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These are the recommended first steps to take before you try to Post a FI Invoice.
Finding the Shorthand Code         
1. After logging into FMMI, go to the Interface Table Maintenance tab.
2. Click on Shorthand Code Table.
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3. Click on the Agency Drop Down Menu – box should be highlighted  - to find the Agency.  (If you know the Agency Number, you can type it in the box and tab to next line (Shorthand Codes) to continue.) **See next screen**
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4.  Click on the green check or you can double click on the agency code.
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5. In the highlighted box next to Shorthand Codes, enter the accounting code for your document.
6. Click the Execute button.
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7.  After hitting the Execute button, you should see a screen like the following two.  
Try to retrieve the information in #8 from the MASC line.
8. You should write down the Period, Fund, Cost Center and WBS (WBS information may or may not be listed). This and the next screen will show examples of captured information.
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Finding the Earmarked Funds Information         
9. Click on Funds Management tab.
10. Click on Evaluation tab.
11. Click on Budget Execution and Distribution.
12. Click on Display Funds Commitment. 
13.  Click on the Document Number drop down box.
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14. In the Document Type field, enter XO.
15. In the Reference box enter the authorization number.
16. Click Start Search button.
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17. The search results should show the document number for the earmarked funds. Write down this number.
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Parking a FI Invoice
1. Click on Accounts Payable tab.
2. Click on Invoice Process tab.
3. Click on Manage Invoice – FI.
4. Click on Enter and Park Invoice.
5. Click on highlighted box.
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6. Enter SSN of traveler in Tax Number 1 field.
7. Click the Start Search button.
[image: image11.png]B G v rwons e | &

Qe - © - %) [B) ] Psern Joroons @)L i - [ & @

‘ddress [&] hitps:fportal frmi.usda. govirfportalf

USDA

Welcame CostManagement  Funds Management  General Ledger Management \nterfa:ll

Enter and Park Invoice | History, Back Forward
KT K
=N~ | Fark Vendor Invoice: Company Code USDA
» Cabowin Payment Rectiest Wenu |} | Save parked documen || Back | x| Cancel | | System | | Tree on || Company Code || Smulate | Mare..)
v S RccouttorWatehoose for e Ned e e (1) sl T o 2]
* Enter and Park Invoice ~ Search Criteria
« Change Invice Category Vendors by Tax nformation
« Doy Bk noe TaxNumber 1 S
 Enter and Park Creci Memo Tax Number 2
» CoMenage Iveice - LIV TaNrmbor 3 N
| myportal Favarites ] | ToxMumberd »
@ There are na items to VAT Realstaton o ¢
display Country e
Name @
Vendor EY
Madmum No.ofHils 500
Start Search
Frax urisdicin code | ssignment g
| Debit = 000 i
1 Nahif i

BEERE]
& [ [ [ |8 (@ mustedsies





8. Select the appropriate vendor (**Remember to use the ES (Employee Salary) record.).
9. Click green check or you can double click on the entry.
10. Click the Enter button.
[image: image12.png]and Pai a K

He Edt vew Fowries Todk teb
- = =

Qe - © - %) [B) ] Psern Joroons @)L i - [ & @

‘ddress [&] hitps:fportal frmi.usda. govirfportalf

USDA — "

CostManagement  Funds Management  General Ledger Management \nterfa:ll

| History, Back Forward

Welcame

Enter and Park Invoice

[ ‘
=N~ | Fark Vendor Invoice: Company Code USDA
Back | Bxt | Cancel | Syster] | | Tree on || Company Code || Simuiae | More..]

» EDown Paymert Reuest Menu |} [ Save parked document
DENTTED = Account or watchoode for the Next Cine erm (1) 5|
~ CManage nvoice - FI
 Enter and Park Invoice > Search Criteria
* Change o vIokEE]
 Display Parked Ivoice: TaxNumber 1 TaxNo.2 Tax Number 3 Tax Number 4 VAT Registration No.  Cty Name 1 Vendor
e asT6  4STERES USCHARLESLRUSH 120007779
» Ciensge Inveice - LIV T Eniry found
| myporta Favorites =
@ There are no items to
display
Debt 700 N =
BEIEEE]
[&] start Search (8 @ Trusted sies





