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INTRODUCTION

The National Aeronautics and Space Administration (NASA) Shared Services Center
(NSSC) will process all Collection and Deposit requirements for all NASA Centers, in
accordance with the following regulations:

A. Statement of Federal Financial Accounting Standard No. 1, “Accounting for Selected
Assets and Liabilities,” September 1995

http://files.fasab.gov/pdffiles/handbook sffas 1.pdf

B. Treasury Financial Manual (TFM) supplement, “Managing Federal Receivables”:

https://www.fiscal.treasury.gov/dms/resources/managqing-federal-receivables.html

C.“Federal Claims Collection Standards” 31 CFR 900-904:

https://www.federalreqgister.gov/documents/2000/11/22/00-29284/federal-claims-
collection-standards

D.“Debt Collection Authorities under the Debt Collection Improvement Act of 1996” 31
CFR 285:

https://www.federalregister.gov/documents/2016/01/12/2015-33044/debt-collection-
authorities-under-the-debt-collection-improvement-act-of-1996

E. Office of Management and Budget (OMB) Circular A-129 "Policies for Federal Credit
Programs and Non-Tax Receivables," November 2000:

https://www.whitehouse.qov/sites/whitehouse.qgov/files/omb/circulars/A129/a-129.pdf

F. “Debt Collection Improvement Act of 1996” [Public Law 104-134]
G. 26 CFR 1.6050P-1 (IRS 1099-C, Collection of Debt)

H.United States General Ledger; Overview: US Standard General Ledger: Publications
& Guidance: Financial Management Service

I. Federal Acquisition Regulation (FAR): http://www.acquisition.gov/far/
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J. Treasury Report on Receivables (TROR):

https://fiscal.treasury.gov/dms/resources/debt-management-governmentwide-

reports.html
K. NASA Procedural Requirements (NPR):

http://nodis3.gsfc.nasa.qgov/lib docs.cfim?range=9%5b0,1.2.3.4.5.6.7%5d
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PURPOSE

This SDG outlines procedures followed by the NSSC Service Provider (SP) and Civil
Servant (CS) as it relates to Accounts Receivable (AR) Collection/Deposit processing
for all NASA Centers.

APPLICABILITY/SCOPE

NSSC AR executes collections, deposit processing and reconciliations for all NASA
Centers. These activities include but are not limited to:

e Processing all confirmed electronic payments
e Depositing and confirming all cash and check collections
e Posting collection transactions in the accounting system

Note: The SP is responsible for documenting and maintaining all Macros/Scripts
utilized in these processes.

PRIVACY DATA

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 a portion of NSSDG-9200-0008, Revision 8.
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PROCESS 1 — RECEIVE/RESEARCH COLLECTION

STEP 1. Receipt of Checks/Cash NSSC Mailroom — Control Activity

A. Upon receipt of payment from the customer, the NSSC Mailroom
Processor scans the check and/or cash receipt into the TechDoc
electronic filing system. The NSSC Mailroom Processor records the
checks in a chain of custody log and places the checks in a locked
safe/cabinet until they are picked up. The NSSC Mailroom Processor
also generates a Service Now (SN) Finance Accounts Receivable
(FAR)/Finance Request Task (FRT) to NSSC AR Level 2 (L2) to notify
these individuals that a check, cashier’s check, money order and/or cash
payment has been received by the NSSC Mailroom Processor.

Note: All checks must be processed through Document Imaging (DI). If
the NSSC receives a check, cashier's check, money order outside of this
process, it must be immediately sent to DI for proper processing.

Note: Each AR CS team member is considered a Collection Agent and
has been individually assigned his/her own safe drawer. Each
individual, along with NSSC’s Security Department, has the combination
to his/her safe drawer.

Note: In order to maintain security integrity, the combination to the
safe(s) should be changed on an annual basis in July of each year, as
employees leave, or if the combination is compromised. The NSSC has
a standing “On Demand Service Stennis Work Request” (SWR) with the
Facility Operating Systems Contract (FOSC Contract) to include lock-
smith service. E-mail the NSSC Security POC (or FOSC POC directly)
that the combination lock on a Mosler safe needs to be changed or
serviced.

1. Mail is delivered daily to the NSSC secure mailroom and all checks
are scanned into TechDoc.

Note: Cutoff for check scanning processing is 2:00 PM daily. If AR is
notified after 2:00 PM, the checks will be processed the next appropriate
time.

2. Check, cashier’s check, money order, or cash arrives at the NSSC
and is scanned into TechDoc by DI.
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3. DI creates a SN FAR/FRT for each check, cashier’s check, money

order, or cash payment received and routes to L2 Service Provider
(SP).

. DI runs a report from TechDoc which lists all checks received and

scanned for a particular day. The CS Deposit Processor (DP) picks
up the checks at 2:00 PM every business day.

. The CS DP will walk to DI to review the report against the received

checks. After the information has been validated and deemed
accurate, the CS DP will sign the report digitally with Adobe Acrobat
Professional using their badge and pin number. DI then uploads the
report into TechDoc.

. The SP Payment Processor (PP) receives the SN FRT and

researches to verify that the check should be deposited by the
NSSC. (See Step 4)

Note: The final NSSC mail run occurs at 3:00 pm each day. Collections
received will be held in a locked safe/cabinet overnight by DI for
distribution the following business day. For auditing purposes, reports will
be generated to ensure accuracy and accountability.

Note: Per the Treasury Financial Manual, Section 2055—Frequency of Deposits

“Federal entity depositors must limit deposits to one per day. Federal entities must
make deposits for credit to the U.S. Treasury's account without delay following the

procedures below:

Coordinate processing schedules that allow deposits to reach the financial
institution before that financial institution's designated cut-off time;

Federal entities must deposit receipts totaling $5,000 or more on the same day
received prior to depositary cutoff time. Deposits will be made as late as possible
prior to the specified cutoff time to maximize daily deposit amounts. Collections

totaling less than $5,000 may be accumulated and deposited when the total

reaches $5,000. However, deposits must be made by Thursday of each week,
regardless of the amount accumulated; and

If using OTCnet Check Capture, the federal entity must scan checks daily even if
the checks total less than $5,000.
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Section 2060—Reporting Large Deposits

Federal entities must report daily aggregate deposits (excluding Treasury checks) of
$50 million or more to the Bureau of the Fiscal Service’s Cash Reporting Branch. See
"Cash Forecasting Requirements" chapter at TFM Volume |, Part 6, Chapter 8500,
section 8530, for instructions. However, federal entities must not accept any check
written for more than $99,999,999.99, as the Federal Reserve banks will not process
checks over that amount. See Federal Reserve Banks Operating Circular 3, “Collection
of Cash Items and Returned Checks,” section 3.3.”

STEP 2. Receipt of Pay.gov/Fedwire Collection - Deposit Processor

A. Collections received via Pay.gov and Fedwire have been deposited
upon receipt at Treasury.

B. Payments are confirmed by CS DP and the specific process steps are
located in Appendix L.

C. CS DP creates the FAR and FRT and assigns to SP PP.

D. SP PP researches payment. (see Step 4)

STEP 3. Receipt of IPAC — Payment Processor

A. SP PP logs in to Accounts Payable Work Management System
(AWMS) at https://awms.nssc.nasa.gov/rolesort.cfm
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B. Click on Manager Screen.

jovfrolesort.cfm O~-ac || [ nasA Shared Services Centar &3 4P Work Mansgement System

2

NASA SHARED SERV-ICES CENTER Phone: 1-877-677-2123 (1-877-N55C123)

Mational Aeronautics and Space Administration ‘ NSSC Contact Information
Fax: 1-866-779-6772 (1-866-779-N55C)

ATTENTION AVWMS USERS! AWMS actions are fransitioning to a new application called
IRIS (Invoice Routing Information System). After April 20, AVWMS will no longer be used to
route invoices for cost, funding, approval or goods receipts; on April 21, invoices will be
routed for action through IRIS. E-mail notifications for any required actions will be sent
from "msfc-cc-app-support” with a subject line starting with "Action Required...".

SelectUser Role

dor Feyment Frocessor (W FF)

F IRS’FCJ’()V + Freedomof Information Act Editor: NSSC Web Devebpment Team

+ Budgsts, ic Flans and A ili MNA SA Officiat Teril. Green

+ The Rresidenfs Management Agenda + Contact MA SA
+ Frivacy Polcy and Important Notices

+ hspector General Hotline

+ Equal Errploy ment Oppartunity Data Fosted

Furs uant & the No Fear Act

+ hformation-Dis semination Frioriies and Inventcries
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C. Click on the radio button next to Yes to filter out IPACs. Click on the
Search Button to apply filter.

Jov/mgr.cfm LO-ac H [ NASA Shared Senvices Canter (& AP Work Mznagement System
National Aeronautics and Space Administration NSSC Contact Information
NASA SHARED SERVICES CENTER ok 066776772166 TSNS

ATTENTION AWM S USERS! AWMS actions are transitioning to a new application called
RIS (Invoice Routing Information System). After Apnil 20, AWMS will no longer be used to
route invoices for cost, funding, approval or goods receipts; on April 21, invoices will be
routed for action through IRIS . E-mail notifications for any required actions will be sent
from "msfc-cc-app-support” with a subject line starting with "Action Required . "

3

 — el

FO Number |:| Special Conditions ve [ ner[]

vt [ N E—

Inveics Daie e IPAC Inveice e @ O anO
—_—p Search Reparts | Reset Fiter

Totsl iveices i new queus1S  Totsl nvoices work in progress 1

New Invoices | Work In Frogres s Invoices |Back to Top
gt DA ema e ROTL e in Sed  Gsew Bo
= . Nurber Dete m | ‘lvhmi Bxternal | Gondiiors  ALG

1791338 IPAC O7/152016 |07/21/2018 | Click Here | Click Here i
AP-00008340 O7/202016 07252016 | Click Here | Click Here A

GSFC FI 07/352016 |07252016 | Click Here | Click Here N
HNFBO003607 16R NNAOSCP11l | O7/272016 OWZ720168 | Click Here | Click Here A
NNFBO004207 18R NNADSCR2Z | O7/Z72016 |O7/27/2016 | Click Here | Click Here A
071S1800CECC0000390 | NBFT O7/152016 07292016 | Click Here | Click Here A

KSCrecon  |O7/152018 |07232016 | Click Here | Click Here NiA
AP-00008482 07/222016 07232016 | Click Here | Click Here i
LS012016 O7/262016 |07/2H2016 | Click Here | Click Here A

D. Scroll through IPACs to locate AR IPACs.
Note: You can click on the “Customer ALC” Column Heading to sort
IPACs by Agency Location Code.
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E. Double click on IPAC to open routing screen.

a.gov/mar invoice.cfm L-ac ” [ NasA Shared Services Center ‘ @ 4P Work Managsmant System

NSSC Contact Information
Phone: 1-877-677-2123 (1-877-NSSC123)
Fax: 1-866-779-6772 (1-866-779-NS5C)

National Asronautics and Space Administration
NASA SHARED SERVICES CENTER

new application called IRIS (Invoice Routing Information System).
After April 20, AWMS will no longer be used to route invoices for
cost, funding, approval or goods receipts; on April 21, invoices will
be routed for action through IRIS. E-mail notifications for any
required actions will be sent from "msfc-cc-app-support” with a
subject line starting with "Action Required...".

Manager - Process Invoice

S——

oo 0

Contract umber

Purchase Order tm ber

LT

o ——
— ok
External Invoice Link Open in New Window
Utility Company Inwoice O

Final Invoice O

IPAC Inwoice o

Work Log
Pakedin3AP || APMbue b Case || ARMovetoCase |[ RetuntoQuewe
| Retum o DI || Duplicate/Supparfing ‘ Top of Queue |
ﬁRSTGOV + Freedomof Information Act Eiitor: NSSC Web Devebpment Tesm
A i3 o+ BUCgets, Strategic Plans and Accounisblty Reports NASA Officiat TeriL. Green
ExpoctMiore,. + TheResidents Mansgement Agends +Contact NASA

F. Update fields with information about IPAC, select correct center, and
notate in work log AR IPAC for Center.
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G. Click AR Move to Finance Accounts Recievable

asa.gov/mar_invoice.cfm

D-ac ” I NasA Shared Services Canter ‘ (5 4P Work Management System

Phone: 1-877-677-2123 (1-877-NS5C123)
Fax: 1-866-779-6772 (1-866-779-NS55C)

National Aeronautics and Space Administration NSSC Contact Information
NASA SHARED SERVICES CENTER

new application called IRIS (Invoice Routing Information System).
After April 20, AWMS will no longer be used to route invoices for
cost, funding, approval or goods receipts; on April 21, invoices will
be routed for action through IRIS. E-mail notifications for any
required actions will be sent from "msfc-cc-app-support” with a
subject line starting with "Action Required...".

Manager - Process Invoice

Imwice Received Date:
Imwoice Date:

Contract Number
Purchase Order Num ber NNG12W F78I
Invoice Number 772D5VOHO001
DR
Internal Invoice Link hitps://dmtes tnsscnasa] Open inNew Window
External Invoice Link hitps //sptestrssc.nasa.g Gpen in New Window
Utility Company Inwoice

Final Inwice

< 0o NENE
HEH

IPAC Inwoice

Center Glenn Research Center

I

AR IPAC for GRC|
Work Log

Pakedin8AP || APMbve b Case || ARMovetoCamse |[ ReturntoQuewe

| Retumoo H Duplicate/Supporting ‘ Top of Queue ‘

"ETRSTG_Q'! + Freedomof Information Act

Py + Budgets, Strategic Plans and Accountabiliy Reparts

ExpectMore,.  + TheResidents Mansgement Agends.

Ediior: NSSC Web Devebpment Team
NASA Officiat TeriL. Green

+Contact NASA

H. Select OK to move the record to Finance Accounts Recievable

-

Message from webpage

[zl

Mowve this record to AR Case?

Lo ||

Cancel |




NSSC
Service Delivery Guide

NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021
Expiration Date: July 30, 2023

Page 21 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

I. Log into SN to update the FAR and FRT with IPAC information (See
Appendix | for examples of FD and FAR’s).
J. Process accordingly.

STEP 4. Research Collection - Payment Processor — Control Activity

A. Update FAR and FRT with information from the check.

1. The SP PP will document information from the check by creating the
AR Functional Detail (FD) with the Customer Name (SAP customer
name), Dollar Amount (if not auto filled from the check received), AR
Center, Collection Type, Collection Category, Date of Check (if not
auto filled from date check was written), Check Number (if not auto
filled), FBWT Reason Reason Code, and Expected Posting Date.

a) Ifthe FBWT Reason is “AP Vendor refund pending NSSC

posting” or “Travel Refund of overpayment pending NSSC
posting”, determine if fees are pending against the BOC and
check the fee box in the FD screen, if applicable. This is vital
for the check collection auto routing process performed by AR
L3 after a check has been deposited. See Step 3 below for
researching BOC.

Note: The FBWT reason allows the Fund Balance with Treasury
branch to understand the status of the amount not yet posted. Until
the amount is posted, there will be a “difference” between Treasury
and SAP.
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2.

Accounts Receivable = Notes = Notification Activity = System BOC =~ ARRefund = C2CIPAC

% CustomerName | JOHN DOE QO AR Center  Stennis Space Center Q
Dollar Amount 75.48 / Collection Type | Check b &
Under $10 Collection Category Travel Overpayment v
% Check Number 1234 TAS/BETC --None -- Vv
% DateofCheck = 2020-06-30 If Other, TAS/BETC
Agreement Number Date of Treasury | 2020-06-30
Confirmation
FOIA Request Number
Document Reference | 00451416-003
Number
P-card Orderlog
Return/Refund Reason
FBWT Reason Travel Refund or overpayment pendii V
Fees
Expected Posting Date = 2020-06-30
{ = FDFM Accounts Receivables Submit = Cang
Lustoner AUTUNDI UDCT W
SubCategory CHECK v
Accounts Receivable  Notes  Nofification Activity ~ System
Customer Name John Dow Q AR Center Headquarters Qe
Dollar Amount 100.00 Collection Type Check v
Under $10 Collection Category Reimbursable Agreement v
Check Number 1234 TASIBETC ~ None - v
Date of Check 0110112016 B If Other, TAS/BETC
Agreement Number Date of Treasury 01/02/2016 =
Confirmation
FOIA Request Number
Document Reference 00012345-0001 X

FBWT Reason

Expected Posting Date

AR Advance pending Center po v

0113172016

]

Number

Return Reason

If the check is not able to be identified as to which Center it belongs

and/or the purpose of the payment, research is required using any

information you can find on the check or supporting documentation.

Research).

(See also Appendix N — Resources — Accounts Receivable

Carefully review all information on the Fedwire, Pay.gov, check

information to verify Center indicated, such as searching on the

and/or any imaged supporting documentation and envelope to see if
a particular Center is noted as payee. Look for any NASA
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customer name, Agreement number, Contract number, Travel
Authorization number, etc.

a) Search for an outstanding Bill of Collection.

i.  Search the “Bill of Collection” folder on the N drive.

=

-

e

|| seorch gits of Coliection

1| . » Computer » nssc-shared (\\nsscfs0lp.nssc.nasa.gov) (N:) » Bills of Collection » -

Organize = Burn New folder == = [ @
Y Favorites MName . Date modified Type Size
M Desktop J 10 - HQ 3/19/201512:21 PM  File folder |
=l Recent Places i 10 - NSSC 10/30/2015 8:04 AM  File folder
rJ’ Music J 21 - ARC 1/26/2016 211 PM  File folder
i & Downloads W 22 - GRC 5/13/201511:28 AM  File folder
J 23-LaRC 7/14/201512:29 PM  File folder
il Libraries ). 24 - AFRC 5/19/2014 4:00 PM  File folder
@ Documents |/ 24 - DFRC (also see AFRC) 3/25/2014 9:57 AM File folder
J’ Music Ju 51 - GSFC 3/25/2014 441 PM  File folder
[E5] Pictures 10 55 - NMO 3/6/2014 1:00 PM File folder
B videos \ 62 - MSFC 8/12/201512:17 PM  File folder
I 64 -55C 2/29/2016 23 PM  File folder
- Computer W 72-J5C 2/12/2016 10:41 AM  File folder
& Local Disk (C:) Ju 76 - KSC 1/26/2016 8:23 AM  File folder
5 jamyers (\\nsscfst . CAB_CCB Minutes 3/24/2015 4:52 PM File folder
L nssc-shared (\ins .. FORMS 5/12/2016 3:54 PM File folder
&# nssc-mfdscan (W\ . UNDER §10 LISTS 5/11/2016 9:16 AM File folder
@‘5 9-18-2014 OIC and Center Dir Listing.doc 12/9/2014 1213 PM  Shortcut 3KB
“! MNetwork 10-24-2014 OIC and Center Dir Listing.doc ~ 5/14/2015 2:01 PM Microsoft Word 9... 42 KB
'@ FOIA Contacts _ MASA 03312016.pdf 3/31/2016 :23PM  Adobe Acrobat D... 377 KB
a'. FOIA LOGuxls 5/12/2016 11:07 AM  Microsoft Excel 97... 306 KB
fig‘! FOIA Public Liaison July 30 2012.docx 10/26/201212:47 ...  Microsoft Word D... 14 KB
'@ MSFC WAIVER APPROVAL - NANCY JVR...  1/13/2016 5:50 PM  Adobe Acrobat D... 348 KB
% Thumbs.db 4/20/2016 7:04 PM  Data Base File 93 KB
ii. Search on Customer name in FBL5N.
a. Search for Customer number by clicking radio button by
customer account.
Customer Line Item Display

& o )E[ [i] Data Sources

| Customer selection
=
Customer account | |§ i to
Company code NASA| [

b. Search for customer name preceded by and followed by

an asterisk to obtain the customer number.
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[= Customear Mumber {1)

Az Customers (general) | D: Customers (by company code) 'r E: Custom... ||| « || »]

Search term | ]

1

Country
Postal Code [ |

= T 1
City I ]
Mame ILH J'
Customer [ |

: -

Maximum Mo. of Hits Soo

[+~ ][=3= | [ET]

c. Once you have the correct customer number, execute
query.

Customer Line Item Display

Customer selection
Customer account 119385 to
Company code NASA to ] E}

Selection using search help
Search help ID (]
Search string |

=  searchhelp |

| Line item selection
Status
O Open items
Open at key date 09/03/2015

O Cleared items

Clearing date to
Open at key date

2?é::?:te to |

d. Scroll through list of transactions to see if there is an
open bill for payment received.

e. Consider that the amount paid by customer may include

the full or partial amounts of interest/admin fee/penalty
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which are on separate SAP documents or a debt that
was written off in a current or prior year.

iii.  Execute Aging report to see if there are any open Bills.

a. Open ZCF_ARAGING T-code in SAP.

b. Populate Account Group (ZCOM, ZEPY, and ZFED),
Acct period, and Fiscal Year.

=
Program  Edit Goto  Systern  Help

[=] [ [=]

& | 3@ ea@  DEHE ST OS (BRI

AGING OF ACCOUNTS RECEIVABLE REPORT: ZRCF_ARAGING_PP

Data Selection
Account Group/Range

ZCOM | to

Business Areals)

| to

Customer Mumber

o | to

Document Mumber

Sl Account/Range

1310. 0000 |

Through Accourn ting Period

Fiscal vear

[ 7]
2e11]

‘ _J_I

=
=]
[=]

L [ ZCF_ARAGING [FHl [iemprnsfca2 [ OVR |

Z

c. Click Execute.

d. Scroll through list to see if there is an outstanding bill for

customer.

4. Search for Space Act Agreement (SAA) # or Military
Interdepartmental Purchase Request (MIPR) on check in SN, SAP
T-code VAQ3, etc. (See also Appendix N-Resources-Accounts

Receivable Research).

5. Search for Contract/Grant # on check - View contract in SAP using
T-CODE ME23N:

a)Check to see if the payment is a grant refund using ME23N.
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i

b) In ME23N, select icon.

c) Enter Contract Number under “Purchase Order” and hit
“Enter.”

= select Document

Pur. Order |

@ Pur. Order
O Purch. Requisition
O SRM Contract

d) Click inside the vendor name so that the radio button appears.
25623 NVERSTY OF e (3)

e) Click the radio button.

f) Select “NASA Account Group by POrg” or “NASA Search List
(Account Group)” tab.

I= Restrict value Range (1)

{/ NASA Search List (Account Group) 7" NASA Account Gro.. [EIIEY

Vendor (][ 123823
Purch. Organization ' '
Group key

Account group

Country

Order curmrency

Name

Search tem

Maximum No. of Hits 500

g) If “Group” = “ZHHS” it is for a grant. If the check is a grant
check, do not deposit the check. The check is to be returned to
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the payee with a copy of instructions for making payment to
Health and Human Services (HHS).

Vend... | POrg | Group)/Group| Cty| Crcy | Name 1

123823 GSFC ZHHS YS USD UNIVERSITY]
123823 NASA ZHHS S USD UNIVERSITY|

6. Determine if there is a NASA contract identified in the supporting
documentation for the check. NASA contracts usually begin with
NNX, NNA, NNC, NND, NNG, NNH, NNL, NNJ, NNK, NNM, NNS,
NAS - followed by a series of numbers and letters. As of Fiscal Year
2019 NASA contracts can also begin with 80ARC, 80AFRC,
80GRC, 80GSFC, 80HQ, 80JSC, 80KSC, 80LARC, 80MSFC,
80NMO, 80NSSC, 80SSC.

7. Determine if payment is for an Accounts Payable Vendor by
searching vendor name in FBL1N. Review to see if a Credit memo
has been parked for the amount of the check or if there are any
other outstanding credits. If needed, contact AP Center Lead for
further information.

a) Enter name in FBL1N proceed by and followed by an*

[ Account Number of Vendor or Creditor (4) - X

/2 NASA Account Group by POrg | JhlE
Vendor
Purch. Organization
Group key
Account Group
Country
Order currency
‘ '
Name (CaJI-ARCTIC SLoPE I}
Search term
Maximum No. of Hits 500
x
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b) You will only need to review “ZREMs” that don’t have blocks.
(In the example below, ZREM 164744)

Account Number of Ve

K20=)
v
(B[RRI ?E.) (2]
Vendor POrg Group Group ~ Cty Cr... Name 1 SearchTerm Pstﬁlod
163960 LARC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 [ 1 ~
163960 MSFC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 [ I~
163960 NASA US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
163960 NMO US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
163960 SSC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 0
168376 ARC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 DFRC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 GRC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 GSFC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 HQ US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 JSC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 KSC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 (]
168376 LARC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 MSFC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 ]
168376 NASA US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 NMO US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 O
168376 SSC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 7EM26 W
164744 ARC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
TEH744— OFR| US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 0
164744 GR US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 G US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 HQ US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 (]
164744 1SC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 KSC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 LAR| US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 MS| US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 N US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 0]
164744 NM US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 O
164744 SSC US USD ARCTIC SLOPE TECHNICAL SERVICES, IN 6HBK6 0
Vendor 164744
Company Code NASA
Name ARCTIC SLOPE TECHNICAL SERVICES, IN
ity BELISVILLE
St|P|Busi| Put| Ul Documentlo | Ty| Reference Pznt date |Pstng Date(Doc. Date |S|D LC amnt|C|C| Text
Al |10 |10 $603190672|RE| S0HQTRISF0107 INV-00011578€SB 11/25/2019|01/28/2020|11/25/2019| |&. 417.59 CR MEMO 11/2S ipp BOC 01/28 fmcO
J Al |10 |10 5603230407 |RE| S0HQTR17F0126 INV0001241674 12/13/2019(02/12/2020| 12/13/2019| |@] 76.09 CR Memo 12/13 original drn 56031

8. Determine if this is a Bankcard Refund or a NSSC Training Refund
by looking for a PC number. Determine the Center/BA to deposit by

utilizing screen above.
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[E]Bankwdm
T Header

v PC11797461

b FEFHREEL s SCURE.) [ B8 E oo vobes
B Status Proc. St Item Materia ShotTedt  QuantityUnt C Delvery Date Outine Agreement Item Created Requi.| Trackingho Plant Stor Location F
1 HRCO375%00 1 EA D 05141200 EAICP CATHEPCL1797461 NASA Shared Senvces N ]

8= ltem

[ 1] HRCD375900 v aly

Watera D... | Quanttes/Dees | Vauaton /AccountAssgnment SourceofSuppy | Sats | Cotac Person | T | Delvery Address | NASA Dt | Publc Sctor

g

9.

AcchssCat  Project ¥ Distribution Single account assignment ¥ CoCode  NASA v
Partial Inv. Derive from Account Assignmen. ¥

B Status SeqNoA.. Quentty  Perce  CostCy G/L Acct BusA  Order WBS Element Commitment | Funds Ctr Fund
1 1.000 0.0  10XD022  6100.2527 10 FC000000  384161.08.04 2520 10 NSCX02020R

Determine if this is a travel payment by looking for a bill number or a
Travel Authorization (TA) number. If bill number is listed, research
bill in FBO3 to verify Center.

10.If no NASA information is provided on the check or backup, review

11.

the check and backup for contact information to contact the
company for more information.

If the check does not belong to NASA (i.e., check is made out to a
specific person or to an entity other than the NSSC, NASA or US
Treasury) and needs to be returned to the vendor for any reason, do
not fill out the AR Functional Detail (FD) Tab. Simply forward the
FRT to the CS DP with notes in the Work Log regarding the reason
for return.

Note: Before the CS DP deposits the check, he/she should first note
that the check is made out to the NSSC, NASA or US Treasury. Ifitis
not, it must be returned.

B. Unidentified Check

1.

If the check cannot be identified, do thorough research and notate
research in the activity log.

. If the initial research can’t identify which center the collection should

be deposited to reach out to a peer(s) to assess the deposit
information. Any additional research should be notated in the activity
log.
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3. If the center still cannot be identified, send FRT to SP Supervisor for
approval to send Unidentified Check request.

