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INTRODUCTION 
 

 

NASA transitioned the Unfunded and Funded Leave Processing and Reporting from the 
Centers to the NSSC in October 2018. This Journal Voucher process was converted to 
Source Entries in August 2021. Monthly accruals are posted via source entries to 
account for Annual Leave, Compensatory Time (CT) and Credit Hours Earned (CRE) by 
employees that have not yet been used. 

 

PURPOSE 
 

 

The purpose is to document the source entry and reporting processes that are 
executed to account for these accruals and demonstrate monitoring and controls. 

 

APPLICABILITY/SCOPE 
 

 

NSSC AR is responsible for the Unfunded and Funded Leave Processes for all NASA 
Centers. The NSSC AR Service Provider Team will be executing calculations, analysis,  
source entries and reporting with monitoring, approval, and oversight by the NSSC AR 
Civil Servant. 

 

PRIVACY INFORMATION 
 

 

All participants involved must ensure protection of all data covered by the Privacy Act. 
 

RECORDS 
 

 

Records shall be maintained in accordance with NPR 1441.1, NASA Records Retention 
Schedules. 

 

CANCELLATION/SUPERSESSION OF PREVIOUS DOCUMENTS 
 

 

This document supersedes NSSDG-9200-0011 Revision 4. 
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PROCESS 1 – SEWP FUNDED LEAVE PROCESS 
 

 

GSFC and HQ have both a funded and unfunded leave process to be executed. The 
Funded Leave process encompasses the leave for employees who charge more than 
50% of their time to the SEWP Working Capital Fund. The Unfunded Leave portion 
includes employees who charge to appropriated funds. The Unfunded Leave Source 
entries will be posted by Center BA (reference Process 5). 

 
This is a monthly process that is normally completed after the last pay period processed 
in the month.  For example, you would consult a payroll calendar and look at the last 
pay period ending date and determine if it was PROCESSED in that same month. The 
pay period ends on a Saturday and is fully processed by Thursday of the following week 
and reports are available by Friday of that week. If this happens within the same month, 
this is the pay period you use to execute your processes. 

 
STEP 1 – Account Maintainer - Identify via BOBJ the population of employees 
charging to SEWP WCF 

 
A. Log into BOBJ via bReady at https://bready.nasa.gov/group/bready/home 

(Note: A variant has been created and saved as GSFC SEWP.  It includes all the 
information and formatting listed below.  Prior to executing the report, update the 
period to the current month by selecting the drop-down menu and selecting the last 
period.  After executing the report, double click on the pay period to select the current 
pay period.) 

B. Select My Systems 
C. Select Information Delivery drop down 
D. Select BW via BOBJ 

 
E. Select Analysis edition for OLAP 
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F. Select ALDS Detail Report 

 
G. Select ALDS Detail Report – FY2010 and Forward and hit “OK” 



NSSC 
Service Delivery Guide 

NSSDG-9200-0011            Version 5.0 
Number 

Effective Date:     January 11, 2022 
Expiration Date:   January 11, 2024 

Page 8 of 130 
Responsible Office: Financial Management Services Division 
SUBJECT: Funded and Unfunded Leave Source Entry Process 

 
 
 
 

H. Enter Business Area of 51 

 
I. Select “View hidden optional prompts” 
J. Select Period/Fiscal Year and enter the current period and year using 

drop down 
K. Click “Validate” and then click “OK” 
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L. Remove “Object Class” from the layout section entitled “Rows”. (Remove by 
dragging icon to the left under the “Data” section). 

   
M. Drag WBS Element to the “Rows” section 

 

N. Double click on the WBS Element icon, click on “Select Everything” to 
deselect 

 
O. Type in the SEWP WBS Code - 991564.01.01 and hit enter on keyboard
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P. Select the WBS Code above by checking the box and clicking okay 

Q. Dra  Emplo ee Name from the “Data” section to the “Rows” section 

 
R. Drag “Document Type” from “Data” to the “Background” section. Select 

XD – Labor Disbursed 

g y
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S. Drag G/L Account from “Data” to “Rows” section 

 
T. Double click on G/L Account and select any GL where the name begins 

with “Reg Sal”. The G/L account will begin with 6100.1xxx. 

 
U. Drag Functional Area from “Data” to “Rows” section. 
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V. The final order of elements in the “Rows” section should be: 
1. Business Area 
2. Fund 
3. WBS Element 
4. Employee Name 
5. G/L Account 
6. Functional Area 

W. Drag “Pay Period YYYY/MM” to the “Background” section. Select the 
pay periods processed during the period 

  
 

Note: If the current pay period is not available, contact AR L3 or the Payroll Process 
Champion for more details. 

 
X. In the Key Figures column across the top, drag the “Labor Hours Incl 

Leave” column to the left in the first position. 

 
Y. Export spreadsheet to excel. 

1. Select the Export data to Excel Icon on the top left toolbar. 
2. The “Export to XLSX” box will appear – click OK. 
3. Click Open 
4. Delete all columns to the right of “Labor Hours Incl Leave” 
5. Save to the shared drive: N:\FM Division\Accounts 

Payable_Accounts Receivable\Accounts 
Receivable\Debt 
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Management\Funded_Unfunded Leave\FYxx\GSFC\XX – Current 
Month. Name the file “GSFC Funded Leave Current Month Year”. 

6. Label the first tab of the spreadsheet “BOBJ”, and 
delete the second tab.

7. Add a Customer Left Header stating “GSFC Funded 
Leave – BOBJ, Current Month and Year”. 

8. Change the layout of the report to landscape. 
Z. Calculate the percentage of hours each employee charged to SEWP 

in the column to the right of “Labor Hours Incl Leave”.
Note: There are 80 hours per pay period. Therefore, if you have two pay 
periods in the period, you will see 160 hours which will represent 100%. 
Anything less than 100% can be derived by dividing the leave hours for that 
employee by 160. For example, if an employee only had 70 hours charged to 
this WBS, divide 70 by 160 (43.75%).

 
STEP 2 – Account Maintainer - Run the Unfunded Leave Report from OBIEE (Oracle 
Business Intelligence Enterprise Edition) 

A. Log into OBIEE (https://dmartportal.ibc.doi.gov/DMARTPORTAL/) 
1. Click on OBIEE Login. 
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2. Enter Username and Password. 
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3. Click Continue to OBIEE. 

  
B. Run Unfunded Leave Report.

1. Select NASA Combined History Dashboards. 

2. Select Business Area 51 as the Bureau. 
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3. Enter last Pay Period that was fully processed in the month. Pay Periods 
are entered as 20YYPP (i.e., 201816) 

 
4. Click Apply to execute the reports. 
5. Once the reports have been executed, export Unfunded Leave Summary 

report into an excel spreadsheet. 
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6. Click Export  Excel  Excel 2007+ 

7. Click Open 

 
8. Add a tab to the GSFC Funded Leave Spreadsheet and label it “GSFC 

Total.” 
9. Change the Orientation to Landscape. 
10. Add a Custom Left Header stating “GSFC Unfunded Leave – OBIEE, 

current month and year”. 
11. Copy the exported information into the GSFC Total Tab.
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12. Export Unfunded Leave Summary report for Comp Time into an excel 
spreadsheet. 

13. Click Export  Excel  Excel 2007+ 

14. Click Open. 

 
15. Copy Comp Time Summary information and paste into GSFC Total tab of 

the GSFC Funded leave report. 

 
(Note: If the summary report does not execute in OBIEE, the detail report will 
need to be exported and totaled to obtain the amount for the summary.  See 
Step 2, B, 17 for instructions to execute the detail report.)

16. Add the balances together for A/L W RSTR DOLLARS, CR DOLLARS, 
and CT DOLLARS. 

Note: Due to rounding issues, make sure that the totals are correct. 
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17. Click Analyze in the Unfunded Leave Balances. 

 
18. Click on Criteria Tab. 
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19. Select button next to SSN and delete column from layout. 

20. Click Results to see the report. 

 
21. Export to Excel by selecting Export  Excel  Excel 2007+ 

 
22. Select Open. 
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23. Copy and move tab to GSFC Funded Leave Spreadsheet. 

 
24. Rename the tab to GSFC Funded. 
25. Change the Orientation to Landscape. 
26. Add a Custom Left Header stating “GSFC Funded Leave – OBIEE, current 

month and year”. 
C. Filter the OBIEE report to select only the employee names with more than 

50% of their time charged to SEWP determined by the BOBJ report in STEP 
D. Include the Org value in the filtered report. 
E. Save these names and totals in another new tab using the BOBJ excel report. 

Rename the tab “GSFC Funded” 

y
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F. Highlight the data in the cells and click on “Data” and then “Subtotal” in Excel. 
G. Select “Org” for the field called “At each change in:” 
H. Check the box next to “A/L W RSTR DOLLARS” in the field called “Add 

subtotal to:” 
I. Click OK 

 
 

J. This will be the final report to show the amounts by “Org” used to record the 
Funded Leave Source Entry. 
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K. Going back to the “Total GSFC” tab, subtract the Funded Leave total from the 
overall GSFC total. This will be the amount to record the Unfunded Leave 
Source Entry (reference Process 4 for Unfunded Leave). 
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STEP 3 – Account Maintainer - Check Available Budget for Funded Leave Source 
Entry 

 
A. Check available budget to post the Funded Leave Source Entry. 

Note: The Funded Leave Source Entry posts to accounts that consume budget. 
Therefore, it is very important to check to see if there is enough budget on the 
SEWP Fund Labor line of budget. 

