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Wel cone

Pur pose

Audi ence

Prerequi sites

ARS FFI S—Spendi ng

| nt roducti on

Welcome to the United States Department of Agriculture (USDA) Agricultural
Research Service (ARS) spending training. This module provides you with the
decision-making tools and practical skills you need to perform spending-
related accounting functions using the Foundation Financial Information
System (FFIS).

The purpose of this training module is to familiarize you with the:

€ Spending documents, and how to enter, modify, or cancel them
€ Vendor inquiries, and how to respond to them

€ Spending tables, and how to use them

This module is for individuals who:

€ Purchase goods and services

€ Are responsible for responding to vendor inquiries
€ Make payments for goods and services

€ Are responsible for SUSF management

€ Interpret or analyze FFIS BRIO reports

Individuals who are to attend the Spending FFIS training module should have
attended the mandatory System Overview/Navigation training module and:

€ Be familiar with FFIS navigation
€ Be familiar with the Accounting Code Classification Structure (ACCS)

€ Have an FFIS user ID, and be able to access the FFIS training environment

Modul e Overvi ew. Fi nal Cct ober 2001 3



Obj ecti ves

Foundati on
Fi nanci al

I nformati on
System

| nt roducti on, conti nued

Upon completion of this module, you will be able to:

€ Identify appropriate spending payment documents given the source
documentation

€ Navigate through Spending Inquiry Tables to verify updates
€ Understand ARS spending chain and document referencing

€ Respond to vendor inquiries

The Foundat i on Fi nanci al | nformation System (FFIS) isamainframe
software package designed to meet stringent budget and funds control needs,
as well as complex multi-fund accounting and reporting needs. FFIS
performs the following primary functions:

€ Maintains a general ledger from which a variety of external reports can be
produced

€ Maintains a cumulative account balance

€ Uses the approved U.S. Standard General Ledger

Modul e Overview  Final Cct ober 2001 ARS FFI S-Spendi ng



| ntroduction to Spending in FFI'S

Subsyst enms The FFIS Purchasing, Accounts Payable and Automated Disbursements
subsystems, record, monitor and control all activities in the spending process.
For ARS, these activities include:

€ Requesting goods and services
€ Ordering goods and services

€ Recording payments to vendors

The spendi ng

chain A spendi ng chai n is the series of

accounting procedures and paper flows
you use when purchasing goods and
services.

Definition

In FFIS, a spending chain can be a combination of up to five different
accounting steps. ARS may use the following four steps in FFIS for different
transactions:

4 Commitment

€ Obligation

€ Receiver (PRCH Type 40)
€ Expenditure

Commi t ment Recei ver

a

(opti onal ) —p ol i gation —p | (PRCH Type i > Expendi t ur
! 40) |

________________

ARS FFI S—Spendi ng Modul e Overview.  Final Cct ober 2001 5



Spendi ng chain
component
definitions

| ntroduction to Spending in FFIS,
conti nued

The components of ARS’s spending chain are defined in the table below:

Spendi ng Definition Busi ness FFI'S Action
Action Process

Conmi t ment Settings aside AD700 speci fying Oiginating
funds used to goods or services | office enters RQ
pur chase goods or | and termns of document into
services in the pur chase. FFI S.
future.

Not a legally

bi ndi ng

agr eenent .

Draw down on
avai | abl e funds.

Qoligation Records order to Pur chase order MO ML docunent is
pur chase goods conpl eted, signed |directly entered
and servi ces. contract, into FFI'S or

o agreenent, | ease, obl i gati on cones
Legal Iy bi nding utility, credit through a feeder
agreenent to pay card, travel, system such as
for goods and payrol |, etc. PRCH, TRVL, PCVB
Servi ces. in the formof an
May reference and MO cl one
i qui date RQ
docunent s.

Expenditure | Authorization to Paynent to vendor |If an MO M
pay (i.e., an based on invoice already exists in
account payabl e) and receipt of FFI'S for the

for goods
services
recei ved

May occur before
after or

si mul t aneousl y
with the

di sbursenent of
funds.

May reference and
|i quidate
documents in the
spendi ng process
that were

previ ously
ent er ed.

goods or
servi ces

Paynment may

ei ther liquidate
a previous step
in the spending
process or if no
previ ous action
has been taken in
the formof an
obligation, the
payment can

obli gate and pay
si mul t aneousl y.

purchase, a PV is
directly entered
referencing the
MJ ML and

|'i quidating the
obl i gati on.

If no MM has
been previously
entered into
FFI'S, an NO (non-
ref erenci ng
Payment Voucher)
is directly
entered into FFI' S
and

si mul t aneously
obl i gates and

pays.

Modul e Overvi ew: Fi nal
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ARS FFI S—Spendi ng

Di sbur senen
t

Transm ssi on of
cash to a vendor
for goods or
servi ces.

Check or EFT
paynent is
processed and
sent to vendor.

O fline Automated
Di sbursenents
process generates
schedul es to be
transmtted to
Treasury.

Modul e Overvi ew. Fi nal
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| nt r oducti on

Overvi ew In FFIS, financial and non-financial information is entered on documents. At
each step in the spending chain, a different type of document may be used to
record the activity.

Spendi ng The chart below illustrates the FFIS documents that ARS uses to directly enter
document s spending activity:
Transaction| Transacti on Descri ption
Code Cat egory
RQ RQ RQ — records intent to purchase goods or
servi ces.
MO ML MO M scel | aneous Order— records obligations

prior to the point goods are received or
servi ces rendered.

PV PV Paynent Voucher — records authorization of
payment to a vendor for goods or services
accepted and invoiced.

DD DD Di rect Disbursenent — records non-cash
di sbursenents for events between agencies
(interfund transfers).

ND DD Direct Disbhursenent — records letters of
credit, foreign enbassy di sbursenments and
ot her non-224 transactions.

NO PV No Obligation Payment Voucher — records
expense and pay ampount when amount i s unknown
until paynment is due.

B2 5% St andard Voucher — records sel f -bal anci ng
accounting adj ustnents.

S\ sV St andard Voucher — records accounting
adj ust nment s.

YE sV St andard Voucher — records self- reversing
peri od- end esti mates.

10 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



Ref er enci ng

Benefits of
ref erenci ng

ARS FFI S—Spendi ng

Docunent Referencing

Referencing links documents together, so that FFIS can automatically
liguidate a previous accounting event. All purchasing documents (except
commitment documents, since they are first in the spending chain) include
fields for referencing a prior document.

