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Role (s):   Accounts Payable BI Reporter
Purpose:  The AP Aging Summary Report lists the outstanding amounts per vendor. This includes any amounts that are past due as well the amounts that might have been cleared after the Key Due date.
Menu Path:   Accounts Payable/BI Accounts Payable Reports/Accounts Payable Aging Summary Report 
Help Hints:
The R/O column in the field description table represents the two types of data entry fields in FMMI:

· R is for required fields that must be populated to complete a transaction.

· O is for optional fields that are not mandatory to complete a transaction.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.

Steps to Generate the Accounts Payable Aging Summary Report 
1.  Login to FMMI Portal
2. Access the Accounts Payable Tab 
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3. Click BI Accounts Payable  Reports Tab
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4. Click the Accounts Payable Aging Summary Report Task Link 
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5. Variable entry screen for report will appear.   Enter the desired parameters to execute the report.  
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6. Enter the required Prompts as indicator by asterisks (*).  Additional prompts may be entered to further filter the data returned.   Optional fields do not require a value to be entered.  However, if data is entered in optional fields, it will limit the data returned in the report output.
Since the Accounts Payable Aging Summary Report is a cumulative report, the only required prompt is “Key due date” and it will be automatically populated with the current date.
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7. As required, complete the fields as follows:
	Field
	R/O
	Description

	Key Due Date
	R
	The date on which amounts are required to be paid by USDA vendors. (Key Due Date will default to the current date since the report is cumulative.)

	Business Area
	O
	An organizational unit of financial accounting that represents a separate area of operations or responsibilities within an organization and to which the value changes recorded in financial accounting can be allocated. An element within FMMI that identifies USDA Agencies.

Example:  CF00

	Budget Period
	O
	A 4-digit code which 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:  12XX

	Document Type
	O
	Key that identifies to which group of documents a document is assigned. Documents of the same type contain common information that is relevant to posting and updating of the value fields in the database.

	Fund
	O
	A Funds Management Master Data element within FMMI that represents a set of specific accounting elements for recognition of obligation (budget) authority.  A Fund is referenced whenever spending occurs.  A Fund is a 10-digit alphanumeric naming structure consisting of an agency identifier, a business area, and ending with an agency defined naming structure.

Examples:  

· CF0000150D

· USDA/AG0001099X MISCELLANENOUS FINES

	Funds Center
	   O
	A Funds Management Master Data element within FMMI that encompasses organizational entities used to distribute budget and funding.  It is linked to Cost Centers.  Funds Centers are used to track and manage budget.  Funds Centers will have a 10-digit alphanumeric naming structure which will start with the business area and ends with an agency defined name.

Example: USDA/AP00000000 APHIS DEFAULT

	Vendor
	O
	A person or organization that provides services or goods to the USDA.  This may be a 10-digit code assigned by FMMI or the vendor name.

	Funded Program
	O
	A program or project with a defined operational purpose and time frame for which, budget has been appropriated.  Funded programs are master data elements that enable agencies to record budget and monitor performance at the project or program level.  Funded programs can vary from simple activities to complex projects, and can cross an organization’s fiscal years.

Examples:

· FPDEFAULT

· USDA/AP.AQ.AIRC.01.2005.Q1 2005 – AGI AIR CRA

	Commitment Item
	O
	A Funds Management Master Data element containing the BOC (Business Object Class). A commitment item defines how the funds are either controlled or spent. The naming structure is only defined for revenues and expenses (4-digit budget object class). For everything else, it is a custom 10 character alpha-numeric field.

	Application of Fund
	O
	The name for the Treasury Account symbol in FMMI. The naming structure starts with department regular and ends with the main account number (Example 12X0115).

	Vendor Account Group
	O
	Represents a classification assigned to each vendor and supports reporting and other processes.  See the List of Vendor Account Group values in Exhibit A.


8. Click ‘OK’ Button to execute the report. 
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9. The report will be displayed with the following data elements in the default layout. 
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10. Click Scroll Right button to view additional columns within the report. 
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11. Below are the report’s Default Columns and their descriptions:

	Column
	Detail/Measure
	Descriptions

	Fund
	
	A Funds Management Master Data element within FMMI for recognition of obligation (budget) authority. A fund is referenced whenever spending occurs. A fund will have a 10-digit alphanumeric naming structure consisting of an agency identifier, a business area, and ending with an agency defined naming structure (Example FI0003700D).

	Vendor
	
	A person or organization that provides services or goods to the USDA.  This may be a 10-digit code assigned by FMMI or the vendor name.

	Document Type


	
	A document classification used to identify like accounting events processed by the system.

Examples:  

· TI
· IM
See the List of Document Types in Exhibit C.

