the budget analyst to determine if the accounting adjustment
can be done in FMMI.

Transaction Availability
If the transaction has not been included in a GL extract, it can be modified to change the accounting code, BOC,
and item descriptions.

The GL extraction will not occur if the accounting code and/or BOC have not been changed when the cardholder
initially approved the transaction. The transaction is then available for modifications up to six billing cycles (180
days).

How to reallocate a transaction that has already been “Approved”?
If the transaction is available for modifications, the cardholder needs to follow the steps below to edit the
transaction.

1. First select the transaction and click on “Pull Back” button.

2. Once the transaction has been pulled back, click on the Accounting Code link. The Allocations tab will
open.

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 02/21 02724 VIDEO & TELECOMMUNICATIO 703-6580304, VA $824.22
il Approved 02/14 0217 APRISA TECHNOLOGY LLC 516-629-4771, NY $115.02

(© Disputed A* Reallocated @, @ Trans Detail Level E# Extracted 8 Realiocation Locked & valid Accounting Code Comments

Check All Shown | Uncheck All Shown

Records 1-25of 28
Page 12

Reallocate Mass Reallocate Approve Pull Back
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How to reallocate a transaction that has already been “Final Approved”?
If the transaction is available for modifications, the Cardholder and Approving Official need to take the following

steps to edit the transaction.

STEP 1: Approving Official will:
a. Loginto Access Online, click on Manager Approval History, select the transaction, and click on Pull Back
button to pull it back from history.
b. Click on Manager Approval Queue, select the transaction, and click on Reject button to reject it to the

Cardholder.

STEP 2: Cardholder will:

a. Once the transaction has been rejected, the Cardholder will log into Access Online and navigate to the
Transaction List.
Click on the Accounting Code link next to the transaction in question. The Allocations Tab will open.
Click on the Magnifying Glass next to the Line of Accounting to search for a Valid Value. Select the code.
Click on Save Allocations to save changes.
Approve and forward the transaction to your Approving Official for approval.
Notify the AO that the transaction is pending for his or her approval. Note: The final approval shall be
done quickly to avoid receiving a pre-suspension notice, especially before the transaction is dropped from

the system.

~0ooT
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Appendix C - 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
each time. Simply create/modify the format you would like your report to display as and click on Save As. Users
can make changes to the layouts and/or resave the layouts after running the reports.

Layouts saved with a “/” before the name are public layouts (i.e. /WS xxxx). Layouts without a “/” before the

name are private layouts (i.e. WS xxxx).

Daily Collection Report

Open | Display &8 | Table | _Info| Print Version | Export to Microsoft Excel |

¥ Columns
= Key Figures

S Deposit Number = Check Number = Document Type =  Collection Document =  Document Header = Customer=+
« Deposit Number 341872 005152 DL 1400730816 DOWNTON DEVELOPMENT 0003363845
* Check Number Result
= Document Type 341882 007008 DL 1400815048 FORNSTROM FARM ACCO 0003363845
= Collection Document Result
= Document Header 341953 005224 DL 1400886208 DOWNTOWN DEV AUTHOR 0003363845
= Customer Result
= Document Date Overall Result

Open/Select Layout

Opening/selecting a layout allows users to run their typical reports without having to reconfigure the final format
each time. Simply select the layout you wish to use. This will re-populate the screen with the pre-defined layout.
Users can make changes to the layouts and/or resave the layouts after running the report.

Daily Collection Report

Save As... | Display2e Table | _Info| Print Version | Export to Microsoft Excel |

¥ Columns
= Key Figures

S Deposit Number = Check Number = Document Type =  Collection Document =  Document Header = Customer=+
« Deposit Number 341872 005152 DL 1400730816 DOWNTON DEVELOPMENT 0003363845
* Check Number Result
= Document Type 341882 007008 DL 1400815048 FORNSTROM FARM ACCO 0003363845
* Collection Document Result
= Document Header 341953 005224 DL 14008386208 DOWNTOWN DEV AUTHOR 0003363845
= Customer Result
= 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:

All of the General Tips and Tricks above, plus...