Exanpl e:
- MO 123 references and liquidates RQ 333
Il PV 456 references and liquidates MO 123

If you scan for MO 123 on DXRF table, it will show:
When this MO was entered
That RQ 333 was liquidated by the MO
That PV 456 referenced and closed the MO

In most instances, referencing is required only for a

Payment Voucher (PV) and Direct Disbursement

(DD) documents.

- PV must reference a Requisition (RQ) or a
Miscellaneous Order (MO/ML1).

- DD must reference a Requisition (RQ) or a
Miscellaneous Order (MO/M1)

- M1 and NO documents do not require

referencing

Referencing provides the following benefits:

€ Ensures funds are accounted for only once

€ Reduces data entry

€ Enforces tolerance limits (see subsequent section for definition)
4

Makes unused funds available automatically, once the transaction is
finalized

L 2

Increases document tracing effectiveness by using links and cross-
reference tables

Spendi ng Docunents: Final Cct ober 2001
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Parti al / Fi nal
flag

Tol erance limt
checks

ARS FFI S—Spendi ng

Docunent Referencing, continued

The PARTI AL/ FI NAL FLAGIs a required field on documents that invoke

document referencing. The PARTI AL/ FI NAL FLAG indicates whether the
document being processed represents a partial or final liquidation of the
previous document in the spending chain.

A document with a PARTI AL/ FI NAL FLAG of F invokes both FFIS spending
controls and FFIS tolerance limits.

The PARTI AL/ FI NAL FLAGIs a required field on documents that require
referencing. Itis a required field on all ARS spending documents, except for
the Non-Referencing Miscellaneous Order (M1) and the Non-Referencing
Payment (NO) documents.

One of the edits that FFIS performs on a referenced spending document is to
ensure that the dollar amount of the referenced document is within tolerance
limits.

There are two types of tolerance limits, which define the dollar difference that
FFIS permits between two documents (i.e., a document and the document that
it is referencing):

€ Overage tolerance limit

€ Underage tolerance limit

£ T Overage tol erance |imt definesthe
= %, maximum dollar or percent difference for
o oo documents on which the referencing document
Definition .
line amount exceeds the referenced document
line amount.
ST Under age tol erance |init definesthe
h o % maximum dollar or percent difference for
. documents on which the referencing document
Definition

line amount is less than the referenced document
line amount.

Spendi ng Docunents: Final Cct ober 2001 13



Docunent Referencing, continued

TCAT Tabl e The Overage and Underage Tolerance Limits are set on the Transaction
Category Table (TCAT) as a:

€ Percentage
€ Maximum amount

€ Minimum amount

v

h When a tolerance limit is set to zero, that
document line amount must equal the amount
of the referenced document line.

14 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



Docunent Referencing, continued

Det er mi ni ng Below is a flow diagram to show how FFIS determines whether or not a
tolerance limt document is within the acceptable tolerance limit.

FFI' S checks the
di fference between the 2
docunent | i nes:

Is the .

di fference Is it Is it

|l ess than BETVEEN t he greater
(<) the m ni nrum and than (>)
m ni num maxi mum t he

anmount ? maxi mim

Yes J

FFI S
accepts
t he

FFI S conpares

document .

the FFI'S
difference to rej ects
both the t he

per cent docunent .

amount and
t he maxi num

I's the
di fference >
ei ther the

percent anmount
or the maxi mim

I's the
di fference <
t he percent

anmount AND <
t he maxi mum

Yes

FFI S

accepts
t he
document .

FFI'S i ssues an
overri deabl e
error (when
checki ng
overages or a
verifiable
error when
checki ng

ARS FFI S—Spendi ng Spendi ng Docunents: Final Cct ober 2001 15



Docunent Referencing, continued

Research ARS uses these tables for researching document referencing:

€ Document Cross-Reference Table (DXRF)
€ Transaction Category Table (TCAT)

DXRF Tabl e The Document Cross-Reference Table (DXRF):

€ Can be used to track the relationships between documents

€ Shows any other document in the same referencing chain as the document
you are researching

For any Trans Code and Document Number, DXRF shows all modifications
where the amount has changed. Modifications that change a description or
add an alternate payee will not show on DXRF. The Doc Act field indicates
whether the document was E (established), M (modified) or X (cancelled).
DXRF also shows the date the transaction, modification or cancellation was
entered in FFIS.

DXRF Tabl e screen Below is an example of the DXRF Table screen.

ACTION: R TABLEID: DXRF USERI D. UABC
*** DOCUMENT CROSS REFERENCE | NQUI RY TABLE ***
KEY 1S TRANS CODE, TRANS NUMBER, F/ B/ A, REF TRANS | D, ACCEPT DATE, DOC ACTI ON

TRANS CCDE: ML TRANS NUMBER T016635200 DOC TOTAL: N A
QUTST AMI: N A

ACCEPT  DOC
F/IB/A REF TRANS ID DATE  ACT VENDOR AVDUNT
01- A 10 10 01 E 660433763 A 19, 598. 74
LAST BATCH NUVBER CLEARI NG ACTI ON:
02- A 10 16 01 X 660433763 A -19, 598. 74
LAST BATCH NUMBER DLGD06 CLEARI NG ACTI ON:
03-
LAST BATCH NUVBER CLEARI NG ACTI ON:
04-
LAST BATCH NUMVBER CLEARI NG ACTI ON:
05-
LAST BATCH NUVBER CLEARI NG ACTI ON:
06-
LAST BATCH NUVBER CLEARI NG ACTI ON:
03-*L009 HEADER CHANGE 03-PEO9E HDR DOC NOT | N OPEN | TEM TABLE

16 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



Options for

docunments on TCAT

TCAT Tabl e screen

ARS FFI S—Spendi ng

Docunent

Ref er enci ng,

cont i nued

The Transaction Category Table (TCAT) sets referencing options for each

transaction code:

€ Tolerance limits

€ Whether the document must reference a prior document

€ Whether a Partial/Final Indicator is required on referencing documents

€ How the document will update DXRF:

Always updates DXRF when entered into FFIS, or

Only updates DXRF when it is referencing (or being referenced by)
another document

Below is an example of the TCAT Table screen.