B. Log into SAP and enter T-Code: ZFI_Budget
C. Enter the current SEWP Fund being used in the value field: e.g., SEWX02018R 

Note: Working capital fund budget for one year is consumed prior to using the 
new year’s fund. You will need to monitor the budget and validate with GSFC 
Budget POC when it is time to use the next year’s working capital fund (e.g., 
switching from SEWX02018R to SEWX02019R). It does not always switch when 
the new fiscal year changes. 
Note: Don’t include the fund because it could change from year to year. 

D. Enter 51 in the Funds Center value field 
E. Enter 991564 in the Funded Program value field and click Execute 

 
 

F. Determine if there is enough budget available by viewing the “Labor Budget” line 
and the “Available Budget” column. 
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G. The amount of available budget MUST be more than the amount of the Funded 
Leave total in the Excel report to move forward with Source Entry. 

H. Take a screenshot (snip) of the Available Budget and insert into a new tab on the 
GSFC Funded/Unfunded Leave Spreadsheet. Rename tab “SAP Budget” 

1. Change the Orientation to Landscape. 
2. Adjust Margins to fit on one page. 
3. Add a Custom Left Header stating “GSFC Funded Leave – Budget 

Screen, current month and year”. 
I. Send an email to the GSFC Labor Budget Analyst with the GSFC Excel 

Spreadsheet attached and receive confirmation of concurrence with the SEWP 
employee listing and validation of budget. 

1. Sufficient Labor Budget – send GSFC Budget Analyst email using 
template in Appendix C 

2. Insufficient Labor Budget – send GSFC Budget Analyst email using 
template in Appendix B 

J. Once GSFC Budget Analyst concurs, the Source Entry can be parked and posted. 
 

STEP 4 – Account Maintainer – Run GR55 Report 
 

A. Run SAP GR55 Report with Account group ZAFC – execute 

B. Enter the following fields: 
1. Fiscal Year 
2. Company Code (NASA) 
3. Period 
4. Account number value: 2210.0000 
5. Business area value: 51 
6. Application of funds value: 80X4546 (this is the SEWP AOF) 
7. Execute 
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C. Once the report has been executed, highlight current year SEWP fund. 

 
D. Take a snip of the report results and save on a separate tab for the GSFC 

Funded Leave Spreadsheet and rename the tab “GR55”. 
1. Change the Orientation to Landscape. 
2. Adjust Margins to fit on one page. 
3. Add a Custom Left Header stating “GSFC Funded Leave – GR55, current 

month and year”. 
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STEP 5 – Account Maintainer - Park Funded Leave Source Entry 
 

A. Park a Source Entry for Funded Leave using the following attributes: 
1. Reference is the GSFC SEWP Funded Leave. 
2. Doc Header Text: GSFC SEWP Funded Leave 
3. Document Type - SY 
4. Debit SGL Account 6100.1111 (Reg Salary) – Enter the following 

a) Amount 
b) Text – GSFC SEWP Funded Leave FY20YY PXX 
c) Business Area - 51 
d) Cost Center – The cost center is 51 + the org data from the Datamart 

report. 
e) Order – FC000000 
f) WBS - 991564.01.01 
g) Funds Center – 51 
h) Fund – SEWX020XXR (SEWP Fund currently available – approved by 

center (see BOBJ report for fund where the employees charged their time)) 
5. Credit SGL Account 2210.0000 (Accrued Payroll Leave) 

a) Amount 
b) Text - GSFC SEWP Funded Leave FY20YY PXX 
c) Business Area - 51 
d) Funds Center – 51 
e) Fund – SEWX020XXR (SEWP Fund currently available – approved by 

center (see BOBJ report for fund where the employees charged their time)) 
B. Pull the parked documents in SAP using SQ01. 
C. Run the “Step1_Create Source Entry” macro for the document. 
D. The description needs to be manually entered in “Explanation” field on 

the template form itself: GSFC Funded Leave for FY20YY PXX. 
E. Include the BOBJ Report, Funded Leave Excel report, GR55 

screenshot, and available budget screenshot  as the entry backup. 
F. Create a Service Now Case/Task for the entry  

 
 

Note: Each month OCFO DAB will request copies of the Funded Leave entries via 
email. Email the Funded Leave entries monthly. 
 

STEP 6 – AR L3 CS – Review and Post Source Entry 
A. Review attached Source Entry template and supporting documentation in the Service    
     Now task.   

1. If correct, sign and save document to your computer.  If corrections are needed 
return task to L2. 
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Note: Supporting documentation should include the OBIEE report totals, GR55 
“Before” balance and the computation showing the amount of the entry. 

2. Access SAP T-code FV50 

 
3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the fiscal 

year then select “continue” 

B. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the same, 

update the posting date of the Source Entry to prevent a FBWT difference. 
3. Review all other fields and validate information is the same in SAP as it is on the 

Source Entry template. 
4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP by 
selecting the attachment icon.  Another menu will appear.  Select the paper 
clip icon. If corrections are needed, return task to L2. 

 
6. Select “New” 

 
7. Select “Create Attachment” 
8. Select saved “signed” Source Entry template with supporting documentation and 

select open.  Once attachment appears, select green checkmark. 
9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 

“Post” Icon. 
 

 

C. Attach signed Source Entry template with supporting documentation to the Service Now 
task and return to L2. 
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STEP 7 – Account Maintainer – Validate ending balance. 

A. Run GR55 report again (see Step 4 for parameters). 
B. Once the report has been executed, verify that the total in SAP matches 

the amount on the GSFC Funded Leave tab of the backup 
documentation.   

C. If the totals do not match, research, and make the necessary corrections. 
D. Keep Service Now case/record open until reversals are completed in the 

following month. 
 
STEP 8 – Account Maintainer - Reverse the accrual document during first three 
business days of following month. 

 
A. Log into SAP and enter T-code FB08 
B. In the document Number field type in the original document number for the 

accrual Source Entry posted. 
 

C. Enter the Reversal Reason Code “02” 

 
D. Enter current date in Posting Date. 

 
E. Click “Display Before Reversal” to validate the correct document is being 

reversed. 

 
F. Click Post. 

 
 

G. Run the GR55 report again to show that the entry has been reversed. 
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H. Take a snip of the screen and attach to the SNOW task. 
I. Route task to AR L2 Supervisor for validation of reversal. 

 
STEP 9 – AR L2 Supervisor – Review reversal and route to AR L3 for final validation.  

STEP 10 - CS Accountant – Review Reversal to ensure timely completion with code 
02.  
 
STEP 11 – Account Maintainer – Resolve task when returned from AR L3. 
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PROCESS 2 – HQ SEWP FUNDED LEAVE PROCESS 
 

 

HQ has both a funded and unfunded leave process to be executed. The Funded Leave 
process encompasses the leave for employees who charge more than 50% of their time 
to the SEWP Working Capital Fund. The Unfunded Leave portion includes employees 
who charge to appropriated funds. The Unfunded Leave Source entries will be posted 
by Center BA (reference Process 5). 

 
This is a monthly process that is normally completed after the last pay period processed 
in the month.  For example, you would consult a payroll calendar and look at the last 
pay period ending date and determine if it was PROCESSED in that same month. The 
pay period ends on a Saturday and is fully processed by Thursday of the following week 
and reports are available by Friday of that week. If this happens within the same month, 
this is the pay period you use to execute your processes. 

 
STEP 1 – Account Maintainer - Identify via BOBJ the population of employees 
charging to SEWP WCF 

 
A. Log into BOBJ via bReady at https://bready.nasa.gov/group/bready/home 

(Note: A variant has been created and saved as HQ SEWP.  It includes all the 
information and formatting listed below.  Prior to executing the report, update the 
period to the current month by selecting the drop-down menu and selecting the last 
pay period.  After executing the report, double click on the pay period to select the 
current pay period.) 

B. Select My Systems 
C. Select Information Delivery drop down 
D. Select BW via BOBJ 

 
E. Select Analysis edition for OLAP 
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F. Select ALDS Detail Report 

 
G. Select ALDS Detail Report – FY2010 and Forward and hit “OK” 
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H. Enter Business Area of 10 

 
I. Select “View hidden optional prompts” 
J. Select Period/Fiscal Year and enter the current period and year using 

drop down 
K. Click “Validate” and then click “OK” 
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L. Remove “Object Class” from the layout section entitled “Rows”. (Remove by 
dragging icon to the left under the “Data” section). 

   
M. Drag WBS Element to the “Rows” section 

 

N. Double click on the WBS Element icon, click on “Select Everything” to 
deselect 

 
O. Type in the SEWP WBS Code - 991564.01.04 and hit enter on keyboard

P. Select the WBS Code above by checking the box and clicking okay 
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Q. Drag Employee Name from the “Data” section to the “Rows” section 

 
R. Drag “Document Type” from “Data” to the “Background” section. Select 

XD – Labor Disbursed 
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S. Drag G/L Account from “Data” to “Rows” section 

 
T. Double click on G/L Account and select any GL where the name begins 

with “Reg Sal”. The G/L account will begin with 6100.1xxx. 

 
U. Drag Functional Area from “Data” to “Rows” section. 
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V. The final order of elements in the “Rows” section should be: 
1. Business Area 
2. Fund 
3. WBS Element 
4. Employee Name 
5. G/L Account 
6. Functional Area 

W. Drag “Pay Period YYYY/MM” to the “Background” section. Select the 
pay periods processed during the period 

  
 

Note: If the current pay period is not available, contact AR L3 or the Payroll Process 
Champion for more details. 

