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References (Manuals, Bulletins, P&Ps, etc.): 
N/A
Location Action:
1. AO/Financial Tech/Purchasing Agent will need to verify what the correct account is that the charge(s) should be applied to.  If there are not enough funds on the account then they will need to identify another account to apply the charge(s) to.

Business Service Center Action:
1. Pull the parked document list in FMMI by business area and fund center.  (Accounts PayableInvoice ApprovalManage Invoice FIDisplay Parked Invoice)

2. Export the list into Excel and filter so you are only seeing the ZS documents then save the document as “Parked Docs (current date)”.  For example, Parked Docs 3-27-12.

3. Email the list to the appropriate location(s) and have them verify that the accounting information (Fund, Fund Center, WBS, and Budget Period) is correct.

4. Once confirmation is received from location then update the Excel document by listing corrections in red font.  Then email the document to Belencia Lewis and JoAnn Edwards at NFC for processing.

	

