Viewing a Sales Order in FMMI

Background:

Programs have been asking questions on how to locate information in FMMI related to sales orders (SO).  This document provides guidance on how to review and understand the SO document flow.
Purpose:

To provide guidance so the Programs will be able to search SOs in FMMI and understand the information so they can verify that a SO was entered and to track when bills were issued and the details of the amount billed.  

The AR Evaluation role is required to use this process.  

To view the Sales Order

· Click on the Accounts Receivable link

· Click on the AR Evaluation link in the green fields on the upper portion of the screen.   

· Click on the Manage Sales Order link on the left hand side of the screen
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The sales order document number or the WBS is required to continue researching.   

If you know the SO document number:

· Put the sales order number in the Order field; hit enter.
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If you don’t know the SO document number but do know the WBS:

· In the WBS Element field, type in the WBS element

· Click on the Search button
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You will get a screen that lists the WBS’ along with the sales document numbers.  Look for the ten digit number under the Sales Doc field.  Note:  If a SO has more than one line, each line will be reflected on the list, you will need to look at each line individually to get the whole picture.
     Sales Order Type

Sales Doc Number (begins)

· RONA



32

· ROWA



33

· INTR



36

· ROWE



61

Additional Sale Doc. Number may be referenced on the list.  These are associated with running the Resource Related Billing (RRB) job and are seven digits long.  Credit Memos begin with a ‘6’ and Debit Memos with a ‘7’.  
· Click on the line (or one of the lines) with the SO document number 

· Click on the green check mark.
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After identifying the SO, the SO header screen will be shown.  This header screen provides:

· Type of SO and SO number –

Reimb – No Advance

3200001871

· Sold-To-Party (customer number) and name

· PO Date which is the date the Sales Order was created.   

The bottom half of the screen provides the line items of the SO.  (This example has only one line; if there are multiple lines on a SO you will need to perform these steps for each one.)   
SO Document Flow/Chain

· Click on the line of the SO to highlight it in yellow (click in the box to the far left).

· Click on the Display Document Flow at the top of the screen.
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The document flow screen will show everything that has occurred on the SO.

In this example:

· The first line – Reimb – No Advance 3200001871 is the SO type and number.  The line also provides the amount of the SO, the date the line was created, and the Status (Open/Completed).
· Debit Memo Request – document beginning 007 (leading zeros are dropped on SO display screen (page 3)).  A Debit Memo Request is the document created by the resource related billing (RRB) job that pulled in the expenses.  This is not the bill.  
· Debit Memo – document beginning 009.  This is the actual bill.  The Debit Memo generates the accounting documents.  The Accounting document, beginning with 30, is the General Ledger document number that is reflected on your BI reports.  The number will appear on the IPAC transmittal sheets and on printed bills.  When a payment is applied to the Accounting document the status will show ‘Cleared’.  The second Accounting document, beginning with 04, is the budget document tied to the budget control tables and funding.  

· A new Debit Memo Request, Debit Memo, and Accounting documents will be created each time RRB is run and bills created.

· Credit Memo – document beginning 006 (leading zeros are dropped on SO display screen (page 3)).  A Credit Memo is created through the RRB job when there are less expenses then previously billed.  A Credit Memo is manually matched/offset against Debit Memos prior to bills being issued.  This process is performed by the Minneapolis Billings and Collections Team (BCT).  

 [image: image6.png]Document Flow
Menu] |} [Back |[ Exit| [ System) | [ Details || Status overview |[ Display document |[ Service documents || Graphic

Business partner 0005000620 NATIONAL PARK SERVICE
Material REIMB REIMBURSABLE

=Y ]
Document | QuantityUnit | Refvale(Curency Jn _[Status |

~ [ Reimb - No Advance 3200001871/ 10, 1VA 302400 USD  08/17/2012 Open
~ [2) Debit Memo Request 0070261158/ 10 1VA 111.12 USD 09/26/2012 Completed
~ [ Debit Memo 0090688286 / 10 1VA 111.12USD  09/26/2012 Fldoc. generated
[ Accounting document 3000619756 1VA 09/26/2012 Cleared
[ Accounting document 0409852342 1VA 09/26/2012  Cleared
~ [ Debit Memo Request 0070261846 / 10 1VA 269248USD  10/152012 Completed
~ [ Debit Memo 0090689422 / 10 1VA 2,692.48 USD 10/15/2012 Fl doc. generated
[ Accounting document 3000397606 1VA 10/15/2012 Cleared
[ Accounting document 0410019399 1VA 10115/2012 Cleared
(D) Credit Memo Request 0060001188 10 0VA 000USD  11/06/2012 Open
[D) Credit Memo Request 0060001276 / 10 0VA 000USD  12/05/2012 Open
[D) Credit Memo Request 0060001455/ 10 0VA 000USD  01/08/2013 Open
[D Credit Memo Request 0060001665 / 10 0VA 000USD  02/08/2013 Open
~ [ Debit Memo Request 0070326740/ 10 1VA 5343USD  03/05/2013 Completed
~ [ Debit Memo 0090872599 / 10 1VA 5343USD  03/06/2013 Fldoc. generated
[ Accounting document 3000885354 1VA 03/06/2013  Cleared
[ Accounting document 0413481909 1VA 03/06/2013  Cleared
~ [ Debit Memo Request 0070326740 / 20 1VA 14921USD 030052013 Completed
~ [ Debit Memo 0090872599 / 20 1VA 14921USD  03/06/2013 Fldoc. generated
[ Accounting document 3000885354 1VA 03/06/2013  Cleared
[ Accounting document 0413481909 1VA 03/06/2013  Cleared
~ [ Credit Memo Request 0060002410/ 10 0VA 0.00 USD 07/08/2013 Open





Use the Back button to return to the SO header screen.  You can select another line on the SO and click on Document Flow to see the information related to that line.