4. Once unidentified check approval has been received, click the check
box for Unidentified Check on the “AR FD” tab and insert comments.
Once you “save” the FD, an automated email will be generated to
the Centers which includes the tech doc link to view the check. The
notification requests the Centers to determine whether the check
belongs to them based on their knowledge.

<

FD FM Accounts Receivables Submit  Cancel  Save

Customer Name | John Doe AR Center

0

Dollar Amount 100.00 Collection Type | Check

Under $10 Collection Category | — None —

IRIET:

Check Number | 1234 TAS/BETG | — None —
Date of Check | 01/01/2016 If Other, TAS/BETC

Agreement Number Date of Treasury =
Confirmation

FOIA Request Number
Document Reference
FBWT Reason | — None — ~ Number

Retum Reason
Expected Posting Date

Advanced Notification Customer Number
Retumed Collection TA Number
Receipt Notification AR Bill Number

FOIA Notification Travel/AP/MR Credit
Memo

IPAC Rejection
Posting/Clearing
Doc

nnnnnnnn ied Check
AR Credit Memo
Unidentified Check

Revised

Unidentfied Check = CHECK BELONGS TO YOUR CENTER
Comment it

Submit__|_Cancel

C. Send for Deposit

1. Update/Create the profile in SN for the customer. Place FRT in
“‘New” status prior to routing to L3. Also, change the status reason
to “High” if the payment is for center posting (i.e., Advance) or to
“Critical” if the payment needs to be posted here at the NSSC.

2. The SP PP will then route the SN FRT to L3, so the CS DP can
process the check through Over the Counter Net (OTCnet). The
specific processing steps may be found in Accounts Receivable L3
Deposit Process.

3. Upon Treasury confirmation of deposited checks (steps located in
Accounts Receivable L3 Deposit Process), the CS DP will record
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on the AR FD of the SN FRT the Document Reference Number and
CIR Confirmation Date (Pay.gov number and Agency Tracking ID if
a Pay.gov payment).

¢{ = FDFM Accounts Receivables Submit | Cand]
wustuiner AUTUNDR UDCT w
SubCategory CHECK v
Accounts Receivable ~ Notes  Nofification Activity ~ System
Customer Name John Dow Q AR Center Headquarters Q@
Dollar Amount 100.00 Collection Type Check v
Under §10 Collection Category Reimbursable Agreement v
Check Number 1234 TASIBETC - None - v
Date of Check 01/01/2016 If Other, TAS/IBETC
Agreement Number Date of Treasury 01/02/2016 i
Confirmation
FOIA Request Number
Document t Reference 00012345-0001 x
FBWT Reason AR Advance pending Center po v Number
Return Reason
Expected Posting Date 013112016

D. Check Collection Auto-Route Process for AP Vendor or Travel Refunds
1. AR L2 does research, enters data on FD, checks fee box if

applicable, and routes to AR L3 for deposit.

. AR L3 follows Deposit Process and enters DRN and Treasury

confirmation date, then selects “Save” or “Update.”

. If fee box is checked on the FD, the FRT will auto-route to AR L2 for

posting fees when FBWT Reason is: “AP Vendor refund pending
NSSC posting” or “Travel Refund or overpayment pending NSSC
posting.”

. If the fee box is not checked on the FD, when FBWT Reason is: “AP

Vendor refund pending NSSC posting” or “Travel Refund or
overpayment pending NSSC posting” the FRT will auto-route to AP
or to Travel for posting.

E. Erroneous Deposit to Incorrect Agency Location Code (ALC)
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1. Notate in the SN payment FRT work notes that the payment was sent
to the incorrect ALC and notate the correct ALC.

2. Create IPAC to transfer the money from one ALC to another.

a) Log into the IPAC system at htips://www.ipac.fms.treas.gov.

N Fisal S

r your credentials

B —rre————
I ke

IPAC Today
Last Completed Tran - Accomplished Date: 207

No Must See Messages found.

== | Broadcast Messages

c) ALC = The ALC you will be pulling the money FROM.

d) Customer ALC = The ALC you will be sending the money to.

[me——

Transactions

Last Completed Tran - Accomplished Date: 2015-09-01 Doc Ref: 72606662 Amt: 362

Customer ALC

Transaction Type

Add'l. Fields | Sgl Info | Revi|

* Asterisk indicates required fields

Main |

Organization Info
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e) Select “Payment” as the Transaction type.

f) For a Center to Center IPAC, you can use the Treasury
Account Symbol (TAS) 080X0122 as the Sender TAS and the
receiver TAS.

Sender

TAS/BETC © Enter TAS/BETC © Find TAS, Select BETC
Enter/Find:

(Choose One)

Sender
Treasury SP ATA AID BPOA EPOA A MAIN SuUB

Account 080 X 0122 000
Symbol

Sender BETC * DISB
CARS Reporter Requirement

History List SP|ATA|AID|BPOA|EPCA|AIMAIN|SUB|BETC ~
Receiver

TAS/BETC  © Enter TAS/BETC © Find TAS, Select BETC
Enter/Find:

(Choose One)
Receiver

Treasury . Sp ATA AID BPOA EPOA A MAIN SUB
Account 080 X 0122 000
Symbol

CARS Reporter Requirement
Receiver .
BETC CcoLL

CARS Reporter Requirement
History List SP|ATA|AID|BPOA |EPOA|A|MAIN|SUB|BETC ¥

g) Purchase order nr = TRANSFERRING FUNDS.
h) Invoice nr = Incorrect center abbr. to correct center abbr.

i) Obligating doc nr = Incorrect center abbr. to correct center
abbr.

j) Description = Transaction details and pertinent information go
here such as BOC or Contract. Include Payee or Customer
number and any information needed to post the IPAC
correctly.

k) Miscellaneous = FMC and Center POC (if applicable).
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Purchase

* ERRONEOQUS DEPOSIT
order nr.

Invoice nr. * HQ TO GSFC

Obligating

E3
e (m HQ TO GSFC

ERRONEOUS DEPOSIT OF DRN
Description 00123456-001. SENDING FROM
HQ TO GSFC.

1‘n| »

ERRONEOQOUS DEPOSIT OF DRN
Miscellaneous  00123456-001. SENDING FROM
HQ TO GSFC.

1‘“\ »

[) Contact Name = NSSC — Accounts Receivable.

m) Contact phone nr = Contact Center Phone Number (877-677-

2123)
n) Leave “Pay Flag” as “Final”
0) Unit of issue = EA
p) Quantity = 1

q) Unit Price = Amount of $ you are moving.

r) Detail Amount = Amount of $ you are moving.

Contact NSSC - Accounts Receivable
Name First & last name

sk 877-677-2123

phone nr.

Pay flag * Final ~

Unit of issue * EA
Quantity 2 1
Unit price * 100.00

Detail

* 100.00
amount

s) Click “Next.”
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t) Click “Next” again (because when moving money from Center
to Center, this page does not have any required fields).

u) SGL:
i.  Credit Amount =1010
ii.  Debit Amount = 1310
iii.  Then hit “Total” at the bottom.
Sender SGL Accounts
SGL F/N Debit Amount Credit Amount
1010 F - 100.00
1310 F - 100.00
F -
F -
F -
F -
F -
F -
Net totals 100 100
Previous HNextH Add Detail H Cancel HCIearl ’Help
v) Click “Next.”

w) Look over all of the details to make sure there are no
changes needed.

x) Click “Finished.”
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y) To save a copy of the IPAC:
i. Click “Print.”
ii. Click “OK.”
iii. Output = PDF
iv. Click “OK.”

v. Click “Download.”

F. Put a note in the SN FRT’s work notes that the money has now been
moved and attach a copy of the IPAC to the FRT. You will now set your
FRT as “Pending” / “FRT Parts” and wait for the new IPAC to come
through AWMS and into SN (next day). Ifitis close to month-end and
this IPAC needs to be posted immediately, send a copy of the IPAC to
AWMS by emailing it to NSSC-Accountspayable@nasa.gov. The IPAC
will be imported into AWMS by Document Imaging. You can then use
Process 1, Step 3, to route the IPAC to SN to create a new Finance
Accounts Recievable to expedite processing.

1. To create a document link in SN, go to the FRT and click on “Link”
tab at the bottom of the screen. Then click “New.”

Functional Details = Links = Quality Controls = Audit History (61) = All Attachments (2)

= Linksm Search DocumentURL ¥ @ Search

? Links

@ O\ = Number = Case Number
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2. Add a document name, such as IPAC DRN. Unlock the document
URL then copy and paste the document link. Click “Submit.”

% Document Name IPAC DRN 024560001
>k Document URL https://ap.nssc.nasa.gov/serviet/sm.wek @
Submit Cancel Save

Note: Once your new IPAC FAR is created, relate it to the original FAR
notated on the IPAC and resolve the original FAR. The payment can
now be posted to the correct center (see Process — Posting Collection
with Established Receivable) or the “Advance Notification” sent to the
Center (see Process — Posting Collection without Established
Receivable, Step 10).

G. Returned Payments (SF 5515)

1. When a customer’s check payment is returned due to insufficient

funds, AR L3 receives a return collection in CIR.

. AR PP will research for the original payment in SN.
. AR PP will relate the FAR in SN.

. If returned payment is for a Center Advance, AR PP will notify the

center of the returned collection via SN by selecting the Returned
Collections button on the FD form. (See Appendix | for example of
FD).

. If returned payment is related to an NSSC posting, AR PP will route a

FRT to the appropriate functional area for reversal (if applicable).
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PROCESS 2 — ACCOUNTS RECEIVABLE L3 DEPOSIT PROCESS

STEP 1.

Accounts Receivable Collections Process (Non Official Report)

Identify NASA Collections using CIR - NSSC AR CS - Control Activity

Note: CIR (Collections Information Repository) is a Treasury system that
confirms NASA'’s collections. This system will confirm Pay.gov,
Checks/Cash, and/or Fedwires. It also shows any Returned collections
(5515) and Manual deposits.

Note: NSSC AR created a confirmation macro process that covers the
manual processes from Steps 1 through 7. See Appendix L. Manual
procedures should be used in the event the macro process is not available
for use.

. Log-in to CIR https://cir.fiscal.treasury.gov/

1. Click on Reports
2. Select the Voucher Report_ V2

Note: The report will be run twice unless there is a holiday. Holidays can
push the dates forward causing the potential to miss some transactions.

3. Previous Business Date—Report will be run first

4. Today—Report will be run second after all of the collections have
confirmed under the previous business date results

5. Previous Business Day—this report will be run after a holiday

6. Beginning Business Day Date and Ending Business Day Date— Dates
must be manually entered on the left column under the Prompts
Summary.

7. In the pop-up box, populate the Prompts

8. Select a Business Date Period:

Note: For Previous Business Date no changes need to be made
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9. Click on OK

B. Confirm collections

1. The Voucher Report pulls up—-this report will show each transaction
that has confirmed

2. Determine the type of collection transaction (each type has a separate
process)—-Pay.gov, OTCnet: E-Check Deposit,Credit Gateway:
Fedwire, Return ltems (5515), Manual Deposits

3. Open the Collections Workbooks, identify the collections that have
been confirmed and those that need to be confirmed.

Note: The AR Collections Workbooks are spreadsheets listed by Center
of all collections NASA receives. The FYXX_Collections
Workbook_Deposits, is for checks received, and the FYXX_Collections
Workbook_PayGovFedwire, is for any Pay.gov or Fedwires received.
These workbooks aid the deposit processors in confirming collections
through Treasury. All deposit processors must be diligent in assuring that
all of the collections have been processed for posting/reversal. It is
important that the workbook is populated and that the collections are
processed correctly. When working in the spreadsheets, the deposit
processor needs to ensure all collection workbook fields are populated
and saved to R:\Accounts Receivable\Collections Wkbks.

STEP 2. Match workbook amounts against confirmed amounts on the CIR report -
NSSC AR CS — Control Activity

Note: Itis important to match all the collections to ensure that they have
been processed (making sure no duplicates have been processed).

Note: If the depositor is unsure that a collection has been processed,
then additional research in the shared drive folders and Tech Doc should
occur (e.g., same vendor for the same amount).

Note: OTCnet and Manual check deposits will be the only collections pre-
populated on FYXX_Collections_Workbook_Deposits.
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STEP 3.

Note: For Pay.gov payments, collection information will need to be
entered into the FYXX_Collections_Workbook PayGovFedwire
completely.

In the CIR voucher report, double click on the number of financial
transactions.

1. Record information in the following fields of the collections workbook:

a) Voucher Date
b) Name

c) Amount

d) DRN

. Save the collections workbook as the information is entered to ensure that

there is no data lost.

C. Identify the number of financial transactions.

Export Collections as PDFs — NSSC AR CS

A. For one (1) transaction in the financial transaction detail report, click on

the arrow next to export in the top right.
1. Export document as a PDF.

2. In the pop-up box at the bottom of the screen, click the arrow next to
Save and select “Save as”.

3. Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day - Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations.

4. Name document using naming scheme for pay.govs:
Voucher Number_Fin Trans Count_Payer
Name_Center~FY_Year~Month_Year~DRN-XXX

5. Save under the folder (the current date).
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B. For multiple transactions (2+), in the financial transaction detail
report, additional steps should be taken to separate the transactions.

B>
1. Click on the arrow next to Export —' in the top right.

2. Export Document as an Excel spreadsheet.

3. In the pop-up box at the bottom of the screen, click the arrow next to
Save and select “Save as”.

4. Save file as an excel spreadsheet in the Deposit Confirmation file:
Folder: R:\Accounts Receivable\Check Collections\Deposit
Confirmations FY, Month, and Day folder.

5. Use the following naming scheme: Pay.gov_Center.

Note: This naming scheme is just so you can come back and
separate the collections.

6. Save under the folder (the current date).

Note: The transactions that were saved in the Excel spreadsheet
need to be separated and saved into PDFs.

7. Open the Excel spreadsheet (may have to click the Enable Editing
button).

8. Highlight all of the transactions.

9. Scroll to each cell that has Transaction Detail for: XXXXXX.
10. Highlight the cell yellow.

11.Create a tab from a copy of the original.

12.Right click on the original tab and select “Rename”.
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13.Rename the tab with the Name of the payer found in the Party Name
field.

14.Names might need to be abbreviated to fit within the tab.
15.Right click on the renamed tab and select Move or Copy.
16. Highlight the sheet and click the box next to Create a Copy.

17.Click Ok.

18.Rename the new tab that was created in the same scheme above
replacing the Name of the Payer found in the Party Name field.

19. Continue the renaming and copying process until the number of new
tabs equal the number of transactions (e.g., 3 transactions should have
3 separate tabs).

20.0n the newly created tabs, modify the sheet to allow only one
transaction per tab.

21.The named tab should only have the information related to that specific
payer (e.g., the tab named Jon Doe should only have Jon Doe’s
information).

22.Using the highlighted cells as a guide, delete the information in the
rows that are not needed by selecting the applicable rows, right-
clicking, and clicking delete.

23.Look over the data within the tabs to ensure that all fields can be seen.

24.To expand the data, select the information by clicking the arrow in the
left hand corner of the spreadsheet.

25.0nce all data has been highlighted, hover the cursor between cells on
the rows and columns and double-click.
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26.0nce the data is correct on all tabs, click save.
27.0ne at a time, convert each tab into separate PDFs.
28.1f Acrobat is on the tool bar, click Acrobat.

29.Click Create PDF.

30. Select the radio button next to Sheet(s).

31.Move the applicable sheet from the Sheets in Excel column to the
Sheets in PDF column.

32.Select the applicable sheet.

33.Click Add or Remove (as applicable).

34.Click the arrow button.

35. Select the radio button next to fit to paper width.
36.Click convert to PDF.

37.Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations Naming Scheme Pay.gov: Voucher
Number_Fin Trans Count_Payer
Name_Center~FY_Year~Month_Year~DRN-XXX

38.If Acrobat is not on the toolbar, click file, and click print.
39. Select Adobe PDF under printer type.
40.Make sure Print Active Sheet is selected under Settings

41.Click the print button.
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Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations

Naming Scheme Pay.gov: Voucher Number_Fin Trans
Count_Payer Name_Center~FY_Year~Month_Year~DRN-XXX

42.Save under the folder (the current date).

43.Repeat the process until all spreadsheet tabs are converted as
separate PDFs on the R: drive with the correct naming scheme.

C. For Fedwires, collection information will need to be entered into the
workbook completely.

Note: Fedwires, SWIFT, and ACH credit payments are processed as
Fedwires. These payments may have slight differences in the way the
information appears on the report.

1. From the Financial Transaction Detail Report, record information in the
following fields of the Collections Workbook:

a)
b)

1)

Center

ALC

Voucher Date

Payer Name

Payer Email

Payer Type, if known (business or individual)
Voucher Amount

Voucher Number

Financial Transaction Count

Financial Transaction Number

Reporting Program/Subprogram (Pay.gov, Credit
Gateway:Fedwire, or Credit Gateway:ACH)
Settlement Mechanism for Pay.gov (Card or ACH)

m) File Name
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2.

8.

Save the collections workbook as the information is entered to ensure
that there is no data lost.

Identify the Number of Financial Transactions.

For 1 transaction, in the Financial Transaction Detail Report click on

1 e
the arrow next to Export — in the top right.

Export Document as PDF.

In the pop-up box at the bottom of the screen, click the arrow next to
Save and select “Save as”.

Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations.

Use the following naming scheme: Voucher Number_Fin Trans
Count_Payer Name_Center~FY_Year~Month_Year~DRN-XXX

Save under the folder (the current date).

D. For multiple transactions (2+), in the Financial Transaction Detail Report,
additional steps should be taken to separate the transactions.

1.

2.

P
Click on the arrow next to Export — in the top right.

Export Document as an Excel Spreadsheet.

In the pop-up box at the bottom of the screen, click the arrow next to
Save and select “Save as”.

Save file as an Excel spreadsheet in the Deposit Confirmation file:
Folder: R:\Accounts Receivable\Check Collections\Deposit
Confirmations FY, Month, and Day folder.

5. Use the following naming scheme: Fedwire_Center.
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Note: This naming scheme is just so you can come back and separate
the collections.

6. Save under the folder (the current date).

Note: The transactions that were saved in the excel spreadsheet
need to be separated and saved into PDFs.

7. Open the Excel spreadsheet (may have to click the Enable Editing
button).

8. Highlight all of the transactions.

9. Scroll to each cell that has Message Summary: XXXXXX.
10. Highlight the cell yellow.

11.Create a tab from a copy of the original.

12.Right click on the original tab and select “Rename”.

13.Rename the tab with the name of the payer found in the originator
name field.

14.Names might need to be abbreviated to fit within the tab.
15.Right click on the renamed tab and select Move or Copy.
16. Highlight the sheet and click the box next to Create a Copy.
17.Click Ok.

18.Rename the new tab that was created in the same scheme above-
replacing the Name of the Payer found in the Originator Name field.




NSSC

Service Delivery Guide

NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 47 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

19. Continue the renaming and copying process until the number of new
tabs equal the number of transactions (e.g., 3 transactions should
have 3 separate tabs).

20.0n the newly created tabs, modify the sheet to allow only one
transaction per tab.

21.All tabs need to include the Voucher Details information which is the
information located above the Message Summary.

22.The named tab should only have the information related to that
specific payer (e.g., the tab named Jon Doe should only have Jon
Doe’s information).

23.Using the highlighted cells as a guide, delete the information in the
rows that are not needed by selecting the applicable rows, right-
clicking, and clicking Delete.

24.Look over the data within the tabs to ensure that all fields can be
seen.

25.To expand the data, select the information by clicking the arrow in the
left hand corner of the spreadsheet.

26.0nce all data has been highlighted, hover the cursor between cells on
the rows and columns and double-click.

27.0nce the data is correct on all tabs, click Save.
28.0ne at a time, convert each tab into separate PDFs.
29.If Acrobat is on the tool bar, click Acrobat.

30.Click create PDF.

31.Select the radio button next to Sheet(s).
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32.Move the applicable sheet from the Sheets in Excel column to the
Sheets in PDF column.

33. Select the applicable sheet.

34.Click Add or Remove (as applicable).

35.Click the arrow button.

36. Select the radio button next to fit to paper width.
37.Click Convert to PDF.

38. If Acrobat is not on the toolbar, click file, and click print.
39. Select Adobe PDF under printer type.

40.Make sure print active sheet is selected under settings.
41.Click the print button.

42.Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations Naming scheme:
Voucher Number_Fin Trans Count_Payer
Name_Center~FY_Year~Month_Year~DRN-XXX Save under the
folder (the current date).

E. For Returned Items (5515s), collection information will need to be entered
into the workbook completely.

1. From the Financial Transaction Detail Report, record information in the
following fields of the Collections Workbook:
a) Voucher Date
b) Name
c) Amount
d) 5515
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2.

Save the collections workbook as the information is entered to ensure
that there is no data lost.

In the Financial Transaction Detail Report, click on the arrow next to
Export in the top right.

Export Document as PDF.

In the pop-up box at the bottom of the screen, click the arrow next to
Save and select Save As.

Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations.

F. Use the following naming scheme for all 5515s: Voucher Number_Fin
Trans Count_Payer Name_Center~FY_Year~Month_Year~DRN-XXX
Save under the folder (the current date)

G. For Manual Deposits, update the Date the Deposit Confirmed in the
Collections Workbook (Date will be current business date).

. Click on the Voucher Number link twice.

. The Number of Financial Transactions will show as a zero.

In the new page, the Financial Transaction Detail Report pulls up.
Click on the arrow next to Export in the top right.
Export document As PDF.

In the pop-up box at the bottom of the screen, click the arrow next to
save and select “Save As”.

Save file as PDF in the Deposit Confirmation file on R: in applicable
FY, Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations.
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8.

Use the following naming scheme: Manual Deposit: Voucher
Number_Fin Trans Count_Payer
Name_Center~FY_Year~Month_Year~DRN-XXX

Save under the folder that the original PDF transaction is saved.

H. For OTCnet deposits, confirm deposits pre-populated on the Collections
Workbook.

1.

The unconfirmed checks will be highlighted. Confirm and validate the
ALC and amount in CIR with the ALC amount in the Collections
Workbook.

After the ALC and amount has been reconciled, un-highlight the checks
in the workbook.

. In CIR, click on the Number of Financial Transactions twice.

. In the new page, the Financial Transaction Detail Report pulls up.
. Click on the arrow next to Export in the top right.

. Export Document as PDF.

. In the pop-up box at the bottom of the screen, click the arrow next to

Save and select “Save as’.

. Save file as PDF in the Deposit Confirmation file on R: in applicable FY,

Month, and Day Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations.

Use naming scheme: OTCnet: Voucher Number_Fin Trans
Count_CIR MMDDYY_Center and save under the folder (the current
date).

I.  Run the Voucher Report_V2, For Today’s Business Day.

1.
2.

Click the Refresh Data button (two blue arrows).

In the pop-up box, click Refresh Values.
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a) Select Today
b) Click the black arrow to move the date into the selection box
c) Click on OK

3. Confirm the collections found in the Results by repeating the previous
steps.

4. Continue to confirm results in both Previous Business Day and Today
reports until completed.

STEP 4. Processing NASA Collections - NSSC AR CS
Note: Pay.gov payments are processed at the beginning of each business
day. The Pay.gov system that is available to customers 24 hours 7 days a
week. Customers must access NASA’s Pay.gov payment applications via
the NSSC Customer Service Website.

https://www.nssc.nasa.gov/PayGov/PayGovRequest.html

A. View the folder Deposit Confirmation folder
R:\AccountsReceivable\CheckCollections\Deposit Confirmations.

B. Save a copy of the PDF into the Document Imaging folder on the N: drive.

1. Go to the following folder on the shared drive (this is a secured folder)
N:\Document Imaging\Pay.gov.

2. Save a copy of the Pay.gov PDF in this folder.

Note: The PDF will be automatically uploaded to Tech Doc and will
disappear once the upload has been successful. The uploaded file will
create an auto- FAR and FRT.

Note: Fedwires, SWIFT, and ACH Credits are payments in which the
Payer initiates from their bank. This is an electronic payment where
Deposit Processors are only notified of in CIR. Fedwires are pulled and
confirmed from CIR only and the reports (Fedwires, SWIFT, and ACH
Credits) will look slightly different depending on the wire method.

C. View the folder Deposit Confirmation folder
R:\Accounts Receivable\Check Collections\Deposit Confirmations.
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D. Save a copy of the PDF into the Document Imaging folder on the N: drive.

E. Go to the following folder on the shared drive (this is a secured folder)

N:\Document Imaging\Fedwire.

F. Save a copy of the Fedwire PDF in this folder.

Note: The PDF will then be automatically uploaded to Tech Doc and will
disappear once the upload has been successful. The uploaded file will
create an auto- FAR.

Note: Occasionally AR CS will receive returned items in CIR or OTCnet.
These are returned items that customer’s bank may reject due to
insufficient funds, payment stopped, etc. The returned items will look
slightly different in CIR (high-lighted in red) and show on the 5515 report
for OTCnet.

. View the folder Deposit Confirmation folder R:\Accounts

Receivable\Check Collections\Deposit Confirmations.

. Save a copy of the PDF into the Tech Doc folder on the N: drive.

Go to the following folder on the shared drive (this is a secured folder)
N:\Document Imaging\Returns.

Note: The PDF will then be automatically uploaded to Tech Doc and will
disappear once the upload has been successful. The uploaded file will
create an auto- FAR.

. Pull the 5515 Return Check Report (this is for a return check or stop

payment).

. Log-on to web-based OTCnet.

1. Select Reports on the right side, then select check processing reports.
2. Select the 5515 Debt Voucher Report.

a) Date: Enter dates of previous business day to current business
day
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b) Report Format: PDF

c) Click NASA- National Aeronautics and Space Administration

Note: If no results then, log off and go to next step as no saving is
necessary if results appear.

3. Save the PDF on the R: drive under the applicable FY, Month, and Day
Folder: R:\Accounts Receivable\Check Collections\Deposit
Confirmations.

4. Use Naming Scheme for 5515: Voucher Number_Fin Trans
Count_Payer Name_Center~FY_Year~Month_Year~DRN-XXX

5. Save under the folder (the current date).

L. Combine the 5515 Report PDF and the CIR PDF.
1. Open 5515 Report PDF
a) Under Tools, click Insert from File
b) In pop-up box, select the CIR PDF from the correct file path
c) Location: After
d) Page: Last
e) Click OK

M. Scroll down to ensure that the PDFs were combined.

1. Ensure the CIR confirmation PDF matches the 5515 PDF.

a) Name
b) Amount

c) Center

N. Click the Save button on the toolbar (this saves the PDF under the 5515
naming scheme).

O. Save a copy of the PDF into the Tech Doc folder on the N: drive.

1. Go to the following folder on the shared drive (this is a secured folder)
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N:\Document Imaging\Returns.

2. Save a copy of the consolidated 5515 Report PDF package in this
folder.

Note: The PDF will then be automatically uploaded to Tech Doc and will
disappear once the upload has been successful. The uploaded file will
create an auto FAR.

Note: There are two types of OTCnet Collections: (1) Check Capture and
(2) Deposit Processing. Check Capture is when a check is scanned into
OTCnet and sent to Treasury electronically. Deposit Processing is when
cash or foreign negotiable items are manually entered into OTCnet and
presented to a financial institution for manual deposit.

Note: Deposit Processing for OTCnet requires a manual deposit. A
manual deposit is check or cash that does not meet the requirements for
scanning within OTCnet. Confirmations on Manual Deposits will not occur
unless there has been a manual deposit.

