Administrative and Financial Management
Financial Management Division
Fiscal Operations Training
March 7 – 11, 2011

Monday, March 7, 2011
Introductions
Overview of Hot Topics submitted
	Closing Out Agreements (Wednesday)
	Employee Indebtedness (what did we do in FFIS?)
	Sale/Purchase of Vehicles (Wednesday)
	Travel Advances  -Govtrip
	Advance Collections for ND Documents (need more details) 
	Issues with reconciling
	Issues with entering/approving documents (will discuss as we talk about each document type)
	Issues with Reports (need more details)
Financial Management Modernization Initiative (FMMI):
	FMMI Agency List
Funds
	Account Code Structure
	Documents Types
	Assignment of Duties
Lockbox:
	Instructions
	Forms, Lockbox Flow
	FMMI Expense Refunds and Revenue Guide
	Create/Approve AR Invoice
	Create/Approve FI Credit Memo – on-line help is pretty straight forward
Using the Document Chain report to verify a check has cleared
Using the Sales Order document flow to verify a check has cleared
Governance, Risk, and Compliance (GRC)
	New User Self Registration
	Roles/Training
	Demo for a new and a change GRC entry
	Demo how to remove a user/remove individual roles for a user
	How to Find your User ID
	List of FMMI User IDs as of 7/30/10 (sample)
	How to View Your Roles in FMMI
Accounts Payable:
	Vendor Records
		How to search for vendors
			Don’t select if the vendor is blocked
		Vendor Account Groups
		Vendor Address List Report
		Vendor Look Up in Purchasing Module
		Display Vendor Master
		COD Vendor Group Website
		Do vendor coordinators still exist?	
			Vendor Request Form (almost obsolete)
			Customer Request Form (almost obsolete)
			FMMI PVND Request Process for Vendors
			Tip when requesting invitational Travelers
Payments
		FMMI Vendor Payment Verification
		How to find the status of a payment 
FMMI Lookup Payments using TUMS Account Number
		FMMI Lookup Payments using GovTrip TA#
		Enter / Park LIV Invoices/Payments
		Parking/Posting FI Invoices/Payments
			Best Practice:  FI Document Screen Pring
			Best Practice:  FI Document Log
		Manually pay BOA CBA Account
		Enter Local Travel Expenses (SF-1164)
		Immediate Pay – No Interest
		Release Blocked Invoice
		Locating a FI Invoice when you only have the vendor  Code (ARSOps)
		Check If Interest Was Paid (ARSOps)
		LIV and FI Invoices – Reference Indicator (ARSOps)
		Non-Disbursing LIV Invoice to Record HHS Drawdown (ARSOps)
		Foreign Payments (ARSOps)
Purchase Orders:
		Searching for FMMI PO# Using IAS PO #
		Researching IAS PO Using Purchase Orders Report
		Searching for IAS document in FMMI
		Modify a Purchase Order
		OBLL/OBLH
		Create A PO
		How to cancel a PO
		Security Clearance Information
		PO General Info. (ARSOps)
		PO Searchable Fields (ARSOps)
Tuesday, March 8, 2011
Reports
	List of current BI/ECC reports – which reports are we using?
	Confirm Last “BI” Update
	Run SPL Report
	ULO Report
B2 Documents
	Best Practice: B2 Data Entry Sheet
	Best Practice:  B2 Document Log
	Create “SU” Document 
Yearend Closing:
	Best Practice: YE Data Entry Sheet
Entering YE Instructions 
Reversing YE Instructions
Shorthand Code Rollove
Year End Checklist (open discussion)
Reconciling Allocations and Financial Plans prior to YE
Reconciling CATS and yearend estimates (open discussion)
What to do with soft funds at yearend (open discussion)
No year
		Multiyear X08 (including sales order auto closeout) 
Budgeting
Budgeting Discussion
	How do I know when I can add the SALT/ALOC to FMMI?
		Budget Entry Document Report
	Best Practice:  Budget Document Data Entry Sheet
Financial Plans Demo (SALT/ALOC)
	View Budget Document on SOF SPL/BI Budget Entry Document
	Undo and Reverse plans
	BI Budget Entry Report
	View Budget Authority on Misc Collections Accounts (Soft Funds with no sales order)
Master Data:
	Fund Center Template
	Cost Center Template
	FM Deriver Template
		Verify FM Deriver Elements
Create a new WBS
	Base Funds – AR0001BASE
	CPAIS/Real Property Accounting Code (Adding a UAI)
	Soft Funds – AR0008REIM, AR0091CRDA, AR0093TRST etc.

Wednesday, March 9, 2011
Agreements:
	Sales Order Types
	Excel Template for Incoming and Outgoing Agreements (AD-672)
	Flow for RONA/INTR
	Flow for TOWA/ROWA
	Flow for ROWE
	Flow for FOWA
	Carryover Process
	Lock WBS on a Sales Order to use WBS on a new Sales Order
	How to read the ECC Budget Availability Control Report
	Billing Report
	Developing a Sales Order Checklist (open discussion)
ARS Operations – Billings and Issues
	Demo – creating a bill	
Reimbursable Order with Exception (ROWE) and Trust Fund Orders with Advance (TOWA) Hybrid Accounts
	BARD
Customers
	How to lookup a customer
	List of USDA Customers/Vendors
	List of ALC for Federal Vendors (sample)
Agreements without Sales Orders
	Sale of Vehicles
	X95  (Control is at the WBS level)
	X89/ X88/ X87
	
2:00 pm – 3:00 pm EST.  Teleconference with EAD to discuss hybrid agreements and open forum for agreements issues.

Thursday, March 10, 2011
Overview of the Agricultural Research Service’s Organizational Structure
Reference Sheet with Policy & Procedures (P&P) and Bulletins
Who to Call for What
Timeline of Due Dates (Salary Lapse, CRIS Allocation Module, Status of Funds Reports, certification of unliquidated obligations)
9:00 am – 10:00 am -  Status of Funds Process/FITS Demo – Jeff VanHouten
10:00 am – 10:30 am - Building and Facilities, Repair and Maintenance Funds
Patrick Reilly and Brenda Wood from the Facilities Division will be here to answer any questions regarding B&F and R&M funds/projects.
Overview:
Annual Resource Management Plan System (ARMPS)
Salary Management System (SAMS)
	Salary Lapse
CRIS Allocation Tracking System (CATS)
		Reconciling X01 Accounts through March 
		Reconciling soft funds until they closeout
Communication with Locations
Overview of Allocations – How Received and Reconciled
Approval Process for Prior Year Funds
2:00 pm – 2:45 pm – Travel; Reconciling CBA
	Kari Deppe, Diane Eggert
3:00 pm – 3:30 pm - Linnette Williams
Unliquidated obligations – What Makes an Obligation Valid?
Audits 
Friday, March 11, 2011
FMMI 



Wrap Up

Reference Notebooks:
Overview of the ARS Organizational Structure
Timeline of Due Dates (Salary Lapse, CAM, Status of Funds Reports)
Reference Sheet with P&Ps and Bulletins
Cheat Sheets/Instructions from Area Budget and Fiscal Officers and FMMI
Copies of Phone directories for Area Directors/Deputy Area Directors, Financial Management Division, Budget and Program Management Staff, National Finance Center
Communication with Locations
Contact Listing
Yearend Instructions
Yearend Checklist
 Accounts Reconciled
Allocations Reconciled
Indirect Program Support Cost (IPSC) Transferred 
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