From the SO header screen, if you double click on a line of accounting you will get a set of tabs that hold informaiton regarding the SO set-up.
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Contract Data  - The Contract Data tab will show the period of performance for the line of the Sales Order you are viewing.  The Contract start date field is the starting date of the period of performance and the Contract end date is the ending date of the period of performance.   
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Account Assignment - The Account Assignment tab shows the WBS Element, the Costing Sheet and the Overhead Key.   The Costing Sheet will normally be ZRRB1, this merely means that overhead is being applied to all expenses.  (Wildlife Services ROWE SOs can have a different Costing Sheet specific to WS.)  The Overhead Key will normally be R0515 for an overhead rate of 5.15% or R1615 for an overhead rate of  16.15%.   If these two fields are blank, overhead has been waived.  
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FM AccAssignt - A window will appear providing all the accounting elemnts on for the SO. Click the green check mark to close the window.
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Text - The Text tab is only utilized on RONA and INTR SOs.  This is where the other agency’s information is recorded (i.e., agreement number, MIPR number, line of accounting, contacts)   We also include the Minneapolis BCT contact and phone number (currently Pat Fucile) so questions regarding the IPAC billing can be quickly addressed (in most cases they are just looking for a copy of the agreement/MIPR).  This tab must be completed at the time the SO line is created or FMMI will not allow the line/SO to be saved.
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Order Data - The Order Data tab is mandatory for RONA and INTR SO and only used in these instances.
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Sold-to Party section:  The PO number field, we enter the other agency’s agreement or MIPR number if the SO is a RONA.    For an INTR SO, we enter the other USDA agency’s FMMI PO number; we also enter the line number of the purchase order in the Purchase order item field. Other Federal agencies need their Treasury Account Symbol (TAS) in the PO number field. 

Ship-to Party Section:  Treasury requires the Purchase order number field be completed for certain agencies to ensure the bill is transmitted.  This is primarily required when billing the Department of Defense (DOD), this will become mandatory for all RONA entries.

Navigational Tools

If a SO has more than one line, you can navigate between the lines of the SO 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.  To get to the SO header page from a line detail page, click on the Back button.  
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To view a the clearing information on a bill from the Document Flow screen:

· Highlight the accounting document that starts with 30 that you want to view.

· Click on Display document.
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· Hightlight the top line of the billing document and then double click
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· If the bill has been cleared, the clearing document number will show in the Clearing field.   

· Documents beginning with 30 means the bill was cancelled
· Document beginning with 24 means a payment through IPAC was received

· Documents beginning with 14 means a payment was received via check, wire, ACH, or credit card.

· To view the payment informaiton, double click on the field with the payment document number.  
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PaymentRef. [0030688286

Contract AN Flow Type.

Clearing 10/04/2012 | 2400026363

Assignment

Text @, Longtext





· The example below is for an IPAC payment.  The Document Reference Number (DRN) is located in the Reference field.   The DRN number is what the other agencie’s finance office would need to trace the payment.   

[image: image17.png]Display Document: Data Entry View

Wenu] |} [Back ][ Exit|[ Cancel | [ System, | [ Change Display/Change Mode || Display Another Document | Select individual Object [ Display Document Header
Data Entry View

Document Number 2400026363 Company Code _ UsDA Fiscal Year 2013

DocumentDate _[10/04/2012 PostingDate __110/04/2012| Period A

Reference 10015661 (Cross-Comp.No.

mourt{Gurr_Jvoics 1. [oimg doeJormmie. 5oL

151310900000 5000620 1407
20121004 |40 /1010320000 1010320000 1407

INATIONAL PARK SERVICE_ 111.12-USD

FBWT-Disb Col 312

11112 USD

2400026363 AR
CASH




· Below is an example of the other types of collections (check, wire, ACH, credit card).  Double click on the dollar amount on the first line to see additional information such as the check number.  Note:  the Reference field the deposit ticket number used to balance to Treasury.
[image: image18.png]Display Document: Data Entry View
[menu] | [Back][Ext][ Cancel | [ system] | [ Change DispiaylChange Mode ][ Display Anotner Document | Selectindividual Object | Dispiay Document Header | Dispiay Currency [ Gen:

Data Entry View

‘Document Numper 1400440598 Company Code DDA | Fiscal Year Po1s
DocumentDate [05/10/2013 Posting Date. 05/10/2013| Period 3
Reference. 41626 (Cross-Comp.No.

07 1310900000 5002341 |SNL | GADEPT OF NATURAL RE _2,864.28 USD.
171310900000 (6002341 |SNL | GADEPT OF NATURALRE _ 2,864.28-USD

201308104
20130810AP





· The Text field is where the check number or similar information is recorded.
[image: image19.png]| [Change DisplayiChange Mode || Display Another Document | Call Up

Customer _[s002341 ‘GADEPT OF NATURAL RESOURC GLAc [ts10s00000
CoCode 5D SUTE 1352
US Deptof Agricuture ATLANTA Doc No. _[t400440538
Line tem 1/ Other dlearing /07
Amount 2,864.26 usD
Additional Data
Bus.Aea  A200
Disc. Amount_[0.00. ey
BineDate  [05/10/2013
PmntBlock
Dunn.Block | | DunningKey [ |
LastDunned b] Dunning Area
Contract [0 Flow Type.
Clearing _[05/10/2013] [14004405%8
Assignment.

Texe ooosssaro @ Longient
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