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

o Conditions (can find specific dollar amount — add > threshold)

[ ]
e Dragand Drop
e Filter

o Filter
e Settings

| (Gpen [Save .| ompayaaTaie

| [Info ][ Prini Version || Export to Misrosoft Excel |
Authority Undistributed Ap) .

= Columns

= SOF GL Keyfigures GL (PTD)
~ Rows

» Funcfional area

= Fund

= Funded Program
~ Free characteristics

= Applcin

- Budget Period

= Commitment item

= Fiscal yeau/period

+ Funds Center

= SGL Account for Fede

Drag in and drop to
add to the report

APOOAGINTERESTO0
APQOAGMISCFINESD
APOCAGREIMBURDOD
APOOUFAQIUFEEDDD

APOOUFPQAPCRTO00

APOOUFPQCITES000
AP0OUFPOMSFEEDDD

APQOUFPQPSCRTO00

Fund*=

APOD1GIEAR
APOD1GIEAR
APODIGIEAR

APOOTBIEAR
APODTGIEAR
APOO1GIEAR
APOD1BIEAR
APOD1GIEAR

APOD1GIEAR
APDO1GIEAR

APDOTBIEAR

Funded Program =
FPDEFAULT
FPDEFAULT
AP.EX CDEV.01
AP EX GSARO1
FPDEFAULT
Result
FPDEFAULT
FPDEFAULT
FPDEFAULT
FPDEFAULT
AP.EXFFIS.DS
FPDEFAULT
Result
FPDEFAULT
AP.UF MSFE.CT
AP UF MSFE NS
FPDEFAULT
Result
AP.AQAQIF RE.CNTF
AP.AQ AQIF RM.TRIM

J=]Pacel 1jefsi[~]=]=]

1,418,186,386 53

-5,025.72
-5,02572
-53.18
-20.00
-34 00
4156

-121,114.01
12111401

-40,110.00

-195,310.00
-18,200.00
-70.00
-213,580.00

-627,648,379.94
0.00

12,681.04
253313
10,147.91
106.36

2000

6800

4156

121,114.01
121.114.01
5063228
175.567.00
0.00
19594523
51223

-16.00
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Drag out and drop to
remove from the report

Budget ty
s s s s s s
0.00
0.00 790,538,006.59 0.00 0.00 0.00 -3,28383239
0.00 0.00
12,681.04 000 12568104
755885 000 000 140047016
512219 000 000 136778912

5318
0.00 2000

3400

00

0.00
0.00 246921276
0.00 000 246921276
1052228 000 0.00 0.00 2956772
19.743.00 1974300 |
~18,200.00 18.20000
195,675.23 17,704.77
157,932.23 55,647.77
000

-16.00 0.00 16.00



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 QellUISINRETIE I ELERTT TS [ Grantor Management  Base Role Bl Favorites
ral Ledger Management

