FMMI Instructions
Payroll Employee Level Detail Report (PDL Report):

1. Go to Accounts Payable > BI Payroll Reports > Payroll Employee Level Detail Report

2. Put in the Fiscal Year, Budget Period and Funded Program (WBS #) and click “OK”
3. Change row headers by clicking and dragging them onto or off the spreadsheet until it only reads: 
a. Funded Program: Right click on this row then select Properties>Characteristics>Display: Key Not Compounded & Text
b. Employee Related Vendor: Right click on this row heading and select Properties>Characteristics>Sorting>InfoObject: Name 2 (this sorts list by last name)
c. Pay Grade

d. Pay Series

e. Pay Step

f. PPC

g. PPP: Right click on this row heading and select Properties>Characteristics>Display Results: More than 1 value
4. See section “Printing Reports” and “Saving Reports”

Status of Spending Report (TDL Report):

1. Go to Funds Management> BI Funds Management> Status of Spending

2. Put in the Fiscal Year, Budget Period and Funded Program (WBS #) and click “OK”
3. Change row headers by clicking and dragging them onto or off the spreadsheet until it only reads:

a. Budget Period

b. Fiscal Year

c. Fiscal Period

d. Funded Program: Right click on this row heading and select Properties> Characteristics> Display: Key Not Compounded & Text
e. Vendor

f. Document Type

g. Reference Doc No

h. Commitment Item: Right click on this row heading and select Properties>Characteristics>Display: Key Not Compounded &Text as well as Display Results: More than 1 Value

i. Document Type: Filter>Select Filter Value
i. Highlight ZP then select Add
ii. Highlight ZP under Selections column and click on the red box, then ok (this will exclude PACS Expense G/L data from showing up) 

Status of Funds Report (OCP Report):

1. Go to Funds Management> BI Funds Management> Status of Funds

2. Put in the Fiscal Year, Budget Period and Funded Program (WBS #) and click “OK”
3. Change row headers by clicking and dragging them onto or off the spreadsheet until it only reads:

a. Budget Period

b. Funded Program: Right click on this row header and select Properties>Characteristics>Display: Key Not Compounded & Text
c. Fiscal Year

d. Commitment Item: Right click on this row header and select Properties>Characteristics>Display: Key Not Compounded

e. Look for the “Columns” box to the left of the sheet. It should have one item, “Key Figures” below the heading. 

i. Right click on “Key Figures” then select Filter>Select Filter Value
ii. Add only

1. Undistributed ALLT

2. Undelivered Orders

3. Expenditures

4. Disbursements

5. Total Commitments and Obligations

6. Available Authority
iii. Then click  “OK” (this changes the figures that show up to the right of the screen)
Printing Reports: 
1. Click on “Print Version”

2. Theme: Black & White

3. Margins: Change all Margins to “5”

4. Header: Change center text to read whatever you want for your report titles (don’t forget the month and the year!) Suggested: WBS#          Report Title          Fiscal Year and Fiscal Period (or Month)
5. Click “OK”. You can now either save and/or print the Adobe file.
Saving Reports:

1. Once you have the PDL, TDL or OCP set up correctly (and printed), save it so you will not have to do this process again.

2. After you have set up your columns, go to “Save As”

3. Name your report by typing in the “Description” field box on the bottom then click “OK”
a. NOTE: I recommend printing the report before saving because saving the report kicks you out of the spreadsheet and you have to open it again to print it.
4. To access saved reports go to BI Favorites and wait for the screen to finish loading
5. Click on “Open”
6. Select the saved report you wish to use and click “OK”.
7. You may choose to save a report for each WBS Element so you only have to change the Fiscal Period in future months
Locating Reference Number Details (for use in reconciling):

1. For 1900 and 2100 series reference numbers (most things in the expenditures column)

a. Go to Acct Receivable>AR Evaluation>Manage AR Docs> Display AR Docs

b. Type in reference # to be identified and click “Enter” on the keyboard

i. For travel, the travel number will be above the transaction details

ii. For purchase card information, click on “Individual Object” and the Purchase Card holder and vendor will be listed near the bottom of the new screen
c. Click on “Display another Doc” (or Shift/F5) to type in a new reference number
2. For 7000 series numbers (most things in the obligations column)

a. Go to Funds Management>Evaluation>Budget Execution and Distribution>Display Fund Commitment

b. Type in Reference # to be identified and click “Enter” on the keyboard

c. Click on “Header Data”

d. GovTrip authorization number will be listed on the new screen
Additional Info from MWA:  

From Mid West Area:  

From: Basso, Sofia 
Sent: Wednesday, June 23, 2010 9:32 AM
To: Melenbacker, Linda; Plotner, Randa; Reddick, Karen; Therrian, LuAnn; Kiehne, Randy; Rohloff, Shawn; Niceswanger, Justin; Smith, Benjamin; Black, Stacie; Cooley, Danielle; Milton, Dolores
Cc: Holzinger, Becky; Gibson, Christy
Subject: FW: RESEARCHING FMMI PAYMENTS

Yesterday I had to call NFC regarding a purchase order payment to a vendor.  I spoke with Dionne Dyer who was kind enough to email me the “easy steps to follow” in searching for vendor payments in FMMI.   Net Due Date is the column where you will find the payment date.

Both Tom Evans and I followed the instructions this morning and we were able to get into FMMI and find out the date that Treasury will pay vendors through EFT.    This is the info that most vendors want to know.  

Hope this is helpful to you.

Sofia Basso

From: DIONNE DYER [mailto:DIONNE.DYER@nfc.usda.gov] 
Sent: Tuesday, June 22, 2010 3:02 PM
To: Basso, Sofia M -ARS
Subject: RESEARCHING FMMI PAYMENTS

1. Locate payment info because you will need the FMMI # (the converted vendor code) to research in the FMMI system

2. In FMMI go to Accounts Payable

3. Go to AP Reports

4. Under Business Activity, select Accounts Payable Reports

5. Display Line Items Report should come up as default, if not just click on that section

6. Enter FMMI #

7. Scroll down and select the all items radio  button

8. Locate “layout” under the List Output section

9. Click the square search button. This will give you a drop down listing.

10. Select net due date. This will become a default & will stay in your layout for all future payment searches.

11. Select the Execute tab. This will show you if the payment has been processed. A red block means the payment has not been released & a green circle means the payment has been processed. 