P. Combine the Manual PDF and the CIR PDF.

1. Open Manual PDF
2. Under Tools, click Insert from File
3. In pop-up box, select the CIR PDF from the correct file path
a) Location: After
b) Page: 1
c) Click OK
Q. Scroll down to ensure that the PDFs were combined.

1. Ensure the CIR confirmation PDF matches the Manual PDF.
a) Name

b) Amount

c) Center

R. Click the Save button on the toolbar (this saves the PDF under the Manual
naming scheme).
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S. Save the PDF into the Tech Doc folder on the N: drive.

1. Go to the following folder on the shared drive (this is a secured folder)
N:\Document Imaging\Manual 215.

2. Save a copy of the consolidated Manual PDF package in this folder.

Note: The PDF will then be automatically uploaded to Tech Doc and
Will disappear once the upload has been successful. The uploaded file
will not create an auto- FAR as the FAR already exists.

3. Log into Tech Doc and file the uploaded Manual PDF in the applicable
date folder (/FM/AR/CHECK_COLLECTIONS).

Note: The Manual PDF will be deposited in the same date the Manual
collection was deposited.

STEP 5. Pull/Consolidate 215 Deposit Report - NSSC AR CS

A. Pull the 215 deposit report.

Log on to web-based OTCnet.
Select Reports on the right side.
Click on Check Processing Reports.
Select the 215 Deposit FRT Report.

0N~

Note: The date automatically defaults correctly (no change necessary).

5. Change the Report Format to: PDF.
6. Click NASA- National Aeronautics and Space Administration link.
7. Save the PDF on the R: drive under the applicable FY, Month, and Day

Folder: R:\Accounts Receivable\Check Collections\Deposit

Confirmations

8. Click the disk to save file under Naming Scheme:
215_Dep_mmddyyyy

B. Consolidate the 215 report with the CIR ALC PDF files to create the
Check Confirmation Package
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1. Open the 215 report

2. Under Tools, click Insert from File

3. In the pop-up, select all CIR Confirmations
4. Click open

5. Location: Before

6. Page: 1

7. Click OK

8.

Save the PDF on the R: drive under the applicable FY, Month, and Day
Folder: R:\Accounts Receivable\Check Collections\Deposit
Confirmations

9. Use the following Naming Scheme: Confirm Pkg
MMDDYYY~FY_YYYY~MONTH_YYYY and save under the folder for
the current date

10.Save a copy of the PDF into the Document Imaging folder on the N:
drive - N:\\Document Imaging\Confirm Pkg

Note: The uploaded confirmation package will not create a FAR, but will
be created in the same folder as the Checks

11. After upload, file the Confirmation Package on the shared drive within
the Confirm Pkg Folder: R:\Accounts Receivable\Check
Collections\Deposit Confirmations

12.Log into Tech Doc and file the uploaded Confirm Pkg in the applicable
date folder /FM/AR/CHECK_COLLECTIONS

Note: The Confirmation Package will be filed in the previous business
date Folder

STEP 6. Process Collection FAR (Pay.govs, Fedwires, 5515 Returns) — NSSC AR CS -
Control Activity

A. Complete Auto-generated FAR/FRT.
1. Log-on to SN
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2. Click Finance Services-Services-Accounts Receivable
3. Look in the AR group for FARs which are in an unassigned status.
4. Open the FRT (these can be a mixture of Pay.govs, Fedwires, and/or 5515s
depending on what was uploaded for that day).
Note: The type of collection will be identified in the FAR and FRT
Subcategory field.

5. Open the collection document applicable to the FRT located at R:\Accounts
Receivable\Check Collections\Deposit Confirmations.

6. In the FAR on the Accounts Receivable Tab, input the Requester Details.

a) Customer Name: For Pay.gov-Under payer details-Party name. For
Fedwire-Under Batch details-company name

b) Dollar Amount: Transaction Amount (Using the drop down box, select
the correct currency)

c) AR Center: Center receiving the deposit

d) Collection Type: applicable payment type

e) Date of Treasury Confirmation: Voucher date (on CIR confirmation
page. Date must be in MM/DD/YYYY format)

f) Document Reference Number: 00Voucher#-00# (on CIR confirmation
page)

Note: The 00# on the end is the number of collections for that center (if
only one confirmed per CIR then it will be 001; if two confirmed then the
first collection FAR/FRT will be 001 and the next collection task created
will be 002)
7. Click Save
8. Select the FRT-Payment Processing FRT

a) It will automatically be assigned to FM-Accounts Receivable L3

b) Assign it to self




NSSC NSSDG-9200-0008 Revision 9.0

. H : Number
Service Delivery Guide Effective Date: _ July 30, 2021

Expiration Date: July 30, 2023

Page 58 of 298

Responsible Office: Accounts Receivable
Subject: Accounts Receivable — Collection/Deposit Process SDG

c) Change status to Closed Complete
d) Click Update
e) Once Update is selected it will automatically return to the Record

9. Once the Payment Processing FRT is closed, a FRT will automatically be
created for the collection to be researched and posted.

a) The FRT will automatically be assigned to FM-Accounts Receivable L2,
FM-Accounts Payable L2, or Travel-L2. (The Assignment group that the
FRT is assigned to depends on the FBWT Reason selected and what the
Fee selection is chosen on the Accounts Receivable Tab).

10. Assign the Record to FM-Accounts Receivable L2

STEP 7. Update the Collections Workbook — NSSC AR CS
A. Navigate to: R:\Accounts Receivable\Collections Wkbks
B. Copy and paste the SN FAR and SN DRN # next to applicable confirmed

collection

C. Save workbook

STEP 8. Confirm OTCnet Check/Deposit Processing collections — NSSC AR CS — Control

Activity
A. Confirm OTCnet Finance Accounts Recievable
1. Open each Center’s CIR PDF
2. Log-on to SN
3. Open the FRT and match it to the deposit on the CIR PDF
Note: For Check Capture (scanned checks), the CIR PDF will be used to

match deposits. For Deposit Processing (Cash or Foreign items), the Manual
Deposit PDF will be used to match deposits
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4. In the Record, under the Accounts Receivable tab, enter the Date of
Treasury Confirmation (the Voucher date on the CIR report) and the
Document Reference Number (00Voucher#-00#)

5. Click save

6. Select the FRT-Check Processing FRT

7. In the Work Notes box, type Deposit confirmed
8. Change Status to Closed Complete
9. Select Update

10. Proceed until all confirmed collection Records have been updated

Note: The 00# on the end is the number of checks for that center (if only one
confirmed per CIR then it will be 001; if two confirmed then the first check will
be 001 and the next check created will be 002). This information is found on

the CIR PDF or the Manual 215.

Note: Each confirmed check is on a single page. The 001 or 002 can be
determined by looking at the CIR PDF’s page number.

Note: This process is completed after the previous business days deposits are
confirmed through Collections Information Repository. Any JP Morgan Chase
or Bank of America Checks that are for Rebates need to have a copy emailed
to appropriate POC (this is just in the FAR as these collections are currently
sent via Fedwire)

Pick-up the checks from Document Imaging (can be Traveler’'s Checks, Money
Orders, Checks, or Cash) at 2:00 pm everyday

1. Review and digitally sign for checks via the Chain of Custody Report in
Document Imaging

2. Review check for the following:
a) Check #

b) Amount of Check




NSSC NSSDG-9200-0008 Revision 9.0

. H : Number
Service Delivery Guide Effective Date: _ July 30, 2021

Expiration Date: July 30, 2023

Page 60 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

c) Name of Payer
d) Date of check
3. If information is correct, sign the Chain of Custody Report using your PIV
badge

4. If the information in the Chain of Custody is incorrect, Document Imaging
must Correct the issue and rerun the report before it is signed

5. Review additional information on checks to determine method of deposit
6. Look at the following information on the checks

a) Signature

b) Date (make sure it is not past 6 months or is not voided)

c) Check in US dollars

d) Check is drawn on a US bank

e) Endorsement (as applicable)

f) The check is made out to NASA, NASA Center, NSSC, or US

Treasury.

Note: If the signature is missing, the check is voided, or the endorsement is
missing, then the check will need to be returned. The missing endorsement
may be due to the check not belonging to NASA (e.g., checks received
consist of refund checks sent from NASA to a customer)

7. To return voided checks (not deposited)
a) The FRT would be sent to AP to cancel the check within their system
b) Upon check cancellation, the FRT is sent back to AR and processed
accordingly.
Note: If the check is notin US dollars or is drawn on a foreign bank, then the
check will need to be manually deposited.

Note: If an money order does not have MICR information the money order will
have to be manually deposited.

8. In SN, find the FAR # for each check. If not found in SN:
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a) Log-on to Tech Doc

b) Access FM/AR/Check_Collections folder

c) Search for check by name or date

d) View the check to verify that it is the correct check
i. Click the disk to view
ii. Click the back button to return

e) Obtain FAR #
i. Click the blue circle

ii. Scroll down and record the FAR # on backup check documentation

9. Search SN to see who has the FRT and request a status.

C. If the check is found in SN, open FRT, verify details and assign to Check
Processing FRT L3 deposit processor.

Note: For multiple checks under the same name, you may have to open up
more than one FRT and view the Accounts Receivable tab for the amount or
check number to match it to the check you are processing.

Note: L2 Payment Processors have until 3:00pm to find the correct ALC for
each check. If not found by 3:00pm, L3 may assist in finding the correct ALC.
If drawn in Foreign currency/Foreign bank or is cash, then the deposit will have
to be made via OTCnet Deposit Processing. The deposit FAR number (in the
workbook) will not be the next sequential number, but will be typed as Manual.

1. Under FARSs, Accts Receivable tab
a) Verify the populated information against the check
b) If the information is incorrect, return the FRT to L2

c) Identify AR Center (this is where check is to be deposited)

2. Within the Collections Workbook (R:\Accounts Receivable\Collections
Wkbks), copy and paste the checks information under the applicable
Center and input the following information

a) SN: Finance Accounts Recievable #

b) Voucher Date: Date checks were deposited on
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c) Name
d) Amount
e) Deposit Document Reference Number (DRN): This is in sequential

order so assign the next number that followed the last deposit.

3. Assign the SN FRT to the L3 deposit processor who will be confirming the

next business day

a) Under Work Info in the Notes, type Pending Deposit Confirmation
b) Save FRT

c) Continue the process for each check

STEP 9. OTCnet Check Capture — NSSC AR CS - Control Activity
A. Sort the Check capture checks by Center

B. Use the Collections Workbook to obtain the Grand Total of all current checks
for that Center’s Batch

1.

2.

3.

In spreadsheet, highlight the amount cells and look at Sum and Count at
bottom of screen

Annotate the Deposit DRN #, the Grand Total, and the Count for each
Center
Save and close the Collections Workbook

C. Make the deposit via the OTCnet system

1.

© N o o bk b

Log-on to OTCnet Local Bridge Application - OLB

Log-on to OTCnet.

Click the Check Processing tab

Select the Check Scan

Select the applicable OTC Endpoint (ALC) in which to make the deposit to
Click Next

Under Scan Controls: Click Start Scan

Place Check in Scanner (with account numbers/micr line facing toward
light)
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a) The processing mode is Batch Mode which allows multiple checks to
be scanned.

b) Continue to scan all checks for that ALC

c) Once completed, click Stop

9. Enter the Agency Form Data for each corresponding check image that
appears

a) Amount- Check amount

b) Name- Name of Payer

c) Center- applicable center

d) Batch ID- obtained from Spreadsheet *mportant*
e) Verify that the information is input correctly

f)  Click Save when fields are entered

g) Continue until all check information is input

h) Wait for the message in the top of the screen (in green) to disappear
and gray out the Receipt button below

i) If the system prompts a MICR correction (shown as Check
Processing Error)

j) Select Yes when prompted

k) Correct the check’s accounting string
[) Click Save

Note: If the check will not process through with the corrections made, then you
will have to deposit the check via the manual Deposit Processing method in
OTCnet.

m) Continue until all checks are processed to the applicable ALCs

n) To selecta new ALC, scroll down and click the Previous button
which will navigate back to the Check Scan screen

D. Close Batch in OTCnet

1. Click the Previous button and navigate back to the Check Scan screen
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2. Review the Batch totals and Check count against the numbers annotated
earlier from the Collections Workbook

Note: If the totals do not match and corrections are needed for the check(s)

deposited,

make the corrections prior to Closing the Batch

3. Click on the Check Processing tab

a)
b)

j)

Click Batch Management

Enter a OTCnet user ID in the Cashier ID field

Check the Open box

Click Search

Click on the Batch ID number

To void a check, click the Void button

In the pop-up box, type in the correction reason

To correct a check, scroll down to the bottom of the page to view
each scanned check

Select the check that needs to be corrected and make corrections
as necessary

In the pop-up box, type in the correction reason

4. If corrections are not needed, close the Batch

a)
b)

c)

d)

f)
¢)]

Click the Check Processing Tab
Click Batch Management (top of screen)
Under Batch Status
i. Select Open
Click Search
Note: A Summary of Batches will be pulled up
Click Check All (this will place checkmarks in the boxes listed by
the Batch IDs)
Click Close Batch
Click Confirm
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5. Enter Batch Controls for each ALC

a) Enter Batch Control Count (total number of checks processed)
b) Enter Batch Control Amount (total amount of checks processed)
c) Click Next until all Batch Controls are entered

d) Click the Print PDF Report button

e) Inthe pop-up box, click Cancel

f) Click the Confirm Report Print button

g) File the checks in Tech Doc under the applicable FY, Month, and
Day Folder: /FM/AR/CHECK_COLLECTIONS

6. |If the file is not available, then create new folder within Tech Doc
a) Loginto Tech Doc
b) Navigate to the area that the folder should be located at
c) On the left hand side, click Create Folder

i. Enter the applicable Name (e.g., MM-DD-YYYY)
ii. Enter the applicable Description (e.g., Checks Deposited on
MM/DD/YYYY)
iii. Uncheck the box next to Check to add myself to the
Notification List
iv. Enter the Reason
v. Click Ok
vi. Click Next
vii. Select the following Access Lists by selecting a list under the
Shared Lists column and clicking the Add button

d) Owners
i. FM_AR_IG
i. FM_FAB_IC_CS
jii. IT_DM
e) Read
i. FM_AR_SP
i. FM-FSB2_SP

ii. FM_FSB_SP
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Note: All lists selected should show in the Selected Lists Column
f) Click Next
g) Click Ok

Note: If a check is to be returned, create a folder within the day it was
returned
h) On the left hand side, click Create Folder
i. Enter the applicable Name (e.g., Return)

ii. Enter the applicable Description (e.g., Returned Checks)

iii. Uncheck the box next to Check to add myself to the
Notification List

iv. Enter the Reason

v. Click Ok
vi. Click Next

i) Select the following Access Lists by selecting a list under the
Shared Lists column and clicking the Add button

j) Owners
i. FM_AR_IG
i. FM_FAB_IC _CS
ii. IT_DM
k) Read
i. FM_AR_SP
i. FM-FSB2_SP
ii. FM_FSB_SP
[) All lists selected should show in the Selected Lists Column
m) Click Next
n) Click Ok

Note: Secure checks in safe until the deposits are confirmed via
Collections Information Repository (CIR)

STEP 10. OTCnet Deposit Processing — NSSC AR CS — Control Activity
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Note: There are four different types of Deposit Processing items: (1)
Domestic Cash/Checks, (2) Foreign Exchance Checks (for clearing) (3)
Foreign Exchange Checks (for collections), and (4) Foreign Currency.
Review section A, B,C, or D to determine which deposit type is being
processed.

A. Domestic Cash/Checks

1.
2.

Identify that a manual deposit has been received.

View the SN FRT in order to verify Center where deposit should be
made.

Update the SN FRT to reflect that this is a manual deposit.

Email the Deposit Reconciler and give a status of this collection.

5. Log-in to OTCnet.

6. On the Deposit Processing tab, select the Create Deposit drop

down.
a) Select Create Deposit
b) Click on US Currency
On the Create Deposit Screen, under Select Organization Endpoint,
click the plus sign to display all NASA Centers.
Once all centers are displayed, choose the applicable center for the
deposit being made.
Note: You can only select one center at a time but can make a
lump sum deposit (cash) to the same Center.
Define Deposit Preparation Information screen
a) Verify that the correct center was selected
b) Input the following fields
c) Enter the Deposit Total
d) Voucher date: Current Date (should be date that the cash is
taken to the bank)
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e) Enter the Fiscal Year

f) Financial Institution: Hancock Bank

g) Enter Cash Subtotal (as applicable)

h) Enter the Denominations of any Cash (Paper and Coins)

received in the Currency box (as applicable)

i) Enter the count of each bill received

j) Click Calculate after the Subtotal (for any type of deposit is
entered; make sure the Deposit Variance includes the Total is
Zero

k) Click Next

10. Define Subtotals by Accounting Code or TAS screen

a) Under Agency Accounting Code, select the applicable
accounting code from the drop-down
Enter the amount of the check in the Foreign Amount box

)
c) Click Add
) Ensure that the information appears and is correct
e) Click Next
11.Review Deposit Preparation Information screen
a) Review that the deposit information is correct

b) If not then Save as a Draft and go back into the deposit and
correct
c) Once verified, click Submit.

Note: OTCnet will display a confirmation indicating that the
deposit ticket was submitted to Hancock Bank.
12.Print OTCnet Deposit Ticket
a) Click Print OTCnet Deposit Ticket

b) Once the OTCnet Deposit ticket is printed for submission to
Hancock Bank, click Print Deposit Ticket again
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c) Select Adobe PDF to save a copy to the Deposit
Confirmations folder on the R: drive. R:\Accounts
Receivable\Check Collections\Deposit Confirmations

d) Use Naming Scheme:
Payer Name_Manual Center~FY_YYYY_MON_YYYY
(located under date folder in which the 215 OTCnet Deposit
Ticket was created)

Note: This document will be combined with the Treasury
confirmation once it is received.

13.File the Check Image in Tech Doc in a sub-folder titled Manual
/FM/AR/CHECK_COLLECTIONS

14. Bring the 215 OTCnet Deposit Ticket and cash to Hancock Bank
located in Bldg.1100

B. Foreign Exchange Check drawn on foreign bank (deposit for clearing)

1. Determine if the check fits one of these two situations:

a) Check is drawn on foreign bank and is payable in foreign
currency, and when the name of the Country of Deposit is
listed in the dropdown within OTCnet, it will be processed in
OTCnet as a foreign check item.

b) Checks drawn on foreign banks and made payable in US
Dollars will be processed in OTCnet as foreign check items
and users should select “Other” for the Country of Deposit.

Note: If name of the Country of Deposit is_not listed in the
dropdown within OTCnet, see “C.”

Note: These items will be treated as cash items. Cash letter
items are immediately cleared and granted provisional credit
within two business days following the day the financial agent
receives the check. A separate deposit must be created for
each type of foreign currency.

2. View the SN FRT in order to verify Center where deposit should be
made.




NSSC NSSDG-9200-0008 Revision 9.0

. H : Number
Service Delivery Guide Effective Date: _ July 30, 2021

Expiration Date: July 30, 2023

Page 70 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

3. Update the SN FRT to reflect that this is a manual deposit.
4. Email the Deposit Reconciler and give a status of this collection

5. Email the Point of Contact (Admin Assistant) at the NSSC for
creation of a UPS package to send the check to Bank of America.

6. Include the following information and request to be notified of the
tracking number once the package has been created:

Bank of America
Attn: Foreign Transit ltems
GA 4-004-02-02

6000 Feldwood Rd
College Park, GA 30349

7. After the UPS tracking number is received, update the SN FRT to
reflect this number

Note: For same day pickup, the UPS Package information must be
created prior to 12:45 pm.

8. Log-in to OTCnet

9. On the Deposit Processing tab, select the Create Deposit drop down
a) Select Create Deposit
b) Click on Foreign Check Item

10.0n the Create Deposit screen, under Select Organization Endpoint,
click the plus to display all NASA Centers

11.0nce all centers are displayed, choose the applicable center for the
deposit being made

12. Define Deposit Preparation Information screen
a) Verify that the correct center was selected

b) Verify Voucher date: Voucher date: Current Date (should be
date that the check was mailed to the bank)

c) Input the following fields
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i.Country of Deposit (if made payable in US Dollars
select “Other” for the Country of Deposit)

ii.Currency Code: select the applicable currency on the
check (if US dollars does not appear on drop down list
select OTHER)

iii. Foreign Currency Amount: the amount of the check
iv.Financial Institution: Bank of America

Note: The correct account for this type of deposit is DDA
1257268465

d) Scroll to the bottom of the screen and click Next

13. Define Subtotals by Accounting Code or TAS screen

a) Under Agency Accounting Code, select the applicable

accounting code from the drop-down

b) Enter the amount of the check in the Foreign Amount box

c) Click Add

d) Ensure that the information appears and is correct

e) Click Next

14.Review Deposit Preparation Information screen
a) Review that the deposit information is correct
b) If not, save as a Draft and go back into the deposit and
correct
c) Once verified, click Submit.
Note: OTCnet will display a confirmation indicating that the
deposit ticket was submitted to the Bank
15.Print 215 OTCnet Deposit Ticket
a) Click Print Deposit Ticket
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b) OTCnet Deposit ticket is printed for submission to the bank,
click Print Deposit Ticket again

c) Select Adobe PDF to save a copy to the Deposit
Confirmations folder on the R: drive. R:\Accounts
Receivable\Check Collections\Deposit Confirmations

d) Use Naming Scheme: Payer Name_Manual
Center~FY_YYYY_MON_YYYY (located under date folder in
which the 215 Deposit FRT was created)

Note: This document will be combined with the Treasury
confirmation once it is received

16.File the Check Image in Tech Doc in a sub-folder titled Manual
/IFM/AR/CHECK_COLLECTIONS

17.Bring the UPS package containing the 215 OTCnet Deposit Ticket
and Check to the mailroom

18. Update the SN FRT with currency conversion amount (if
applicable), 215 OTCnet deposit ticket, tracking number, etc.

C. Foreign Exchange Check (deposits for collections)

1. ldentify if the foreign exchange check is drawn on a foreign bank,
made payable in foreign currency, and where the name of the
Country of Deposit is not listed in the dropdown within OTCnet.

Note: These checks will be treated as collection items. Users
should select ‘Other’ for items where the Country of Deposit_is not
listed. Collection items are forwarded to the foreign banks where
the checks are drawn on for clearance, prior to credit being granted.
This collection process takes approximately six to eight weeks to
complete.

2. View the SN FRT in order to verify Center where deposit should be
made

3. Update the SN FRT to reflect that this is a manual deposit

4. Email the Deposit Reconciler and give a status of this collection
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5. Email the Point of Contact (Admin Assistant) at the NSSC for
creation of a UPS package to send the check to Bank of America.

6. Include the following information and request to be notified of the
tracking number once the package has been created:

Bank of America
Attn: Foreign Collections
Mail Code: TX1-160-06-18

1950 N Stemmons Fwy Ste. 6001
Dallas, TX 75207

7. After the UPS tracking number is received, update the SN FRT to
reflect this number

Note: For same day pickup, the UPS Package information must be
created prior to 12:45 pm.

8. Log-in to OTCnet

9. On the Deposit Processing tab, select the Create Deposit drop down
a) Select Create Deposit
b) Click on Foreign Check Item

10.0n the Create Deposit screen, under Select Organization Endpoint,
click the plus to display all NASA Centers

11.0nce all centers are displayed, choose the applicable center for the
deposit being made

12. Define Deposit Preparation Information screen
a) Verify that the correct center was selected

b) Verify Voucher date: Voucher date: Current Date (should be
date that the check was mailed to the bank)

c) Input the following fields

i. Country of Deposit (“Other”)
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ii. Currency Code: select the applicable currency on the
check (if US dollars does not appear on drop down list
select OTHER)

iii. Foreign Currency Amount: the amount of the check
iv. Financial Institution: Bank of America

Note: The correct account for this type of deposit is DDA
1257268465

d) Scroll to the bottom of the screen and click Next
13. Define Subtotals by Accounting Code or TAS screen

a) Under Agency Accounting Code, select the applicable
accounting code from the drop-down

b) Enter the amount of the check in the Foreign Amount box
c) Click Add

d) Ensure that the information appears and is correct

e) Click Next

14.Review Deposit Preparation Information screen
a) Review that the deposit information is correct

b) If not, save as a Draft and go back into the deposit and correct

c) Once verified, click Submit.
15.Print OTCnet Deposit Ticket

a) Click Print OTCnet Deposit Ticket

b) Once the OTCnet Deposit ticket is printed for submission to
the bank, click Print Deposit Ticket again

c) Select Adobe PDF to save a copy to the Deposit
Confirmations folder on the R: drive. R:\Accounts
Receivable\Check Collections\Deposit Confirmations
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d) Use Naming Scheme: Payer Name_Manual

Center~FY_YYYY_MON_YYYY (located under date folder in

which the 215 Deposit FRT was created)

Note: This document will be combined with the Treasury
confirmation once it is received

15.File the Check Image in Tech Doc in a sub-folder titled Manual
/IFM/AR/CHECK_COLLECTIONS

19.Bring the UPS package containing the 215 OTCnet Deposit ticket
and the check to the mailroom

20.Update SN FRT with currency conversion amount (if applicable),
215 OTCnet deposit ticket, tracking number, etc.

D. Foreign Currency

1. ldentify that a manual deposit has been received

2. View the FRT to see which Center the deposit needs to be made

3. Update the FRT to reflect that this is a manual deposit

4. Email the Deposit Reconciler and give a status of this collection

5. Email the Point of Contact at the NSSC for creation of a UPS
package to send the check to Bank of America.

6. Include the following information and request to be notified of the
tracking number once the package has been created:

Bank of America GBN-LA
Mail Code: CA9-924-01-11
2706 Media Center Drive

Los Angeles, CA 90065-1733
(800)387-1012

Note: For currency deposits greater than $5,000, call Bank of
America for a Brink’s pickup.

7. After the UPS tracking number is received, update the SN FRT to
reflect this number
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Note: For same day pickup, the UPS Package information must be
created prior to 12:45 pm.
8. Log-in to OTCnet
9. On the Deposit Processing tab, select the Create Deposit drop
down
a) Select Create Deposit
b) Click on Foreign Currency Cash Item
c) On the Create Deposit Screen, under Select Organization
Endpoint, click the plus sign to display all NASA Centers

d) Once all centers are displayed, choose the applicable
center for the deposit being made
10. Define Deposit Preparation Information screen
a) Verify that the correct center was selected
b) Input the following fields
i. Currency Code: select the applicable currency
ii. Foreign Currency Amount: the amount of the

cash
iii. Financial Institution: Bank of America

Note: The correct account for this type of deposit is DDA
1233442049
c) Scroll to the bottom of the screen and click Next
11. Define Subtotals by Accounting Code or TAS screen
a) Under Agency Accounting Code, select the applicable
accounting code from the drop-down

b) Enter the amount of cash as shown in the Deposit Total
Box
c) Click Add

d) Ensure that the information appears and is correct
e) Click Next
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12.Review Deposit Preparation Information screen
a) Review that the deposit information is correct

b) If not, save as a Draft and go back into the deposit and
correct
c) Once verified, click Submit.

Note: OTCnet will display a confirmation indicating that
the deposit ticket has been submitted to Bank of America
13.Print 215 OTCnet Deposit Ticket
a) Click Print 215 OTCnet Deposit Ticket
b) Once the 215 OTCnet Deposit Ticket copy has been

printed for submission to the bank, click Print Deposit FRT
again

c) Select Adobe PDF to save a copy to the Deposit
Confirmations folder on the R: drive. R:\Accounts
Receivable\Check Collections\Deposit Confirmations

d) Use Naming Scheme: Payer Name_Manual
Center~FY_YYYY_MON_YYYY (located under date
folder in which the 215 Deposit FRT was created)

Note: This document will be combined with the Treasury
confirmation once it is received

14.File the Check Image in Tech Doc in a sub-folder titled Manual-
/IFM/AR/CHECK_COLLECTIONS

15.Bring the UPS package containing the 215 OTCnet Deposit Ticket
and the cash to the mailroom

16.Update SN FRT with currency conversion amount (if applicable),
deposit FRT, tracking number, etc.

