Locating a Cycle Name by FMMI Document Number

Background:  
There are times when an employee is seeing a document number on their detail transactions reports that they can identify as a cost assessment cycle but they cannot match it to the correct cycle name. 
Purpose:
This document will provide you steps to be able to locate the cycle name as long as you have the FMMI document number.
Roles:

Accounts Payable Reporter
Process:
1. Access FMMI using the http://info.fmmi.usda.gov/ website.
2. Select Accounts Payable > AP Reports > Document Chain Report
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3. In the Reference Document field enter the document number that you researching and hit execute.  We are using 3013721918 for this example.
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The document will load.
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4.  Highlight the document and select display document.
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When the screen updates you will notice under Document Header is the APPP45.  This is the corresponding cycle name for this document number, along with the cycle beginning date and the text information that was provided when the cycle was created in FMMI.
To the right is the user name of the person that RAN the cycle; this is generally one of the APHIS Functional Administrators as they are the only ones that have the roles necessary to run the cycles. 
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