Status of Funds Project-to-Date

»
Status of Funds Project-to-Date

_Open| Save As.. | owessyan Table | _tefo]_Print Version| Export to Microsoft Exce |
o Autheriys: Budget Authoeity= [re——— and Svaiatie uthority=:
+ SOF GL Keyfgures GL (FTD]  Funded Program.  BudgetPe . R s s s s s s s s
- Rowes APARWSFAPA  1IXX | Fmer » 0 om0 210340 210840 0%
* Funded Program 12XK | Changs Drikiown v om0 7948 873,49 000
* Budget Penad Resut | Datrbule and Expon 4 000 0% 298289 298289 0%
'f'l'wﬂ‘;m APRAMAIZTLO0T 11 — 0.00 000 5863.83 5861 53 586383
Resut | CaREISRON SN0 Tranmatoms ¢ 0.0 000 sge3ss 58838 se1s3
= Commimant hom APRAMAIZTIONT 1111 Sont Budget Period » AN DetaCenn 000 000 344764 344764 3.447.66
S e Resut T om s .00 0o 34a784 344764 34a785
e APRANATIONE 1111 000 000 1596783 1596783 15,967 85
: :ﬂim Resut 000 000 15,9678 15,96783 15,967 85
eees APRANAZTILONG 1111 000 000 3072600 3072500 3072600
e e Resut 000 000 3072600 726,00 3072800
APRANAMZTIONN 1212 000 000 000 00 800 4700435 4700435 5056162
313 000 000 000 000 4955042 4950042 8723382
1414 000 0.00 0.0 0% 825751 825751 827082
Resut 000 000 000 0w 000 [IAETE) 14484228 176.066 26
APRANMZTIONZ 1212 000 000 000 000 000 s158078 4198976 800854
313 000 000 059 0% 154785 2484795 5458158
1414 .00 000 000 000 445835 4450353 823683
Resut 000 1] 009 0 LT 1142124 1242124 15091525
APRANM2TZ0109 1313 000 000 000 000 om0 6277682 &7 160.878.10

| Page 10f58 »|~| T
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Appendix D: Remittance Advice Instructions

USDA_ United States Marketing and Financial Financial
e Department of Eegulatory Programs Management Operations
i Agriculture Division Eranch

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, Credit Card, or IPAC.

Check or Money Order: Make payable to “UsDA APHIS”. Checks drawn from a foreign bank

must say “Payable in US Dollars”. Mail your payment to the lockbox address listed on your
bill.

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

For step-by-step Pay gov instructions contact the ABS Helpline below.

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 Mew York.

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

[0 MOT USE THE BANE SWIFT CODE for any Wire Transfers.
This may cause your payment to be rejected.

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

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

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

crucial to ensuring the proper posting of your payment. Please include your

REMITTAMNCE ADVICE: The remittance advice included on your payment(s) is
specific bill number(s) on your remittance to ensure proper posting.

Mote: 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 vour financial institution for fee considerations.

Questions: Contact the ABS Helpline for any assistance in making a payment to the USDA APHIS either by
voicemail at 612-336-3400 or 877-777-2128 or by email at ABShelpline@usda.gov. Please include your customer
account number, your name or business name, and a brief summary of your request in all messages to us.
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Print Any File to PDF

Open any document you would like to save as a PDF file, for example an email or an internet page.

4 Manage Sales Order - FMMI P... | [ my.APHIS | Home x
File Edit View Favorites Tools Help

5 &) start [ my.APHIS Home [ my.APHIS Forms and Pu...  {fij Overview - APHIS-WS FM... E3p BCT Team Site [3» PPQ Form 89 - APHIS PP... [ Wildlife Services Sales Ord... s PPQ Sales Order 44 FMMI Home - FMMI Port... «i= webTA LogIn & User Fee System (5 Google

Welcome Shawn Adamek Log Out

USDA United States Department of Agriculture

Acmnymsl Help |Sugge5||on5
_ Animal and Plant Health Inspection Service

ste | |

Home  Office of the Administrator~  News & - Programs~  Employee Resources~  Support= E LY o ee

Applications & Resources

=

% APHIS Guest wifi Info

APHIS IT Support
@ APHIS Web Requests

" DMlNlS"JJP
AV\7 ARDS

Aglearn

ConcurGov

EOPFE

EQS (for Supervisors Only’

Eirst Report

MyEPP
11 NFC

W Isk myAPHIS News
=y

W USDA Connect

View All Shout Quts! or ST uliE-R i
S' WebTA L ip Change in the Human Resources Division _
Oct 29, 2019, 1:00:00 AM GMT
**Additional Quick Links** TO: All Employees FROM: Kevin Shea, APHIS AC Travel Teamin AC