STEP 11. Editing Pay.gov Payments — NSSC AR CS

A. SN FAR /FRT will be received regarding Pay.gov Reoccurring Payments
(i.e.,stopping payments). Log-in to Pay.gov to edit transactions.
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STEP 12.

Note: The Pay.gov system is available to customers 24 hours 7 days a
week. Customers have an option to create reoccurring ACH payments by
selecting the payment amount and payment frequency. Customers must
access NASA’s Pay.gov payment applications via the NSSC Customer
Service Website. https://www.nssc.nasa.gov/PayGov/PayGovRequest.html

1. Under the Collections Control Panel, click the Search Transactions link
2. In the drop-down box next to Select Payment Type, select ACH

Note: There are four options available to search for customer payments

3. Search by Agency Tracking ID- found on the customers pay.gov pdf
4. Search by Pay.gov ID- found on the customer’s pay.gov pdf or can be
given by customer from their confirmation e-mail

5. Search by Transaction ID for PayPal or Dwolla- this option is not
applicable
6. Search by Transaction Details

a) Select application name and Transaction Date,
Payment Date, or Amount

b) Choose the applicable search option by selecting
the radio button and entering the information
Note: If the search had results, a list of customer payments will
appear
c) Under the Actions column, select the Edit link

d) Edit the payment as necessary by choosing the following options

i. Change Payment
ii. Cancel Payment

e) For e-mail confirmations, click the box next to the
following selections
f) Send e-mail confirmation to customer

g) Send e-mail confirmation to user e-mail

7. Update SN FAR/FRT with confirmation e-mail and notification to user

Returning Checks — NSSC AR CS - Control Activity
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Note: In some circumstances, checks will need to be returned back to the
sender.

A. Identify a check that should be returned
1. L2 or L3 will identify a return check for the following reasons:

a) Grant Payment

b) Not endorsed

c) Not made out to NASA or US Treasury

d) Duplicate Payment

e) Requested return from the Payer
B. Update the SN FAR/FRT with reasons for return
C. Notify AR L3 Check Reconciler of Check return (stating reason for return)
D. Access the NASA Letterhead template: R:\Accounts Receivable\Check

Collections\Deposit Confirmations\FYXXXX\Return Checks

E. Complete the NASA Letterhead template

1. Type the letter to the customer/company explain the reasoning for the

return

2. Include directions if the check needs to be sent back or to another
address (i.e.,DHHS)
3. Obtain AR L3 Supervisor signature

4. AR L3 Supervisor will review the letterhead and the check

5. Scan the signed letterhead and save to the Shared Drive: R:\Accounts
Receivable\Check Collections\Deposit Confirmations\

6. Save in the applicable Fiscal Year under the Returned Checks folder
F. Upload the letter into TechDoc
1. Navigate to the applicable FY, Month, and Day folder
2. If a return folder has been created and the check has been filed, continue
3. If a return folder has not been created, then create a folder within the day
it was returned
4. On the left hand side, click Create Folder
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5. Enter the applicable Name (e.g., Return)
6. Enter the applicable Description (e.g., Returned Checks)
7. Uncheck the box next to Check to add myself to the Notification List
8. Enter the Reason
9. Click Ok
10.Click Next
11. Select the following Access Lists by selecting a list under the Shared
Lists column and clicking the Add button
a) Owners
i. FM_AR_IG
i. FM_FAB_IC_CS
jii. IT_DM
b) Read
i. FM_AR_SP
i. FM-FSB2_SP
ii. FM_FSB_SP
Note: All lists selected should show in the Selected Lists Column
12. Click Next
13. Click Ok
14. Upload the letter on top of the existing check image
15. Click the white page next to the check image in TechDoc
16. On the left hand column, click Reserve
17. Type Reason (e.g., Returned Check) and click ok
18. In the left had column, click Replace
19. Type Reason (e.g., Returned Check) and click next
20. Click Browse and navigate to the saved letterhead on the shared drive
21. Click ok

22. In the left had column, click Release
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23. Type Revision number (e.g., will be the same as the generation
number)
24. Type Reason (e.g., Returned Check) and click next
25. Uncheck the box next to Render the Generation to a watermarked PDF
file
26. Click Ok
G. Mail check via Certified Mail
1. Prepare envelope with Certified Mail label
H. Update and close FAR and FRT
1. Enter the Certified Mail # within the work notes of the FRT
2. Change Status of the FRT to Closed Complete
STEP 13. ACR Request Form — NSSC AR CS

A. The Check Processing ACR Request Form is used when a check was
processed incorrectly into OTCnet and requires Treasury to fix this
issue.

1. Identify the correction

2. Notify FBWT Supervisor and L3 Check Reconciler of correction needed

3. Access the Check Processing ACR Request Form on the shared drive
R:\Accounts Receivable\Check Collections\Deposit Confirmations

4. Open a copy of the ALC CIR confirmation report which shows the check
that needs the correction
5. Complete the Form
a) Agency Name: NASA

b) Individual Reference Number (IRN): Source Financial
transaction ID on CIR report
c) Original Voucher Number: the confirming DRN

d) Settlement Date: Voucher Date

e) Original Agency Location Code (ALC+2): applicable
center ALC

f) Original Dollar Amount:
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g) Request Type: Debit or Credit
h) Request Reason: put an “X” in that applicable box

i) Additional Comments: enter a brief summary that states
the reason for the correction

j) Section 2—Approving Official: This section needs to be
completed by a Check Capture Supervisor.

6. User can verify OTCnet system roles within NAMS as necessary
7. Save a copy of the ACR Form on the Shared Drive within the applicable
FY and date folder

8. E-mail the completed form to the OTC Support Center via e-mail to
FiscalService.OTCChannel@citi.com

9. OTC Support Center will assign a number to the request
10. Follow-up as necessary

11. Update FBWT Supervisor and L3 Check Reconciler on the status of
correction
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PROCESS 3 — POSTING COLLECTION WITH ESTABLISHED
RECEIVABLE (CONTROL ACTIVITY)

Note: If fees have incurred on debt, they will need to be processed prior to
posting principal. See Process - Posting Fees.

STEP 1. Post Reimbursable Collections - Payment Processor

Note: Use “Document Date” (not “Process Date”) on CIR report as the
posting date.

A. The PP will post information from SN FRT into SAP T-code F-28.

AccountsRecetvable | Worknotes | Activity  System

Customer UTONS? 3 ARCenter Jet Propulsion Laboratory
DollarAmount 5 481447 # Collection Type L
heck Da o Collection Category Other Revevables
heck Nuny TAS
Agreement Nul BEIC - None
FOIR Request Number ation 20210602
P-Card Orderlog v 210007800001
FEWT Reason AR Collection pending NSSC posting o yson
Fee N - ber 460
Expected Posting Date 2021-06-30 =] bes
DRH/IPAC Value tem
DRN/IPAC B TA Number
ficat it Bl Number
Fiscal Year
ARBill Date
A dit Memo 140000083
h Posting /Clearing Doc 140000083
R Credit Memo 140000083

LAIEAIERIERE:
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Post Incoming Payments: Header Data

Process Open Items
Document Date 010216 Type DZ! Company Code HNISA
Posting Date 05/10/2016 Period 8_
Document Number
Reference 00012345-0001
Doc.Header Text  |00012345-0001 Trading part.BA |
Clearing text 00012345-0001

Bank Data

Account 1. 5215 Business Area 10
Amount 100.00

Bank charges

Value date 05/10/2016 Profit Center [
Text 00012345-0001 Assignment

Open Itemn Selection Additional Selections
Account r123456 ® MNone

= — 2

Account Type D |_|other accounts

Specil GfL ind [v|Standard OIs e
Pmnt advice no.

9.

Enter the “Date of Treasury Confirmation” as “Document Date.”

Enter the Document Type (i.e.,DZ). This is found on the “Day-to-Day
Posting Guide” Posting Day-to-Day Non-Reim (Job Aid) and
determined by the type of payment.

Enter the “Document Reference Number” as the “Reference and Doc.
Header Text.” and

Copy the information from the text field in the Bill of Collection and
paste in the “Clearing Text” and “Text” fields.

Enter the Account number. This is also found on the “Day-to-Day
Posting Guide” and is determined by the type of payment.

Enter Business Area.
Enter amount of check.

In “Open Item Selection”, enter the ZCOM Customer number in the
“Account” field.

Click “Process Open ltems.”

10. Select correct amount for posting.
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11.Click Simulate.
12. Verify that the debit and credit total $0.00.
13.Click “post.” A posting number will be received.

14.Enter posting number in “Cash Posting/Clearing Doc” field on FD.

Cash Posting (Clearing Do 1400000835

15.Resolve SN FRT.

B. If the payment is only a partial payment of the full amount due, notify the
Account Maintainer in order to have the bill split into two separate bills.
Process the bill for the amount received by following EPSS Day to Day
posting.

Note: Partial payments are to be posted using Doc type DZ, DW or DX
per EPSS Job Aid “F-28 — Apply Collection — Collection Not Equal to
Receivable” located at: https://epss.nasa.gov/gm/folder-
1.11.5688897originalContext=1.11.8259

C. If the payment is for principal only and interest, penalty and/or
administrative fees have been incurred, post according to Process —
Posting Fees.

STEP 2. Post Accounts Payable Vendor Overpayments - Payment Processor

A. Open Contract

1. Auto/Manually Route the FRT to the AP Vendor Payment Processor
(VPP) for posting in SAP.
Note: Collections with Subcategory: Check, Pay.gov, Fedwire and
5515 auto route according to the process flow in SN Finance Request.

2. The request should be marked “Ciritical.”, if applicable.
3. Notate in the work notes that the FRT should be routed to the AR

Account Maintainer for resolution once posting is complete, if
applicable.
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4. The AR Account Maintainer (AM) will verify AP/Travel 1500 doc
posting in SAP to be sure it was posted for correct amount using t-
code FBO3.

5. The AR Account Maintainer (AM) will clear the bill with a Credit Memo.

Note: “Clear Bill Launcher” Add-in Macro: Step 2 [5] (above) should
be completed using the AR “Clear Bill Launcher” Add-in Macro for full
payments (see steps below).

a) Open SN in Internet Explorer.

b) Open the “AR-Functional Detail” and go to the “Accounts
Receivable” tab.

c) Open Microsoft Excel.
HOME  INSERT  PAGELAYOUT  FORMULAS DATA  Developer REVIEW  VIEW  ACROBAT (M

W % H = Bg E B

Monthly | SSC Billing SSC Create TROR Billing Clear Bil@Mlisc Receipts §AFBD DOITO SAP Recapture  ZEPY Quarterly SNOW
Billing  Compare Billing Packages  Reports | Launcher Launchel Launcher [auncher | RECON Launcher Audit Launcher Analysis Launcher Search
Billing TROR Day To§geBastiog REPORTS ServiceNow Searches

d) Select the “Accounts Receivable” tab.
Note: If you do not have this option in Excel, you can download
this add-in at the link below:

Accounts Receivable EPY

¢ N:\FM Division\Accounts Payable_Accounts
Receivable\Macros

e Select “AP-AR.xlam”

e) Click on “Clear Bill Launcher” on Excel ribbon.
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CLEAR BILLFORM-l. T

f) Click on “Update” (this will pull in most information needed for
posting from the “Accounts Receivable” tab in SN).

CLEAR BILL FORM-I. y ﬁE

g) Click the “OK” button.

i.  The macro opens FB0O3 and captures the amount, fund, fund
center, document date and customer number.
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ii.  The amount from the bill should match. If it does not, it will
return the error below:

F N
Moot | M| ==

The amount entered does not equal the amount of the bill.

h) When the amounts match, the macro will clear the bill and will
return a 1600 clearing document on the form.

Manual “F-30” Credit Memo Instructions (for use when “Clear Bill
Launcher” Add-in Macro is unavailable and/or for partial collections).

a) AR-AM creates a credit memo and clears using T-Code F-30.

Post with Clearing: Header Data

Document Date
Posting Date 09/04/2015|
Document Number

Reference

1500001234

[ choose openitems || Account Mogel |

91/01/2015| Type

Period

DG| Company Code NASA
12|

DocHeader Text

Clearing text

Transaction to be processed
O Outgoing payment

QO Incoming payment

® Credit memo

O Transfer posting with clearing

JOHN DOE - 10JN65J001 - TRAVEL DEBT

| Firstline item
Pstky 40| Account |6790.0006]

[&5Lind | | TType

b) Doc Date = Voucher Date on “Cashlink Confirmation” (DRN

date).

c) Doc Type = DG
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d) Reference = 1500 Clearing Document (verify amount of 1500

document posting).

e) Clearing Text = Copy “Text” Field from Original Bill

f) “Transaction to be processed” section
i. Check “Credit Memo” radio button.
g) Posting Key — 40
h) Account = 6790.0000
i) Click “Choose Open Items.”
Post with Clearing Add G/L account item
| Choose open items || Process Open ltems ||P More data ” Account Model
GI/L Account 6790.0000 | Other Expenses Not Requiring Budgetary Resources
Company Code NASA NASA
Item 1/ Debit entry/ 40 -
Amount 100.86  |USD
[Jcalculate tax
Fund |ESAX22088D|
Functional Area | WBSElement |
Funds Center 10 \ Commitment ltem |[NONR
% More |
Purchasing Doc. | |
Assignment \
Text JOHN DOE - 10VH26G001 - TRAVEL DEET| [5p Long Texts |
Next Line ltem -
Pstiy | Account | |seLind | |
j) Amount

k) Fund = from original bill in SAP.

[) Fund Center = from original bill in SAP.

m) Text = Copy text out of FBL5N for this bill.
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n) Click “Choose Open

Items.”

Post with Clearing Select open items

Process Open Iltems

Open Item Selection
Account 119305
Account Type D
Special G/IL ind

Pmnt advice no

[] other accounts
[] Distribute by age
[] Automatic search

Additional Selections
@® None
O Amount
O Document Number
O Posting Date
O Dunning Area
O Reference
O Payment order
O Collective invoice

Standard Ols

O Document Type

0) Account = Customer number
p) Click “Process Open Items.”
q) Make sure “Not Assigned” is Net $0.

Note: If this is a partial payment, you will copy the amount in “Not
Assigned” and click on the “Res. Items” tab at the top. Enter the
amount in the “Residual ltems” column and hit Enter. “Not
Assigned” should now be zero. Do not enter as a credit.

r) Post.

s) If this is a partial payment, go into the 1600 Doc and change the
Bline date to the Bline date of the original bill (unless on a
promissory note where you will change the Bline date to the next
payment date).

6. For an AP debt, enter the 1600 Document number into the IDR Form on
N: drive (N:\Bills of Collection) and move the IDR form to “Closed Bills”
folder, if the balance is now $0.

7. In SN, log your SAP Document 1600# in the “Cash Posting/Clearing Doc”
field on the FAR and close the FRT, FAR will automatically close.
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Note: The transaction codes FB65 and F-52 (FB65 - Enter Credit
Memo and Park Post (End User Procedure) and F-52 - Post
Incoming Payments Clear Credit Memo to Cash) are performed
by AP/Travel with PP roles. The transaction performed by AR (Account
Maintainer) roles should be to post a T-code F-30 with a DG document
type. This records a credit memo against the outstanding receivable,
causing the two to net to zero. Whenever AP/Travel records the entry for
the collection, AR records a credit memo to offset the outstanding bill
amount. The SAP cash posting document (15000) posted by AP or Travel
should be entered in the “Reference” field of the AR credit memo. This
facilitates tracing the actual payment receipt using FBLSN.

B. Accounts Payable Closed Contract

Note: If fund is cancelled, bill was requested under fund NON3220 and the
collection needs to be posted back using this fund.

1.

2.

Route the FRT to AP for validation.
If the contract has closed, AP will request funding approval from Center.

Once approval has been received, AP will route FRT back to AR for
posting

AR PP will post payment to bill.

AR PP will need to validate if the customer is Federal or Non-Federal by
searching for the trading partner.

Go to ME23N and select Other Purchase Order Number

Document Overview On | [ % é @IPrint Preview  Messages [i1] &7 Personal Setting
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7. Enter the contract number associated with the request and click on Other
Document.

‘= Saslact MNoaciirrmaset

Lis L
Pur. Order I'_mﬂl-:m;‘i’ﬁ:_'.q]

= Pur. Order
< 0 Purch. Reqguisition
T OSRM Contract

| Other'l:}ocument I[>=]

8. Copy the Vendor Number.

Document Overview On | [ &% Y | @2Print Preview Mez{ges [i] Z7Personal Setting

mv| NDPR ~/[nmE142%751] Vendor 1109814 US COMMERCE DEPT | D
S| /conditions | Texts |/ Address | Communication | Partners | AdditionalData + O

| NASA Information |
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9. Go to XK03 and enter Vendor Number. Select all boxes under the
General Data.

Display Vendor: Initial Screen
B B

Vendor — */109814 1US COMMERCE DEPT
Company Code NASA| NASA

Purch. Organization HQ HQ Procurement

 General data
V| Address
v Control
\v|Payment transactions
V| Contact Persons

10. Hit Enter two times and notate the Trading Partner.

Vendor 109814 US COMMERCE DEPT BOULDER
| Account control
Customer Authorization
—»Trading Partner 1357 Corporate Group

e T e

Note: If the Trading partner states NONFED, this is a non-Federal vendor.
If there is a numerical trading partner, this is a Federal vendor.

11. Once the Trading Partner has been identified, the AR PP will identify the
Treasury Accounting Symbol (TAS) by either the IPAC or the IDR form.
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a) Example of customer TAS on IPAC:

Orginating ALC Customer ALC Submitter ALC PAYMENT

13060001 $0000001

Docurent Referance Number Summary Amount

23133232 $i42.28

Accomplished Date Accounting Date Number of Detal(s)  Criginator DO Symber

020772017 02282017 1 X023

ALC Contact Contact Phene
chun Iy 18738667
Contact Emaid

chun Jlu@nist. gov

Detall Number Receiver Treasury Account Symbol  Recefver DUNS+4 Bendar Treasury Account Symbol Sender DUNS+4

1 08020152018 0120000 013 X4650000

b) Example of customer TAS on IDR:

Refund to the Appropriation Bill Requires All Data Listed Below

5100.2530

TAS (if Federal Customer):

057 20162017 3600000 |

Cost Center:

21A0X

Internal Order:

FC000000

WBS:

869021.05.01.09.60

Fund:

SSMX22016D

Fund Center:

21

Funds Commitment:

2530

12. AR PP will post the collection in F-28
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13. Enter Posting Information from the SN FRT.

=

Doocumant Edit Golo Soltings Sysiem Halp
G -8 COoa CHR anoaD BER @l

Post Incoming Paymenits: Header Data

Document Diate 032372017 Ty (2] Company Coda HASA
Posting Date BAZ3IZe1T Parbod ]
Documend Mumbuesr
Raference TEABEEER2T
Doc Header Tesxt ABOOMDE02Y Trading parl.Ba
Chamring taxdt 1 B00ENG0R
Bank Data
Aocoun 1818 . 51608 Businass Araa a
Amsait 16544 04
Bank chargos
Walue date B3 23T Prodit Canter

Text

MR - HNH1 DAN TS (Vendor Ovoerpay . Assignmant

Account 120615 [= & Nana

Account Type [ [] Dthver accounts O Amousnt

Spaecial (L ind =1 Standard Ols O Documant Musmber
Pmint advice no. 1 Posting Date

] Distribute by age O Dunning Aroa

Tl mastomatic searnch O Oithers

a) Enter “Date of Treasury Confirmation” as “Document Date”

b) Enter the Document Type (i.e.,DW). This is found on the “Day-
to-Day Posting Guide” Posting Day-to-Day Non-Reim (Job Aid) and
determined by the type of payment

c) Enter the “Document Reference Number” as the “Reference and
Doc. Header Text”

d) Copy the information from the text field in the Bill of Collection
and paste in the “Clearing Text” and “Text” fields

e) Enter the GL Account Number. This is found in the Day-to-Day
Posting Guide and is determined by the payment type

f) Enter the Business Area
g) Enter the amount of the payment

h) In the “Open Item Selection” Account field enter the Customer
Number

i) Click “Process Open ltems”
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14.Select the correct document for posting. Make sure the Not Assigned
amount is $0.00. Select Document and Simulate.

E‘Dﬂn nl Edil Golo Salfi
G 80 Coe e 8 W=l

Postl Incoming Payments Process open items
2/ & Distribute Dfforonce || Charge Off Differance | & Editing Options: || @ Cash Disc. Dua |

Documant [0 |Documae Blus USD Gross CashDiscount CliPar,

1500006021 DR 03/23/2. 8118 @ 18,544 04 | |

|

I

i

|

||

16— T

oo .-

IE]!’[ [E]R] (&)%) 3] amou_| (48 Grossesn |18 Currency | [+ ttoms [ mems | |1 Dise. [ Dise. |

ﬂﬂﬂﬂﬂﬂﬂﬂﬂ Status.
Humber of itams 1 Amcunt antared 16,544 84
Display from lem | Assigned | 16.544.04 |
Raeason coda

@ Coroct the marked lino oms ————

15. The following message is received:
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16.Double click on the 1010 account to correct.

=
__Documarnt Edit GColo Exirms Seitings Emvironment Systom  Holdp

@ ‘B a8 CHLn R OF D8

Post Incoming Payments Display Overview

El Procass Opan Hems || © open tems | &% Currency || Account Modal |l Taxes
Docurment Dato B35237 2017 Typa (e Company Code MASA,

Posting Data G325 20T Pariod ]

Dacusment Hembrer TINTERRAL Fiscal Yisar 2007

Rafarence 1508085021

Do . Header Text  1BHODE0Z1 Trading parl B

Htems In docusmant owrranay

|7 PK BusA Apad USD  Amount Tax amnt
oot 48 10 (C1010. 5100 ) IPAC Collectjans 16 544 04

0 16 544 04 C 9. 00 16 544 04 *= 1 Lina itams

Pstky | [“ccount SCGLInd  TType

-2
Documant Edit Golo Extras Saltings Environment Systom  Help

@ ‘H CoQ CHE onon DE on

17.Click on the More Data box in order to enter the trading partner.

Post Incoming Paymenlts Correct GIL account item
L2[&][2]©]] choosa open items || Process Open ttems || Mora data || Account Model |

GIL Accounl 1010.5100  IPAC Collections
Campany Code NASA HAKA

[ Calculake fax

Funds Center Commitment lhem  CASH
Value date 323207

Text MR - NNH1DANTS (Vendor Overpaymant)

PalKy Accounl SGL Ind
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18.For Federal customer, enter the trading partner notated from the Vendor
number. For non-Federal customer, enter NONFED.

Federal

Non-Federal
-3
= Document’ Edt Goto| Exig Settigs’ Envirommont. Sniem Bolp Pl R L M e
Doc Edi_O o 2 _ = @R CRe CHR Do DR OB
@ 8 e LHR ODLD OE @@ "
- " Post | P ts Correct GIL account item
| Post Incoming Payments Correct G/L account item (/a0 Crooss spentoms | Yoms |7 Worssnta_ | Aocsunt odel
[.21[@] R]] Choose apen items || Process Open tems || & Mare data || Account Model et fpen =
BIL Account 1010.5100  IPAC Callections
GL Account 1910.5100 | IPAC Gollections Companycods [NAGA] NASA
Companycode | NASA' NASA
| ttom 4 | Dabit artry | 40 1 Addit Dotails
.M‘fMM‘g;‘;"—M S0 - Amcunt 16,504_04 uso oun iy Efid 04 uso
= s = Rafar Koy 1 Parfnar  NONFE
st =
Reference key 2 |
§ | Mext Lina ftom
MNext Line Hem Pelity Account S0L ind
Pty Account SGL Ind

19. After the trading partner has been entered, click the back button to return
to the simulate screen. Double click on the 1010 account to continue the
postings. For non-Federal customers, skip to number 25.

20.For Federal customer, click on the More Button.

EEnmm\nnt Edit Golo Extrps Sebtings  Environment  System  Help

& H cO8 OB 2Noh =] ]

_Post Incoming Payments Correct G/L account item -
|28 chooso spen items | Process Open thems |[£ More data | Account Moded |

GIL Account 1610 5168  IPAC Colleckions
Company Codao HASA WASA

| item 4 / Dbt entry | 40
Anoinl 542 F5 Us0

[ Caloulats tax
Fumd

Funclicnnl Aren
Fumnds Cemled Commilment besm  CAZH

Walue dale 0372312047
Assignment
Tt

Not Ling Hom
Pstily 40 Account 6790 0069 [EL ind
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21.Click on the US Govt box.

I= Coding Block
Business Area 16/
WBS Element _
Fund 'SCEX22015D|

Functional Area
Commitment ltem | NONR
Funds Center 10
Material

vi|lx|
22 .Enter the TAS information.

Example: 13X4650

US Govt

I= US Government Fields

[IEN]

US Government Fields
Sublevel Prefix (TP)

=

Agency ID (TP)

01 3_' Department of Commerce

AllcTrnsfrAgncy (TP)
Begin Prd Avail (TP)

|
|

End Prd Avail (TP)

|

Avail Type Code (TP)

W No-Year Accounts

Main Account (TP)
Subaccount (TP)
BusinessEviTypCd(TP)

14650
1000

Other examples of Federal TAS

Bl TAS: 87X4930.002

| US Gowernment Feids
Sublevel Prefix (TP)

Agency D (TP)

Al Trnsfragncy (TP)
Begn Prd Aval (TP)
End Prd Avad (TP)
Awad Type Code (TP) &=

Mo Account (TP)
Subaccount ( TR)
BusnessEvt TypCdl TR)

W TAS: 9713/140400

US Gowernment Fieids
Sublevel Pref (TP)
Agency ID (TP)

AR TmsrAgncy (TP}
Begin Prd Avall (TP) 2013
End Prd Aval (TP) E
Awai Type Code (TP)
Main Account (TP)
Subaccount (TP)
BusnessEve TypCd( TP)

M TAS: 69-57133400.005

Sublevel Prefoc (TP)
Agency ID (TP)

Alc Tmsfragncy (TP)
Begin Pra Aval (TP)
End Prd Avad (TP) [201s
Avad Type Code (TP) E
Man Account (TP) 3400
Subaccount (TP)
BusnessEvt TypCd(TP)

B TAS: 21142080

057 Department of the Ar Force
ces

US Gowernment Feilds
Sublevel Prefix (TP)
Agency ID (TP)
ABcTnsfrAgnoy (TP)
Begmn Prd Avad (TP)
End Prd Avad (TP)
Avail Type Code (TP)
Man Account (TP)
Subaccount (TP)
BusnessEvt TypCd( TP)
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23.Click on the green check mark to return to the simulate screen.

Avail Type Code (TP)

X No-Year Accounts

Main Account (TP) 4650
Subaccount (TP) ! 000 |
BusinessEvtTypCd(TP)

— pivlesallx]

24.Double click on the 1010 account to enter the second part posting.

25.Enter the PstKy of 40 and the Account of 6790.0000.

E

Document Edit Goto Extras Seltings Environmenl System Help
¢ B o8 DHR 2000 BE @M

Post Incoming Payments Correct G/L account item

GIL Account 1918.5108 | IPAC Collections

Company Code NASA NASA

Item 1 { Debit entry / 40
Amount Ld2 25

Fund
Functional Area
Funds Canler

Value date B3/23/2817

Asgignmant
Taxt

uso

[ Calculate tax
Commitment ltem  CASH
More
"% Long Taxts
[GoLing |

26. Hit enter to continue with the posting.
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27.Enter the Amount, Fund, Funds Center, and Text. Click the More Data
button to enter the trading partner.