 
X. In the Key Figures column across the top, drag the “Labor Hours Incl 

Leave” column to the left in the first position. 

 
Y. Export spreadsheet to excel. 

1. Select the Export data to Excel Icon on the top left toolbar. 
2. The “Export to XLSX” box will appear – click OK. 
3. Click Open 
4. Delete all columns to the right of “Labor Hours Incl Leave” 
5. Save to the shared drive: N:\FM Division\Accounts 

Payable_Accounts Receivable\Accounts 
Receivable\Debt 
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Management\Funded_Unfunded Leave\FYxx\HQ\SEWP\XX – 
Current Month. Name the file “HQ Funded Leave Current Month 
Year”. 

6. Label the first tab of the spreadsheet “BOBJ”, and 
delete the second tab. 

7. Add a Customer Left Header stating, “HQ Funded 
Leave – BOBJ, Current Month and Year”. 

8. Change the layout of the report to landscape. 
Z. Calculate the percentage of hours each employee charged to SEWP 

in the column to the right of “Labor Hours Incl Leave”. 
Note: There are 80 hours per pay period. Therefore, if you have two pay 
periods in the period, you will see 160 hours which will represent 100%. 
Anything less than 100% can be derived by dividing the leave hours for that 
employee by 160. For example, if an employee only had 70 hours charged to 
this WBS, divide 70 by 160 (43.75%). 

 
STEP 2 – Account Maintainer - Run the Unfunded Leave Report from OBIEE (Oracle 
Business Intelligence Enterprise Edition) 

A. Log into OBIEE (https://dmartportal.ibc.doi.gov/DMARTPORTAL/) 
1. Click on OBIEE Login. 
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2. Enter Username and Password. 
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3. Click Continue to OBIEE. 

  
B. Run Unfunded Leave Report.

1. Select NASA Combined History Dashboards. 

2. Select Business Area 10 as the Bureau. 
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3. Enter last Pay Period that was fully processed in the month. Pay Periods 
are entered as 20YYPP (i.e., 201816) 

4. Click Apply to execute the reports.
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5. Click Analyze in the Unfunded Leave Balances. 

 
6. Click on Criteria Tab. 
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7. Select button next to SSN and delete column from layout. 

8. Click Results to see the report. 

 
9. Export to Excel by selecting Export  Excel  Excel 2007+ 

 
10. Select Open. 
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11. Copy and move tab to HQ Funded Leave Spreadsheet. 

 
12. Rename the tab to HQ Funded. 
13. Change the Orientation to Landscape. 
14. Add a Custom Left Header stating, “HQ Funded Leave – OBIEE, current 

month and year”. 
C. Filter the OBIEE report to select only the employee names with more than 

50% of their time charged to SEWP determined by the BOBJ report in STEP 
D. Include the Org value in the filtered report. 
E. Save these names and totals in another new tab using the BOBJ excel report.  



NSSC 
Service Delivery Guide 

NSSDG-9200-0011            Version 5.0 
Number 

Effective Date:     January 11, 2022 
Expiration Date:   January 11, 2024 

Page 47 of 130 
Responsible Office: Financial Management Services Division 
SUBJECT: Funded and Unfunded Leave Source Entry Process 

 
 
 
 

F. Highlight the data in the cells and click on “Data” and then “Subtotal” in Excel. 
G. Select “Org” for the field called “At each change in:” 
H. Check the box next to “A/L W RSTR DOLLARS” in the field called “Add 

subtotal to:” 
I. Click OK 

 
 

J. This will be the final report to show the amounts by “Org” used to record the 
Funded Leave Source Entry. 
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STEP 3 – Account Maintainer - Check Available Budget for Funded Leave Source 
Entry 

 
K. Check available budget to post the Funded Leave Source Entry. 

Note: The Funded Leave Source Entry posts to accounts that consume budget. 
Therefore, it is very important to check to see if there is enough budget on the 
SEWP Fund Labor line of budget. 

L. Log into SAP and enter T-Code: ZFI_Budget
M. Enter the current SEWP Fund being used in the value field: e.g., SEWX02018R 

Note: Working capital fund budget for one year is consumed prior to using the 
new year’s fund. You will need to monitor the budget and validate with SEWP 
Budget POC when it is time to use the next year’s working capital fund (e.g., 
switching from SEWX02018R to SEWX02019R). It does not always switch when 
the new fiscal year changes. 
Note: Don’t include the fund because it could change from year to year. 

N. Enter 10 in the Funds Center value field 
O. Enter 991564 in the Funded Program value field and click Execute 

 
 

P. Determine if there is enough budget available by viewing the “Labor Budget” line 
and the “Available Budget” column. 
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Q. The amount of available budget MUST be more than the amount of the Funded 
Leave total in the Excel report to move forward with Source Entry. 

R. Take a screenshot (snip) of the Available Budget and insert into a new tab on the 
HQ Funded Leave Spreadsheet. Rename tab “SAP Budget” 

1. Change the Orientation to Landscape. 
2. Adjust Margins to fit on one page. 
3. Add a Custom Left Header stating, “HQ Funded Leave – Budget 

Screen, current month and year”. 
S. Send an email to the SEWP Labor Budget Analyst with the HQ Excel 

Spreadsheet attached and receive confirmation of concurrence with the SEWP 
employee listing and validation of budget. 

1. Sufficient Labor Budget – send SEWP Budget Analyst email 
using template in Appendix C 

2. Insufficient Labor Budget – send SEWP Budget Analyst email 
using template in Appendix B 

T. Once SEWP Budget Analyst concurs, the Source Entry can be parked and posted. 
 

STEP 4 – Account Maintainer – Run GR55 Report 
 

A. Run SAP GR55 Report with Account group ZAFC – execute 

B. Enter the following fields: 
1. Fiscal Year 
2. Company Code (NASA) 
3. Period 
4. Account number value: 2210.0000 
5. Business area value: 10 
6. Application of funds value: 80X4546 (this is the SEWP AOF) 
7. Execute 
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C. Once the report has been executed, highlight current year SEWP fund. 

 
D. Take a snip of the report results and save on a separate tab for the HQ 

Funded Leave Spreadsheet and rename the tab “GR55”. 
1. Change the Orientation to Landscape. 
2. Adjust Margins to fit on one page. 
3. Add a Custom Left Header stating, “HQ Funded Leave – GR55, current 

month and year”. 
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STEP 5 – Account Maintainer - Park Funded Leave Source Entry 
 

A. Park a Source Entry for Funded Leave using the following attributes: 
1. Reference is the HQ SEWP Funded Leave. 
2. Doc Header Text: HQ SEWP Funded Leave 
3. Document Type - SY 
4. Debit SGL Account 6100.1111 (Reg Salary) 

a) Amount 
b) Text – HQ SEWP Funded Leave FY20YY PXX 
c) Business Area - 10 
d) Cost Center – The cost center is 10 + the org data from the Datamart report 
e) Order – FC000000 
f) WBS – 991564.01.04 
g) Fund Center – 10 
h) Fund - SEWX020XXR (SEWP fund currently available – approved by 

Center (see BOBJ report for fund where the employees charged their time))  
5. Credit SGL Account 2210.0000 (Accrued Payroll Leave) 

a) Amount 
b) Text – HQ SEWP Funded Leave FY20YY PXX 
c) Business Area – 10 
d) Funds Center – 10 
e) Fund - SEWX020XXR (SEWP fund currently available – approved by 

Center (see BOBJ report for fund where the employees charged their time)) 
B. Pull the parked documents in SAP using SQ01. 
C. Run the “Step1_Create Source Entry” macro for the document. 
D. The description needs to be manually entered in “Explanation” field on 

the template form itself: HQ Funded Leave for FY20YY PXX. 
E. Include the BOBJ report, Funded Leave Excel report, GR55 screenshot, 

and available budget screenshot as the entry backup. 
F. Create a Service Now Case/Task for the entry  

 
 

Note: Each month OCFO DAB will request copies of the Funded Leave entries via 
email. Email the Funded Leave entries monthly. 
 

STEP 6 – AR L3 CS – Review and Post Source Entry 
A. Review attached Source Entry template and supporting documentation in the Service    
     Now task.   

1. If correct, sign and save document to your computer.  If corrections are needed 
return task to L2. 

Note: Supporting documentation should include the OBIEE report totals, GR55 
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“Before” balance and the computation showing the amount of the entry. 

2. Access SAP T-code FV50 

 
3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the fiscal 

year then select “continue” 

D. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the same, 

update the posting date of the Source Entry to prevent a FBWT difference. 
3. Review all other fields and validate information is the same in SAP as it is on the 

Source Entry template. 
4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP by 
selecting the attachment icon.  Another menu will appear.  Select the paper 
clip icon. If corrections are needed, return task to L2. 

 
6. Select “New” 

 
7. Select “Create Attachment” 
8. Select saved “signed” Source Entry template with supporting documentation and 

select open.  Once attachment appears, select green checkmark. 
9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 

“Post” Icon. 
 

 

E. Attach signed Source Entry template with supporting documentation to the Service Now 
task and return to L2. 
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STEP 7 – Account Maintainer – Validate ending balance. 

A. Run GR55 report again (see Step 4 for parameters). 
B. Once the report has been executed, verify that the total in SAP matches 

the amount on the HQ Funded Leave tab of the backup documentation.   
C. If the totals do not match, research, and make the necessary corrections. 
D. Keep Service Now case/record open until reversals are completed in the 

following month. 
 