Administrator SUBJECT: Leadership Change in the Human October 29th 2019 by Tenya Hadjis
Resources Division DATE: October 29, 2019 APHIS

What d think? Colleagues, Beverly Ledford, our Human Resources The Northeast team sends our thanks to Maria and
EUG Yl U5 Division (HRD) Director, is retiring later this week after 37 Mehamed for all of the hard work and on-the-
years of federal service, the last yea ... more minute. .. read more

Move your curser to the top left corner and select File --> Print as shown below.

e m https://my.aphis.usda.gov/myportal/myaphis/home/

my APHIS | Home

ZIEN Edit  View Favorites Tools Help

MNew tab Crl+T Trelle a FLDP SharePoint ' FMMI Home - FMMI Portal a ATAC Help =i+ webTA Log
Duplicate tab Crl+K
New window Ctrl+N
R USDA United States De
apen.. — — Animal and Plant He:
Edit
Save
Home Office of the Administrator~

Save as.. Ctrl+5
Close tab Ctrl+W
Page setup... Applications & Resources
Print... Ctrl+P

. ; =
Bunpsisas % APHIS Guest wifi Info
Send ¥

APHIS IT Support
Import and export...

Aglearn
Properties

Exit ConcurGov

EOPF

1 NFC
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Then you will be prompted with a screen that looks like this:

@ my.APHIS | Home x ||

File Edit View Favorites Tools 1 SEIEct and highllght the
ok (@ APHIS Home [B erp [TJ Board: Adobe PDF Icon
2. Select the Print option

@ Print h. x [ Al
General Options
Select Printer 1 = ﬁ
EMPMNM|F’152-4DHS on cofcmrps10 i Adobe PDF
& AAPMMMIP164 LOCAL e B
EMPMNMIP'IM—JlDHSon cofcmrps10 =IMicrosoft Print to PDF c 8
< > I'
Status: Ready (] Print to file Gur
Location: i
Comment: Find Printer... IT <
m
Page Range
® Al Mumber of copies: [0y
Selection Curent Page

(") Pages: Collate
222 53

Enter either a single page number or a single
page range. For example, 512

2. |

Cancel | | Apply | F

L r

After you click on Print, you should be prompted with a screen similar to this:
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—
9 \(\:2\||m https://my.aphis.usda.gov/myportal/myaphis/home/

my.APHIS | Home
File Edit

35 (@ APHIS Home

View

Favorites

=[Ol

Tools  Help

7 EPP m Boards Trello a FLDP SharePoint 7 FMMI Home - FMMI Portal @ ATAC Help ++ webTA Logln

|

Save PDF File As 1 . N X t,
Organize = New folder B== - o
I This PC Mame - Date modified Type Slzl
j 3D Objects |j One-Hit-Print Test 6/3/2019 3:05 PM File folder
I Desktop p_:APHIS%ZDED%ZDeForm%ZDMuh:iple%ZDS... 7/1/2019 2:30 PM Adobe Acrobat D... -
Documents l
¥ Downloads 1. Navigate to the folder to
J'I Music . -
= Fictures which you would like to save
i Videos the pdf file.
45 0Disk (C) 2. Rename the file to
= Home (H) whatever you would like
=Moo 3. Click the save button
= APPS (M:)
= Temp (T:)
¥ Network 2 5
File nam ~
Save as type: ~
A Hide Folders 3- | Save |

Once the PDF is created, it will look similar to this (depending on your version of Adobe Acrobat):
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USDA United States Department of Agriculture
_ Animal and Plant Health Inspection Service

O

myAPHIS News Latest News

Leadership Change in the Human Resources Division

Oct 23, 2019, 1:00:00 AM GMT
TO: All Employees FROM: Kevin Shea, APHIS Administrator SUBJECT: Leadership Change in the
Human Resources Division DATE: October 28, 2019 APHIS Colleagues, Beverly Ledford, our Human
Resources Division (HRD) Director, is refiring later this week after 37 years of federal service, the last
yea .. more