Post Incoming Payments Correct G/IL account item

.2//&2/[@| choose open items || Process Open Items || & More data || Account Model |

GIL Account
Company Code NASA NASA

|6790.0008 | Other Expenses Not Requiring Budgetary Resources

Amount 542,25 uso
Fund | SCEX22015D
Funclional Area ' WES Element
Funds Center 10 Commitment ffem | NONR
[& More
Purchasing Do,
Assignment |
Text NR - NNH1SAB67! (AP Closed Contract) 2 Long Texls
 Next Line Item
Pstiy Account SGL Ind

28.Enter the trading partner from the Vendor number or NONFED for non-

Federal customer.
Non-Federal

®
Document Edil Golo Extras Saltings Environment. Systom Halp
@0 0@ CHR D00s BE 08

Federal

Post Incoming Payments Correct G/L account item

[2[&] R[] choose open tems || Process Open ltems ||8 More data || Account Model |

GIL Account
Company code

6799.0000 | Other Expanses Not Requiring Budgetary Resources
NASA NASA

 Item 2/ Debit entry / 40 ! Addit. Details -

Amount 16,544.04 USD Ag - ombdd 04 usD
Trading Partner mll@

NoxtLine ftom

Patiy Account SGLInd

Post Incoming Payments Correct GIL account item
4812101 Crosacpon toms | Procss Openams | & Mor daa | Accoutod |

GLAccount 679,000 Other Expenses Not Requiring Budgetary Resources

Companycode  NASA NASA

o 2/ Debitentry/ 40  Adit Dol

Amount 54226 USD  AmountinLG ;540 25 7USIJ
! tading Patner 1361 s

Mot ieon

Patky  Account §6LInd

29.Click the back button to return to the simulate screen.




NSSC
Service Delivery Guide

NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 102 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

30.0n the simulate screen, double click on the 6790.0000 account to

continue.

31.For non-Federal customers, skip to number 35. For Federal customer,

click on the More button.

Post Incoming Payments Correct G/L account item

.2//2 3|z choose open items || Process Open items || & More data || Account Modal |

GIL Account 6790, 6668 | Other Expenses Not Requiring Budgetary Resources
Company Code NASA MASA
Item 2 | Debit entry £ 40
Amount 542,25 uso
Fund | SCEX22815D
Functional Area WES Element
Funds Center 18 Commitment lem  NONR
I le
| B More |«
Purchasing Doc.
Assignment :
Text MR = NNH15ABETI (AP Closad Confract) % Long Texts
| Next Line Item
Patiy Account SGL Ind
32.Click on the US Govt button.
I= Coding Block
Business Area 10 [=
WBS Element | |
Fund SCEX22015D
Functional Area ]
Commitment Iltem |NONR |
Funds Center 10 ]
Material | |
US Govt




NSSC
Service Delivery Guide

NSSDG-9200-0008

Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 103 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

33.Enter the TAS information.

I= us Government Fields

_‘//

US Government Fields -
‘Sublevel Prefix (TP) _|

Agency ID (TP)
AllcTrnsfrAgncy (TP)

End Prd Avail (TP) ! \
Avail Type Code (TP)

Main Account (TP) |
‘Subaccount (TP) ﬂ |
BusinessEviTypCd(TP) |

Begin Prd Avail (TP) [ |

013] Department of Commerce

ﬂ No-Year Accounts

34.Click the ﬁreen check mark to continue with the posting.

in Account (TP)
‘Subaccount (TP)
BusinessEviTypCd(T

|| %

"Tﬁr gd

35.Enter the PstKy of 50 and the GL account from the IDR form in the

account field.
Text

| Next Ling ltem
> PsiKy Account

36. Hit enter to continue.

MR - NNH15AB6T7! (AP Closed Contract)

SGL Ind
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37.Enter the Amount, Business Area, Cost Center, Fund, Order, WBS
Element, and Text. Click on the More Data button to enter Trading

Partner.

[ Post Incoming Payments Correct G/L accountitemm——77-
@| Choose open items || Frocess Open ltems |[i? More data |[ Account Model |

GIL Account 6100 . 2538 | Federal Interagency Agreements for Goods/Services
Company Code NASA| MASA
Item 3/ Credit entry / 50
Amount 542 25 usD
Business Area 10 Cost Center | 180GeaE
Fund SCEX22015D Order FCOO0OG0
Sales Ordaer _ ]
WES Elemeant B11e73.02.24.01 17 Network
WEBS Element | MNetwork s
Assignment
[ Text  NR-NNH1SABA7I{AP Closed Contract) (@7 Long Texts
Next Line tam
Pstky  Account |SGLInd |

38.Enter the Trading Partner from the Vendor number for Federal customers
or NONFED for non-Federal customer.

Example of Federal

Post Incoming Payments Correct G/L account item

.28/ &//@| choose open items || Process Open Items || & More data || Account Model |

GIL Account 61088 .2538 | Federal Interagency Agreements for Goods/Services
Company coda NASA NASA

| Item 3 / Credit entry | 50 / Addit.Details.
Amount | 542 25 usn Amount in LG 54z 25 uso

Settimnt period ||

Trading Partner @

Pstky Account SGL Ind
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39.Click the back button to return to simulate screen.

40.For non-Federal customers, verify that the total is $0.00 and click Post to
get the document number.

41.For Federal customers, click on the 6100 GL account number to complete
the postings. Click on the more button.
Post Incoming Payments Correct G/L account item

G/L Account G188 2538 Federal Interagency Agreements for Goods/Services
Company Code NASA NASA

| Item 3/ Credit entry | 50

Amount 542 25 usD

Business Area 18 Cost Center 1aDGooe

Fund SCEX220150 Order FOOaEe00

Sales Order

WES Elemeant B11873.682 .24 .01 .17 Mebwork

= More Id\
Cuantity

Assignment

Text NR - NNH1SABETI (AP Closed Contract] (57 Long Texts |
| Next Line Item

Pstiy Account SGL Ind

US Govt

42.Click on the US Govt button.
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43.Enter the TAS information.

III:'US Government Fields
US Government Fields
Sublevel Prefix (TP)
Agency ID (TP) 213 Department of Commerce

AllcTrnsfrAgncy (TP)
Begin Prd Awvail (TP)
End Prd Avail (TP)

Avail Type Code (TP) ﬂ Mo-Year Accounts
Main Account (TP) 4650
Subaccount (TP) EEEN

BusinessEviTypCd(TP)

44.Click on the green check n]a_l_rlg_to_ return _to_thg_p_reyious screen.
Main Account (TP) 4650
Subaccount (TP) 1000 ||
‘BusinessEviTypCd(TP)
— -V P

45. Click on Document and Simulate to return to the Simulate screen.

46. Verify the total is $0.00 and click Post to get the document number.

STEP 3. Post Purchase Card (P-Card)/Tuition - Payment Processor

P-Card/Tuition payments are posted using the same guidelines as a closed
contract. See Step 2, B.

STEP 4. Post Transfer Debt — Payment Processor

A. Determine if the payment was made by a NASA employee for a salary
overpayment or for health benefits.
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B. Research the customer in FBL5N to find the original bill.

C. Open the attachment with the funding information either received from
the center or retrieved from BOBJ by the AM

1. If the funding information is a prior fiscal year disbursement and the
fund has not expired (Vendor Refund Process):

a) Email the center’s Payroll Labor Analyst for funding guidance using
the Vendor Refund Process Email Template (See -N: \FM
Division\Accounts Payable Accounts Receivable\Accounts
Receivable\AR Forms and Templates\EMAIL TEMPLATES).
Include all pertinent funding information in the email (i.e., Customer
name, funding information from original bill, etc.) and copy your
center’'s Payment Processor backup. Add a copy of the email to
the work notes in the SN FRT.

b)  Once the center's Payroll Labor Analyst responds, post the
payment using the “Day-to-Day Posting Guide.” Posting Day-to-Day
Non-Reim (Job Aid)

2. If the funding is a current fiscal year disbursement and the fund has
not expired, post the payment using the “Day-to-Day Posting Guide.”
Posting Day-to-Day Non-Reim (Job Aid)

3. If the funding is a prior fiscal year disbursement and the fund has
expired, post the payment using the “Day-to-Day Posting Guide.”
Posting Day-to-Day Non-Reim (Job Aid)

STEP 5. Post FOIA (Freedom of Information Act) - Payment Processor

A. The NSSC PP will determine if a customer account and/or a bill of
collection needs to be established.Check FOIA log spreadsheet located
in the “Bills of Collection” folder on the N: Drive for a current FOIA Bill.

B. If no Bill of Collection is listed on the FOIA Log, Query Customer list in
SAP using XDO03 to see if customer exists. If Customer does not exist,
NSSC PP creates Customer and sends FRT to AR AM to create the
BOC.

Note: Customer Account is to be created for the company; not the
requestor.
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Note: Use T-Code XDO03 to query customer list. Query by name using
asterisk as wild card at front and end of section of name.

Note: Use T-Code XDO01 to create Customer Account

C. If customer exists, but there is no BOC, send FRT to AR AM to create a
BOC.

D. If there is a bill listed, post FOIA payments according to the “Day-to-Day
Posting Guide.” Posting Day-to-Day Non-Reim (Job Aid)

E. Update AR Functional Detail with posting information (see Appendix I).

Customer Number

TA Number

AR Bill Number

Travel/AP/MR
Credit Memo

Cash
Fosting/Clearing
Doc

AR Credit Memo

F. Update the FOIA log spreadsheet located in the “Bills of Collection” folder
on the N: Drive with collection posting information.

G. Before closing FAR, click “FOIA Notification” button on AR Functional
Detail to send a notification of FOIA collection to the center FOIA
Officers.

Note: It is important that the FOIA notification button be checked to
initiate the email to the Center. The Center FOIA POC will not release
the requested documents to the requestor without verification that
payment has been made.
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Advanced
Notification

Returned
Collection

Receipt Notification

FOIA Notification

IPAC Rejection

Unidentified Check

Submit Cance Save

H. Resolve the SN FRT and close the FAR.

STEP 6. POST TRAVEL PAYMENTS - Payment Processor/Account Maintainer

A. If the payment is for a Travel BOC, route the FRT to Travel for posting in
SAP. The request should be marked “Critical”. The original BOC request
should be related to the collection FAR.

Note: Collections with Subcategory: Check, Pay.gov, Fedwire and
5515 auto route according to the process flow in SN Finance Request.

B. Request that the FRT be routed to the AR Account Maintainer for
resolution once posting is complete, if applicable .

= 0054006 00:47:29 Jennir Myars Changet: Assipe, Workoes
Assigned to: (Empty) was: Jennier Hyer

Th
SENDING TO TRAVEL FOR POSTING. NO FEES. PLEASE RETURN TO AR FOR CLEARING

C. Type the Travel Authorization number in the “TA Number” field on the
FAR within SN.
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Line ltem

TA Number

AR Bl Number

Fiscal Year

AR Bill Date

D. Travel will update the FRT within SN with the clearing document number.

Travel/AP/MR Credit Memo

Cash Posting/Clearing Doc

AR Credit Memo

E. Update the work notes of the FRT to reflect that the FRT is being
rerouted back to AR to complete posting, if applicable.

Note: Collections with Subcategory: Check, Pay.gov, Fedwire and 5515 auto
route according to the process flow in SN Finance Request.

F. The FRT is then routed to AR AM in order to clear the bill (see Process —
Posting Collection with Established Receivable, Step 2.A for posting
guidelines). Once the bill is cleared, clearing document enter in the
“Cash Posting/Clearing Doc” field in the SN FAR; the AR AM will resolve
the FRT and FAR will auto close.

STEP 7. Post Promissory Note - Payment Processor/Account Maintainer

Note: See “NSSDG-9200-0007 — AR Management of Debt Collection” —
“Process — Promissory Notes” for complete process.

A. If the payment is for an installment payment on a promissory note,
collection will be posted to interest, administrative fees, and penalty prior
to posting to principle.
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B. The AR PP posts the collection of interest, administrative fees and
penalty using F-28 (see Process — Posting Fees) and updates the IDR
form (“Amortization tab”) with the posting information.

C. The BLINE date of the remaining principle due will be adjusted to the due
date of the next unpaid scheduled payment (per the amortization
schedule) and the text field will be manually updated (i.e., “Transfer Debt-
Annual Leave — 03/30/2018”).

D. The FRT is then re-routed back to the AM to create the next month’s
interest bill.

STEP 8. Research Customer Overpayment of Bill - Account Maintainer

Note: If the payment received is more than the original bill, execute FBL5N to
see in there is another outstanding bill for this customer.

A. If there is another outstanding bill, contact the center or L3 for guidance
on whether to apply the balance to the outstanding bill.

B. If there is not another outstanding bill, the customer will need to be
refunded (see Process - Refunds).

C. If there is not another outstanding bill and the amount overpaid is less
than $1.00, post to Miscellaneous Receipts (see Process — Posting
Collection without Established Receivable, Step 9).
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PROCESS 4 — POSTING COLLECTION WITHOUT ESTABLISHED
RECEIVABLE (CONTROL ACTIVITY)

STEP 1. Post Accounts Payable Vendor Overpayments - Vendor Payment
Processor

A. Open Contract (AP Vendor Payment Processor)

1. Route the FRT to the AP Vendor Payment Processor (VPP) for posting
in SAP, if applicable.

Note: Collections with Subcategory: Check, Pay.gov, Fedwire and 5515
auto route according to the process flow in SN.

2. The request should be marked “Critical”, if applicable

3. If the collection SubCategory is check pay.gov, Fedwire or 5515, when
AP resolves the FRT a new FRT will be auto created and assigned to
Accounts Receivable L2. If the collection subcategory is IPAC AP you
can use the same FRT assigned to AP to manually assign to Accounts
Receivable L2.

B. Closed Contract (AP VPP, AR PP, and AR AM)
1. Route the FRT to AP for validation.

2. If the contract has closed, AP will request funding information from
Center.

3. Once funding has been received, AP will research fund to verify if the
fund is cancelled.

4. If the fund is not cancelled, AP will create an IDR form and will route
FRT back to AR for posting.

a) AR PP will research and create ZCOM customer, if
applicable.

b) AR PP will route FRT to AR AM to create bill.

c) AR AM will create bill and route FRT to AR PP for posting.
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d) AR PP will post payment to bill
C. Closed Contract Cancelled Funds (AP VPP, AR PP, and AR AM)
1. Route the FRT to AP for validation.

2. If the contract has closed, AP will request funding information from
Center.

a) Once funding has been received, AP will research fund to
verify if the fund is cancelled.

b) If the fund is cancelled, AP will attach screen shots showing
the status of the fund to the FRT and route to AR for posting
to Miscellaneous Receipts.

c) AR PP will route FRT to AR AM for posting to Miscellaneous
Receipts. (see Process — Posting Collection without
Established Receivable, Step 9)

STEP 2. Post Purchase Card (P-Card)/Tuition Payments - Payment
Processor/Account Maintainer

A. P-Card reimbursements are made by employees when the P-Card is
used in error. Reimbursements are requested by the Center and AR is
not notified of the outstanding debt.

B. Reimbursements are made by the cardholder via Pay.Gov. The
cardholder will include the P-Card order log number (if one is
associated with the transaction) and will identify the Center for
reimbursement.

C. The AR PP will complete the FRT the SN (see Appendix | for examples
of FD) and will select Erroneous PCard Notification in order to send
notification to NSSC Erroneous PCard group to provide an IDR form.

D. Once the IDR form is received back from Erroneous PCard Group, AR
PP will check for/create a ZCOM customer number.

E. The FRT will then be sent to the AR AM to create the bill according to
the IDR form. The AR AM will then send it back to the AR PP to post
the payment according to the IDR form information.
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F. Update the IDR form in the “Bills of Collection” folder with the clearing
document, and then move the IDR form to the “Closed” folder for the
correct center.

STEP 3. Post FOIA Payments - Payment Processor/Account Maintainer

A. Check FOIA log spreadsheet located in the “Bills of Collection” folder
on the N: Drive for a current FOIA Bill.

B. If there is not a bill listed, route FRT to AR AM to contact center for
FOIA letter and invoice.

C. AR AM will create bill according to FOIA letter and route FRT to AR
PP.

D. AR PP will post FOIA payments (see Process — Posting Collection with
Established Receivable, Step 5).

STEP 4. Post Donations - Account Maintainer

A. See NASA Policy Directive (NPD) 1210.1G and NPR 9290.1A for
guidance on the Acceptance and Use of Monetary Gifts and
Donations.

B. Unsolicited donations must be unconditional and are posted to the HQ
Business Area unless otherwise directed and coordinated with the
OCFO for posting. (Note: Conditional means the donation is
designated for a specific project. NASA is unable to keep conditional
donations.)

C. All donation postings should be completed via JV according to the Day
to Day posting guide once OCFO has been notified via email by CS

and confirmation has been received to post.

D. See Process - Journal Vouchers
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E. Once JV has been posted, send an email to the OCFO POC
containing the SAP document numbers and a screenshot of the
posting.

Note: The CS should validate that L2 sent notification to OCFO that
the JV has been posted by reviewing the SNOW work notes.

STEP 5. Post Jury Duty Payments - Payment Processor

A. Follow the “Debt Accounting Code Process-Jury Duty” (See Appendix
M) to obtain accounting code elements: G/L Account, Fund, WBS and
Fund Center, Order

B. If funding data cannot be determined through BOBJ
1. Complete NSSC Form-0061
2. Use the standard e-mail for “NSSC AR Funding Request” located
on the N:drive AR Forms and Templates

C. Once funding information has been identified, refer to EPPS
“Day-to-Day Posting Guide” Posting Day-to-Day Non-Reim (Job Aid)
for posting of jury duty JVs.

D. See Process - Journal Vouchers

STEP 6. Post Commercial Card Service Contractor Rebates - Payment Processor

A. Both Bank of America (BoA) and US Bank have acted as NASA
Commercial Card Service Contractors. US Bank is the current
contractor.

B. US Bank sends the rebate quarterly, following the quarter of charges
qualifying for the rebate.

C. US Bank Rebates arrive to the AR department via four (4) SN FRTs;
they come as four (4) Fedwire payments to HQ’s ALC for rebates on
Fleet, PUR, IBA, & CBA for NASA charges made the previous quarter.
Customer PP will request posting guidance from the Budget and
Accounting Division (BAD) Office. Once guidance is received, the PP
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STEP 7.

STEP 8.

will create a JV and route in SN via a SOD FRT to the BAD Office for
Approval.

Once the JV is approved by the BAD Office, the PP will route to the AR
Supervisor for review prior to posting. After posting, a SN FRT is
routed to AR L3 to verify posting and attachments.

See Process - Journal Vouchers

Note: Per Continuing Resolution (H.R. 933), page 64, NASA was
granted the authority to retain within its WCF, refund or rebates
received through NASA'’s credit card program.

Post JSC Department of State Charges/Proceeds — Account Maintainer

A.

D.

JSC will send supporting documentation from the Department of State
on the proceeds of the sale to the NSSC Customer Contact Center.
The supporting documentation will indicate the sale of property and
reference a JV that was posted by the Center. The supporting
documentation should indicate that a posting to miscellaneous receipts
is required.

Once AR L2 Account Maintainer receives the SN FRT, the Account
Maintainer will review the supporting documentation and ensure that
the supporting documentation is included in the FAR and that the JV
posted by the Center is referenced.

. The NSSC Account Maintainer will prepare a JV to miscellaneous

receipts attaching the supporting documentation that was sent by JSC
and reference the JV that was posted by the Center.

See Process - Journal Vouchers.

Post Non-exchange Sale Proceeds — Account Maintainer

A.

If replacement items are not being purchased, the proceeds are
considered “non-exchange.” Proceeds from sales that are not
‘exchange sale” must be returned to Treasury. This is accomplished
by posting the proceeds to Miscellaneous Receipts (Collection — No
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Receivable — Other Revenue) as per the “Day-to-Day Posting Guide.”
Posting Day-to-Day Non-Reim (Job Aid)

B. See Process - Journal Vouchers.
C. NPR 9250.1, Chapter 4.7.1.2a

STEP 9. Post Fees for Late Filing of OGE-450 — Account Maintainer

A. NASA Senior Executive Service (SES) employees are required to file
an OGE-450 (Financial Disclosure) Form. If this form is not filed in a
timely manner, the Chief Counsel offices at the Centers will bill a $200
fee to the late filers. These fees are to be posted to Miscellaneous
Receipts.

B. See Process — Journal Vouchers.

C. This is in compliance with 5 CFR 2634.704.

STEP 10. Post State Tax W2C adjustments IPAC for DOI

A. Accounts Receivable is notified by the Accounts Payable IPAC
Department an IPAC has been received for State Tax W2C
adjustments.

1. Accounts Receivable — Payment Processor will reach out to the
center to provide funding information. (Eg., 6100.XXXX)

2. Upon receiving the center funding information Accounts
Receivable Payment Processor will prepare a Journal Voucher
using the Day to Day Posting guidance-Collections — NO
Receivable — Refund to Appropriation.

STEP 11. Post Amounts for Restitution/Settlements —Account Maintainer/Payment
Processor
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A. Review all information on the collection received and determine
whether it is a recurring payment for an existing restitution/settlement
where NSSC has previously been provided with supporting
documentation and posting guidance.

Note: Sometimes the check has a FRT number (rather than a name
or contract) that can be used to tie back to an existing
restitution/settlement.

1.

2.

Research Tech Doc folder: FM/AR/Restitution

Search SN for previous payments.

. Research N drive folder: N:\FM Division\Accounts

Payable_Accounts Receivable\Accounts Receivable\Restitution

Research N drive folder: N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Payable\IPAC\DOJ

B. Post recurring amount according to the guidance previously provided
by Center, HQ Legal, or other POC.

1.

Miscellaneous Receipts — Many times amounts must be posted to
miscellaneous receipts because NASA cannot keep the money or
the reference contract has cancelled funds. See Process 4 — Step
11 — Post Miscellaneous Receipts for process.

. Accounts Payable Open Contract — Amounts to

be posted to an open contract with funds not yet
cancelled should be routed to AP for posting.

Accounts Payable Closed Contract — Route
FRT to AP to complete IDR form in order to
obtain funding. See Process 4 — Step 1, B for
process.

Request backup documentation for new restitution/settlement
amount by contacting POC information listed on IPAC or check.
This is often a Department of Justice (DOJ) POC.
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5. If no contact information is available, request guidance from AR L3
Senior Accountant or backup.

a. AR L3 should contact HQ Legal (Acquisition Integrity Program
Director), NSSC Research Activities Branch in Procurement, or
NSSC Legal to obtain backup documentation and posting
guidance.

b. Once posting guidance is received, AR L3 will route FRT to AR L2
for posting.

c. AR L2 will post collection.

STEP 12. Post Miscellaneous Receipts — Account Maintainer

A. There are some payments received that do not have a contract or bill
associated with them (i.e., HQ Book Sales, Restitution payments).
These payments are to be posted to Miscellaneous Receipts.

B. Run “Misc Receipts Launcher” Add-in Macro.
Note: For manual instructions on parking a JV, please see EPSS
instructions: FB50 - Park a Journal Voucher;

1. Open SN in Internet Explorer.

2. Open the “AR-Functional Detail” and go to the “Accounts
Receivable” tab.

3. Open Microsoft Excel.

HOME  INSERT PAGE LAYOUT FORMULAS DATA Developer REVIEW  VIEW  ACROBAT  CMP Accounts Receivable
A I = - -
= j : = =] =
| &S EE 5 g B =

Monthly | SSC Billing SSC Create TROR | Billing Clear B@§ Misc Receipts QFBD DOITO SAP Recapture  ZEPY Quarterly SNOW
Billing  Compare Billing Packages | Reports | Launcher Launchg Launcher  Lflincher | RECON Launcher Audit Launcher Analysis Launcher Search
Billing TROR Day To u——— REPORTS ServiceNow Searches

4. Select the “Accounts Receivable” tab.
Note: If you do not have this option in Excel, you can download
this add-in at the link below:

e N:\FM Division\Accounts Payable Accounts
Receivable\Macros
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e Select “AP-AR.xlam”

5. Click on the “Misc Receipts Launcher” on Excel ribbon.

[ MISC RECEIPTS FORM Ié
‘ CENTER 7 PART 1 DOC NUMBER
MISC RECEIPTS FUND ‘ j
PART 2 DOC NUMBER
| -
Amount ‘ j
‘ j ServiceNow Case
JV Number ‘ j
‘ j JV Explanation
MONTH ‘ j
‘ — j Backup Location
FISCAL YEAR
‘ 2017 j 'l SELECT
‘ GL ACCOUNT 7 Backup 2 Location
Doc Date j- M
| REFERENCE ' Save Location
| [ seeer
I UPDATE I I i

6. Click “Update” (this will pull in most information needed for
posting from the “Accounts Receivable” tab in SN).

7. You will need to manually enter the Fund and JV number.

8. Click the “OK” button.
PART 1 DOC NUMBER

‘ 1800000525 j
PART 2 DOC NUMBER

‘ 100144253 j

a) This will park both the part 1 and part 2 documents and will
return the document numbers to the macro form.
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MISC RECEIPTS FORM

x5

CENTER
| K
MISC RECEIPTS FUND
| g
Amount
| |
JV Number
| K
MONTH
‘ May j
FISCAL YEAR
‘ 2017 j
GL ACCOUNT
| K
Doc Date
-
REFERENCE
| K
UPDATE | 0K |

PART 1 DOC NUMBER

| -l

PART 2 DOC NUMBER

| -
[ ServiceNow Case

JV Explanation

| |

Backup Location

|| seecr

Backup 2 Location

. | seecr

Save Location

N

W
p —==

9. Input your “JV Explanation” using the drop down field.

10. Select the path for any backup that needs to be attached to the
Misc. Receipts JV.

11.Select the location to which you want your JV packet to save.

12.Click “JV” button

a) This will create the JV spreadsheet and packet.

Note: Refer to EPSS Day-to-Day posting guide Posting Day-to-Day
Non-Reim (Job Aid) for further guidance.

C. See “Process 9 - Journal Vouchers / STEP 3” for approval routing.

STEP 13. Send Advance Notifications — Payment Processor
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A. If the Center is to post the deposit in SAP (i.e., Advance), check the
“Advance Notification” box on the AR FD to generate an e-mail notice
to the Center. Place the FRT in “Pending” / “Confirmation” status.

[ Advanced Notification

Retumed Collection
Receipt Notification
FOIA Notification
IPAC Rejection
Unidentified Check v

Unidentified Check
Revised

Unidentified Check CHECK BELONGS TO YOUR CENTER
Comment

Submif Cancel Save

Advance payments include, but are not limited to:
* Royalty/License Fee “DE-####" or “DN-####"
» Space Act Agreement “SAA#-##HHE

. “SEWP’
- “Fuel’

+ Solely Travel (JSC) “CB-####H#-H##"

+ “Recycle”
* “Lease” or “Rent”
* Property Proceeds

+ Payments on Invoices sent by the Center to the Customer
+ Other “Advances” and “Down Payments”

B. Once the amount has been posted in SAP and a document number is
generated, the SN FAR “Cash Posting/Clearing doc” field is updated
with the posting document, and the FRT is resolved and the FAR can

be closed.