STEP 8 – Account Maintainer - Reverse the accrual document during first three 
business days of following month. 

 
A. Log into SAP and enter T-code FB08 
B. In the document Number field type in the original document number for the 

accrual Source Entry posted. 
 

C. Enter the Reversal Reason Code “02” 

 
D. Enter current date in Posting Date. 

 
E. Click “Display Before Reversal” to validate the correct document is being 

reversed. 

F. Click Post. 
 
 

G. Run the GR55 report again to show that the entry has been reversed. 
H. Take a snip of the screen and attach to the SNOW task. 
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I. Route task to AR L2 Supervisor for validation of reversal. 
 

STEP 9 – AR L2 Supervisor – Review reversal and route to AR L3 for final validation.  

STEP 10 - CS Accountant – Review Reversal to ensure timely completion with code 
02 and route the task back to AR L2 for resolution  
 
STEP 11 – Account Maintainer – Resolve task when returned from AR L3. 
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PROCESS 3 – HEADQUARTERS FUNDED LEAVE PROCESS 
 

 
 

Headquarters requires both an Unfunded Source Entry and Funded Leave Source 
Entry process to be executed. The Funded Leave process contains leave charged to 
the NSSC Working Capital Fund and the NCCIPS Working Capital Fund. The Unfunded 
Leave process is for leave charged to Appropriated Funding. The Unfunded Leave  
Source Entries will be posted according to procedures in Process 5. Funded Leave is 
identified according to the procedures below and is parsed out from the Unfunded 
Leave portion. 

 
This is a monthly process that is normally completed after the last pay period processed 
in the month.  For example, you would consult a payroll calendar and look at the last 
pay period ending date and determine if it was PROCESSED in that same month. The 
pay period ends on a Saturday and is fully processed by Thursday of the following week 
and reports are available by Friday of that week. If this happens within the same month, 
this is the pay period you use to execute your processes. 

 
 
 

STEP 1 – Account Maintainer - Run the Unfunded Leave Report in OBIEE for 
Headquarters and separate data by Organization (Org). 

A. Log into the OBIEE system Select NASA Combined History Dashboard. 
B. Select BA 10 
C. Enter last Pay Period that was fully processed in the month. Pay Periods are 

entered as 20YYPP (i.e. 201816). 
D. Enter “X” in the Org Filter. 

 



NSSC 
Service Delivery Guide 

NSSDG-9200-0011            Version 5.0 
Number 

Effective Date:     January 11, 2022 
Expiration Date:   January 11, 2024 

Page 58 of 130 
Responsible Office: Financial Management Services Division 
SUBJECT: Funded and Unfunded Leave Source Entry Process 

 
 
 
 

E. Click Apply. 
F. Once the reports have been executed, export Unfunded Leave Summary 

report into an excel spreadsheet. 
G. Click Export  Excel  Excel 2007+. 
H. Click Open. 

 
I. Add a tab to the NSSC Funded Leave spreadsheet and label it “NSSC 

Total”. 
J. Change the Orientation to Landscape. 
K. Add a Custom Left Header stating “NSSC Total Funded Leave – OBIEE, 

current month and year”. 
L. Copy the exported information into the NSSC Total Tab. 
M. Export Unfunded Leave Summary report for Comp Time into an excel 

spreadsheet. 
N. Click Export  Excel  Excel 2007+. 
O. Click Open. 

 
P. Copy Comp Time Summary information and paste into NSSC Total tab of 

the NSSC Funded leave report. 

 
Note: If the summary report does not execute in OBIEE, the detail report 
will need to be exported and totaled in order to obtain the amount for the 
summary. 

Q. Add the balances together for A/L W RSTR DOLLARS, CR DOLLARS, and 
CT DOLLARS. 
Note: Due to rounding issues, make sure that the totals are correct. 

R. Click Analyze in the Unfunded Leave Balances. 
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S. Click on Criteria Tab. 

T. Select button next to SSN and delete column from layout. 

 
U. Click Results to see the report. 

 
V. Export to Excel by selecting Export  Excel  Excel 2007+ 

 
W. Select Open. 

 

X. Save Spreadsheet as “NSSC Funded Leave” in N:\FM Division\Accounts 
Payable_Accounts Receivable\Accounts Receivable\Debt 
Management\Funded_Unfunded Leave\FY20XX\HQ\XX – Current Month\NSSC. 
1. Change the orientation to Landscape. 
2. Add a Custom Left Header stating “NSSC Total Funded Leave – OBIEE, 
Current month and year”.
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Y. Click Analyze in the Unfunded Leave Balances – Comp Time (if any) 

 
Z. Click on Criteria Tab. 

 
AA. Select button next to SSN and delete column from layout. 

 
BB. Click Results to see the report. 

 
CC. Export to Excel by selecting Export à Excel à Excel 2007+ 

 
DD. Select Open. 
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EE. Copy and paste on a tab in the NSSC Funded Leave spreadsheet and label the
tab NSSC Total 
1. Change the orientation to Landscape. 
2. Add a Customer Left Header stating “NSSC Funded Leave – OBIEE, 
Current Month and Year.” 

 
Note: Not all employees will have Comp Time. Line up the actual comp time 
with the employee’s name on the first leave report. 

 
FF.Create subtotal for Dollars by Org. 

1. Click on Data. 

 
2. Click on Subtotal. 

 
3. Select Org for ‘At each Change in:’ and Sum in ‘Use Function’. 
4. Check Add subtotal to: A/L W RSTR DOLLARS, CR DOLLARS, and CT 

DOLLARS. 
5. Check Replace current subtotals and Summary below data. 
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6. Click Ok.
GG. Remove the NCCIPS employees from the Organization X data according to 

the detailed organization to which they belong (e.g., XF020), add a tab to the 
NSSC Funded Leave spreadsheet and label it NCCIPS Funded Leave. 

1. Change the orientation to Landscape. 
2. Add a Custom Left Header stating “NCCIPS Funded Leave – OBIEE, 

Current Month and Year.” 
HH. Copy the information on a separate spreadsheet as “NCCIPS Funded Leave” 

in N:\FM Division\Accounts Payable_Accounts Receivable\Accounts 
Receivable\Debt Management\Funded_Unfunded Leave\FY20XX\HQ\XX – 
Current Month\NCCIPS. 

II. In NSSC Funded Leave spreadsheet, click on the second function of the 
subtotals and hide blank columns. 

JJ. Add a new column labeled Total. 
KK. Add the dollars for each org. This provides the breakdown for each cost center. 
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LL. Repeat this for the NCCIPS tab. 
 
 

STEP 2 – Account Maintainer - Check budget in SAP for the NSSC Working Capital 
Fund

A. Log into SAP – Tcode ZFI_Budget_CI 
B. Enter Periods 1 – 16 
C. Enter the Funded Program Value of 384161 
D. Enter the current year fund for NSSC Working Capital (see GR55 report for current 

year fund).
E. Once the report shows up, filter on the Funds Center of 10-HQ.  
F. Determine if there is enough budget to cover the amount of Org X less the 

NCCIPS amount 
G. Capture in a screen shot using the view with the Fund displayed and save to a 

tab on the NSSC Funded Leave Spreadsheet.
1. Label the tab Budget Screen Shot. 
2. Change the orientation to Landscape. 
3. Update the margins to fit to one page. 
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4. Add a Custom Left Header stating “NSSC Funded Leave – Budget Screen, 
Current Month and Year.” 

 
H. If there is insufficient budget, send an email to NSSC BAD POC with the amount 

of your proposed entry and let them know there is not enough budget. 
 

 

STEP 3 – Account Maintainer - Check the budget in SAP for NCCIPS Working Capital 
Fund 

A. Log into SAP – Tcode ZFI_Budget_CI 
B. Enter Periods 1 – 16 
C. Enter the Funded Program Value of 350359 
D. Enter the current year fund for NCCIPS Working Capital Fund (see the GR55 report 

for the current year fund) 
E. Once the report shows up, filter on Funds Center of 10-HQ  
F. Determine if there is enough budget to cover the amount of the NCCIPS 

amount 
G. Capture in a screen shot using the view with the Fund displayed and save to the 

NCCIPS Funded leave spreadsheet. 
1. Label the tab Budget Screen Shot. 
2. Change the orientation to Landscape. 
3. Update the margins to fit to one page. 
4. Add a Custom Left Header stating “NCCIPS Funded Leave – Budget Screen, 
Current Month and Year.” 

H. If there is insufficient budget, send an email to NSSC BAD POC with the amount 
of your proposed entry and let them know there is not enough budget. They will 
provide guidance. 
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STEP 4 – Account Maintainer – Run GR55 Report 
A. Run SAP GR55 Report with Account group ZAFC – Execute. 

B. Enter the following fields: 
1. Fiscal Year
2. Company Code (NASA)
3. Period 
4. Account number value: 2210.0000 
5. Business area value: 10 
6. Application of Funds value; 80X4546 
7. Execute

 



NSSC 
Service Delivery Guide 

NSSDG-9200-0011            Version 5.0 
Number 

Effective Date:     January 11, 2022 
Expiration Date:   January 11, 2024 

Page 67 of 130 
Responsible Office: Financial Management Services Division 
SUBJECT: Funded and Unfunded Leave Source Entry Process 

 
 
 
 

8. For NSSC Funded leave, click on current year NSSC fund and take a snip it 
of the screen. 

9. Save it to a separate tab on the NSSC Funded Leave spreadsheet. 
a) Label the tab “GR55”. 
b) Change the orientation to Landscape. 
c) Adjust the margins to fit to one page. 
d) Add a Custom Left Header stating “NSSC Funded Leave – GR55, current 

month and year.” 
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10. For NCCIPS funded leave, click on the current year NCCIPS fund and take a 
snip it of the screen. 