01-

TRANSACTI ON CCDE:

ACTION: S TABLEID: TCAT USERI D FV17
TRANSACTI ON CATEGORY REFERENCE TABLE
KEY 1S TRANSACTI ON CODE

TRANSACTI ON CATEGORY:

TRANSACTI ON DESCRI PTI ON:

OVERAGE TOLERANCE

PERCENT: %
MAX AMT:
M N AMT:
VERI FY
PRI NT

DOC TRACK VOUCHER:
REQUI RED FI ELDS:
BALANCED SV REQD:
ACCTG PERI CD REQD:

UNDERAGE TOLERANCE

PERCENT:
MAX AMT:
M N AMT:

DOC TRACK ACCOUNT:
ACCTG REQ TV DI SB:

REF QUANTI TY:

ALLOW FUTURE PER
DOC REF REQUI RED:
DOC TRACK NUMBER:
DOC XREF TYPE:
P/ F | ND REQD:

RECOVERY DETERM NATI ON LEVEL:

Spendi ng Docunents:

Fi nal

Cct ober 2001
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Docunment Nunberi ng

Numberi ng schene

The chart below illustrates the document numbering schemes for the

spending documents that ARS uses in FFIS.

Note: The combination of the Trans Code (FFIS document type, i.e. RQ, MO,
PV, etc.) and the document number provides a unique document ID for each
transaction entered in FFIS. By using a different Trans Code, FFIS allows a
repeat of a given document number. For example, you may have both an
RQ 21235000001 and a PV 21235000001.

Type of FFI' S Docunent Nunber
Paynment Docs
Used
Al types Position 1: FY
of RQ Positions 2 — 5: Location Code
conmi t ment s Positions 6 — 11: User Defined or System
Cener ated Sequential No
I f using systemgenerated
nunber, type the fiscal year,
the |l ocation code, the pound
sign (#) and press Enter.
Example: 2 1235 000001
Al types PV, NO | Position 1: FY
of payments ND Positions 2 — 5: Location Code
and direct Positions 6 — 11: User Defined or System
di sbur senmen Generated Sequential No
ts I f using systemgenerated
(except nunber, type the fiscal year,
REPV the | ocation code, the pound
entries, sign (#) and press Enter.
see bel ow) Exanple: 2 1235 000001
Position 1 - 2: Contract Type
ML . oo
Contracts Mo Positions 3 — 6: GSA Activity Address Code
(I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defined Contract No
(4 digit, last two digits are
00)
Exanple: 53 3K15 2 1400
P Position 1 - 2: Contract Type
Indefinite
Quantity Mo M Positions 3 — 6: GSA Activity Address Code
Cont r act s (I'ssuing Ofice)
Position 7: FY
Positions 8 — 9: Contract No (2 digit)
Positions 10 — 11: Task Order No
Exanple: 53 3K15 2 1403
18 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng




ARS FFI S—Spendi ng

Docunent Nunbering, continued
Type of FFI' S Docunent Nunber
Paynent Docs
Used
Position 1 - 2: Type 45 PO
Pur ch L -
urchase MO ML Positions 3 — 6: GSA Activity Address Code
O der Type . .
45 (I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defined Sequential No
(4 digit)
Example: 45 3K15 2 0001
Position 1 - 2: Agreenent Type
Agreement s MO ML Positions 3 — 6: Location Code
Position 7: FY
Positions 8 — 11: User Defined Sequential No
(4 digit)
Example: 58 1907 2 0056
Foreign: 58 3625 2 F028
Resear ch MO ML Pos?t@on 1 T (Task Order)
Suppor t Pos_l tion 2: FY _
Agr eenent Positions 3 — 6: Location Code
Task Orders Position 7-10: User Defined Sequential No (4
digit)
Example: T 2 5310 0089
M scel laneo | MO ML Position 1 - S:Chara(ipeernsd)i ng Type (3
us Spending Positions 4 — 7: Locati on Code
Posi tions 8: FY
Positions 9 — 11: User Defined Sequential No
(3 digit)
Exanple: TRN 6402 2 056
; Position 1 - 2: Contract/ Agreenent Type
REPV, Lo S
Recurring | Positions 3 — 6: GSA Activity Address Code
Payment PV, NO . .
Voucher s (I'ssuing Ofice)
Position 7: FY
Positions 8 — 9: User Defined Sequential No
(2 digit)
(Can be al pha-numeri c)
Positions 10 — 11: Do not enter anything in
the last two positions. Wen
t he docunent is generated, FFIS
automatically inserts the
cal endar nonth (2 digit)
Exanple: 53 3K15 2 01
St andar d sv, Pos?t? on 1 - 4 . Locati on Code _
Voucher B2, YE Positions 5 — 11: Syst em CGener ated Sequenti al
Docunent s No

Type, the location code, the
pound sign (#) and press Enter.

Exanple: 6402 0000001

Spendi ng Docunents:

Fi nal Cct ober 2001
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Type of FFI S Docunent Number
Payment Docs
Used
Al Batch Position 1 - 3: User’s Initials '
Docunent s Positions 4 - 6: ~User Defined Sequential No
(3 digit)

Exanpl e:  LBAOO1

Spendi ng Docunents:

Fi nal Cct ober 2001
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Docunent Nunbering, continued

Codes used in The following contract/agreement The following spending types will
AR: S numbering types will be used in ARS’s be used in ARS’s document
scheme document numbering scheme. numbering scheme.
Cont ract / Agr ee- Code Spendi ng Type Code
ment Type
Trai ni ng TRN
Construction 50
Enbassy EVB
Servi ce 53 Transacti ons
Suppl y 54 Security Clearance SEC
Lease 57 Forei gn Service FSA
Al | owance
Agr eement 58
Payrol | Advance ADV
G ant 59 (relocation
abr oad)
I nt eragency (new 60
format) Royal ti es ROY
| PA (new format) 69 Honorari a HON
Wor k Study (new) 56 Print Order PRN
PCs 4X Pr of essi onal PRF
(40 for Liability Ins
Type
40, 41 Attorney Fees ATT
for
Type Settlement (MSPB, SET
41, EEQ etc.)
etc.)
Tort TRT
Publ i ¢ Voucher PUB
G eenbook GRN
Deposit Accounts DEP
Interlibrary Loans ILL

ARS FFI S—Spendi ng Spendi ng Docunents: Final Cct ober 2001 21



Schedul i ng Paynent s

Schedul i ng Payment documents that are disbursed through Automated Disbursements
paynent s are scheduled automatically in FFIS, as the document is entered into the
system.

The process is outlined in the steps below:

Step Acti on
1 Enter a payment docunent into FFIS.
2 FFI'S cal cul ates when the paynent should be nade to the

vendor, based on flag settings established in the system

The cal cul ati on al so depends on whether or not the vendor is
a pronpt paynment vendor.