1. Utilize T-code FBL3N to review center postings and obtain the

Cash Posting/Clearing

Doc.

a. Click on “Dynamic Selections” (Red/Green flag ICON at
top of the page) and scroll down inside the pop-up box to

input Document Types and Business Area.
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G/L Account Line Item Display

@ l: (i) Data Sources

» | Assignment LiJ :
~ [B» GL A/C Master Record Posting Date LiJ

+ [ Group account number Document Date Li]

* [® Created on —T—8hcument Type oP Lij

+ [® Created by Posting Period (=]

+ [B) PaL statmt acct type -

+ [® Account Group Posting Key L_I

* [® Trading Partner T Buspess Area 21 (=]

+ [8) Balance sheet account =

* [ mark for deletion = -

Note: Document Type “DP” (a 1400# document) is utilized for
Center Advance Down Payments. Occasionally, the Center will
post IPAC Property Collections/Chargebacks as Doc Type “‘RL” (a
2400# document) or, the center may post to miscellaneous
receipts using Doc Type “AR” (an 1800# document). Click on the
yellow arrow next to Document Type to add doc types.
b. Scroll down the page to input the G/L account selection.
Click on the yellow arrow to input G/L accounts shown
below.

| G/L account selection

— —_—

G/L account > 1010.5000 to
| e | IT_| =

Company code NASA to

[E Multiple Selection for G/L account

~ Select Single Values (7) | select Ranges | Exclude Single Values r Exclude Ranges |

.D Single value I
[ J1010.5000
| 10105215
| J1010.5220
|[_Jr010.5225
| Jio10.5240
| Jio10.5255

%1010.5100 =
o :

1) i

(@[] B I T (5 uteve selection.. @) CE (]
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c. Scroll down the page to click on “All ltems” and input a

date range.

Line item selection
Status
") Open items

Open at key date

" Cleared items
Clearing date
Open at key date

04/20/2016]

o | ! =]

o Al ftems
Posting date

06/01/2020 to  [06/09/2020 @ ]

Type
[v|Normal items
["Ioted ttems

["|Parked items

d. At the bottom of the page under “List Output”, type in
“‘ARC Advance” in the Layout Field to pull in the
Reference Column on the report. Most centers list the
DRN in the Text Field; however, some centers list the
DRN in the Reference Field only.

List Output
Layout

ARC ADWANCE

Maximum nurmber of tems

e. Click the clock ICON at the top of the page to execute the
report to obtain the Document Number for the SN Cash
Posting/Clearing Doc Field.

Note: If needed, sort, filter, or subtotal the Reference
Field to locate DRNs. Some transactions with the same
DRN will have multiple postings.

| —
5t|Assignment Documnr.No‘ﬂusA Type Doc. Date | PK(Amount in local cur.|Reference
i~
D_J 20200603 1400008211(31 |DP 06/02/2020{40 80,000.00 |00650443-002
‘_' o[ 20200603 1400008209 il DP 06/02/2020| 40 120,000.00 |00650443-004
‘_' o (20200603 1400008210(31 |DP 0é/02/2020|40 40,000.00 |00650443-003
| «|20200608 1400012188 il DP 06/02/2020) 40 160,000.00 (785IEBOOOOOL
— V
" 400,000.00
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Customer Number ‘

TA Number \

AR Bill Number \

Travel/AP/MR Credit Memo |

Cash Posting/Clearing Doc ‘ I

AR Credit Memo |

[ [ [ [ [ [

C. Payment Processor: Occasionally, the center will send a BOC to

the NSSC to process a Manual Advance Collection via IPAC.

1.
2.

w

Log in to https://www.ipac.fms.treas.qov/IPAC/
Process a Collection IPAC from the Center ALC to the Customer
ALC utilizing the information on the BOC
Save a copy of the IPAC in the SN FRT
Send a copy of the IPAC to AWMS via email to NSSC-
AccountsPayable
i. When IPAC is imported into AWMS, assign to Accounts
Receivable
ii. Relate the IPAC FAR to the original FAR received from
the center
Route the IPAC to the center as an Advance using steps A and B
above.

STEP 14. EUL Clear Manual FI Bill

A. NSSC Accounts Receivable receives a EUL request from the center to
establish a FI document and clear the manual Fl

1. Center submits a request to NSSC Accounts Receivabe

Account
Maintainer to create a manual FI “DR” document using: Debit
1310.5909 and credit 5909.5909.

2. The Payment Processor will clear manual FI Bill with document

type “DZ” using: Credit 1310.5909 and a Debit to 1010.XXXX.
(Note: if the center does not provide GL information, utilize
2400 document provided by center to determine GL account to
post against 1010.XXXX).
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Abptienal Farm 1184 (12:7%)

Tithe 7. GAD Manual

S
BILL OF COLLECTION
BILL NO. 19-013
NASA AMES RESEARCH CENTER DATE 15/24/1%
{Dpartient af Establishiment sl Bureas or Offlce)
Moffett Field, CA 940381000
(ADDRESS)
] DATE DUE;
rwer |RRB/SMC/SYR - Dept of Air Force UPON RECEIPT
Tiis hill aloild be retivesmed by S paper
et Pt
SEE INSTRUCTIONS RELOW
Unit Price
Date DESCRIFTION Qisaiitity Cast e Adisiil
MIPREF2TS1A91230G001
'WES: 833011.02.01.49.824Z.19 1 S1,100,000.00 $1,100,000.00
Accounting Classification:
STHHG00 299 ETLA 642611 3GEMSY 53400 CH43RF 03000 FOMIOD ESP:QA 5C: BIM FSR: 072647 PSR: 450241 DSR: (63357
[Payer's ALC: ALC: 00003501
Ames ALC: 80-00-1201
Please make check puyable to
Mail to: MNASA Shared Service Center (NS5C) FMD-Accounts Receivable
Bldg 1111, Jerry Hans Road
Stennis Space Center, M5 39529
AMOUNT DUE THIS BILL 5 L100,000.00
17 you have any questions on this Will, plogse contact @
SALES ORDER: 41307 THIS IS NOT A RECEIFT Dhemist Snaw B50-604-THM
Company Core# 3861 Trasy Fang ASI-G04-5257
1w Date: 5242019

INSTRUCTIONS

Tender of paymunt of the above bill may be made in cash, United States postal money order, express money order, bank draft or check to the office indicated. Such tender, whe in any
other form than cash. shoubd be dravwn to the order of NASA Anwes Research Center.

Weceipds will be issued in all cases whire "eash” Is roceived, and snly upen request whin remittance s in any other form. 1 fender of payment of this bill ks other than cash or United States
postal money order, the recelpt shall not beeome an aequi unill smch tender has been cleared and the amount recelved by NASA Ames Research Center,

Fuilure to receive a receipt for o cash pnyment shaukl be prompty reported by the payer to the chicf administrative officer of NASA Ames Research Center.

NASA-C-0F (1-86) * IS GOVERNMENT PRINTING OFFICE ¢ 1984 (0 - 341-526 (7058)




Service Delivery Guide

NSSC NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 127 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

PROCESS 5 - POSTING FEES (CONTROL ACTIVITY)

STEP 1.

Note: This is located on the Day-to-Day Posting Guide (Posting Day-to-Day Non-
Reim (Job Aid)) page 2 “Collection with Receivable-Interest Revenue”.

Note: Fees need to be posted in the following order prior to posting principal:
penalty, interest, and admin.

Note: A macro is utilized to perform this process.
Posting of Fees Using Macro — Payment Processor
A. The Payment Processor will open the AR Dunning Template_PP located

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Dunning.

H % Hr- = AR Dunning Template_PP.xlsm - Excel 7 ®E - 8
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT CMPS Accounts Receivable AR Dunning Payment Processor ~ Bartee, ALICL.. -
oy ¥ L= = - = Bx =2 3 AutoSum - A,
Calibri HJu oA s === ®- BwepTet General B = ] 4 T o

Mg - = P i R O a- 20 ]
Paste B I U- - BeA- === &35 ElMegetiCenter - $ - % 1 | G g Conditionsl Formates Cell  nsert Delete Format Sort& Find &

- Formatting~ Table~ Styles~  ~ - - £ Clear~ Filter - Select =
Cipboard & Font & Alignment [ Number [ Styles Cells Editing
H30 - fe

A B C D E F G i 1 J K L M N o] P Q R

Payment Interest |Penalty |Admin Bill No (Text |Interest Doc |Penalty Doc |Admin Doc |Interest Doc |Penalty Doc |Admin Doc |IV Interest |IV Penalty |JV Admin
1 Type Customer [Invoice Date |Reference |Amount |Amount |Amount |BA |Field) AM AM AM PP PP PP Doc PP Doc PP Doc PP
2
4

B. Enter the following information under the blue headers:

Select the Payment Type from the drop-down list
Customer Number

Invoice Date

Reference

Amount in appropriate columns

BA

Bill No. (Text Field)

Document Number of the AM’s postings

©NO O WN =
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s Copy of AR Dunning Template-PP-Finalxlsm - Excel -
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT CMPS Accounts RE(Ewai AR Dunning Payment Processar EiEe, ALICL.
)
EX
Apply payment to Reverse
Int, Pen, Admin postings
Payment Processor  Refierse Payments
B - ki
A B C o} E F G H 1 J K L M N o] P Q R
Payment Interest [Penalty |Admin Bill No (Text |Interest Doc |Penalty Doc (Admin Doc |Interest |Penalty |Admin Doc |JV Interest|JV Penalty |V Admin
1 Type Customer [Invoice Date |Reference |Amount [Amount |Amount |BA [Field) AM AM AM DocPP |DocPP (PP DocPP DocPP  |DocPP
2 |Fedwire 119383|  8/16/2016/1800010373 169 4.05 10 1300010373| 1800006040 1800006041{None
3
4

C. Click the “AR Dunning Payment Processor” Tab

D. Click the “Apply payment to Int, Pen, Admin” Button

E. The macro will begin to post the documents and update the spreadsheet with
the posting documents under the grey and gold headers.

STEP 2.
Payment Processor

A. Enter T-Code F-28.

Posting First Part of Fees — MANUAL STEPS (used if Macro not available) -

Post Incoming Payments: Header Data
Document Date [9/172015 Type |0z| Company Code  [NASA
Posting Date 09/08/2015 Period 12|
Document Number
Reference [60312345-001
DocHeader Text  |00312345-001 TradingpartBA [
Clearing text 00312345-001 INT
BankData
Account 10108.5215 Business Area (18
Amount 5.00
Bank charges
Value date 09/08/2015/| Profit Center ‘
Text 00312345-001 INT | Assignment \
Open Item Selection Additional Selections -
Account [119365 @ None
Account Type D [[] Other accounts O Amount
Special G/IL ind il ' Standard Ols O Document Number
Pmnt advice no. O Posting Date
[ Distribute by age O Dunning Area
[J Automatic search O Others
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B. Document Date = DRN date of payment.
C.Doc Type =DZ
D. Current date = Posting Date.

E. Reference and Document Header Text = Payment DRN (Treasury
Confirmation #).

F. Enter “INT” or “Penalty” or “Admin” in “Clearing Text” next to the payment
DRN. Also, put this in the “Text” field under “Bank Data.”

G.“Bank Data” Account = Correct G/L that corresponds to payment type (i.e.,
Check=1010.5215, IPAC-1010.5100, etc.) See Day-to-day posting guide
(Posting Day-to-Day Non-Reim (Job Aid)).

H. Amount = Dollar amount of fee.
|. Business Area = Enter correct Business Area.
J. “Open Item Selection” Account = Customer number
K. Special G/L ind
a) Z for Interest
b) Y for Penalty
c) V for Admin
L. Hit “Process Open ltems.”

M. Deselect the amounts that you are not clearing, and verify that the balance at
the bottom (Not Assigned) is zero.




NSSC NSSDG-9200-0008

Revision 9.0

Service Delivery Guide Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 130 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

Post Incoming Payments Process open items

| 2]/ istioute Difterence || charge off Diference || Edting Options || @ Cash Disc. Due

Document...|D..|Docume...|P..|Bu... |Day..| USD Gross CashDiscount CDPer.
1800014001 DR 09/08/2.. 08 10 43 5.00
L 1 —

BE Amn...l IﬁGmSSO.,.J|ﬁCunsncy| [ nems |[§ tems | [ Disc |5 pisq

F Status

Number of items [1 Amount entered [ 5.0 |
Display from item I Assigned [ 5.00
Reason code [ ] Difference postings [ ]
Display in clearing currency Not assigned | 0.00

N. Click on Document in top left hand corner.

=3
<§ocumeni>§dit Goto  Settings
g alq
O. Simulate

P. Click on 1010 account.

|5§ Display Currency ”ﬁ Taxes ]||£’>) Reset |

Document Date 09/01/2015 Type [ﬁ\ Company Code ]ﬁ
Posting Date [09/08/2015]  Period [12]

Document Number | INTERNAL Fiscal Year  [2015
_Rererence 08312345-001 |

DocHeader Text |00312345-001 | Trading patBA | |
Items in document currency
PK BusA Acct Usb  Amount
001 48 SF215 Cs & Ck Coll 5.00
002 19Z 16 0OOO119385 DOE, JOHN 5.00-

Q. Putin Fund
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a) Penalty or Admin = NON1099

b) Interest = NON1435

R. Funds Center = Center BA-Center Abbreviation (ex. 62-MSFC).

S. Click on the button. “Functional Area” will populate itself.

III:’ Coding Block

Business Area 10

Fund NON1435
Functional Area

Commitment ltem | CASH
Funds Center 10-HQ

v|glx]

T. Hit the button, and then “Document” -> “Simulate.”

U. Verify “Z” for Interest, “Y” for Penalty, or “V” for Admin shows and that the
1010.XXXX and center are correct.

5,5 Display Currency ||ﬁ Taxes Hlf)) Reset |

DocumentDate  [B8/81/2015 Type \DZ Company Code NAS.‘
Posting Date 89/08/2015|  Period 112

Document Number | INTERNAL Fiscal Year |2015
Reference [60312345-061 ‘

DocHeader Text |00312345-001 | Trading part BA

Items in document currency

PK BusA Acct Usb  Amount
601 40 10 1010.5215 SF215 Cs & Ck Coll 5.00
€92 )9z 10 0800119385 DOE, JOHN 5.00-

=
V. Post.
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W. Log the document number you receive in your SN work notes.

=
Document Edit Goto Seftings System Help

|& 2190 @8 CHE 000 BR @8

=]

Post Incoming Payments: Header Data

Process Open ltems

Document Date | [&)Type [172
Posting Date 09/08/2015| Period 12
Document Number

Reference

Doc.Header Text

Clearing text

BankData

Account ™~

Amount

Bank charges

Value date (69/88/2015|
Text

Company Code NASA

Trading part.BA \

Business Area |

Profit Center

| Assignment [

Open Item Selection

Account

Account Type D [ other accounts
Special GIL ind Standard Ols
Pmnt advice no.

[ Distribute by age

[ Automatic search

Additional Selections
® None
O Amount
O Document Number
O Posting Date
O Dunning Area
O Others

dWment 1400017000 was posted in company code NASQ

q]

STEP 3. Posting Second Part of Fees — MANUAL STEP (used if Macro is not
available) - Payment Processor

Note: This is located on the Day-to-Day Posting Guide (Posting Day-to-Day
Non-Reim (Job Aid)) pg. 2 “Collection with Receivable-Interest Revenue.”

A.

Enter T-code FB50.

B. Document Date = DRN date of payment.

C. Current date = Posting Date.

D. Reference and Document Header Text = Payment DRN (Treasury

Confirmation #).

E. Doc. Header Text = Payment DRN + posting # from previous step.
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F. Copy the “Doc Header Text” and put it in the “Text” field in the bottom
portion (downstairs). Add “INT,” “PENALTY,” or “ADMIN” and the customer
#.

Enter G/L Account Document: Company Code NASA
Eﬁ. Tree on | Company Code ”@ Hold Hﬁ Simulate | [© Park || Editing options

Amount Information
DocumentDate  |9/1/2015 Currency W‘ Total Dr.
PostingDate | 09/68/2015| 8.00 |usD
Reference |08312345-001
Doc Header Text j00312345001 1400017000 Total Cr.
DocumentType MR 9.00 (USD
Company Code  NASA  NASAWashington DC

Qo0

GIL acct DIC |Amount i...|Text Tradin..{Bu... [Cost center |Funds center

00312345-001 1400017000 INT/119305
00312345-001 1400017000 INT/119305| @

o

G. Document type = MR

H. See “Day-to-Day Posting Guide” (Posting Day-to-Day Non-Reim (Job Aid)).

1. Debit G/L is 5993.0000.
2. Credit G/L is 5994.0000.
[.  Amount = Dollar amount of fee (on Debit and Credit lines).
J. Business Area = Enter correct Business Area.
K. Funds Center = Center BA-Center Abbreviation (ex. 62-MSFC).
L. Fund

1. Penalty or Admin = NON1099

2. Interest = NON1435
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Enter G/L Account Document: Company Code NASA
i [ Tree on | B Company Code |[& Hold | [P35 simulate |[E Park |[ 2 Editing options |
Amount Information
Document Date 9/1/2015 Currency uso Total Dr.
Posting Date BB/BB/ZB15] 0.00 |UsSD
Reference 00312345-001
DocHeader Text |00312345-001 1400017000 Total Cr.
Document Type . 0.00 |usD
Company Code ~ NASA  NASA Washington DC
(e'i o}

GIL acct DIC |Amounti.. |Text Tradin..|B... |Funds center Fund F

5003.0000 D.. B 5.00/00312345-001 1400017000 INT/119305 10 16-HQOP _NDNI435

5394 . 0000 ‘C,, EI‘ 5.0000312345-001 1400017000 INT/119305 10 10-HQOP :NON143ﬂ i

=

M. Simulate and look over to see if any changes are needed.

N. Post.

O. Get 1000# and put in SN Finance Request work notes.

Enter G/L Account Document: Company Code NASA

| I;Pﬁ Tree on |@ Company Code ”& Hold ”E Simulate ”B Park ”f Editing options I

_ M oetis T
Amount Information
DocumentDate || Currency  [USD | Total Dr.
Posting Date 09/08/2015| .99
Reference
DocHeader Text i Total Cr.
Document Type E 0.00|
Company Code  NASA  NASAWashington DC
(e'i'e]

N

NGiacct [shortText [DIC [amountin doceur Loc.curamount [Taxc.[Taxjurisdicin code

Q1] ——

8.00
.00
6.00
8.00
8.00
0.00
6.00
0.00
6.00

Document 101092151 was posted in company code NASA >

Go into the Customer # in FBL5N and sort by document.
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Q. Put the 1000# at the end of the 1400# text (posting # from previous step).

Customer Line Item Display

1IR3 CIN 72 =< =) e e Y = e

Customer 119385
Company Code NASA
Name DOE, JOHN
City TMAGINATION
St |Assignment DocumentNo |Typ|Doc. Date |S|DD| Amt in loc.cur.|LCurr|Cirng doc. Text
] @[ 14000176002015 14603170@0(09/31/2615 Z] 5.00-(USD | 1400017000 |00312345-001 INT 1810892151
] @|18000001232015 1800014001 |DR |B9/UBTZETSTE S L0 LS Lranngi7odl P t5-ITtETest ) /180012345
L | 0.00 [USD
** Account 119305 0.00 |UsD
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PROCESS 6 — FEDDEBT COLLECTION

STEP 1. FedDebt Collection IPAC is received from AWMS through SN

A. Payment Processor creates FAR (Refer to Appendix | — Examples of SN
FAR - IPAC Fed Debt)

B. Payment Processor pulls the FedDebt report from the FedDebt
(Department of Treasury) system and saves the report on the N:drive in
the N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Fed Debt\FedDebt Reports folder.

1. Log on to the CSNG Fiscal Treasury Website using Google
Chrome:
https.//xservice.fiscal.treasury.,gov/csp/prod/os.artiva.web.page.M
ain.cls

2. Click on “IPAC Report” under Creditor Agency Reports.

<« c & xservice.fiscal.treasury.gov/csp/prod/os.artiva.web.page.Main.cls

0

Ba00n
/‘ Creditor Agency Menu
R | @ setect account

& Account Transaction Posting

& Mew Business

% Mew Business Acknowledgement Report
& My Group Tasks

& Pool (Preview Mode)

Creditor Agency Reports
% Agency Reconciliation

% Detailed Disputes Report

% Financial Activity Report

. Financial Activity Report {Excel)
% Mew Case Entry Report

% POD Detail Report

= BIA Report
% IPAC Report

3. Input IPAC information and then click “Finish” at the bottom right.
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IPAC
PACL

91335621

PAC2
Month

Year

2019

4. A report will generate. You can export to Excel and expand:

€ Visuslize - Web Reports - Google Chrome =] 5
8 envice fiscal treasury.gov/reperts/ !/ Time=13551781L nn portsFROD: v=IPACvdm&Loa = IPACL1191335621[IPAC2!I[IPACYEARII2019[IPACMONTHIILZ)|
IPAC Report @%
PAC Report
g g i | Chann.. Tra. | Tr. | TransC.. | Posting.. | Tran.. |N. | Inv. | Bill.. | Ap.. Ap.. Ap. Ap. |Ov. D.. |PC. |PC. TO.. D. | Ch. |IP. P..
8 K. F. KS. 8. 79. 18. 180. 2. Ca. Ca. PMT  TOP 16812, 168.. T. 122/2. 12/2/20. $412. S.. $3. S0.. §0.. Sl. S2. S0.. $0.. SQ.. SO.. §O.. SL. SO.. ¥ 12 9.
opliedPrncipal Appliedintersst (5... | AppliedPenalty (S... AppliedAdminCost (.. | Overage (Su... DMSFee (Su.. | PCAFee (Su.. PCABonus(S.. TOPFee (Su.. DOJFee (Su.. TransAmount (S.. NetTransfer (S.. | BilAmount (S.. ' Invoi

$0.00 $19236 $207.58 5000 $0.00 $0.00 $0.00 50.00 $12.50 5000 $41244 $399.94 $0.00 $399.54

STEP 2. Payment Processor routes the SN FRT to the Account Maintainer to create
Bill of Collections according to the FedDebt report. (Refer to NSSDG-9200-
0007 - Management of Debt Collection SDG — Process — Re-establishing
Debt)

STEP 3. Account Maintainer routes the SN FRT to Payment Processor to post
collections for fees.
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STEP 4. Note: For manual instructions, please refer to Process — Posting Fees or refer
to page 7 of the Day to Day Posting Guide below.

A.

Payment Processor will open the Account Maintainer’s file that is saved
N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Fed Debt in the appropriate year/month’s folder.

H G- s FedDebt 9 .
EEl o MiGREmmmldGE LAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  ACROBAT  CMPS  AccountsReceivable J| AR FedDebt

Re-establish
Debt

Mao X
A B C D E F G H 1 1 K L M N o P
i blish |R blish [R blish |QOverage |Overage [Overage Fund (Re- Ri blish |R: blish |R: blish |Re-
Invoice Principal Interest Penalty Admin Interest |Penalty |Admin Assignment |establish Principal Doc |Interest Doc (Penalty Doc  |Adn
1 |Customer |Date Reference |Amount Amount Amount Amount Amount |Amount |Amount |BA Number Principal) AM AM AM AM
2 111923| 2/9/2017) 91313144 153.85 10| 1B00002778| WCNX04546R 1800002105 |None None Nor
3
1

1. Click the “AR FedDebt” Tab
2. Click the “Clear Debt” Button

3. The macro will post all of the interest, penalty, and admin
documents.

4. The document numbers will be added to the spreadsheet
under the gold colored headers.

[y TTHE-=-8 Fed Debl 81310921 xlsm - Excel 7 M
HOME  TNSERT  PAGELAVOUT FORMULAS ~DATA  REVIEW VIEW DEVELOPER  ADDANS  ACROBAT  Team | HR-MRIS — FEWT 18P | ARFedDebt | Khanuf, Shanf My(NSSC-

— =3
‘ =
[

Re-establish Clear

Debt Debit
|ACoount Maintainer Payment Processor
Al + [ Fr | customer

4 AB AC Al AE AR AG AH Al Al AK Al AM AN AD

FRe-establish |Re-establish |Re-establish |Re-establish Overage Overage Overage

Principal Doc |Interest Doc | Penalty Doc (Admin Doc | Interest Doc (Penalty Doc |Admin Doc IV Principal |V Interest IV Overarge IV Overage |1V Overage
1 (e rp 4 L PP Lid PP 44 rp IV Penalty PP [V Admin PP_|Interest PP |Penalty PP |Admin PP
2  |None None None | 1400006045] 1400006044 None None_ None Nene 100178123| 100178122 |None
3 1400006048 | 1400006046 None 1400006049| 1400006047 None 100178126| 100178124 |None 100178127 100178125 [None
; -
5

Note: The macro does not post the collection for the re-established
principal documents.

STEP 5. Post collection for Re-established Principal, if necessary. Refer to page 7 of

the Day to Day Posting Guide.
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PROCESS 7 — POSTING PAYMENTS IN CSNG FOR DEBTS
REFERRED TO TREASURY

Note: This process is to be utilized if a customer payment is received after a
debt is transferred to Treasury.

STEP 1. Posting a Payment Received to the Cross Servicing NG (CSNG) System —
Account Maintainer

A. Log into the CSNG system in Chrome using the link below:
https://xservice.fiscal.treasury.gov/csp/prod/os.artiva.web.page.Main.cls

@ S

Manage Identity/Account Contact

LOGIN WITH YOUR.... / \
User ID & Password (7]

PIV Card €  SecurD (7]
Please make sure your card is plugged into the User |0 User ID (ITIM)
reader
Passcode Password
0=

B | OGIN WITH YOUR

& PIV

& LOGIN \ LOGIN J

B. You will be directed to the Home screen. Select “Account Transaction
Posting” under the “Creditor Agency Menu”.
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o

BOOQ

Search: ‘E

Creditor Agency Menu
% Home
# Select Account

[ # Account Transaction Posting ]

¥ New Business

% New Business Acknowledgement Report

# My Group Tasks
# Pool (Preview Mode)

Creditor Agency Reports
% Agency Reconciliation
% Detailed Disputes Report
% Financial Activity Report

% Financial Activity Report (Excel)

% New Case Entry Report
% POD Detail Report
% RTA Report

% IPAC Report

C. In the “Account Transaction Posting” screen, click the - plus icon in the

upper right corner.

New Tab X [} Atia Web x

u a Account Transaction Posting X

€ > C @ hups//xservice-simfiscal.reasury.gov/csp/sim/os.artiva.web.page Main.ds

8l 0oamne

172812019 - 16:13:49:197 9798401

Display Batches: LM Own

o

<[l 1 (o 6}

Drag a column and drop it here to group by that cdlumn

Batch v Descripton v Status Transactions | v Ctri Amount | v Payments | v

12699 \payment  |Balanced 2 5.00 5.00
13755 Insurance Payment Balanced 2 474.99 474.99
13868 Test Batch JGO8 Opened 1 3,018.36
12902 Test )G08-2 Opened 0
13905 DFAS IPAC Opened 978.38
13909 DFAS IPAC Balanced
13010 OLBP V090083 01/09/2019 BR Balanced
13913 JG Agency Opened 1 0.00
13018 Man LPMT V 502074 CK 2021015 10/... |Opened 3 4,886.48
139828 CIR Import - Run 68 Opened 6,970 2,425,296.54
13929 CIR Import - Run 69 Opened 6,307 1,174,029.95
13936 CIR Import - Run 73 Opened 10,465 1,888,587.07
13937 Test Opened

Adjustmerts v

1.15
109.61
0.00
0.00

-50.00
458.59
106,837.06
84,075.13
178,278.27

Users w|~
IM0S }
SK10
JGo8
JGos
GROZ, JGO08
GROZ, 1608
8R02, 3608
1608
AEO1
sys
Sys
sys
1608




NSSC
Service Delivery Guide

NSSDG-9200-0008

Number

Effective Date:  July 30, 2021
Expiration Date: July 30, 2023

Revision 9.0

Page 141 of 298

Responsible Office: Accounts Receivable
Subject: Accounts Receivable — Collection/Deposit Process SDG

D. Enter a Batch Description and the total of the payment amounts in the “Add
New Batch” pop up window and click OK.

Add New Batch

Cescnipbon: !_‘Fim Payment Batch

200.0d[E]

Control Amount: |

E. In the “Standard Search Prompt” field enter the CSNG (Artiva) Account
Number created during the original Treasury Referral process (Refer to
NSSDG-9200-0007 Management of Debt Collection Process — Refer to

Treasury).
= 0
New Tab X I Artia Web X =+
€& - C & hitpsy//rsenice-simfiscal.reasury.gov/csp/sim/os.artiva.web.page Mein.cls b ' Q e H

0 ‘ & Batch 13041 x

80 : CoBgane

E—
[ e P )
“‘ Standard Ssarch Prompt | KERRERE

Transaction Type:  Payment

Comaction  Backout Summary Information

Demographics:

Client:

Agency:
Bureau:
Dffica:
List Date Pm%’.’é’}t
Service Date: Client Ref
Effective Date: [(1/28/2019 g Account Balance: Phase:
Reference: | Agency Balence: Status.
Amouni:
Sub Balance Amount
Split
Account Client Reference Client Balance Split PR INT ADMIN DMS PCA PNF TOP DoJ Overage
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F. The Account Information will populate.