Weekly News--October 23, 2019

Oct 23, 2019, 1:00:00 AM GMT
Check Out APHIS' First Quarter Training Opportunities: Course Title Dates Time Location
Registration 5 Choices to Extraordinary Productivity 11/5, 1 ... more

New Approach Improves Response Practice for African Swine Fever

Oct 23, 2019, 1:00:00 AM GMT
Ower the years, APHIS has pariicipated in many emergency response drills and exercises, resulting in
great leaming experiences. But the recent African Swine Fever (ASF) exercise was unlike any
previous exercise. How s0? For this exercise, organizers altered time as we know it. Shifting Time
Maost e ..more

https://mv.aphis usda. gov/nryportal ‘'myaphis/home 10/29/2019
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FMMI Frequently Used Icons

‘,5.’ IR,
: 3
Frequently Used Icons ; - %
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{5 Exnciute ﬂ Cisbistiz
qﬁ- Selection Crileria @ Diatads)
H Find M Find Moat
3 OrpDownlm |3] e
7] Search (@] searchSelect
? Sort (descsnd ) é Sort (adcend )
£ sewcaTw ([F] J0RS .
E. Insert Lino m Dilete Line E
| HalpTriommation E
@ Help H of Syshern/User
Status
[ e— B Dosotoctas
& B g unbioo : This bookmark lists several commoniy used
- ; FMMI icons. It is not infendad as an
] Prevous nem Mext e : exhaustive list of all icons in FMMI
& Aeiresh B8] Faer
[B] ewondsecton |[B5] Cotapse Secton ;
[=| Colapso E Expaind
D Expand Hem |_T_| Collapse Hom
(2] wowus |[>]  Move Do 5 US DA
El Wove to Top E’ Werve o Botiom —-——__,.-l-
0 uemorse | wemet | -
H Cut = Have a nico day! :
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SO Details

WS SO Cheat Sheet

(Bullet items are required field inputs)

Display SO, Line Items, Doc Flow
e SO Number or WBS Element

SO Progress

Reimbursable Order Report (/ZWSLAYOUT)
e  Fund, Fund Center, and WBS Element

Billed Expenses Details

Line Items — Actual Costs/Revenue Report (1_USDA RRB2)
e WBS Element and Posting Date Range

Billed Expenses Exceptions

DP-98 File

Bills View a Billing Document or SO Doc Flow

e Billing Doc Number or SO Number or WBS Element
Collections Daily Collections Report

e  Funded Program (WBS) or Customer Number
Budget Full Budget Availability Control - AVC Tables

e 9H and Funded Program (WBS)

Budget Less Indirect Expenses

Budget Availability Control - AVC Tables
e ZR and Funded Program (WBS)

Budget Availability Only

SOF PTD (/WS RMVD 4610YE)
e Fund and Fund Center

OH Reconciliation

Line Items — Actual Costs/Revenue Report (/WS OH RECON)
e \WBS Element and Posting Date Range

OH Charged Line Items — Actual Costs/Revenue Report (/WS OH CHRGD)
e WBS Element and Cost Element 6100980000 and Posting Date Range
OH Split Line Items — Actual Costs/Revenue Report (/WS OH SPLIT)
e WBS Elements (up to 4 per 1 account)
e Cost Element 6100980000
e Posting Date Range
OH Earned Line Items — Actual Costs/Revenue Report (/WS OH SPLIT)
e WBS Element and Cost Element 6100980000
OH Spent Line Items — Actual Costs/Revenue Report (/WS OH SPENT)
e WBS Element
OH Avail Line Items — Actual Costs/Revenue Report (/WS OH AVAIL)

e WBS Element
*Use in combination with SOF PTD. LIACR does not capture commitments or obligations.

Customer Acct Details

Customer Line Item Display (/WS UNCLEARD)
e  Customer Number
e  Status = All Iltems
e Type =check all boxes
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