11. Click Invoice receipt date field – enter date.
12. Click Invoice date field – enter date (***The invoice receipt date and invoice date fields should reflect the same date).
13. Click the Reference field – enter the authorization number.
14. Click on Document Type – scroll down to the one you want to use.
15. Enter USD in highlighted box.
16. Hit the Enter key.
17. Click on Amount field – enter total amount of document.
18. Hit the Enter key.
19. Click on the G/L acct field.
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20. Select Menu.
21. Select Edit.
22. Select Acct assignment templates.
23. Select account assignment template.
24. Hit the Enter key.
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25. Select Transaction model.
26. Click on the green check.
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 The below screen will appear.

27.  Click on the GL Transaction/Var drop down menu.
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28.  Select NO from the drop down menu.
29. Click the green check or double click on NO.
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30.  In the TVar field, type OB for each line you are inputting information.
31. Enter the Amount for each line you are inputting information.
32. Enter the Fund for each line you are inputting information.
33. Enter the Budget Period for each line you are inputting information.
34. Enter the BOC for each line you are inputting information.
35. Enter the Cost Center for each line you are inputting information.
36. Enter the WBS Element for each line you are inputting information (if one is provided).
37. Enter the Earmarked Fund for each line you are inputting information.
38. Hit the Append key.
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 A screen will appear with the information you entered.
39. Scroll to the right and enter Period of Performance information.
40. Press Enter key.
[image: image19.png]He B gew Faortes Dok tep | &
Qe - ) - %] [B] D] P Pormones @) L w0 - [ ) &
‘ddress [&] hitps:fportal frmi.usda. govirfportalf

USDA A

Welcame

CostManagement  Funds Management  General Ledger Management \nterfa:ll

Enter and Park Invoice | History, Back Forward

Park Vendor Invoice: Company Code USDA

Wenu] |} [ Save parked dacument | Back | Ext | Gancer | SystemJ | [ Tree on [ Gompany Gode || Simulate || Save as sompieted || Post | Ediing aptons | [More..
Vendor 1200117778 solind | | CHARLES L RUSH
I tecptdate [11/02/2008 1237 SHEPHERD STHW
Invoice date 11/02/2009 Reference 9051000992611 WASHINGTON DC 20011
PostingDate [oz/05/2010
Docurment Type XV (TRVL Relo Vo... B T 999-999-9999 k=]
Amount 98.00 usp I~ Calculate tax
Tax Amount =] Bankaccount 1327864704
Te Bank Number 256074974
Baseline Date NAY FEDERAL CREDIT UNION
Company Code  USDA US Dept of Agriculture Washington, DC @ o
il f
2 Items ( Screen Variant : EnjoyFMMI )
[Elst . GIL acct ShortText  |DIC mount in doc.curr. jegment  |Ptnr Segm. Per. of Perf... |Per. of Perf.
6100002134 OpExPerDie Debit 400 losnarzons (0u22/2009
5100001203 OpEeischcDebit = 000 H
Dest ) H
[ Desit ) i J_,J
B = & <

BEERE]
& [T |8 (@ mustedsies





41. Click the More key.
42. Click the Simulate key.
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Your document should look like the one below.  If there is a yellow caution sign at the bottom, you just hit the Enter key.

43.  Continue to hit the Enter key as long as there is a yellow caution sign and continue hitting the Enter key until the next screen appears.
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Document Overview screen gives you an overview of information you just entered.  

44. Click the Park key.
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The green box at the bottom of the document shows that the document has parked.
45. Write the document number down.
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Posting a FI Invoice          
1.  Click on Accounts Payable tab.

2. Click on Invoice Approval tab.

3. Click on Manage Invoice – FI.

4. Click on Post Invoice.
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5.  Enter the Document Number.
6. Hit the Enter key.
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 View information of accuracy.
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7. Click the More button.
8. Select Post from drop down menu.
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Your document should look like the one below.  If there is a yellow caution sign at the bottom, you just hit the Enter key.

9.  Continue to hit the Enter key as long as there is a yellow caution sign.

Continue hitting the Enter key until the next screen appears.
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Once the following screen appears, your document has posted.
Either print the page or write the document number down for record keeping.
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