	** Amount Due
	(Balance, Posting Date <= Key Date, Open Items) + (Balance, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** 0 Days
	(0 Days, Posting Date <= Key Date, Open Items) + (0 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** 1 – 30 Days
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** 31 – 60 Days
	(31 - 60 Days, Posting Date <= Key Date, Open Items) + (31 - 60 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** 61 – 180 Days
	(61 - 80 Days, Posting Date <= Key Date, Open Items) + (61 - 80 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** 181 – 365 Days
	(181 - 365 Days, Posting Date <= Key Date, Open Items) + (181 - 365 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** 366 – 730 Days
	(1 – 2 Years, Posting Date <= Key Date, Open Items) + (1 – 2 Years, Posting Date <= Key Date, Clearing Date > Key Date)
	

	** > 730 Days
	(> 730 Days, Posting Date <= Key Date, Open Items) + (> 730 Years, Posting Date <= Key Date, Clearing Date > Key Date)
	


** Key Figures **

12. Below are Free Characteristic fields that can be dragged and dropped:

	Fields
	Description

	Application of Fund
	The name for the Treasury Account symbol in FMMI. The naming structure starts with department regular and ends with the main account number (Example 12X0115).

	Budget Period
	A 4-digit code which indicates both the beginning and ending budget fiscal years for a fund. The naming structure starts with the beginning budget fiscal year and ends with Ending Budget Fiscal Year. Each budget fiscal year begins October 1 and ends September 30. Budget periods can be annual, multi year or no year (Example 0909).

	Business Area
	Element within FMMI Financial Accounting that identifies USDA Agencies/Staff Offices, CCC, and WCF.  A subdivision of a Company Code (USDA) used for reporting purposes.  In general, a master data element code will begin with the 4-character alpha Business Area Name. Business Areas will be established at a lower-level than the Agency/Staff Office. Each Business Area Name will begin with a 2-character alpha Agency Identifier. Business Area Names will be centrally maintained by the Department.

	Commitment Item
	Commitment Item (CI) defines how funds are either controlled or spent. It is the Funds Management equivalent of a GL account and is used for BOC or Revenue Source Code.

Example:  USDA/0203       COMM ACTIY-EXCEPTION

	Cost Center 
	An organizational cost object that consumes, collects, allocates, controls, reports, and plans costs.

Example:  CF00000000

	Fiscal Period
	Every posted transaction is assigned to a particular posting period within a fiscal year.

	Fiscal Year
	A fiscal year begins on October 1 and ends on September 30 of the following year. The fiscal year the document was parked or created.

	Functional Area
	A Funds Management Master Data element used in mission critical programs without an end date. These programs are core to the operations of USDA agencies and staff offices. A Program may be defined as an OMB recognized category B program, an OMB recognized program reporting category, agency specific programs, or a department wide program. Functional Areas will have 16-digits and will have one of two naming structures. For agencies that have defined a need for the functional area field, the nomenclature will be as follows: positions 1-2 = agency identifier; positions 3-4 = apportionment category, and positions 5-16 agency defined. For agencies that have not defined a need for the functional area field, the default value will be AGDEFAULT.

	Funded Program
	A Funds Management Master Data element which references a program or project with a defined operational purpose and time frame for which budget has been appropriated. Funded Programs are a master data element that enables agencies to record budget and monitor performance at the project or program level. Funded programs can vary from simple activities to complex projects, and can cross an organization's fiscal years. The naming structure will consist of 24 alphanumeric characters, identical to WBS elements.


	Funds Center 
	A Funds Management Master Data element within FMMI that encompasses organizational entities used to distribute budget and funding. It is linked to Cost Centers. Funds Centers are used to track and manage budget. Funds Centers will have a 10-digit alphanumeric 
naming structure which will start with the business area (digits 1-4) and end with an agency defined name (digits 5-10) (Example DA00120000).

	GL Account
	Represents the Standard General Ledger account that is impacted when a transaction is posted.  The following are the GL Accounts contained in this report:   

· 210900000

· 141090000

	Vendor Account Group
	Represents a classification assigned to each vendor and supports reporting and other processes.


13. The Accounts Payable Aging Summary Report has been successfully viewed.  This is the end of the procedure.  
EXHIBIT A
Below are the Vendor Account Group Values:
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EXHIBIT B
	Column A
	Column B
	Column C
	Column D
	Column E
	Column F
	Column G
	Column H

	(Balance, Posting Date <= Key Date, Open Items) + (Balance, Posting Date <= Key Date, Clearing Date > Key Date)
	(0 Days, Posting Date <= Key Date, Open Items) + (0 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)
	(1 - 30 Days, Posting Date <= Key Date, Open Items) + (1 - 30 Days, Posting Date <= Key Date, Clearing Date > Key Date)

	Amount Due
	0 Days
	1 – 30 Days
	31 – 60 Days
	61 – 180 Days
	181 – 365 Days
	366 – 730 Days
	· 730 Days

	$
	$
	$
	$
	$
	$
	$
	$


EXHIBIT C
Accounts Payable Aging Summary Document Types
	3P
	KG
	TE
	XE

	4P
	KR
	TI
	XM

	IC
	ND
	
	XN

	IM
	PC
	UT
	ZW

	IP
	RE
	VY
	VW
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