3 Paynment is stored in the systemon the Unpai d Voucher Table
(UPVT) until the schedul ed paynent date arrives.
4 Aut onmat ed Di sbursenents subsystem sel ects the docunent, and
transfers information to Treasury, so that a payment can be
di sbur sed.
Pronpt Paynent One example of determining when a document should be scheduled for

Act payment, is whether or not the payment is subject to the Prompt Payment Act.

The Pronpt Payment Act is a law that specifies
certain types of payments to private vendors must be
paid within a specified number of days that an
agency receives goods/services, or when an agency
receives the invoice from the vendor.

If the payment has not been generated by the
specified date, the agency must pay the vendor
interest on the funds due.

22 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



VWhat is subject
to pronpt pay?

ARS FFI S—Spendi ng

Schedul i ng Paynents, continued

Using various system options, ARS defines what types of vendors, documents
and accounting events are subject to prompt payment. The table below
outlines what FFIS table helps you determine if the payment is subject to
prompt payment rules:

Ref erence Tabl e Definition

Vendor Type Table (VTYP) I ndi cates which vendors are subject to
pronpt paynent.
Transaction Category Defi nes what types of docunents are
Tabl e ( TCAT) subj ect to pronpt payment.
Accounting Entries I ndi cat es which accounting entries are
Definition Table (ACED) subj ect to pronpt paynent.
Spendi ng Docunents: Final Cct ober 2001 23
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RQ Docunent | ntroduction

Purpose The Requisition Document (RQ) is used to:

€ Record accounting information related to a commitment

€ Record descriptive information about the commitment such as delivery
location, delivery date, and requestor's name

€ Draw down funds from available budget authority

Tabl es updat ed The RQ document updates the following tables:

€ Requisition Header and Accounting Line Tables (REQH, REQL)
€ Budget Execution tables

€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

€ Vendor Cross Referencing Table (VXRF)
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RQ Docunment | ntroduction, continued

Below is an example of the RQ document header screen.

COMVIND: DOC D RQ 1
STATUS: BATI D SEC2:

REQUI SI TI ON' DOCUMENT

RQ DATE: ACTI ON: ACCTG PD. 2 PRICRITY: TRANS TYPE:
VENDOR CCDE: 4 DCC TYPE BUYER BLANKET #:
NANME: REQUESTED BY:
ADDRESS: PHONE:
DEL DATE:
DEL BLDG RM /
CONTACT: RESP PERSON:
PHONE: COMMENTS:
BFYS: FUND: PRI NT RQ DOCUMENT TOTAL: 5

Requi siti on Docunment: Final Cct ober 2001
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RQ Document | ntroduction, continued

The table below shows required fields for the RQ document header screen.
The fields are numbered in the example screen:

# Field Dat a
1 |Dab Trans Code | RQ
Secl Code Di vi sion Code (Area) (i.e. 01)
Document # See section on docunent

nunberi ng schene

An RQ nunber exanple for all
types of Spending:

FY+Locati on Code+ User Defined
or System Generated Sequenti al
No

I f using system generated
nunber, type the fiscal year,
the |l ocation code, the pound
sign (#) and press Enter.

(i.e. 21235000001)

2 | ACCTG PD Two-digit fiscal nmonth and two-digit fiscal
year of the transaction (e.g., 05 02 for
February 2002)

3 | TRANS TYPE 01

4 | VENDCR CODE Vendor Code

Al'l RQ docunents require a vendor code (can
be m scel | aneous vendor)

M scel | aneous vendor can only be used on an

RQ
5 | DOCUMENT TOTAL Docunent total (absolute value of the sum of
the |ines)
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RQ Docunment | ntroduction, continued

To enter and process an RQ document header screen, follow the steps below:

Step Acti on

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type RQ

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter.
The RQ Header Screen appears. You will see the pronpt at the
bottom of the screen: TYPE BATI D/ DOCI D AND PRESS ENTER.

In the header screen .

5 Tab to the next field, and type the SECl code

6 Tab to the next field, and type the docunent nunber.

7 Press Enter.
THIS IS A VERY | MPORTANT STEP — YOU MJUST PRESS ENTER AT TH S
PO NT BEFORE CONTI NUI NG

8 Tab to ACCTG PD field and enter accounting period.

9 Tab to TRANS TYPE, and type in 0Ol.

10 Tab to VENDOR CODE and enter the appropri ate vendor code.

11 Tab to COMVENTS, and type in coments for this requisition
docunent (optional).

12 Tab to DOCUMENT TOTAL and enter total anount of RQ

13 Press Enter, and the RQ |ine screen appears.

v

If you do not enter decimals, FFIS interprets the
last two digits to be cents.

-
Example: If you enter 100 without a
decimal and cents, FFIS will read it as $1.00.
Enter unsigned values (no minus signs) on all
spending documents.
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l'i ne

RQ Docunent

| nt r oducti on, conti nued

Below is an example of the RQ document line screen.

COMVND:

STATUS: ACCPT

01-

02-

03-

LINE 1

BUDGET ORG
BCC:

AMOUNT:
DESCRI PTI ON:

~No b

LI NE:

BUDCGET ORG
BQOC:

AMOUNT:
DESCRI PTI ON:

LI NE:

BUDCGET ORG
BQOC:

AMOUNT:
DESCRI PTI ON:

DCCI D 07/ 14/ 00 10: 26: 48
BATI D: SEC2: 001-001 OF 001
BUDCET FYS: 2 FUND:
CosT CRG PROGRAM 3
JOB NO RPTG 5
/D
BUDCET FYS: FUND:
CosT ORG PROGRAM
JOB NO RPTG
/D
BUDGET FYS: FUND:
CosT ORG PROGRAM
JOB NO RPTG
/D

The table below shows required fields for the RQ document line screen. The
fields are highlighted in the example screen:

# Field Dat a

1 | LINE Different 3-digit nunmber for each line fromO001
to 999

2 | BUDGET FYS Budget Fiscal Year

3 | PROGRAM Program Code

4 | BCC Budget Cbj ect Code

5 | RPTG Reporting Category (if applicable)

6 | AMOUNT Total cost of this line item

7 | DESCRI PTI ON Comments related to the line item (optional)

Requi sition Docunent:
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RQ Docunment | ntroduction, continued

To enter a RQ document line screen, follow the steps outlined blow:

