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Use this procedure to create an accrual to record expenditure for goods or services acquired in the current period for which an invoice has not yet been received. This document is for the YE DE.
Use the following menu path(s) to begin this transaction:
· General Ledger Management 
· Approval 
· Manage GL Adjustments & Accruals 
· Create Accruals
Helpful Hints:
Use the copy function when creating additional lines.
Both lines should have the “R” (reverse) column checked when you create a negative YE.
You can only put a positive amount in the Amount column on a YE.

Procedure
1. Start the transaction by accessing the General Ledger Management tab. Click the Create Accruals task link. [image: ]



This screen will appear. The Posting Date and Period will automatically derive. [image: ]
2. As required, complete the following fields:
The Document Date-> enter the accrual's Document Type SA, or click the search button and select the appropriate option. Click the Enter button[image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
[image: ]


3. In the reference field enter further clarification of the entry by referencing other sources of information. Example: Vendor Code or Accounting Code. In Doc. Header Text – type explanations or notes which apply to the document as a whole. Company Code in FMMI is always USDA. Currency is required type USD.

[image: ]
4. Click the Reversal Reason field to specify the reason for reversing the document.
[image: ]


5. Click the Search button and select 06 – Accrual Deferral Postings and click the Enter button[image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
[image: ]
6.  Click on Reversal date on which the reverse posting is to be made. Enter 10/15/20XX(whatever year applies) or click on the search and the Enter button[image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
[image: ]

7. Click the Acct model button. 
[image: ]
8. Select the Transaction model radio button and click the Enter button[image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
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9. Click the GL Transaction / Var field and click the search button.  GL/Var field provides a listing of all the available GL Transaction Models.

[image: ]
10.  Select the YE option and click the Enter button[image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
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11. Click the TVar field and click the Search button.
[image: ]
12.  Select the YE DE option and click the Enter button[image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
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13. Enter AR00 in BusA field. Enter the amount of the accruals, (Example 1,000.00).  If you are decreasing an expense click in the R box   .  Example: If a payroll charge is entered in the wrong account and you are not able to process a B2 before COB 9/30. Enter the Fund, example AR0001BASE.  Enter the Budget Period, Example 1111. Enter the BOC, Example 2599. Enter the Cost Center, example AR01429100. Enter the WBS element, example AR.MU.0142.01.0910.  
 (
2599
)[image: ]
NOTE CHANGES:  EFFECTIVE IMMEDIATELY, WE MUST NOW USE BOCs ENDING IN 99 (Ex. 2599) WHEN ENTERING ACCRUALS.  PLEASE SEE THE REQUIRED BOCs FOR ACCRUALS AT THE END OF THIS DOCUMENT.
WE ARE NO LONGER REQUIRED TO ENTER THE 2190 LINE.



14.  Each line will require a Trading Partner.  Trading partner codes are in lieu of the vendor code which we used while in FFIS.  Select COM – for Employees or Non-Federal Vendors.  If the vendor is a Federal Entity search the drop-down list for the appropriate vendor.  ***It is important to the Financial Statement process that the correct Federal Trading Partner is selected if the vendor is another Federal Agency. Click the Append button
 (
2599
)[image: ]

[image: ]
Change to procedures: You now must enter your trading partner on each line item, than Append.  After you append and before you post you can double click the line, then click the “More Data” tab to see that the trading partner is on each line.   (See step 17)




15. To see the Trading Partner on each line double click the line.  
[image: ]
 (
2599
).16.  Click the More data button. [image: ]
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17. Click the Post key. 
[image: ]
18. Once posted the confirmation message will display the document number. [image: ]










REQUIRED BOCS FOR YEAR END ACCRUALS
	G/L Acct
	Long Text
	YE_DE Commitment Item

	6100001199
	Payroll Salary – Estimate
	1199

	6100001299
	PR  Benefits – Estimate
	1299

	6100001399
	Benefits for Former Personnel – Estimate
	1399

	6100001499
	Partial Payment FR Imprest Fund – Estimate
	1499

	6100002199
	Travel Obligations – Estimate 
	2199

	6100002299
	Transportation of Things – Estimate 
	2299

	6100002399
	Rent, Communications, and Utilities – Estimate
	2399

	6100002499
	Printing and Reproduction – Estimate 
	2499

	6100002599
	Other Services – Estimate
	2599

	6100002699
	Supplies and Materials – Estimate 
	2699

	6100003199
	Equipment Estimate
	3199

	6100003299
	Lands and Structures – Estimate 
	3299

	6100003399
	Investments and Loans – Estimate 
	3399

	6100004099
	Grants, Indemnities, and Interest – Estimate
	4099

	6100004199
	Grants, Subsidies, and Contributions – Estimate
	4199

	6100004299
	Insurance Claims and Indemnities – Estimate
	4299

	6100004399
	Interest and Dividends – Estimate 
	4399

	6100004499
	Refunds – Estimate
	4499

	6100004599
	Special Payments – Estimate 
	4599

	6100006099
	Personal Services-Support Effort (S&E) – Estimate
	6099

	6100006199
	Thrift Savings Plan-Fund G – Estimate 
	6199

	6100006299
	Thrift Savings Plan-Fund C – Estimate 
	6299

	6100006399
	Thrift Savings Plan-Fund F – Estimate 
	6399

	6100007099
	Billings and Collections System – Estimate 
	7099

	6100007999
	BCS-TDF – Estimate
	7999

	6100008199
	NFC Info Object Classes for Deductions – Estimate
	8199

	6100008299
	Other NFC Identifications – Estimate 
	8299

	6100009199
	Overhead and Accruals – Estimate 
	9199

	6100009299
	WCF Overhead and Distribution – Estimate
	9299
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