ENTERING AND APPROVING AN ALLOTMENT IN FMMI (BL DOCUMENT)

1.    Use the following menu path(s) to begin the transaction:
A. Funds Management 
B. FM Process
C. Budget Execution and Distribution 
D. Record/Maintain Budget Authority
E. Enter Allotment/Sub-Allotment

[image: ]
2. Click the Process drop down and Click the Transfer option.
3. Type 0 (Plan/actual version) in the Version field.
4. The Document date and Posting date will default.
5. The Fiscal year will default.
6.  Tab down to the Fund field and type in the Fund.  Example: AR0008REIM.
7. The Period will default.
8. Enter Budget Period. Example: 1010.[image: ]
9.  On the line item the -/+ field determines the funds sender (-) and the funds receiver (+) on each budget entry transaction.
10.    In the -/+ field the first line is the sender.  Enter (–) in the field.
11.    Enter the fund center. Example AR0000000.
12.   Enter the general ledger 4590 in the Type field. The type of budget being impacted by the budget entry document.       Budget   type is used to differentiate the major levels of the budget distribution process.
13.    Enter FPDEFAULT in the Funded Program field.
14.    Enter AGDEFAULT in the Functional Area field.
15.    Enter ALLOBJECTS in the Commitment item field.
16.    Enter the Amount in the Amount field.
17.    Enter any pertinent information in the Text field.  Example the shorthand code.
18.    In the -/+ field the second line is the receiver.  Enter (+) in the field.
19.    Enter the fund center of the receiver. Example AR82019200.
20.    Enter the general ledger 4610 in the Type field.
21.    Enter receiver funded program in the Funded Program field. Example AR.RA.8201.01.0999.
22.    Enter AGDEFAULT in the Functional Area field.
23.    Enter ALLOBJECTS in the Commitment item field.
24.    Enter the Amount in the Amount field.
25.    Enter any pertinent information in the Text field.  Example the shorthand code.

[image: ]

 
26.   After all data is entered click the Prepost button.   






The document is Preposted.
[image: ]


TO APPROVE AN ALLOTMENT DOCUMENT
1.  Use the following menu path(s) to begin the transaction:
A. FM Approval.  
B. Budget Execution and Distribution. 
C.	  View and Approve Budget Authority.
D.    Approve Allotment/Sub-Allotment.
2.  	Click the MENU button.
3. Click Edit, than Find and enter Document Year and Document Number and click the Enter Button [image: C:\Users\Cheryl.Kersey\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\0SKPGPL0\MC900432530[1].png].
[image: ]


4.  The document is retrieved. 
[image: ]

5. Click the Display Change button to switch to change mode.
6. Review the line items to adequacy.

[image: ]

7. Click the Post button.
8. Once posted you will receive a message “Document 5500053967 has been created successfully in FM area USDA document year 2011”.
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