Step Action

1 In LINE, type in a 3-digit nunber for each line fromO00l to
999.

2 In BUDGET FYS type in the beginning and endi ng budget fisca
years.

3 Tab to PROGRAM type in program code.

4 In BOC, type in the appropriate budget object code, derived
fromthe Budget Object Code Table (BOCT).

5 Tab to RPTG and type a valid reporting category (if
appl i cabl e).

6 Tab to AMOUNT, and type in the total amount for the line

7 Tab to DESCRI PTION and type in a description for this
obligation line. (optional)

8 Repeat steps 1-7 for renmining |lines

9 Press the HOVE key and type E i n COMVND.

10 Press Enter to edit the docunent.
If errors are found the status is REJCT, if no errors the
status is SCHED.

11 If there are no error nessages at the bottom of the screen
Press the Home Key and type R in COMVND.

12 Press Enter to run the document.

If there are error nessages at the bottom of the screen,
docunent status is REJCT, if no errors the status is ACCPT.

l The program accounting codes entered on the RQ

document will be carried forward throughout the
spending chain (obligation and expenditure)
through the use of document referencing.

Requi siti on Docunment: Final Cct ober 2001
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Bat ch Modification for RQ Docunent

Bat ch
modi fi cation F After processing a document, the appropriate
process - general ledger accounts are adjusted and the
inquiry and budget tables are updated. The
document remains on SUSF until it is
archived.
To modify or cancel a document that has been processed, create a new
document containing the modification information with the same original
document ID (poal D) along with a BATI D.
SUSF

F The SUSF table (Suspense File Table) stores and
maintains all documents entered in FFIS for a specified
period of time prior to archiving. It provides an effective
short-term audit trail of all FFIS transaction-based
activity.
Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Batch M
conti nue

dification for RQ Docunent,
d

The table below lists some stipulations about the modification of documents

with respect to whether or not they are archived, and how their ID numbers

should be treated:

| f

Then ...

The ori gi nal

not yet been archived, and

docunent has Create a new docunent with a batch ID.

is still |listed on SUSF,

archi ved, and
on SUSF,

The docunent has been A batch IDis not required by FFIS;

is no |longer | however, ARS policy is to use a batch ID

on all spending docunent nodifications.

ARS Bat ch Nunb

ering Schene

Y

»

Document Numbering for all Batch Documents

Position 1-3: User’s Initials
Positions 4—6: User Defined Sequential No (3 digit)

Example: LBA001

Requi si tion

Docunent : Fi nal Cct ober 2001
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Bat ch Mbdification for RQ Docunent,
conti nued

Limits to what can be changed and what cannot be changed using a batch
Limts modification, are described below:

Can Be Changed:

€ Document total
€ Information fields in the header and lines
€ Accounting lines added

€ Dollar amount on accounting lines increased or decreased

Cannot Be Changed:

€ The vendor unless the current vendor code identifies a miscellaneous
vendor

€ Accounting information in the detail lines

Below is an example of the SUSF table, with the BaTcH | D field highlighted.

SUSF exanpl e
screen

ACTION:. R SCREEN: SUSF USERI D. FRED DOCUMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:

----BATCH ID---- ----- DOCUNENT | D--- - - - LAST LAST PROCESS
SEL TRAN SEC1 NUMBER TRAN SEC1I  NUMBER  STAT APPRV DATE USER DATE

BATCH © RQ 01 LBAOOL
01-
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Cancel an RQ Docunent

To cancel a RQ document, follow the steps below:

Step Action

1 Know t he docunent ID for the docurment you wi sh to cancel.

2 Type Nin ACTION (fromany FFIS table screen).

3 In TABLEI D, type SUSF.

4 Press Enter.

Create BATID...

5 Type NEWIin FUNCTI ON.

6 Tab to BATID on LINE 00, and type in the Batch Identification
Nurber .
In the BATID field, the transaction and SECl (second field of
the docunent 1 D) codes must be the same as the original
docunent. (For exanple: if the original RQ docunent used a
SEC 1 of 01, use |RQ 01]
Use user initials (two or three positions) + a sequenti al
nunmber (three or four positions) for the rest of the Batch
I dentification Number. (For exanple: RQ 01 + [LBAOOT1] ).

7 Enter DOCI D of document to be cancell ed.

8 Press Enter.
A Requisition Docunment Batch Ticket appears.

9 Press Enter.

A bl ank document with a batch ID and the original document |ID
assigned to it appears.

Per f or m docunent cancel | ation...

10 Type X in ACTION of the header screen.

11 In the ACCTG PD field, enter accounting period.

12 Press the Home Key, type EB (edit batch) in COMWND and press
Enter.

13 Press the Home Key, type RB (run batch) in COMND and press
Enter to run the batch.
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Cancel an RQ Docunent, conti nued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check the appropriate inquiry tables for your document 1D

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or canceled

l A document cannot be cancelled if it
has been referenced by another
document.

36 Requi sition Docunent: Final Cct ober 2001 ARS FFI S-Spendi ng



Modi fy RQ
Docunent

ARS FFl S—Spendi ng

Modi

fy RQ Docunent

To modify a RQ document, follow the steps below:

Step Action
1 Know t he docunent ID for the document you wi sh to nodify.
2 Type Nin ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATID on LINE 00, and type in the Batch Identification
Nunber .
In the BATID field, the transaction and SECL (second field of
t he docunent |ID) codes nust be the same as the original
docunent. (For exanple: if the original RQ docunent used a SEC
1 of 01, use |RQ 01].
Use user initials (two or three positions) + a sequential
nunber (three or four positions) for the rest of the Batch
I dentification Nunmber. (For exanple: RQ 01 + |[LBAOO1]| ).
7 Enter DOCI D of docunment to be nodified.
8 Press Enter.
A Requi sition Docunment Batch Ticket appears.
9 Press Enter again.
A bl ank document with a batch ID and the original document |ID
assigned to it appears.
Per f orm docurment nodi fication...
10 Type Min ACTION of the header screen.
11 Tab to ACCTG PD field and enter accounting period.
12 Tab to VENDOR CODE, and enter valid vendor code.
Type the nodifications on either the header screen or the lines
accordingly.
13 Tab to DOCUVENT TOTAL, and enter the total anpunt.
14 Press ENTER
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Modi fy an RQ Docunent, continued

RQ docurent |ine Docunent |ine screen appears...
Screen

15 Tab to LINE, and enter a |line nunber from00lto 999.

16 Tab to AMOUNT, and enter the |ine anmpunt.

17 Tab to I/D, and type | or Dto indicate an increase or
decrease if there are changing dollar anounts.

Check for RQ
Docunent errors &

process docunent 18 Press the HOMVE key.