Select “Payment” from the “Transaction Type”.

Enter the Effective Date (Date Payment was received).
Enter Reference (Check number, DRN, etc.)

Enter Transaction Amount.

Press Enter on the keyboard.

| New Tab ¥ 0] ArtivaWeb X =+

a0~

& C @ hitps://kservice-sim fiscal treasury.gov/csp/sim/os.artiva.web,page Main.cls W B o e :

G | & oachissar x \
d - — ———————— =
80 : "'Soagon
. )

Transaction Type: ® Payment () Corrsction () Backaut Summary Information - Account 10241596
Demographics: Frederick Flintstonian Client: 10- Agency Training
123 Rocky Way Agency: 20 - Department of the Treasury
Bedrock, AL 35000 Bureau. FS01 - Bureau of the Fi§ca| Sle_r\fice
Lt Date: 012212019 Pmo;g:; g](;t\f:-l:’mgram Accouting Division
ittt 4 8
Effective Date: \Wﬂ Agency Balance: 55:954:93 c"eg;‘?:i ﬁﬁ.?ua
Reference: Personal Check 1234 Status: NEWACCT
Amount: 100.00 ]
Sub Balance ‘ Amount . i
ADMIN 25.00
DMs ‘ 0.00
Do) 0.00)
INT 114.41
PCA 0.00| v

Account Client Referenca Client Bzlance Split PRN INT ADMIN DMS PCA PNF TOP DOJ Overage




NSSC
Service Delivery Guide

NSSDG-9200-0008

Revision 9.0

Number

Effective Date:

July 30, 2021

Expiration Date: July 30, 2023

Page 143 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

G. Payment information will populate. Uncheck the “Auto Split Across Set”.

New Tab x
& c

(1] ‘ § Batch 13041 x

I Artiva Web

x B

A https.//xservice-sim fiscaltreasury.gov/csp/sim/os.artiva.web.page Main.cls

" Standard Search Prompt | ~

[10241596 ]

—
+ Batch Information -

Transaction Type: @ Payment () Corraction () Backout Summary Information - Account 10241596
Demographics: Frederick Flintstonian Client: 10 - Agency Training
123 Rocky Way Agency: 20 - Department of the Treasury
Bedrock, AL 35000 Bureau. FS01 - Bureau of the Fiscal Service
ListDate: 01/22/2019 Office: DCW - Program Accouting Division
Service Date: 01/01/2013 Heaan Al
Efecive Date (11252019 ooy e $6.984.33 e
Reference: |Personal Check 1234 | Status: NEWACCT
Amount 100.00 &
Sub Balance Amount =
ADMIN 25.00
DMS 0.00
DOJ 0.00
INT 1i4.41
PCA 0.00| v
BE RRCOE B 1] 1]
Account client Reference | Client Balance | Split PRN | INT ADMIN | DMS | PCA | PNF TOP DO] | Overage
10241506 ABC123 |10 | 696414 100.00 0.00| 0.00 000  23.08] 0.00  76.92) 0.00 0.00 0.00
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H. Scroll to the bottom of the screen and click Save Transaction.

= 5] X
New Teb X I} ArtivaWeb X +
< C @ hitps;//xservice-simfiscaltreasury.gov/csp/sim/os.artiva.wel.page Main.cls b - Q e
——
(1] | £ Batch 13941 %
80 : D0BEO0 |
—
Amount: 100 0021 &
Sub Balance Amount
ADMIN 25.00
DMS 0.00
Dol 0.00
INT 114.41
pca 0.00)y
# Auto Slit Across Se!
Account Client Reference | client | Balance | split | PRN | INT ADMIN | DMS pca PNF | TOP DOJ | Overage
10241506  ABC123 |10 | 6,964.14]  100.00] 0.00] 0.00 000 2308 0.0  76.92 0.00 0.00 0.00

| |Z 100.00/% 0.00/% 0.00 0.000F 23.08/% 0.00/F 76.92|F 0.00E 0.00 % 0.00

Split Remaining: 0.00 ® SaveTransaction

|. The transaction has been added to the batch. Click on the left side of the
“Batch Information” Header to display batch totals.

New Teb X I} Ariva Web x| +

€= C 8 https://kservice-sim fiscal.treasury.gov/csp/sim/os.artiva.web.page Main.cls

B0: 008Ena |

e ——
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= (m} X
New Tab X II ArtivaWeb X =+
€ - C @& hitps//esevice-simfiscal.ireasury.gov/csp/sim/os.artiva.web page Main.cls w B o & :
1} | § Batch 13941 %
80 i OoBEaam
Ba o Hin!
Batch: 13941 - Jim Payment Batch Adjustments: $23.08 Payments: 510000 5 e 3
Siatus: Opened Transactions: 2 Control Amount:  $200 00 Balance Report m Delete Transactions B Balance @ Updatz: E'J
‘v: Standard Search Prompt = ~ | ‘
Transaction Type:  Payment  Comection  Backout summary Information
Demographics: Client:
Agancy:
Bureau:
List Date . Office:
Service Date mgram:
PCA:
Account Balance Client Ref:
Effective Date. [11/28/2019 Ageney Balence ol
Reference: | Satus:
Amount 0.00
Sub Balance Amount =
ADMIN 25.00(
DMs 0.00|
Dol 0.00
INT 114.41
PCA 0.00| v
Auto Split Across Set
Account Client Reference Client Balance Split PRN INT ADMIN DMS PCA PNF TOP DOJ Overage

J. Repeat Steps F through | to add additional payments to the batch.

K. When complete, click the Home Icon in the upper left corner of the Batch
Screen to return to the Account Transaction Posting Screen.

New Teb X I Artiva Web X+

fmn B » Bo O:

8 hitpsy/xservice-sim fiscalAreasury.gov/csp/sim/os.artiva.web.page Main.cls

[} ‘ § Batch 1304 X

fo: oosean

~ Batch Information

Batch: 13941- Jm Payment Batch
Stats: Balanced

Adjustments: $46.16
Transactions: 4

Paymerts: 5200.00

Control Amount: 5200.00 Bilance Report (@)

Delete Transactions ()~ Balance (/) Update' ()

L. To complete a batch, it must be balanced.
1. Click on the Bal/Upd column of the batch to be balanced.
2. Click the plus/add Icon in the upper right corner to balance the batch.
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New Tab X [ AtivaWeb x Bk =

€& - C @ hupsy/kservice-simfiscalreasury.gov/csp/sim/os.artivaweb.page Main.cls

Ij ‘ a Account Transaction Posting %

al ooBasng

EEEm B @e 21| BEE

Drag a column and drop it here to group by that calumn

Batch |v Deseription |v Status - Transactions v ctrl Amount | w Payments - Adjustments |v Bal/upd |v users |v
13939 Jim Correction Opened 0.00 B JROL
13941 Jim Payment Batch Opened 4 200.01 200.00 46.16 7] JROL

1/28/2019 - 16:25:54:724 19798421]

M. If a batch is not balanced, you will receive an error message. Click OK in the
pop up window to view the balance report. Two situations may cause a batch
to be out of balance; the ‘Payments’ amount or the ‘Ctrl Amount’.

New Tab X I Atz Web % IBF = iR

> C @ hups//eservice-simfiscal.treasury.gov/csp/sim/os.artiva.web. page Main.cls

¢ 3

':l e Account Transaction Posting ¥
B0 OoE@BO
[T ] :Te]

Drag a column and drop it here to group by that cadumn

Batch ‘- Deseription ‘v Status |

Transactions = Qrl Amount | Payments | v Adjustments ‘v Balflpd ‘v Users |v‘
13239 Jim Correction Opened 0.00 @ JRO1
13941 Jim Payment Batch Opened 6 200.00 300.00 69.24 5] JRO1

Artiva Webstation

0 Batch 13941 not balanced

| 172872019 - 16:37:4.638 [9798435]
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N. Click the B view button in the upper right of the screen to review
transactions in the ‘Balance Report’ pop up window. Use this window to
identify any transactions to be deleted. Click OK to continue.

New Tab % [} Ariva Web X+ = X

& 5 C & hiips//xservice-sim fiscal ireasury.gov/csp/sim/os.artiva.web,page Maincls + Bo O:

lj ﬁAccountTransacﬁon Posting X

B0 O0E@b@

T T
o Rl

"
B Bo

13939
. Drag a column and drop It here to group by that column -
Typé:v Date |v Acmunq‘v‘ Name ‘v Reference Client v  Trans |+ Split |v| Agy Fees!v Deposit |+ Trust iv
DBJ 01/25/2019) 10241596 |Flintstonian, Frederick  |Personal Chec...|10 23.08 23,08 0.00 0.00{1 - Trust Account
APMT  |01/23/2019| 10241596 Flintstonian, Frederick |Personal Chec.. 10 -100.00 -100,00 23.08 100.00)1 - Trust Account
DBJ 01/28/2019, 10241597 |Jetsonian, Georgia iPay.Gov 1258.. /10 23.08 23.08 0.00 0.00{1 - Trust Account
APMT  |01/28/2019| 10241547 |latsonian, Georgia ipay.cnu 1258, 10 -100.00 -100.00 22.08 100.00|1 - Trust Account

=

t
Displayg
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O. Click the minus ICON in the upper right corner. In the ‘Transactions in Batch’
pop up window, select the transaction to be deleted in the delete column and
then click the Delete Transactions bar at the bottom of the screen.

i

o T——————
| BEEE B =]}
Drag a column and drop it hera to group by that column
3
Type |v Date |v Account |v Mame v Reference |v| Client |v| Amount |v Delete | = E
APMT 01/28/2019 (10241597 Jetsonian, Georgia Pay.Gov 125898456 |10 -100.00 &
|DB] 01/28/2010 [10241507 Jetsonian, Georgia Pay.Gov 125808456 - DMS ... |10 22.08 I'__'l
APMT 01/25/2019 |10241596 Flintstonian, Frederick Personal Chack 1234 10 -100.00 I |:||
DB 01/25/2019 |10241596 Flintstonian, Frederick Personal Check 1234 - DMS...[10 23.08 ]
z T B‘I‘
[ [ 1/29/2019 - 11:51:29:870 [9798570]
T —————
Delete Tranzactions
e L ———————
| = 2
- oy

P. A pop up window will appear to confirm the deletions. Click OK.

The following trancaction(<) will be deleted. OK ta continua, CANCEL to quit without deleting.

| 1
HID = | | = | Account w | Cashier |~ |Type |~ |Referencas - | Eff Date | Trans Amt - | Split Amt -

102941596 APMT Personal Check 1234 oi/z28f2019 |- = |

(o corce
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Q. Repeat Step L to recheck the batch balance. The batch is now balanced.
Click NO in the Artiva Webstation pop up window and the batch will remain
balanced. The batch is now ready for processing.

= (| X
| New Tab X I ArtivaWeb X+
& C R hupsy/kservice-simfiscal.treasury.gov/csp/sim/os.artiva.web. page Main.cls * Ho | @:
ﬁ | i Account Transaction Posting % |
[~ DoE=]c]-]2]:] 8
= —t A A A A

BB EREE o ag

Drag a column and drop it here to group by that column
b | Dessripion’

13030  [sim Comction
13941 Jim Payment Batch

v

Ba 0o EEof

s |v|  Tanmaons | oramen v eamens |+  adusmens v saps v users =
|Opened o 0.00| (5] JROL
‘Balanced 4| 200,00 200.00| 4516 ¥ JRO1

a Batth 12041 s balanced. Da you wish to unbzlance
it?

1/28R2019-16:41:30520 79835,

Note: This concludes the batch entry capabilities of the Creditor
Agency (CA) Cashier Role. The Creditor Agency can only
create and balance batches. Approval of Financial Batches
is currently administered by the DMS Financial Team.

BATCH APPROVAL: Email the DMS Financial Team at

CrossServicingFinancials@fiscal.treasury.gov

Ensure the following information is included in the email:

Batch Number

Batch Description

Batch Control Amount
Agency POC information
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PROCESS 8 — REFUNDS

Note: If the amount to be refunded is less than $1.00, the amount is not refunded, but
posted to Miscellaneous Receipts.

Note: Reversal of Payment Proposals can not be completed before 10AM.

STEP 1. Process the Refunds - Account Maintainer/Payment Processor

A. Occasionally, a customer overpays a bill, the NSSC deposits a PMS Grant
refund check, or the NSSC deposits a check that was not meant for NASA. In
these situations the customer would need to be refunded. Both transactions
used for refunding the customer (recording the collection document and
processing the payment) need to be posted within the same period to prevent
a FBWT difference.

Note: Payment Processor - When a refund is needed resulting from a deposit error
made by the Payment Processor, he/she will need to research, reach out to the
customer and verify or obtain banking information for the refund. All research should
be documented in the FRT prior to assigning to the Account Maintainer.

Note: Centers may request a refund for a reimbursable and/or foreign customers.
See NSSDG-9200-0002 Reimbursable SDG Process — Customer Refund.

B. AR PP - Update Customer Master using SAP t-code XD02

1. On “Control Data” tab enter all zeroes in Tax Number 1 field (no
dashes).
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# |1 Change Customer: General Data
(lﬁ Other Customer ” Company Code Data H Sales Area Data |]7US Federal Government

Customer 119385 DOE, JOHN| IMAGINATION
Payment Transactions , Contact Person

Account control
Vendor
Trading Partner NONFED

| Reference data/area
Industry

Tax information

Tax Number 1 (000006660
Tax Number 2 |
‘Tax Number §

2. When customer banking information needs to be updated for
ACH/EFT refunds, payment method “6”, the bill requestor needs to
contact the customer for banking information and provide to AR. The
PP will then update the “Payment Transactions” tab in the Customer
Master file with the Country, Routing number (Bank Key), and Bank
Account number. Scroll over to verify the correct Bank Name.

Note: If this is an AP vendor refund, AR will verify that the same

banking information used by AP can be used for the refund. This
information can be located in the AP Vendor ZREM file in T-code
XKO03.

Address | “Contml Data Payment Transactions

| Bank Detais
Cry  BankKey  Bank Account | Acct holder C... L..IBANV... Bk.typ. Reference detals Coll... SWIFT/... Bank name

i}
Payment cards
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3. When a refund is requested via check, Payment method “5”, the
requestor would need to submit a reason for a paper check.

(a) Once the reason has been submitted, the Account maintainer
would update the current year Paper Check spreadsheet
located at N: \FM Division/Paper Check requests.

(b) The AM would submit a SN FRT to AR L3 requesting approval
to issue payment via check.

(c) Once approval is received, AM will attach backup
documentation to the refund document in SAP with the SN
FAR/FRT and a description “Approval to issue payment via
check”.

@ |! Change Customer: Company Code Data

lqﬁ* Other Customer || General Data H Sales Area Data |] US Federal Government

Customer 119305 DOE, JOHN IMAGINATION
Company Code NASA|  NASA

I RGP @ Payment Transactions Correspondence

Payment data
Terms of payment 2000 Tolerance group | }
Credit memo payt term

[JPayment history record

Automatic payment transactions
Payment methods |5 Payment block
Alternat payer House Bank

Grouping key 011

Single payment Pmt meth.supl. iﬂ‘

C. FBO1 — Account Maintainer — create collection document for customer without
an open item.

Note: See EPSS Job Aid Refund from Deposit Account at Refund from
Deposit Fund (Job Aid)

1. Document Date = Original DRN Date
2. Note: Deposit Fund collections; use 1800 as DRN and use reversal
date of the 1800 as the DRN confirmation date.
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2. Doc Type = DA

3. Posting Date = Today

4. Reference Field = DRN of payment to be refunded
Note: If an identifying number/tracking information needs to be added
to a refund, add the information after the FBWT DRN#. When viewing
in SAP the data is cut-off, but all information is displayed when the

refund is processed.

5. Doc. Hdr. Text = “Refund DRN” and number (e.g., Refund DRN
XXXXXXx-001)

6. Post Key = 40 and Account = 1010.xxxx (see “Day-to-Day Posting
Guide”) Posting Day-to-Day Non-Reim (Job Aid) and enter.

7. Enter Amount of Refund $
8. Fund Center ="AIN-XXXX” (e.g., 62-MSFC)
9. Appropriated Fund if available or NON6500 with approval.

a) Refunds for FOIA or when there is no open receivable will need
to use NONG500.

b) If NON6500 is needed, route SN FAR to AR L2 Supervisor.

i. AR L2 Supervisor will submit a Service Request (CRQ) to
Agency Applications Office (AAO) to have the fund opened.

ii. Notate SAP ID number and name of individuals responsible for
processing refund (AM, PP, AP L2 Center Lead, AR Certifying
Officer, and AP Certifying Officer).

iii. Once the CRQ has been approved and the fund opened,
proceed with processing refund.

10. Post Key = 15 and Account = Customer Number and Enter.
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11. Enter Amount of Refund, Business Area, Payment Method (Check
=5, EFT = 6), and Text = “Refund DRN XXXXXXXX-XXX").

12. Document/Simulate to be sure your net total = $0.00 and Post.

13. A 1600 Refund document is created.

Note: A brief explanation and/or any supporting documentation must
be attached to the refund document in SAP by AR L2 prior to
requesting a payment proposal. The Certifying Officers will review the
explanation/documentation prior to certifying the refund payment.

D. AM will send FRT to PP to create Payment Proposal via ZF110-PRO.
1. Find the next sequential naming scheme for the Center.

a) (élick the dropdown menu on the run date field

| PaymentRun Edit Goto Envionment System Hep
@ | Bl dH e SEEIBETmaH| [FE @

Automatic Payment Transactions: Status
Status

Run Date [ ! [r:i'] |
Identification = |

el Parameter | Free

[ status
| @ No parameters entered as yet

b) Enter a date range in the From Date to Date fields.

c)

Enter Partial Center ID and an asterick (*). Click the green
check.

From date 06/01/2020 To 06/24/2020
Identification AR5*
Number of Hits 500

v]x]

Note: Refund Proposal ID’s begin with the following: AR5
(ARC), DR5 (AFRC), CR5 (GRC), GR5 (GSFC), HR5 (HQ), JR5
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(JSC), KR5 (KSC), LR5 (LaRC), MR5 (MSFC), OR5 (NMO),
and SR5 (SSC). They also contain two additional numbers.
These numbers start over every fiscal year. Example = AR501.

2. Use the next sequential ID number. E.g., AR520

v [ D =

Payment run status

Run On ID

06/17/2020 ARS519 Payments have been posted
06/08/2020 ARS518 Payments have been posted
06/04/2020 AR517 Payments have been posted

3. Create the Payment Parameters under the Parameter Tab:

Company Code = NASA

Pmt meths = 5 for check or 6 for ACH/EFT
Next p/date = 30 days from current run date

Customer number(s)

Run Date

Identification AR520

:06/24/‘20203

Stat... < Parameter Free selection ' Additional Log | Printout/data medium

Posting Date

Payments control
Company codes
NASA

Accounts
Vendor
Customer

Foreign currencies
Exchange Rate Type

06/24/2020

124313 to

Docs entered up to 06/24/2020

Customer items due by

Pmt meths Next p/date
(3 07/24/2020

to

B

4. Select Free Selection Tab to enter Business area and document

number.
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s | Parameter . Free selection | AddttionalLog | Pretout/data medum

Selection criteri

Fiald Hame Business Area P Exclude values
Values 21
Fiald Hame Document Number B IExclude values

™ z -
Values *_1234553'3911 3
Fiald Mame P I Exclude values
Values
Fiald Mame I3 I Exclude values
Values

5. Select Additional Log tab. Check the boxes next to Due Date
Check, Payment method selection in all FARs, and Line items of
payment documents. Also, enter the customer number.

Status | Parametar | Frae salaction /M-Mﬂl.uﬁ | Printout/data medium

Required logging type

[+ Due date check

|« Payment method selection in all cases
[ 'Pmnt mathod selection if not successful
[+Line kems of the payment documents

Accounts reguired

Vendors (from/to) Cusztemers (from/to)
I
1234
(1234
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6. Click on the Status tab and click Save.

[= Exit editing

Save data?

o

=
[ Yas
L=

—=]

No HX Cancel I

7. Click on Proposal to process the proposal.

8. Select Start Immediately.

[ Schedule Proposal

| S e e e o B [
Start date [10/06/2016| Smrt immediately
Start time loo:00:00]

Target computer

=I5

9. Hit Enter until the payment proposal has been created.
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. Status | Parameter | Free selection | AdditionalLog  Printout/data medium

Stakus
@ Parameters have been entered
& payment proposal has baen created

10. To display the Payment Proposal, select the “Proposal” icon with the
glasses to verify that the business area and payment method match
and verify the total outgoing payment matches the request received.

Automatic Payment Transactions: Status

\_Payment |&yProposal| .| Proposal

Run Date [uﬁfzquuz nj
Identification AR520
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Payments/exceptions
(&R & Pl SiEL e [ &)
Vendor BusA P.. P Type: Amnt paid in LC: Cash discount (LC) = Lost cash disc.(LC) = Amount paid (FC)z  p.itms Name 1

rEl ,.‘ 886,399.09 0.00 0.00 1 NORTHROP GRUMMAN CORPORATION

21 21 6 886,399.08- 0.00 0.00 886,399.08- 1 NORTHROP GRUMMAN CORPORATION
0.00 - 0.00 - 0.00 - 0.00 - 2
L] L]
Positioning Payment volumes
Number of line items 2 /11 Outgoing payment 886,399.09
Incoming payment

Note: If a 1200# DC refund doc was created, both parts (debit and
credit) will appear on the payment proposal. The debit transaction will
be blocked as shown by the red Icon. The credit transaction will be

green and will be refunded to the customer.

a) If the outgoing payment amount does not match the amount
requested, or if processing notification errors are received,
open the proposal log for a detailed description.

Automatic Payment Transactions: Status

ipayment &y Proposal

> Payment method selection additional log

> Payment method selection for items due now to the amount of USD 57.30-

> Payment method "6" i3 being checked
> Bank details are being checked
> Customer/vendor bank details are being read

> Customer/vendor bank details are being checked
» Customer/vendor dees not have any allowed bank details

> No permitted payment method exists

Information re. customer 122572 / paying company code NASA ...

.. payment not po3ssible because of reported error
-
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b)

Verify customer master was updated correctly in Step B above
and verify the credit (refund) transaction is not blocked. Notify
AM if any changes need to be made to the documents or if the
customer master needs to be updated by the center.

Once the corrections have been completed, re-run the payment
proposal and verify the amount is correct.

E. Once payments have been verified, a SN FRT will be created to send to AR L3

for certification

with the following criteria:

e Subcategory = PAYMENT PROPOSAL

e Assign Group = FM- ACCOUNTS RECEIVABLE L3
e Assigned To = (empty)

e Status = NEW

Short Description = AR; Payment Proposal  MMDDYYYY _
Proposal # (ie: AR; Payment Proposal_06242020 AR520)

F. PP will send the original refund FRT back to the AM with updated work notes
to include the new FRT number routed to AR L3.

Note: If multiple requests have been received, create a new FAR to send one
FRT to AR L3 and relate this FAR to all the refund requests.

G. After the payment has been certified, AR L3 will send the FRT to AP L2 to
enter treasury report in Secured Payment System (SPS).

H. Once the payment has been entered in SPS, AM will verify that all payments
have been processed by validating that a clearing (2000) doc has been
entered for all refund documents. If a document has not been cleared, the
payment has not been processed.

1. Once the payments have been verified, AM will notify the center that
the payments have been processed.

2.  AM will continue to monitor FAR until AP L3 has certified SPS
information and closed the payment proposal FRT.
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3.

Once the FRT is closed, AM can resolve the FRT, enter clearing
document in FAR, if applicable and FAR will auto close.

[. If the payment was processed using NONG500, it will need to be manually
cleared per the following:

1.

FBWT will notify AR L2 of outstanding Disbursement in Transit (DIT).

AR AM will notify AR L2 Supervisor in order to request AAO re-open
fund for clearing.

Once the fund is opened, AR AM will notify AR L3 Certifying Officer
who was entered into the FSCATT request via SN finance request to
reverse the 2000XXXXXX clearing document via FCH8 and add this

comment in the SN work notes: ‘There is no confirmation document
to reverse and no FBRA is needed. Please reverse via FCH8.”

Once the clearing has been reversed, AR L3 will return SN FRT to AR
AM.

AR AM will clear the payment using T-code F-30.
a) Enter the Doc date provided by FBWT via SN FRT.
b) Enter Doc Type DZ.

c) Enter the document number to be cleared in Reference Field.
(1600/1200 refund doc)

d) Enter Clearing Text “Manually Clear Doc Number (No 1300 Doc
Received)”.

e) Select “Outgoing Payment”.

f)  Enter PstKy of 50.
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g) Enter the GL account according to the type of document to be
cleared.

I. Ifitis a 1200 doc, use GL account 1010.5215 for check.
Il. Ifitis a 1600 doc, use the 1010.XXXX account used in the
1600 document’s posting.

h) Click “Choose Open Items”.

Post with Clearing: Header Data

Choose open items Account Model
Document Date 01/26/2016 Type Dz Company Code NASA
Posting Date 0l/28/2016 Period a4
Document Number
Reference 1600005280
Doc.Header Text
Clearing text MAMNUALLY CLEAR 1600005280 (NO 1200 RECEIVED)
Transaction to be processed
(e Outgoing payment
O Incoming payment
O Credit memo
O Transfer posting with clearing
First line tem
PstiCy 'S0 | Account [1010 _5215]| I nd | TType

i) Enter amount to clear.

j)  Click "Choose Open Items".
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Post with Clearing Add G/L account item

o [[] Choose open items

1010.6100
NASA Agency

G/L Account
Company Code

Item 1 / Credit entry / 50
Amount :1 . 06|
Fund
Functional Area
Funds Center
Value date 04/29/2013
Assignment

Text

Next Line Item

PstKy Account

k)

1)

Process open items .E> More data

—
L Usb

Acct model

Disbursements and Adjustments

|| Calculate tax

Commitment Item CASH

SGL Ind

Enter Customer number in Account Field.

Enter Special G/L ind if applicable.

m) Click "Process Open ltems".

Post with Clearing Select open items

Process open items

Open item selection

Account [11 6065 :
Account Type D
Special G/L ind [¢|Normal OI

Pmnt advice no.

| |Other accounts
" |Distribute by age
| |Automatic search

Additional selections
#)None
~)Amount
“)Document Number
“)Posting Date
")Dunning Area
“)Reference
“)Payment order
") Collective invoice
"~ Document Type

| =

More |

2? Long Texts |
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n) Select the document to clear.