 
11. Save it to a separate tab on the NCCIPS Funded Leave spreadsheet. 

a) Label the tab “GR55”. 
b) Change the orientation to Landscape. 
c) Adjust the margins to fit to one page. 
d) Add a Custom Left Header stating “NCCIPS Funded Leave – GR55, 

current month and year.” 
 

STEP 5 – Account Maintainer - Email the NSSC BAD POCs to request validation of 
employees charging to NCCIPS Working Capital Fund (see Appendix D) 
A. Provide list of NCCIPS employees from previous month, include the dollar amount per 
fund to be posted (see NSSC Funded Leave Tab and NCCIPS Funded Leave Tab for totals) 
and request validation 

 
STEP 6 - Account Maintainer - Park the Funded Leave Source Entry for NSSC 
Working Capital Fund 

A. Enter the following criteria: 
1. Reference is WCF Funded Leave 
2. Document Type – SY 
3. GL Accounts 

a) Debit 6100.1111 
1) Amount – Debit lines are broken out by cost center. 
2) Text – WCF Funded Leave FY20YY PXX 
3) Business Area – 10 
4) Cost Center – 10 + org date from Datamart report 
5) WBS – 384161.06.01.01 
6) Fund Center – 10 
7) Fund – NSCX020XXR (current Fund (see GR55 report) being used 

per BAD guidance – this will change as the budget is consumed)) 
b) Credit 2210.0000 

1) Amount – NSSC Funded Leave less NCCIPS Funded Leave 
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2) Text – NCCIPS Funded Leave FY20YY PXX 
3) Business Area – 10 
4) Fund Center – 10 
5) Fund – NSCX020XXR (current Fund (see GR55 report) being used 

per BAD guidance – this will change as the budget is consumer)) 
B. Pull the parked documents in SAP using SQ01. 
C. Run the “Step1_Create Source Entry” macro for the document. 
D. The description needs to be manually entered in “Explanation” field on the template 

form itself: WCF Funded Leave for FY20YY PXX. 
E. Include the Funded Leave Excel report and available budget screenshot as the entry 

backup. 
F. Create a Service Now Case/Task for the entry and route task to AR L3 for review and 

posting. 
 

STEP 7 – AR L3 CS – Review and Post Source Entry 
A. Review attached Source Entry template and supporting documentation in the Service    
     Now task.   

1. If correct, sign and save document to your computer.  If corrections are needed 
return task to L2. 

Note: Supporting documentation should include the OBIEE report totals, GR55 
“Before” balance and the computation showing the amount of the entry. 

2. Access SAP T-code FV50 
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3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the fiscal 

year then select “continue” 

B. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the same, 

update the posting date of the Source Entry to prevent a FBWT difference. 
3. Review all other fields and validate information is the same in SAP as it is on the 

Source Entry template. 
4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP by 
selecting the attachment icon.  Another menu will appear.  Select the paper 
clip icon. If corrections are needed, return task to L2. 

 
6. Select “New” 

 
7. Select “Create Attachment” 

8. Select saved “signed” Source Entry template with supporting documentation and 
select open.  Once attachment appears, select green checkmark. 

9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 
“Post” Icon. 

 

C. Attach signed Source Entry template with supporting documentation to the Service Now 
task and return to AR L2. 

 



NSSC 
Service Delivery Guide 

NSSDG-9200-0011            Version 5.0 
Number 

Effective Date:     January 11, 2022 
Expiration Date:   January 11, 2024 

Page 73 of 130 
Responsible Office: Financial Management Services Division 
SUBJECT: Funded and Unfunded Leave Source Entry Process 

 
 
 

STEP 8 – Account Maintainer – Validate ending balance. 
 

A. Run GR55 report again (see Step 4 for parameters). 
B. Once the report has been executed, verify that the total in SAP matches 

the amount on the NSSC Funded Leave tab of the backup 
documentation.   

C. If the totals do not match, research, and make the necessary corrections. 
D. Keep Service Now case/record open until reversals are completed in the 

following month. 
 

STEP 9 – Account Maintainer - Park the Funded Leave for the NSSC NCCIPS 
Working Capital Fund 

 

A. Enter the following criteria: 
1. Reference is NCCIPS Funded Leave 
2. Document Type – SY 
3. GL Accounts 

a) Debit 6100.1111 
1) Amount 
2) Text – NCCIPS Funded Leave FY20YY PXX 
3) Business Area – 10 
4) Cost Center – 10 + org date from Datamart report 
5) WBS – 350359.01 
6) Fund Center – 10 
7) Fund – NCCX020XXR (current Fund (see GR55 report) being used 

per BAD guidance – this will change as the budget is consumed)) 
b) Credit 2210.0000 

1) Amount – Total NCCIPS Fund Leave 
2) Text – NCCIPS Funded Leave FY20YY PXX 
3) Business Area – 10 
4) Fund Center – 10 
5) Fund – NCCX020XXR (current Fund (see GR55 report) being used 

per BAD guidance – this will change as the budget is consumer)) 
B. Pull the parked documents in SAP using SQ01 
C. Run the “Step1_Create Source Entry” macro for the document. 
D. The description needs to be manually entered in the "Explanation” field on the 

template form itself: NCCIPS Funded Leave for FY20YY PXX. 
E. Include the Funded Leave Excel report and available budget screenshot as the entry 

backup. 
F. Create a Service Now Case/Task for the entry and route task to AR L3 for review and 

posting. 
 

Note: Each month OCFO DAB will request a copy of the Funded leave entries 
via email due the first day of the subsequent month. Email the Funded Leave 
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entries monthly. 

STEP 10 – AR L3 CS – Review and Post Source Entry 
A. Review attached Source Entry template and supporting documentation in the Service    
     Now task.   

1. If correct, sign and save document to your computer.  If corrections are needed 
return task to L2.

Note: Supporting documentation should include the OBIEE report totals, GR55 
“Before” balance and the computation showing the amount of the entry. 

2. Access SAP T-code FV50 

 
3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the fiscal 

year then select “continue” 

B. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the same, 

update the posting date of the Source Entry to prevent a FBWT difference. 
3. Review all other fields and validate information is the same in SAP as it is on the 

Source Entry template. 
4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP by 
selecting the attachment icon.  Another menu will appear.  Select the paper 
clip icon. If corrections are needed, return task to L2. 

 
6. Select “New” 

 
7. Select “Create Attachment” 

8. Select saved “signed” Source Entry template with supporting documentation and 
select open.  Once attachment appears, select green checkmark. 

9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 
“Post” Icon. 

 

 

C. Attach signed Source Entry template with supporting documentation to the Service Now 
task and return to AR L2.
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STEP 11 – Account Maintainer – Validate ending balance. 

A. Run GR55 report again (see Step 4 for parameters). 
B. Once the report has been executed, verify that the total in SAP matches 

the amount on the NCCIPS Funded Leave tab of the backup 
documentation.   

C. If the totals do not match, research, and make the necessary corrections. 
D. Keep Service Now case/record open until reversals are completed in the 

following month. 
 
STEP 12 – Account Maintainer - Reverse accrual entries for both Funded 
Leave documents during first three business days of following month. 

A. Log into SAP TCode FB08 
B. In the document Number field type in the original document number for the 

accrual entry posted 

 
C. Enter the Reversal Reason Code “02” 

 
D. Enter current date in Posting Date. 

 

E. Click “Display Before Reversal” to validate the correct document is being 
reversed. 

F. Click Post. 
 
 

G. Rerun the GR55 for the current period. 
H. Save the screen shot and attach to the Service Now task for review. 
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I. Route task to AR L2 Supervisor for validation of reversal. 
STEP 11 – AR L2 Supervisor – Review reversal to ensure timely completion and 
route to AR L3 for review. 
 
STEP 12 – CS Accountant – Review reversal to ensure timely completion 
and utilization of code 02. 

 
STEP 13 – Account Maintainer – Resolve task when returned from AR L3. 
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PROCESS 4 – OIG UNFUNDED LEAVE PROCESS 
 

 

STEP 1 – Account Maintainer – Run the Unfunded Leave Report in OBIEE 
 
 

A. Log into OBIEE. 
1. Click on OBIEE Login. 

2. Enter Username and Password. 
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3. Click Continue to OBIEE 

B. Run Unfunded Leave Report. 
 

1. Select NASA Combined History Dashboard. 
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2. Select BA 10. 
3. Enter last Pay Period that was fully processed in the month. Pay 

Periods are entered as 20YYPP (i.e., 201816) 
4. Enter “W” in the Org Filter. 

 

5. Click Apply. 
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6. Once the reports have been executed, export Unfunded Leave 
Summary report into an excel spreadsheet. 

7. Click Export  Excel  Excel 2007+ 
 

8. Click Open. 

 

9. Export Unfunded Leave Summary report for Comp Time into an excel 
spreadsheet. 

10. Click Export  Excel  Excel 2007+ 
 

11. Click Open. 
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12. Copy Comp Time Summary Information and paste into first Unfunded 
Leave report. 