To check for errors and process...

19 Type EB (edit batch) in COMVND.

20 Press Enter.

21 Press the HOME key and type RB (run batch) in COMMND to run
the docunent.

22 Press Enter.

l The header amount must equal
the sum of the lines.

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled
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MO Docunent | ntroduction

Pur pose The Miscellaneous Order (MO) document is used to:

€ Record obligations prior to the point that goods are received or services
are rendered

Tabl es updated The MO document updates the following tables:
€ Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)
€ Requisition Header and Accounting Line Tables (REQH, REQL)

€ Budget Execution tables

€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

L 4

Vendor Cross Referencing Table (VXRF)

Y

The MO document requires an RQ.
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MO Docunent

| nt roducti on,

conti nued

Below is an example of the MO document header screen.

COMVND:
STATUS: ACCPT

DG D MO 1

BATI D SEC2:

M SCELLANEQUS ORDER DOCUMENT

06/ 16/ 00 13:27:00

MO DATE: ACTI ON: ACCTG PD. 2
VENDCR CCDE: 3 TRANS TYPE: 4 DOC TYPE:
NAME:
ADDRESS: EFFECTI VE DATE:
END DATE:
NEG PYMI' DAYS:
CONTACT: NO OF COPTI ONS:
COWENTS: RESP PERSON:
ALT PAYEE: / BUYER:
RCVR REQD: I NV REQD: PURCH METHOD: PRI NT PO
TEXT TYPE: CONF ORDER: I NVI TATION #: 5
ASSOC ORDER: CONTRACT #:. 6
BFYS: FUND: DOCUMVENT TOTAL: 7
REF REQ BLANKET NUVBER:
DI SCOUNT % DAYS:
DI SCOUNT % DAYS.
DI SCOUNT % DAYS:
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MO Docunent | ntroduction, continued

Required fields The table below shows required fields for the MO document header screen.
The fields are numbered in the example screen:

# Field Dat a

1 DOCl D Trans MO (type of docunent)
Code

Secl Code | Division Code (Area) (i.e. 01)

Docunent See section on document numnbering
# schene

An exanpl e for m scel |l aneous
spendi ng:

Spendi ng Type+Locati on Code+FY
+Sequential No

(i.e. TRN 6402 2 001)

An exanple for a contract:
Contract Type+GSA Activity Address
Code+FY+Contract No

(i.e. 53 3K15 2 1400)

2 ACCTG PD Two-digit fiscal nmonth and two-digit fiscal
year of the transaction (e.g., 05 02 for
February 2002)

3 VENDOR CODE Vendor code

4 TRANS TYPE 01

5 I NVI TATI ON # Used as spill over for contract/agreenent
nunber

6 CONTRACT # Contract/agreenment nunber (If needed, use

I NVI TATION # field for any characters that do
not fit in this field)

7 DOCUMENT Docunent total
TOTAL
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MO Docunent | ntroduction, conti nued

To enter a MO document header screen, follow the steps outlined below:

Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type MO

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter.
The MO header screen appears. You will see the pronpt at the
bottom of the screen: TYPE BATI DY DOCI D AND PRESS ENTER.

In the header screen .

5 Tab to the next field, and type in the SEC1 code

6 Tab to the next field, and type in the docunent numnber.

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting peri od.

9 Tab to VENDOR CODE, and type in appropriate vendor code,
derived fromthe Vendor Reference Table (VEND).

10 Tab to TRANS TYPE, and type O1.

11 Tab to COMVENTS, and type in comments for this obligation
docunent (optional).

12 Enter contract nunber in CONTRACT # field.

13 Enter any spill over characters fromcontract nunmber in
INVITATION # field

14 Tab to DOCUMENT TOTAL, and type in the docurment total (after
calculating the line anounts).

15 Press Enter, and the MO |line screen appears.

M scel | aneous Order Docunent: Final Cct ober 2001
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MO Docunent | ntroduction, continued

Below is an example of the MO document line screen.

COMWND: DOCI D MO 06/ 16/ 00 13:38: 37
STATUS: ACCPT BATI Dx SEC2: 001- 001 COF 001
01-
LINE 1 REF REQ-LINE 2 BUDGET FYS:
FUND: ORG SUB: / COST ORG SUB: /
PGV BCC / SUB: / RPTG
JCB NO CLCSED BFYS: CLOSED FUND:
AMOUNT: 3 I/D PIF 4 ASSCC CRDER:
DESCR: 5
02-
LI NE: REF REQ-LI NE: BUDGET FYS:
FUND: BUDCET ORG SUB: / COST ORG SUB: /
PGM BCC / SUB: / RPTG
JOB NO CLCSED BFYS: CLOSED FUND:
AMOUNT: /D PIF ASSCC CRDER:
DESCR:

The table below shows required fields for the MO document line screen. The
fields are highlighted in the example screen:

# Field Dat a

1 | LINE Different 3-digit nunber for each |ine fromO001
to 999

2 | REF REQ-LINE Transaction code and docunent nunber of the

requi sition being referenced, and accounting
Iine nunber in the reference docunent of the
line being referenced

3 | AMOUNT Total cost of this line item

4 | PIF Partial /Final indicator
P (for a partial order), or

F (for a final order)

5 | DESCR Description of transaction (optional)
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MO Docunent | ntroduction, conti nued

To enter an MO document line screen, follow the steps outlined below:

Step Acti on
1 In LINE type in a 3-digit nunber for each line fromO001 to
999.
2 In REF REQ LINE, type in the trans code RQ docunment nunber
and |ine nunber.
3 Tab to AMOUNT, and type in the total ampount for the line.
4 Tab to P/F, and enter the appropriate indicator.
Type Pif this is a partial order, or
Type Fif this is the final order placed against the
requisition.
5 Tab to DESC, and type in a description for this obligation
line. (optional)
6 Repeat steps 1 — 5 for renmining |ines.
7 Press Honme key, and type E in COVVND.
8 Press Enter to edit the docunent.
If there are error nessages at the bottom of the screen,
docunent status is REJCT, if no errors the status i s ACCPT.
9 If there are no error nessages at the bottom of the screen,
Press the HOVE key and type R in COMVND.
10 Press Enter to run the docunent.
If there are error nmessages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s ACCPT.
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Batch Modification for MO Docunent

F After processing a document, the appropriate
general ledger accounts are adjusted and the
document remains on SUSF until it is
archived.