 

13. Save Spreadsheet as OIG Unfunded Leave Current Month 20YY on N 
drive N:\FM Division\Accounts Payable_Accounts Receivable\Accounts 
Receivable\Debt Management\Funded_Unfunded 
Leave\FY20YY\HQ\PP – Current Month\OIG 

 
 

STEP 2 – Account Maintainer – Determine Total Balance of Unfunded Leave 
A. Add the balances together for A/L W RSTR DOLLARS, CR DOLLARS, 
and CT DOLLARS for all OIG. 

 

 

STEP 3 – Account Maintainer – Run the SAP GR55 report to obtain the 
current balance of unearned leave posted. 

A. Insert Account group ZAFC and execute 
B. Enter the following fields: 

1. Fiscal year 
2. Company Code (NASA) 
3. Period (as of the previous month completed) 
4. Account number value: 2220.9996
5. Business area value: 10 

C. Execute report
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D. Obtain the Ending Balance for the OIG Fund (Appropriation) – copy into Excel 
document. 

 
STEP 4 – Account Maintainer – Calculate amount to be posted in SAP. 

 
A. Calculate the net difference between the GR55 report (previous month) and the 

total from the OBIEE report (current month) for the OIG fund. 
 
 

 
1. Decrease: If there was a decrease from the previous month to the current 

month, your source entry will be as follows: 
a) Debit 2220.9996 
b) Credit 6800.9996 

 
Note: GL Account 2220.9996 has a normal credit balance, so you need to debit the 
account to reduce the balance. 

 
2. Increase: If there was an increase from the previous month to the current 

month, your source entry will be as follows: 
a) Credit 2220.9996 
b) Debit 6800.9996 

Note: GL Account 2220.9996 has a normal credit balance, so you need to credit the 
account to increase the balance. 

 

STEP 5 – Account Maintainer – Park Source Entry (Appendix E). 

A. Park with the following fields: 
1. Reference: OIG Unfunded 
2. Doc Header Text: OIG Unfunded Leave 
3. Document Type SX 
4. Trading Partner NONFED 
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5. Business Area – 10 
6. Fund – OIG Fund for HQ OIG (see GR55 report). 

Note: Supporting documentation should include the OBIEE report totals, GR55 
“Before” balance and the computation showing the amount of the entry. 

Create Service Now case/task and route to AR CS for review and posting.  

STEP 6 – AR L3 CS – Review and Post Source Entry 

A. Review attached Source Entry template and supporting documentation in the Service 
Now task.   

1. If correct, sign and save document to your computer.  If corrections are needed 
return task to L2. 

Note: Supporting documentation should include the OBIEE report totals, 
GR55 “Before” balance and the computation showing the amount of the 
entry. 

2. Access SAP T-code FV50 

 
3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document”
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5. Enter Source Entry document number in the “Doc. Number” field and the 

fiscal year then select “continue” 

B. Review the following fields: 
1.  Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the same, 

update the posting date of the Source Entry to prevent a FBWT difference. 
3. Review all other fields and validate information is the same in SAP as it is on the 

Source Entry template. 
4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP by 
selecting the attachment icon.  Another menu will appear.  Select the paper 
clip icon. If corrections are needed, return task to L2. 

 
6. Select “New” 

 
7. Select “Create Attachment” 
8. Select saved “signed” Source Entry template with supporting documentation and 

select open.  Once attachment appears, select green checkmark. 
9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 

“Post” Icon. 
 

 

C. Attach signed Source Entry template with supporting documentation to the Service 
Now task and return to AR L2. 

STEP 7 – Account Maintainer – Validate ending balance. 

A. Run GR55 report again (see Step 4 for parameters). 

B. Once the report has been executed, verify that the total in SAP 
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matches the amount on the OIG Summary tab of the backup 
documentation.  

C. If the totals do not match, research, and make the necessary 
corrections. 
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PROCESS 5 – UNFUNDED LEAVE ACCRUAL PROCESS 
 

 
 
 
 
 
 

 

Unfunded Leave is leave earned by employees, but not yet used for labor charges to 
appropriated funds. The leave is comprised of annual leave (including restored annual 
leave), compensatory time, and credit hours. The balances of unfunded leave change 
from month to month as employees earn and use their leave. Each month Source 
Entries are completed to post the updated unfunded leave accrual. All Center BAs will 
be combined on one unfunded leave Source Entry posted each month under the current 
year SSMX fund. HQ will have an additional separate Source Entry posted for the OIG 
fund. 

This is a monthly process that is normally completed after the last pay period processed 
in the month.  For example, you would consult a payroll calendar and look at the last 
pay period ending date and determine if it was PROCESSED in that same month. The 
pay period ends on a Saturday and is fully processed by Thursday of the following week 
and reports are available by Friday of that week. If this happens within the same month, 
this is the pay period you use to execute your processes. 

STEP 1 – Account Maintainer - Run the Unfunded Leave Report in OBIEE 
 

A. Log into OBIEE. 
1. Click on OBIEE Login. 
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2. Enter Username and Password. 

 

3. Click Continue to OBIEE.  

 
 

B. Run Unfunded Leave Report. 
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1. Select NASA Combined History Dashboards. 

2. Select all Business Areas as the Bureau except 10 and 51.
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3. Enter last Pay Period that was fully processed in the month. Pay Periods 
are entered as 20YYPP (i.e., 201816) 

 
4. Click Apply to execute the reports. 
5. Once the reports have been executed, export Unfunded Leave Summary 

report into an excel spreadsheet. 
6. Click Export  Excel  Excel 2007+ 

7. Click Open 

8. Export Unfunded Leave Summary report for Comp Time into an excel 
spreadsheet. 
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9. Click Export  Excel  Excel 2007+ 

10. Click Open. 

 
11. Copy Comp Time Summary information and paste into first Unfunded 

Leave report. 

 
12. Save Spreadsheet as Center Unfunded Leave OBIEE FY20YY PXX on N 

drive N:\FM Division\Accounts Payable_Accounts Receivable\Accounts 
Receivable\Debt Management\Funded_Unfunded Leave\FY20XX\Agency 
SE\XX – Current Month 

STEP 2 – Account Maintainer - Determine Total Balance of Unfunded Leave 
 

A. Add the balances together for A/L W RSTR DOLLARS, CR DOLLARS, 
and CT DOLLARS for all Centers 
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B. Add HQ and GSFC Unfunded Leave to totals. HQ and GSFC Unfunded 
Leave totals must be calculated as shown in the steps below. 

 
1. For HQ BA10, subtract the total NSSC Funded Leave (NSSC 

and NCCIPS), HQ SEWP Funded Leave and OIG Unfunded 
Leave from total. 

 
 

a) Run HQ total Unfunded leave report. 
i. Log into OBIEE 
ii. Select NASA Combined History Dashboard. 
iii. Select BA 10. 
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iv. Enter last Pay Period that was fully processed in the month. 
Pay Periods are entered as 20YYPP (i.e., 201816) 

v. Click Apply. 
vi. Once the reports have been executed, export UnfundedLeave 

Summary report into an excel spreadsheet. 
vii. Click Export  Excel  Excel 2007+ 

 

viii. Click Open. 
 

ix. Copy and move tab to Agency Unfunded Leave Workbook. 
Label tab “HQ Unfunded” 
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x. Export Unfunded Leave Summary report for Comp Time into an 
excel spreadsheet. 

xi. Click Export  Excel  Excel 2007+ 
 

xii. Click Open 
 

xiii. Copy and paste to HQ Unfunded tab in Agency Unfunded Leave 
Workbook. 

xiv. Add the balances together for A/L W RSTR DOLLARS, CR 
DOLLARS, and CT DOLLARS 

 

xv. Subtract total NSSC (NSSC and NCCIPS), HQ SEWP and OIG 
from total to find the true HQ unfunded leave balance. 
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b) The NSSC WCF and NCCIPS WCF balances for Organization 
beginning with “X” need to be removed from the total. These WCF 
balances are entered separately as Funded Leave entries. See 
Process 2 to determine the breakdown of Funded Leave. 

c) For HQ BA10, the amount for Organization “W” will need to be 
removed and entered separately as OIG Unfunded Leave. OIG 
funds must be kept separate. See Process 3 to determine the OIG 
total. 

d) HQ SEWP Funded Leave must be removed from the Unfunded 
Leave total because they will be entered separately as a Funded 
Leave entry. See Process 1 to determine the amount to be 
removed.  

 
2. For GSFC SEWP WCF, the balances need to be removed 

because they will be entered separately as a Funded Leave entry. 
See Process 1 to determine the amount to be removed. 

 

 
 

C. Insert headers for the OBIEE Report screen shots to describe what the data 
represents and what amounts are being added or subtracted from the totals (+/-). 
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STEP 3 – Account Maintainer - Run the SAP GR55 report to obtain the current 
balance of unearned leave posted. 

A. Insert Account group ZAFC and execute 
B. Enter the following fields: 

1. Fiscal year 
2. Company Code (NASA) 
3. Period (as of the previous month completed) 
4. Account number value: 2220.9996
5. Business area value: all centers 

C. Execute report
D. Obtain the Ending Balance for the SSMX Fund (Appropriation) – copy into 

Excel document. 
Note: The SSMX fund was selected by the NASA Labor Process Champion 
team as the fund used to post Unfunded Leave. 

 
 

STEP 4 – Account Maintainer - Calculate amount to be posted in SAP. 
 

A. Calculate the net difference between the GR55 report (previous month) and 
the total from the OBIEE report (current month) for the SSMX fund  for 
each center. 