To modify or cancel a document that has been processed, create a document
containing the modification information, with the same original document ID.

maintains all documents entered in FFIS for a specified

period of time prior to archiving. It provides an effective

short-term audit trail of all FFIS transaction-based

activity.

- Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

F The SUSF table (Suspense File Table) stores and
B

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Batch Mbodification for MO Document
conti nued

Limits to what can be changed and what cannot be changed using a batch
modification, are described below:

Can Be Changed:

4 Document total

€ Information fields in the header and lines

€ Accounting lines added

€ Increase or decrease the dollar amount on accounting lines

€ Cancel the original transaction, assuming there has been no activity
against the document

Cannot Be Changed:

€ The vendor

€ Accounting information in the detail lines

Below is an example of the SUSF table, with the BaTcH | D field highlighted.

BATCH

ACTION: R SCREEN. SUSF USERI D. FRED DOCUVMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:

BATCH ID---- ----- DOCUMENT I D------ LAST LAST PROCESS

SEL TRAN SEC1 NUMBER TRAN SEC1 NUMBER STAT APPRV DATE USER DATE

]—6@-} MO 01 LBAOO1
01-

ARS FFl S—Spendi ng
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Cancel a MO Docunent

To cancel a MO document, follow the steps below:

Step Acti on
1 Know t he docunent ID for the docunent you wi sh to cancel.
2 Type N in ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATID on LINE 00, and type in the Batch ldentification
Nunber .
In the BATID field, the transaction and SECL (second field of
the docunent |1D) codes nust be the same as the original
docurent. (For exanple: if the original MO docunent used a
SEC 1 of 01, use MO 01}
Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Number. (For exanple: MO 01 + [LBAOO1| ).
7 Enter DOCI D of document to be cancell ed.
8 Press Enter.
An Order Docunent Batch Ticket appears.
9 Press Enter again.
A bl ank document with a batch ID and the original docunent ID
assigned to it appears.
Per f orm document cancel | ation...
10 Type X in ACTION of the header screen.
11 In the ACCTG PD field, enter accounting period.
12 Press the HOMVE key, type EB (edit batch) in COMWD and press
Enter.
13 Press the HOVE key, type RB (run batch) in COMMND and press
Enter to run the batch.
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Cancel a MO Docunent, conti nued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nmodi fication

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or canceled
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Modi

fy MO Docunent

To modify an MO document, follow the steps below:

Step Action
1 Know t he docunent ID for the docunent you wi sh to nodify.
2 Type Nin ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATID on LINE 00, and type in the Batch Identification
Nunber .
In the BATID field, the transaction and SECL (second field of
the docunent 1 D) codes nust be the same as the origina
docunent. (For exanple: if the original MO docunent used a SEC
1 of 01, use MO 01|
Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Nunber. (For exanple: MO 01 + [LBAOO1| ).
7 Enter DOCI D of docunent to be nodifi ed.
8 Press Enter.
An Order Docunent Batch Ticket appears.
9 Press Enter again.
A bl ank docunent with a batch ID and the original docunent ID
assigned to it appears.
Per f orm document nodification...
10 Type Min ACTION of the header screen.
11 In the ACCTG PD field, enter accounting period.
Type the nodifications on either the header screen or the lines

accordingly.

12 Tab to VENDOR CODE, and enter a valid vendor code.
13 Tab to DOCUVENT TOTAL, and enter in the total anobunt.
14 Press Enter.
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Confirmng
cancel | ati on
or

modi fi cation

ARS FFl S—Spendi ng

Modi fy MO Docunment, continued

Docunent |ine screen appears...

15 In LINE, enter a |line nunber from 001 to 999.

16 In REF REQ enter the transaction code and docurment nunber of
the requisition being referenced.

17 Tab to AMOUNT, and enter |ine anpunt.

18 Tab to I/D, and type | or Din to indicate an increase or

decrease, if there are changing dollar anounts.

To check for errors and process...

19 Press the Hone key.

20 Type EB (edit batch) in COVM\D.

21 Press Enter.

22 Press the HOVE key, type RB (run batch) in COUWND to run the
docunent .

23 Press Enter.

To check and verify that the document that you are modifying or canceling

has been accomplished:

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled
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ML Docunent | ntroduction

Pur pose The Non-Referencing Miscellaneous Order (M1) document is used to:

€ Record obligations prior to the point that goods are received or services
are rendered

NOTE: An M1 document is a clone of the MO document and does not require
referencing of an RQ.

Tabl es updated The M1 document updates the following tables:

€ Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)

€ Budget Execution tables
€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

€ Vendor Cross Referencing Table (VXRF)
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ML Docunent | ntroduction, conti nued

Exampl e M Below is an example of the M1 document header screen.
docunent header
SCreen
COMVND: DD M 1 06/ 16/ 00 13: 27: 00
STATUS: ACCPT BATI D: SEC2:
M SCELLANEQUS ORDER DOCUNENT
MD DATE: ACTI O\ ACCTG PD: 2
VENDOR OCDE: 3 TRANS TYPE: 4 DOC TYPE:
NAME:
ADDRESS: EFFECTI VE DATE:
END DATE:
NEG PYMI DAYS:
CONTACT: NO OF CPTI ONS:
COMVENTS: RESP PERSON
ALT PAYEE: / BUYER:
RCVR REQD: I NV REQD: PURCH METHOD: PRI NT PO
TEXT TYPE: CONF ORDER: I NVI TATION #: 5
ASSOC ORDER CONTRACT #: 6
BFYS: FUND: DOCUMENT TOTAL: 7
REF REQ BLANKET NUVBER
DI SCOUNT % DAYS:
DI SCOUNT % DAYS:
DI SCOUNT % DAYS:
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Required fields
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ML Docunent

| nt roducti on, conti nued

The table below shows required fields for the M1 document header screen.
The fields are numbered in the example screen:

# Field Dat a
1 DOCl D Trans Code | ML (type of docunent)
Secl Code Di vi sion Code (Area) (i.e. 01)
Document # See section on document nunbering
scherne
An exanpl e for miscell aneous
spendi ng:
Spendi ng Type+Locati on Code+FY
+Sequential No
(i.e. TRN 6402 2 001)
An exanple for a contract:
Contract Type+GSA Activity Address
Code+FY+Contract No
(i.e. 53 3K15 2 1400)
2 ACCTG PD Two-digit fiscal nonth and two-digit fiscal
year of the transaction (e.g., 05 02 for
February 2002)
3 VENDOR CCDE Vendor code
4 TRANS TYPE 01
5 I NVI TATI ON # Used as spill over for contract/agreement
numnber
6 CONTRACT # Contract/agreenent nunber (If needed, use
I NVI TATION # field for any characters that do
not fit in this field)
7 DOCUMENT Docunent total
TOTAL




Enter ML
Docunent header
Screen

ML Docunent
header screen
entries

ML Docunent | ntroduction, conti nued

To enter a M1 document header screen, follow the steps outlined below:

Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type M.