  
1. Decrease: If there was a decrease from the previous month to the 

current month, your source entry will be as follows: 
a) Debit 2220.9996 
b) Credit 6800.9996 

 

Note: GL Account 2220.9996 has a normal credit balance, so you need to 
debit the account to reduce the balance. 

2. Increase: If there was an increase from the previous month to the 
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current month, your source entry will be as follows: 
a) Credit 2220.9996 
b) Debit 6800.9996 

Note: GL Account 2220.9996 has a normal credit balance, so you need 
to credit the account to increase the balance. 

STEP 5 – Account Maintainer - Park the Source Entry 

 
A. Park with the following fields: 

1. Reference: Source Entry number (i.e. NSSC20190123) 
2. Doc Header Text: Agency Unfunded Leave 
3. Document Type SX 
4. Trading Partner NONFED 
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76 

 
Note: Each Business Area will have a debit and credit for it’s respective balance 
and will have separate SAP entries.   

 
6. Fund – SSMX Fund for Agency (see GR55 report). 

Note: Supporting documentation should include the OBIEE report totals 
with adjustments removing the Funded Leave Source Entry amounts, 
GR55 “Before” balance and the computation showing the amount of the 
Source Entry. 

B. Create Service Now case/task and route to AR CS for posting. 

STEP 6 – AR L3 CS – Review and Post Source Entry 

A. Review attached Source Entry template and supporting documentation in the 
Service Now task.   

1. If correct, sign and save document to your computer.  If corrections are 
needed, return task to L2. 

Note: Supporting documentation should include the OBIEE report totals, 
GR55 “Before” balance and the computation showing the amount of the 
entry. 

2. Access SAP T-code FV50 
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3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the 

fiscal year then select “continue” 

B. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the 

same, update the posting date of the Source Entry to prevent a FBWT 
difference. 

3. Review all other fields and validate information is the same in SAP as it is 
on the Source Entry template. 

4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP 
by selecting the attachment icon.  Another menu will appear.  Select 
the paper clip icon. If corrections are needed, return task to L2. 

 

 
6. Select “New” 

 
7. Select “Create Attachment” 
8. Select saved “signed” Source Entry template with supporting 

documentation and select open.  Once attachment appears, select green 
checkmark. 

9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 
“Post” Icon. 

 

C. Attach signed Source Entry template with supporting documentation to the Service 
Now task and return to AR L2. 

STEP 7 – Account Maintainer – Validate ending balance. 
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A. Run GR55 report again (see Step 4 for parameters). 
B. Once the report has been executed, verify that the total in SAP 

matches the amount on the OIG Summary tab of the backup 
documentation.   

C. If the totals do not match, research, and make the necessary 
corrections. 
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PROCESS 6 – RECONCILE WITH OCFO DAB 
 

 
After the Funded Leave entries have been posted, an email is sent to OCFO DAB.  The posted entries 
need to be attached to the email.  If there are any discrepancies between OCFO DAB and NSSC 
reports, a reconciliation will need to be completed to determine the outage. 

 

STEP 1 – Account Maintainer - Analyze spreadsheet from OCFO DAB. 

A. OCFO DAB will send an email showing the balances available in SAP.   

B. Open the attachments in the email from OCFO DAB. 

C. Open Funded Leave Spreadsheets.   

D. Compare totals on both spreadsheets. 

E. If there are any differences, run the GR55 to determine what was posted against the 
G/L 2210.0000 (see GR55 step in the Funded Leave processes). 

F. Double click on the balance to see the posting documents for the G/L account. 

G. If the Funded Leave document posted in SAP does not match the OCFO DAB report, 
verify that the calculations on NSSC report are correct.  If they are not, make the 
necessary corrections. 

H. If the calculations on the NSSC report are correct, verify that the amount posted 
matches the NSSC report.  If the amount posted does not match, make the necessary 
corrections. 
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PROCESS 7 – NEW FISCAL YEAR TRANSFER – UNFUNDED LEAVE 
 

 

At the beginning of each fiscal year, the balance of Unfunded Leave must be transferred 
from each previous FY fund to the corresponding new fiscal year fund for each Center. 
For example, amounts from the previous fiscal year (FY2018) charged to SSMX22018D 
must be transferred to new fiscal year (FY2019) fund SSMX22019D. This is to be 
completed in October of each new fiscal year. 

STEP 1 – Account Maintainer - Run GR55 for all centers to determine the 
balance for SSMX Fund and OIG Fund as of period 12 of previous fiscal year. 

A. Log into SAP and enter Tcode GR55. 
B. Enter Report Group ZAFC and Execute. 
C. Enter the following fields: 

1. Fiscal Year (previous FY) 
2. Company Code NASA 
3. Period 12 
4. Account number value – 2220.9996 
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76 

Note: Each Business area will have a debit and credit for its respective balance 
and will have a separate SAP entry.  

D. Enter 
E. Take a screen shot of the Ending Balance amounts for the SSMX Fund and 
the OIG Fund. 

 
STEP 2 – Account Maintainer - Park a Source Entry to transfer amount out of prior 
fiscal year fund. Use Source Entry Posting Procedures from the Deposit and 
Collections SDG. 
 

A.  Debit 2220.9996 
B.  Credit 6800.9996 
C. Document type: SX (Transfer Posting) 

1. Park Source Entry and complete the template (Appendix E) per 
normal process.  

2. Route  Source Entry template to the NSSC AR CS to post. 
 

Note: The JV template will need to be updated for the Source Entry.  Remove any 
reference to JV and replace with Source Entry.  Remove all approvals except 
preparer’s and AR CS (Appendix E-example).   
 

STEP 3 – AR L3 CS – Review and Post Source Entry 
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A. Review attached Source Entry template and supporting documentation in the 
Service Now task.   

1. If correct, sign and save document to your computer.  If corrections are 
needed, return task to L2. 

Note: Supporting documentation should include the OBIEE report totals, 
GR55 “Before” balance and the computation showing the amount of the 
entry. 

2. Access SAP T-code FV50 

 
3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the 

fiscal year then select “continue” 

B. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the 

same, update the posting date of the Source Entry to prevent a FBWT 
difference. 

3. Review all other fields and validate information is the same in SAP as it is on 
the Source Entry template. 

4. Ensure total Dr. and total Cr. are the same and the icon is green. 

 
 



NSSC 
Service Delivery Guide 

NSSDG-9200-0011            Version 5.0 
Number 

Effective Date:     January 11, 2022 
Expiration Date:   January 11, 2024 

Page 108 of 130 
Responsible Office: Financial Management Services Division 
SUBJECT: Funded and Unfunded Leave Source Entry Process 

 
 
 

5. If everything is correct, attach signed copy of the Source Entry in SAP 
by selecting the attachment icon.  Another menu will appear.  Select the 
paper clip icon. If corrections are needed, return task to L2. 
 

 
6. Select “New” 

 
7. Select “Create Attachment” 
8. Select saved “signed” Source Entry template with supporting documentation 

and select open.  Once attachment appears select green checkmark. 
9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 

“Post” Icon. 
 

 

C. Attach signed Source Entry template with supporting documentation to the Service 
Now task and return to AR L2. 
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STEP 4 – Account Maintainer - Validate ending balances for prior fiscal year funds are 
zero. 

A. Log into SAP and enter Tcode GR55. 
B. Enter Report Group ZAFC and Execute. 
C. Enter the following fields: 

1. Fiscal Year (current FY) 
2. Company Code NASA 
3. Period 01 
4. Account number value – 2220.9996 

Note: Each Business area will have a debit and credit for its respective balance.  All 
Business Areas may be entered on one entry. 

D. Enter 
E. Ensure all ending balances are zero for prior fiscal year funds (SSMX and 

OIG). 
F. Save a screen shot of the End Balance amounts for each fund. 

 
STEP 5 – Account Maintainer - Park a Source Entry to transfer amount into the 
new fiscal year fund.  

A. Credit 2220.9996 
B. Debit 6800.9996 
C. Document Type: SX 
D. Route Source Entry template to AR CS to post. 

STEP 6 – AR L3 CS – Review and Post Source Entry 

A. Review attached Source Entry template and supporting documentation in the 
Service Now task.   

1. If correct, sign and save document to your computer. If corrections are 
needed, return task to L2. 

Note: Supporting documentation should include the OBIEE report totals, 
GR55 “Before” balance and the computation showing the amount of the 
entry. 

2. Access SAP T-code FV50 
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3. Select “Document” as shown above – a drop-down menu will appear  
4. From the drop-down menu select “Select Parked Document” 
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5. Enter Source Entry document number in the “Doc. Number” field and the 

fiscal year then select “continue” 

B. Review the following fields: 
1. Document date 
2. Ensure posting date is the same as the document date.  If it is NOT the 

same, update the posting date of the Source Entry to prevent a FBWT 
difference. 

3. Review all other fields and validate information is the same in SAP as it is 
on the Source Entry template. 

4. Ensure total Dr. and total Cr. are the same and the icon is green. 
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5. If everything is correct, attach signed copy of the Source Entry in SAP 
by selecting the attachment icon.  Another menu will appear.  Select the 
paper clip icon. If corrections are needed, return task to L2. 
 

 
6. Select “New” 

 
7. Select “Create Attachment” 
8. Select saved “signed” Source Entry template with supporting 

documentation and select open.  Once attachment appears select green 
checkmark. 