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter.
The ML header screen appears. You will see the pronpt at the
bottom of the screen: TYPE BATI DY DOCI D AND PRESS ENTER.

In the header screen .

5 Tab to the next field, and type in the SEC1 code.

6 Tab to the next field, and type in the docunent numnber.

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting peri od.

9 Tab to VENDOR CODE, and type in appropriate vendor code,
derived fromthe Vendor Reference Table (VEND).

10 Tab to TRANS TYPE, and type O1.

11 Tab to COMVENTS, and type in comments for this obligation
docunent (optional).

12 Enter contract nunber in CONTRACT # field.

13 Enter any spill over characters from contract nunmber in
I NVI TATION # field.

14 Tab to DOCUMENT TOTAL, and type in the docurment total (after
calculating the line anounts).

15 Press Enter, and the MO line screen appears.
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ML Docunent | ntroduction, continued

Below is an example of the M1 document line screen.

Exanpl e ML

, COVMVND: DOCI D ML 06/ 16/ 00 13:38: 37
docunent line STATUS: ACCPT BATI D: SEC2: 001- 001 CF 001
Screen 01-

LINE 1 REF REQ-LI NE: BUDGET FYS: 2
FUND: CRG SUB: / COST ORG SUB: /
PGV 3 BOC / SUB: 4 RPTG
JOB NO CLOSED BFYS: CLCSED FUND:
AMOUNT: 5 /D PIF ASSCC ORDER
DESCR 6
02-
LI NE: REF REQ LI NE: BUDGET FYS:
FUND: BUDGET ORG SUB: / COST ORG SUB: /
PGM BOC / SUB: / RPTG
Required fields The table below shows required fields for the M1 document line screen. The

fields are highlighted in the example screen:

# Field Dat a

1 | LINE Different 3-digit nunmber for each line fromO001
to 999

2 | BUDGET FYS Budget fiscal year

3 | PGM Program accounting code derived from ARS source
docunent

4 | BOC/ SUB Budget obj ect code/ Sub object code

5 | AMOUNT Total cost of this line item

6 | DESCR Description of transaction (optional)
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ML Docunent | ntroduction, conti nued

Enter ML Docunent To enter a M1 document line screen, follow the steps below:
line screen
Step Acti on

1 In LINE type in a 3-digit nunber for each line fromO001 to
999.

2 Tab to BUDGET FYS and type in the budget fiscal year.

3 Tab to PGV and type in program accounti ng code derived
from ARS source docurent.

4 Tab to BOC/ SUB, and type in the appropriate budget object
code, derived fromthe Budget Object Code Tabl e (BCCT)
Include Sub BCOC for extranmural agreenents. For exanple,
BOC 2559 requires a Sub BOC.

5 Tab to RPTG and type a valid reporting category (if
applicabl e).

6 Tab to AMOUNT, and type in the total amount for the line.

7 Tab to DESCR, and type in a description for this obligation
line. (optional)

8 Repeat steps 1 — 7 for remaining |ines.

9 Press Home key, and type E in COVVND.

10 Press Enter to edit the docunent.

If there are error nmessages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s SCHED.

11 Press Hone key.

12 If there are no error nmessages at the bottom of the screen,
Press the HOVE key and type R in COMVND.

13 Press Enter to run this docunent.

If there are error messages at the bottom of the screen,
docunent status is REJCT, if no errors the status is ACCPT.
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Batch Modification for ML Docunent

F After processing a document, the appropriate
general ledger accounts are adjusted and the
document remains on SUSF until it is
archived.

To modify or cancel a document that has been processed, create a document
containing the modification information, with the same original document ID.

maintains all documents entered in FFIS for a specified

period of time prior to archiving. It provides an effective

short-term audit trail of all FFIS transaction-based

activity.

- Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

F The SUSF table (Suspense File Table) stores and
B

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Batch Mbodification for ML Document
conti nued

Limts Limits to what can be changed and what cannot be changed using a batch
modification, are described below:

Can Be Changed:

€ The document total

€ Information fields in the header and lines

€ Add accounting lines

€ Increase or decrease the dollar amount on accounting lines

€ Cancel the original transaction, assuming there has been no activity
against the document

Cannot Be Changed:

€ The vendor

€ Accounting information in the detail lines

Exanpl e screen Below is an example of the SUSF table, with the BATCH | D field highlighted.
ACTION. R SCREEN SUSF USERI D FRED DOCUMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:
--BATCH ID---- ----- DOCUVENT | D-- - - - - LAST LAST PROCESS

SEL TRAN SEC1 NUMBER TRAN SEC1 NUMBER STAT APPRV DATE USER DATE

BATCH })ef» i
01-
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Cancel an ML Docunent

Cancel ML To cancel a M1 document, follow the steps below:
Docunent
Step Acti on
1 Know t he docunent ID for the docunent you wi sh to cancel.

2 Type N in ACTION (fromany FFIS table screen).

3 In TABLEID, type SUSF.

4 Press Enter.

Create BATID...

5 Type NEWin FUNCTI ON.

6 Tab to BATID on LINE 00, and type in the Batch ldentification
Nunber .

In the BATID field, the transaction and SECL (second field of
the docunent 1D) codes nust be the same as the original
docurent. (For exanple: if the original ML docunent used a
SEC 1 of 01, use ML 01]

Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Number. (For exanple: ML 01 + [LBAOO1| ).

7 Enter DOCI D of docunment to be cancell ed.

8 Press Enter.

An Order Document Batch Ticket appears.

9 Press Enter again.

A bl ank document with a batch ID and the original docunent ID
assigned to it appears.

Per f or m docunent cancel | ation...

10 Type X in ACTION of the header screen.

11 In the ACCTG PD field, enter accounting period.

12 Press the HOVE key, type EB (edit batch) in COMWND and press
Enter.

13 Press the HOVE key, type RB (run batch) in COMMND and press
Enter to run the docunent.
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Cancel an ML Docunent, conti nued

Confirm ng To check and verify that t