9. Once back on “Edit Parked G/L Account Document XXXX screen” select the 
“Post” Icon. 

 

C. Attach signed Source Entry template with supporting documentation to the Service 
Now task and return to AR L2. 
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STEP 7 – Account Maintainer - Validate transferred balances for new fiscal year 
funds are equal to the prior fiscal year ending balance. 

A. Log into SAP and enter Tcode GR55. 
B. Enter Report Group ZAFC and Execute. 
C. Enter the following fields: 

1. Fiscal Year (current FY) 
2. Company Code NASA 
3. Period 01 
4. Account number value = 2220.9996 
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76 
Note: Each Business area will have a debit and credit for its respective balance.  

D. Enter 
E. Ensure transferred balance for new fiscal year funds have the same 

balance as the previous fiscal year fund. 
F. Save a screen shot of the transferred balance amounts for each Fund 

(SSMX and OIG). 
G. Route Service Now task to AR Civil Servant to Validate GR55 Unfunded 

Leave Balance. 

STEP 8 – AR Civil Servant – FY Year End Validation of the GR55 Unfunded Leave 
Balance 

A. Log into SAP and run the GR55 Report for Report Group ZAFC. 
B. Enter the following fields: 

1. Fiscal year 
2. Company Code (NASA) 
3. Period (as of the current month) 
4. Account number value: 2220.9996 
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76 

C. Validate the GR55 total for each fund matches the OBIEE report totals as 
expected. 

D. Save screen shot of GR55 Balances. 
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PROCESS 8 – FISCAL YEAR CLOSE RECONCILIATION 
 

Prior to fiscal-year close and after the September Funded Source Entries/Unfunded  
Source Entries are executed, a reconciliation for the fiscal year needs to take place. 
OCFO performs a reconciliation activity to ensure the Unfunded Leave Report from 
OBIEE matches the Trial Balance. NSSC AR needs to conduct this same reconciliation 
to ensure Unfunded and Funded Leave was posted appropriately for the fiscal year. 

 
STEP 1 – AR Account Maintainer – Run the OBIEE report for all Center BA’s and 
save report. 

A. Log into OBIEE. 
1. Click on OBIEE Login. 
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2. Enter Username and Password. 

 
3. Click Continue to OBIEE. 
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B. Run Unfunded Leave Report.
1. Select NASA Combined History Dashboards. 

2. Select all Business Areas as the Bureau. 
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3. Enter last Pay Period that was fully processed in the month. Pay Periods 
are entered as 20YYPP (i.e., 201816) 

 
4. Click Apply to execute the reports. 
5. Once the reports have been executed, export Unfunded Leave Summary 

report into an excel spreadsheet. 
6. Click Export  Excel  Excel 2007+ 

7. Click Open 

8. Export Unfunded Leave Summary report for Comp Time into an excel 
spreadsheet. 
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9. Click Export  Excel  Excel 2007+ 

10. Click Open. 

 
11. Copy Comp Time Summary information and paste into first Unfunded 

Leave report. 

 
12. Save Spreadsheet as FY YE Balances on N drive N:\FM 

Division\Accounts Payable_Accounts Receivable\Accounts 
Receivable\Debt Management\Funded_Unfunded Leave\FY20XX 

13. Label Tab as “OBIEE”
 
 

STEP 2 – AR Account Maintainer – Run GR55 ZAFC to obtain the 2220.9996 balance 
for the OIG and SSMX appropriations. 
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A. Insert Account group ZAFC and execute 

B. Enter the following fields: 
1. Fiscal year 
2. Company Code (NASA) 
3. Period (as of period 12) 
4. Account number value: 2220.9996
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5. Business area value: 10 

C. Execute report
D. Obtain the Ending Balance for the OIG Fund (Appropriation) and Agency 

Fund (Appropriation) – copy into separate tabs in the FY YE Exceldocument. 

STEP 3 – AR Account Maintainer – Run a Transaction Register to obtain the Funded 
Leave portion posted to the Working Capital Funds. 

A. Run T Code FMFG_E_TRANS_REG 
1. Document Type SA 
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a. Click on Dynamic Selection. 

b. Scroll to second “Document Type” 

 
c. Enter Document Type “SA” and Click Save. 

2.  Account 2210.0000 
3. Fund (NSSC Working Capital Fund) 
4. Business Area (10)
5. Period 12/FYxxxx 
6. Execute. 
7. Click on Account Column. 

 
 
 
 
 
 
 
 
 
 
 

8. Click on Subtotal to sort by account number. 
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9. Collapse the totals. 
B. Save screen shot of balance on an NSSC tab in FY YE Balance spreadsheet. 
C. Repeat steps for each Working Capital Funds for NCCIPS, HQ SEWP and GSFC 

SEWP. 

Note: For GSFC SEWP, change Business Area to 51. 

STEP 4 – AR Account Maintainer – Total the GR55 2220.9996 total with the 
2210.0000 WCF Totals from the Transaction Register.

STEP 5 – AR Account Maintainer - Reconcile it to the OBIEE Center Total Report. 
Document the reconciled totals in a screen shot. STEP 6 – AR Account Maintainer - 
Once reconciled, create a Case/Task in SNOW and send to AR L3 for review with the 
attached screenshots showing the reconciliation. 
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                                                     METRICS 
 

 
 

 
Initiating 
Office/Entity 

Deliverable (Output) Receiving 
Office/Entity 

Metric 

Accounts Receivable Source Entries and 
CMP Reports 

NASA Centers No formal metric. Work 
will be measured through 
the Agency’s Continuous 
Monitoring Program. 
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SYSTEM COMPONENTS 
 

 
IT System Title IT System Description Access Requirements 
Business Objects Analysis 
for Office (BOBJ) 

Warehouse of financial 
data from SAP and other 
systems 

NAMS Process 

Oracle Business 
Intelligence Enterprise 
Edition (OBIEE) 

Warehouse of Personnel 
and Payroll information 
from FPPS 

NAMS Process 

SAP Integrated Financial 
Management System 

NAMS Process 

ServiceNow System for receiving and 
tracking customer inquiries 
and routing actions 

User role at NSSC 

TechDoc System for storing, 
reporting and documenting 
data 

User role at NSSC 
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CUSTOMER CONTACT CENTER STRATEGY 
 

 

The NSSC Customer Contact Center Service Delivery Guide provides details regarding 
routing and escalation of inquiries for this activity. 
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APPENDIX A - ACRONYM LIST 
 

 
 

A/L Annual Leave 
ALDS Agency Labor Distribution System 
BOBJ Business Objects 
BW Business Warehouse 
CMP Continuous Monitoring Program 
CR Credit 
CRE Credit Hours Earned 
CS Civil Servant 
CT Compensatory Time 
FY Fiscal Year 
GSFC Goddard Space Flight Center 
HQ Headquarters 
JV Journal Voucher 
MRI Master Records Index 
NAMS NASA Access Management System 
NASA National Aeronautics and Space Administration 
NSSC NASA Shared Services Center 
OBIEE Oracle Business Intelligence Enterprise Edition 
SAP Systems Applications and Processes 
SDG Service Delivery Guide 
SP Service Provider 
YTD Year To Date 
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APPENDIX B – SEWP EMAIL CORRESPONDENCE – SUFFICIENT BUDGET 
 

 
 

 

Email to be sent to SEWP Labor POC to validate the employees identified as 
charging over 50% of time to SEWP WBS for Funded Leave Source Entries. 

 
(SEWP POC for Labor – Name), 

 
Please review the attached report and validate the following: 

 
1) The employee names listed have been correctly identified as charging more than 
50% of their time to SEWP WBS 
2) Enough labor budget exists to process the Source Entry. According to our 
review, there appears to be valid budget to post Source Entry – please note your 
concurrence. 

Please provide a response by (date). 

Thanks, 
NSSC AR Team 
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APPENDIX C – SEWP EMAIL CORRESPONDENCE – INSUFFICIENT 
BUDGET 

 

 

Email to be sent to SEWP Labor POC to notify them of insufficient budget to 
post Funded Leave Source Entry for SEWP. The email also requests validation 
the employees identified as charging over 50% of time to SEWP WBS. 

 
(SEWP POC for Labor – Name), 

 
NSSC is preparing to post the SEWP Funded Leave Source Entry in the amount of 
($xxxxx.xx), however, there appears to be insufficient budget in the amount of ($ 
xxxxx.xx). Please review the attached report and increase funds needed to process 
Source Entry. 

 
Secondly, please validate the employee names listed have been correctly identified as 
charging more than 50% of their time to the SEWP WBS. 

Please provide a response by (date). 

Thanks, 
NSSC AR Team  
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APPENDIX D– NSSC BAD EMAIL CORRESPONDENCE – NCCIPS 
EMPLOYEE VALIDATION 

 

 
Email the NSSC BAD POCs requesting validation of employees charging to the NCCIPS 
Working Capital Fund.   
 
Good morning/afternoon, 
I’m preparing the Funded Leave entry for the NSSC; however, I wanted to verify that the 
following people are to be included in NCCIPS: 
 
(name) 
(name) 
 
Do you concur with this list, or are there any changes? 
 
Also, I wanted to verify the funds to be used for the entry.   
 
NSSC – NSCX020XXR (current year fund) - $(current month total) 
NCCIPS – NCCX020XXR (current year fund) - $(current month total) 
 
If you need anything else from me, please let me know. 
 
Thanks, 
 
NSSC Accounts Receivable Team 
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APPENDIX E – SOURCE ENTRY TEMPLATE EXAMPLE 
 

 
 

 