0)

Make sure the net effect in “Not Assigned” is $0.00

Post withh Clearing Process operr itermns
2
.~ standard | Partial Pmt

Distribute Difference Charge Off Difference 7 Editing Options &¥ Cash Disc. Due

. Res.Items I WH Tax

Account tems 119013 Baker & Hosteller LLP

| Document N... |D..|Documen... |P.. [Bus...

Da... USD Gross CashDiscount _|coper.
1600005103 DA 09/15/2. 15 76 63 SSesan ] Ji
4 1.3
G = 0 ) Amount| |#H Gross<>MNet|#H Currency | [0 Items || Items | [n Disc. | Disc.
Processing Status
Number of tems EX Amount entered i78.91_
Display from tem 1 Assigned 178.51—
Reason code Difference postings
Display in clearing currency Not assigned 0.00

p) Select Document/Simulate.
=
Document Edit Goto Settings Ej
Dther document Shift+F5
Simulate
£ Post Cirl+S
Exit Shift+F3
g) Postto create 1400 clearing.

6.

If the payment is for a foreign customer, it will need to be entered in

the International Treasury System (ITS) and manually cleared in SAP.
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a)

b)

AR AM will attach foreign banking information to SN FAR.

AR AM will create a FRT and assign to AP L2. Mark as
“Critical”.

Note: All parts of this process need to be completed by 1:00.

c)

d)

f)

g9)

AP L2 will use banking information attached to SN FAR to
enter payment into ITS system.

AP L2 will assign FRT to AP L3 for verification.

Once information is verified, AP L3 will assign FRT back to AP
L2 to enter information in Secure Payment System (SPS).

AP L2 will assign FRT back to AP L3 to certify payment.
AP L3 will assign FRT back to AP L2 to await
acknowledgement of payment. It takes a minimum of 2

business days to receive the acknowledgement.

AP L2 receives acknowledgement, attaches to document in
SAP, and assigns FRT back to AR L2 to clear payment.

AR PP will clear payment using F-31.
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Vi.
Vii.

viii.

Document Date is the value date found on the
Acknowledgement form

_Payments: Manage Payments

2 Please print this page for record keeping. A Payment List <« Previous Next »»

Fayment Status: Payment Acknowledged View Audit Log
Entry Date: 02/06/2013 .y ol . Sl 610000527
Agency Locator (ALC): 80000004 Schedule #: JRO::‘T
Recipient Information
Recipent [D: 115379
Reclplent Name: UNIVERSTIY OF SOUTHERN QUEENSLAND
Reclplent Address: UNIVERSTIY OF SOUTHERN QUEENSLAND
P.0. BOX 4196 SPRINGFIELD CAMPUS
SPRINGFIELD CENTRAL QLD 4300
Bank Information
Account Type: CHECKING
IBAN/Account #: BSBOB4961 516594575
Bank ID Fermat: SWIFT
Bank SWIFT Address:  NATAAU2304B Show SWIFT Detaj
Bank Number:
Bank Name:
Bank Address:
Bank Detall: JACC)
"
/"
N
Payment Information
Type of Payment: VENDOR-CHARGE OUR  Voucher Number:
Mode of Payment: ELECTRONIC Client/Commaodities:
Recipient Country: AUSTRALIA-AU Aggregated Payment: NO
Value Date: 02/08/2013 l FX Rate:

The Reference, DocHeader Text, and Clearing text are
the Schedule # from the Acknowledgement.

Note: Four zero’s need to be added to the beginning of
the schedule number (i.e., 0000JR020).

Doc Type = DZ (Reimbursable)

Account is the G/L account for cash. Use 1010.XXXX.
AR PP should refer to the Day-to-Day Posting Guide.
Enter the Business Area.

Enter the amount of the payment.

Text = Same as Clearing Text above (Schedule #
preceded by four zeros)

Enter the Customer Number in the Account section.

If the original collection was an advance payment (DP),
enter “A” in the special G/L indicator.
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Click Process Open Items.

Post Outgoing Payments: Header Data

Process open items

Document Date B2/88/2013)  Type |E| Company Code  |NASA
Pasting Date 082/21/2013|  Period 5]
Document Number

Reference BeaJRIZE-0M1

DocHeader Text 000JRO20-001

Trading part BA |_|
|

Clearing text 000JRD20-001
Bank data
Account 1010.6100 Business Area
Amount 995.18
Bank chargas |—|
Value date 92/21/2013 ProftCenter | |
Text 000JR020-001 | Assignment |
Open item selection Additional selections
Account 115379 @ None
Account Type : [[] other accounts O Amount
specialciing A [3)standard Ols O Document Number
Pmnt advice no. (O Posting Date
[ Distribute by age O Dunning Area
] Automatic search O Others
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xi. Verify that the Not Assigned amount is $0.00.

Post Outgoing Payments Process open items

Standard

Document ... |D. |Docume... |P. |Bu...

Day..

| Distribute diff. H Charge off diff. ||/ Editing options H @ Cash Disc. Due ‘

USD Gross CashDiscount CDPer.

1208001228 DC 12/03/2._ 18 72

67

998 18-

H e —

[ElE “Amo ] lﬁsmssﬁ |l & currency] [ 1 ttems |[§ tems | [ Disc | § bisc |

Processing Status

Number of items 1 | Amount entered [ @@8.18]
Display from item 1 | Assigned 993.18-
Reason code _‘ Difference postings

Display in clearing currency Not assigned 8.060

xii. Click Document = Simulate.
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xiii. Verify the information is correct.
Post Outgoing Payments Display Overview
|E§ Display Currency || Taxes |||© Reset |

| ‘Document Date 'Eéfﬁs??“ﬁ‘i?»' Type §‘ ‘Company Code iN;\S_A:I
Posting Date |82/21/2013| Period ,5_\
Document Number | INTERNAL | Fiscal Year 5_28135

Reference

DocHeaderText [
Items in document
PK BusA Acct UsD  Amount Tax amnt
961 58 72 16016.6100 Disburse and Adj 998 .18-
0a2 09A 72 06068115379 Universtiy of South 998.18
2998.18 2998 18 0.00 ‘_ 2 Line items

xiv. Click post to receive a 1400# clearing document.

j) AR PP updates the SN FAR with the clearing doc, notates this
information in the FRT, and assigns FRT back to AR AM to notify
center that payment has been completed.

STEP 2. Returned/Uncashed Payments - Vendor Payment Processor/Account
Maintainer

A. If the payment is not cashed within a certain time period, cannot be delivered
to the customer address or if returned by the customer, NASA is notified by
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Treasury via Treasury Receivable Accounting and Collection System
(TRACS) IPAC.

1. AP IPAC will create a TRACS SN FAR and will route to AP L2 to
reverse the payment in SAP. A FRT is then routed to AR L2 for
research.

2. The refund may be reissued when the issue is resolved, or upon
written approval from the Center.

Note: After the check is returned three times, elevate the issue to
upper management for review. A returned refund can then be posted to
Miscellaneous Receipts with approval from FM AP/AR SP Supervisor
and FM CS AR Supervisor.

Note: If a center requested refund is returned (via TRACS) and
Accounts Payable cannot reverse the Payment Proposal due to a
cancelled fund, notify the center and obtain concurrence to post the
IPAC directly to Miscellaneous Receipts.

B. If a refund check (Treasury check) is returned, AP L3 receives a report from
Treasury stating which checks are returned and reason for return.

—

. Review the reports to determine the reason.

2. If the reason code is “02 — Undeliverable,” request a copy of the check
and compare the address to the SAP Customer Master.

3. If it matches, contact the requestor of the refund to ask them to verify the
address with the customer.

4. Once address has been verified, determine if corrections need to be
made to SAP Customer Master.

5. If changes need to be processed, send to PP to update customer.

6. Once SAP Customer Master has been updated, PP will return FRT to
AM to process refund.
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PROCESS 9 — FUND STATUS CHANGE APPROVAL TRACKING TOOL
(FSCATT) REQUEST FOR POSTING REFUNDS TO THE NON6500
FUND

Note: This process requires a request to the AAO for action related to utilizing the
NONG6500 fund for a refund. This fund is locked down by the Agency and requires
permission to post transactions for the following reasons:

a) Customer overpayment on debt established/collected with a cancelled fund
b) Collection received, but not related to NASA business

c) Limited payability on cancelled funds — refunds processed prior year, check
never cashed, funds cancelled.

d) FOIA overpayments — FOIA debts are created under NON3220
appropriations.

STEP 1. Create the Service Request/Change Request — Lead/ Account
Maintainer/Payment Processor

A. Submit the Service Request via FSCATT
1. Receive SN FRT for a refund to be processed using NON6500 fund.

2. Access FSCATT (Fund Status Change Approval Tracking Tool):
https://fscatt.nasa.gov

3. Select “Create Request” in the top right corner of the page.

4. Enter data in the following required (*) fields:
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a) Description- Enter Customer Name and Customer Number

b) Center — select “NSSC” dropdown menu.

c) Request Type — NON6500 (Refund)

d) Request Justification

e) Legal Citation - Enter a legal citation which justifies the use of the
fund. e.g., FOIA: NASA FOIA Reg. 14 CFR 1206.302(j) and for
all NPR 9090 Chapter 2.5.1.10.

f) If you need to attach documentation to the CRQ click on the
paperclip icon.

g) Select “Create” Request

B Funding Request

Description * Center POC for SGL Account
1223131

Request Tracking Number Request Justification *
Center *
On Behalf Of

Legal Citation *

Request Type *

(o= © |
Invoice Acceptance Date
O Yeartnd
([0 Prompt Payment
D Non-extended shuttle fund (pseudo fund)
O correction (PLI)
([ correction (WBS)

*- Required Field

h) You should receive an e-mail confirmation your request has been
created. e.g., below
Fri 7/12/2019 7:08 AM

FSCATT Application <msfc-cc-app-support@mail.nasa.gov>

A new Funding Request has been created

5. Go to “Search Request”, select the CRQ you created and select “Line
Items”. Enter or select data in the following fields:

a) Fund — NON6500

b) Fund Type — select “Canceled Funds”

c) Funded Program — enter “NA”

d) Total Amount per Fund/Funded Program Line ltem- enter “0”

e) Amount Available at Center for Fund/Funded Program-enter “0”
f) Additional Amount Request — enter amount of refund
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g) Purchase Order — enter “NA”
h) WBS #/UPN — enter “NA”
i) Comments — “NONG6500 Refund Request”

j) Select “Submit”

Fund
NONG6500
Fund Type
Canceled Funds
Funded Program

NA

73.33

0
Additional Amount Requested
73.33
Purchase Order
NA
WBS #/UPN
NA

Comments

NON6500 Refund Request

Total Amount per Fund/Funded Program Line litem

Amount Available at Center for Fund/Funded Program

Go to “Pending Request”

Select “Workflow”

6
7. Select your CRQ request and
8
9

Select “Update”
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B FundingRequest = Lineltems Workflow  f Scheduling = ActivityLlogs @ Attachments C“”'E"‘S‘H‘US:

Center Point of Contact © Pending Pending NSSC has deposited the funds

A decision is currently pending.

Update

Center Business Process Lead © Pending

A decision is currently pending.

DCFO Approver © Pending

A decision is currently pending.

Funds Control Distribution Branch Administrator © Pening Pending Additional information requested from center POC

A decision is currently pending. Pending Enough information and supporting documentation has been submitted

10.Click “Approve’- this action will start the approval process.

Request Decision

Comments (Optional)

Approved
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STEP 2. Receive Approval for Service Request/Change Request — Lead/ Account
Maintainer/Payment Processor

A. Receive approval E-mail

Thu 7/18/2019 1:39 PM

FSCATT Application <msfc-cc-app-support@mail.nasa.gov>

A Funding Request was approved
5 M Hartley, Dedra C. (NSSC-NSSC)[Service Provider]

B Follow up. Start by Thursday, July 18, 2019. Due by Thursday, July 18, 2019.

If there are problems with how this message is displayed, click here to view it in a web browser.

FSCATT

This funding request has been approved

You should now be able to schedule the necessary modifications te the fund in
SAP

Process Refund to US Treasury Department of Labor-

Description Customer Number: 123699, DRN: 00151292-001
dated 53119

Center NSSC

Type NONB50D (Refund)

From: Hillard, Rose A. (NSSC-XD01A) Sent
Wednesday, June 26, 2019 3:08 PM To: Harley
Dedra C. (NSSC-NSSC)[Service Provider] Ce: Parker,
Jamie L. (NSSC-NSSC)Service Provider] ; Furey
Margaret A. (NSSC-NSSC)[Service Provider] Subject:
RE: GSFC Difference-FMC0201650 Dedra, Leslie
concurred on issuing a check to DOL (POC is listed in
the SNOW details). Treasury finally confirmed after
going back and forth, that they would not be able to
reverse credit to NASA. We'll need to post and then
issue refund to DOL. Thank you, Rose

Justification

Citation NPR 9030 Chapter 2.5.1.10

You may view this request by going to hitps //fscatt nasa govlredirect.himl?
b4ef92-7h8b-44c5-9¢ di-40d5e3ed4b30

1. Click the link at the bottom of the page of the e-mail to access FSCATT.
The link will take you directly to the approved SR.

[ FundingRequest 1S Linettems [ Worklow Scheduling

Description*

Process Refund to US Treasury Department of Labor- Customer Number: 123699, DRN:
Request Tracking Number

194
Center*

NSSC v

On Behalf Of

Request Type *
NONGS00 Refund) v

Invoice Acceptance Date

Select “Scheduling” Icon

= Activity Logs

& DedraHartley ~Create Request ~ Pending Request@) Search Requests

Current Status: [QVE

@ Atechments

Center POC for SGL Account

Request Justifcation *

From: Hilard R
e
To: Harly

Cc: Parker, Jamie L.

Legal Citation *
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& Decra Hartley  Create Request  Pending Request@) Search Reguesty

i Funding Request = Line ltems

Moder X500

Workflow g Scheduing = ActiityLogs @ Atiachments renksiats

Modfication Date:

No Rors To Srow

Fund

Acton

Sehede NewModiicaton J§ Send Changes to P

3. Click “Schedule New Modification”

SAP Fund Modifier *

Modifier Account *

Modification Date *
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a)

In “SAP Fund Modifier” field type the name of the user who will be
posting in SAP, select the user name from the list.

In “Modifier Account” field the User ID of the SAP Fund Modifier
will default.

In “Modification Date” field enter date or select date from calendar
the date the posting will take place.

In “Fund” field type the first few characters of the fund name and
select it from the list.

Click “Add Schedule Modification” to add user. If additional users
are required.

Note: If multiple modifiers are needed follow steps a. thru e.
above.

After all modifiers have been added, Click “Send changes to
SAP”. All modifiers should receive an e-mail this process has
been scheduled.

From: FSCAT
Sen

FSCATT
u have been aj

You pproved to modfy the following funding

aaaaaaaa

4. Route SN FRT to the Account Maintainer to create the refund document.
Reference Process - Refunds.
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STEP 3. Process DIT clearing— Lead/ Account Maintainer/Payment Processor

A. Receive notification DIT (Treasury Confirmation) did not clear from FBWT

Good Morning,

FBWT has received the Treasury confirmation on the AR NON6500 refund for NMO. For SAP posting purposes, please use the
following information to manually clear refund:

170118037 - 66611942 66611542 1/15/2017 (60,000.00)

Amount: $60,000.00
Treasury Confirmation Date: 1/19/2017

Receive e-mail notification from FBWT

Access FSCATT https://fscatt.nasa.qov

Follow the process to add modifier(s) to SAP

Route SN FRT to the Account Maintainer to process manual clearing
of refund. Reference Process — Refunds.

i N
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PROCESS 10 — JOURNAL VOUCHERS

Note: Journal Vouchers (JVs) are used for posting charge card (US Bank) rebates, jury
duty, donations, allowance for bad debts, salary offset reclassifications, travel bill
requests $75 and under, funded leave, and miscellaneous receipts.

STEP 1. Complete JV Log Entry - Processor/Account Maintainer

A. To enter any JVs, open the JV Log spreadsheet, located at:
N:\JV Log \20XX\ 20XX JV Log.xls

Note: When applicable, use T-Code FV50 to add the Part Il parked
document number to the “Text” field on the Part | document number.

B. Select the first available JV number from the spreadsheet and
complete all necessary information next JV # selected.

Note: Highlight any skipped/unused AR JV entry numbers to indicate
their availability.

Note: BAD Office maintains their own JV log.

STEP 2. Enter JV in SAP - Payment Processor/Account Maintainer — Control
Activity

A. Use EPSS instructions for parking a JV, FB50 - Park a Journal
Voucher.

Note: When posting the Quarterly US Bank IBA, CBA, PUR and Fleet
Rebates, use the following in the SAP text field: “JV#-US Bank 1t
Quarter (IBA, CBA, Fleet or PUR) Rebate”

B. After JV has been parked in SAP
1. Open T-code SQO1

2. Select the “SGL Recon” group

u|
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[ Query from User Group AR: Initial Screen

MName User group name

AR Accounts Receivable
S5GLFGEN  SGL FINANCIAL GENERATOR
'SGLRECON,SGL Recon Group

3. Select “Z_Parked_Docs”

Query from User Group SGLRECON: Initial Screen

B0 7 @8 & Gwithvaiant & Inbackground  GeSaved Lists  Trash
Query area Standard Area (Client-specific)

Query

w F‘cﬂ Display | II?a Dascription

EEREEL) EELIE

Queries of user group SGLRECON : SGL Recon Group

Name | Title InfoSet Logical Database Table/View/Join  InfoSet Title

FACTS2_DETAIL Detall Query for FACTS 2 Table FACTS2T_SUMMARY TOTALS FMUSFGFACTS2T FACTS 11 - SUMMARY TOTALS
:Z_PARKED_DDCS :Parked Documents Z_PARKED_DOCUMENTS BKPF ... Parked Documents
Z_POSTED_DOCS Posted Documents Z_POSTED_DOCUMENTS FMUSFGA ... Posted Journal Voucher Documents

C. Enter the Fiscal Year and document number for the JV and execute
query. This will create an Excel document.

D. Once the Excel document has been created, save the file and then exit
Excel.

E. Reopen the Excel document and run the “Step 1 — Create JV” macro to
create the JV form from the Excel spreadsheet (see below). The
macro also enters the parked documents on the JV log. (See
Appendix K for instructions on how to install macro.)

MNASA Shared Services Journal Voucher

Camtar Assigned Sequentisl IV Numibes NSSC201T0478 CASE FMC0101356
(Eniwr in Trat Fupid in SAP)
i serrel Tiptng | bursis
e | Domperend D Tywe | G0 Ract |m|t-|«e— |<--l-r- Cawl Comibier Vi |o-4-r-|wr\n--—on Parrbens Bowa Oocwnendt Header Teet |eberence |
FESO | 1000089 - 10045388 _J. 0/2017T |AR 010,515 1 28.07 _V.)'«‘!D‘QL GAFC '{DN].W_ 1 '-?\? l_Sl NESO MO TO4 TR -0y
PEso |1soocoss il wooasssafl |7/a0/2007 [aR  [ve00u0000 | |28.07)|NOWFED [31-GSFC nowyzoo| | % [s1 NSSECR0ILTNTS o0l
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NASA Shared Services Journal Voucher

Center Assigned Sequential IV Number CASE

FEntor i Touwt Finis i S5
Document t Trading |Funds wEBS Document t Header
TCode | Documen t Humber Date Type |GIL Acct Amount |Partner |Center |Cost Center |Fund Order Element PK |Business Area Text Reference
Ezplanation of J¥
Correcting Entry Source Entr X
I5 all of the supporting 4. dz Tes x No
et o o i i F ot sttmched
Prepared By Approved By Leslie L. Anderson Approved By

Title and Office Symbol

Signature

Aocounts Receivable

Title and Office Symbol Lead 4R

Title and Office Symk

J¥ Dollar Amount

$0 - $10 Million
Owver $10 million to $50 million
Civer $50 million to $100 million
Agency OCFO Director for FMO
concurs. Agency OCFO Associate
Oiver $100 million Dizputy CFO approves.

Prior peried adjustments -- J¥s that
are adjusting beginning balances

[should be rars] -- Any amounts.

Eranch Chicf = t CFO concur =
Agency OCFO
concurs. Agency Associate Deputy

CFO approves

Approred By

Title and Office Symk

Date

F. Add the FAR number, description, and your name in the appropriate
fields on the JV form.

G. Combine the JV form and all supporting documentation into a PDF
packet and electronically sign the JV form on the first page of the JV
packet. See Appendix B for Journal Voucher Quick Reference Guide
for more details on what supporting documentation should be included.

1. File naming convention example:
NSSC2011016~FY2011~NSSC2011016.pdf
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STEP 3. Route JV for Approval - Payment Processor/Account Maintainer — Control
Activity

A. Attach JV and all supporting documentation to JV FRT and route to AR
SP Supervisor.

B. An AR SP Lead and/or Supervisor or designee does a monthly review
of each JV to ensure entry numbers are properly logged for accuracy.

C. AR SP Supervisor adds initials/approval to JV and routes to CS via
FRT for review.

1. Exception: Miscellaneous Receipts JVs are first sent to SP -
Finance Manager for review.

2. Exception: US Bank Journal Vouchers are routed directly to
BAD/I3P.

D. CS uses EPSS Job Aid — Posting Day to Day Non-Reim for review of
JVs.

1. Review JV template and back-up documentation
Explanation of JV

Correcting or Source Entry

Document Type

Amount

G/L Accounts

Fund

Funds Center

Proper reviews by L2

SQ@T0 00T

E. The CS will validate parked documents in SAP, as applicable. See
Appendix C for Journal Voucher Review Matrix for more details on the
different Journal Voucher types and what should be reviewed.

F. CS initials their approval and the JV is routed to the CS AR Lead or
designee for signature.
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G. In the event a designee has been assigned to approve for the CS AR
Lead, the designee should attach the delegation of authority email to
the SN FRT.

H. CS AR Lead or designee reviews the JV/supporting documentation,
approves via digital signature and routes FRT to AR-L2.

I. AR-L2 posts the JV document(s).

1. SP must ensure receipt of completed JV authorization from CS
before posting the JV.

J. Save a copy of the signed/approved JV packet to N:\Document
Imaging\ FM-AR Journal Voucher so that the JV packet can be auto-
loaded also. SP must also attach a copy of the signed/approved JV
packet to the posting document (In the FAR of a two-part posting,
attach to the first-part posting document).

K. Locate, move the collection in TechDoc, add RMA plan and final
payment date, See Process 16 — TechDoc Destruction Process —
Journal Voucher.

L. Notate the posting documents in the work notes of the FRT.

1. If the posting requires 2 steps (such as a Misc. Receipts JV) then
notate both posting documents for validation.

M. In the FAR of a JV that is a “cash” posting (1010.XXXX), update the
AR Functional Detail with the JV document number in the “Cash
Posting/Clearing Doc” field.

N. Route the FRT back to the CS. The CS will verify that the JV was
posted in SAP exactly as it was approved and verify the attachments
and notate this validation in the FRT’s work notes. The CS must
validate that the JV uses the correct GL accounts, and Business Area.
If the JV posting has 2 steps, the CS must validate both steps were
posted correctly. The CS will then resolve the FRT.

Exceptions:

1. The CS routes Salary Offset Journal Vouchers FRTs route back to AR L2.
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2. US Bank Journal Vouchers are routed to BAD/I3P to validate the SAP
posting.

Note: Donation JV’s will be reviewed by the CS to ensure L2 notified
OCFO that they posted the donation to SAP. Review the SN Work
notes to ensure this was completed. If not, return to SP for action.
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PROCESS 11 — REVERSAL OF CASH DOCUMENT

Reverse and Repost SAP Cash Document

Note: A reversal SN FRT is required for any SAP reversals involving cash
(1010.XXXX). Exceptions include data entry errors detected on the day of entry and
erroneous deposits. Also, rejected IPACs are not considered to be reversals.

Note: The reversal and re-entry must be accomplished on the same day. If this is not
possible, notify FBWT.

Note: A reversal SN FRT is required in the following examples:
e Reversal of a BOC that has already been collected/cleared to cash.
e Reclassification of a Misc. Receipt posting.
e OCFO/Center Trading Partner Corrections.
e Any other reversal or correction involving a posting to GL 1010.XXXX.

Note: A copy of the check or IPAC and all supporting documentation should be
attached to the SN FRT.

STEP 1. Reversal of Cash Document - Account Maintainer

A. Determine the need for the reversal. This may be detection of an error,
Center request, or rescind of a BOC that has been collected (if the rescind
involves the posting of a collection already posted).

B. Create a Finance Accounts Recievable reversal request in SN using:

1. Category: ACCOUNTS RECEIVABLE
2. SubCategory: Reversal

3. Assignment Group: FM - Accounts Receivable L2

4. Under “Create Related Record” Selection on the Finance Accounts
Recievable FRT, select “ Reversal Record” from the drop down box
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Populate the Reversal Record (See Appendix | for examples of
FAR’s) seen below.

Customer l qQ Customer Numbar
Vendor Number Center

Reversal Reason —Mone - % Doller Amount °
Billable (yes/na) es v Original SAP Document
Original Clearing Doc Humber {2000%) Original Clearing Doc Number FY
Treasury Confirmation (1300/1500%) Treasury Confirmation FY
Treasury Confirmation Doc Date Reverssl of Treasury Confirmation
(FBRA)

Treasury Document Refersnca
(TreashAss) Treazury Check Number
Reversal of Check # Clearing Doc (FCHE) Elock DRN [Yes or Ne) - Nane —

Invoice Reversal (MRSM or FEOS) ClaarVendor (F-44)
Invoice Re-Entry (5600/1300%) Invoice Clearing to Cash [F-52 or F-53)
Farent Doc Number Parent Doc Number FY
Financial Invoice (yes/na) ~MNone - v Original SAP Document FY

Contract/Purchase FPS Order Number

Delivery Order/Task Grder Humbsr

Invoice Number

PLIJALIfLine number No.

SAP Posted Date

Funds Commitment Document

a) “Customer, Customer Number, Center, Amount, Treasury
confirmation Doc Date and Treasury Document Reference is auto
filled from the original record FAR.

b) “Reversal Reason” — Select the reversal reason that most closely
matches the reason for your reversal request.

Cost Disbursement Move
DIT Cancellation
Rescinded BOC

| Downward Adjustment
IPAC Reject

OCFO Reguest

Internal Data Entry Error
External Data Entry Error
(clear)
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c)

“Original SAP Document” — This refers to the original Bill of
Collection.

Note: If the original BOC was collected via Salary Offset Journal
vouchers, the JV(s) will not need to be reversed. The Travel
Department will reverse their collection postings. If there are
multiple JV’s, use the BOC number as reference and use the last
payment date for the document date. If there is only one Salary
Offset JV used the JV number for the DRN.

“SAP Cash Doc Number to be Reversed” — Type in SAP Cash
Document # (1010.xxxx entry) to be reversed. Examples are the
13000 doc for an Auto IPAC, a Check/Pay.gov Collection posting,
a Manual IPAC, or a Misc. Receipt posting.

“SAP Cash Doc Date” — Enter the date of the cash document to
be reversed using the calendar icon to the right of the field.

“Billable versus Non-Billable” Checkbox — Leave this unchecked.
AR billables are pulled by Doc type in SAP

“Multiple Documents to Reverse” Checkbox — This is used
primarily when OCFO/Center requests several bills/IPACs to be
reversed to correct a problem with the LOA or Trading Partner.
Rather than create a FAR for each document, the batch is treated
as one request. When this button is checked, the values in 4 to 7
are pre-filled with the word “Multiple”. Enter all documents to be
reversed in the “Work Info Entry” section of the “Reversal” FD.

5. Attach any relevant SAP screenshots, rejected IPACs, or any other
necessary information to the FRT.

6. Perform research to determine all documents that were impacted,
the order of the reversal, T-codes to be used, and suggested
reversal code. In the “Work Info Entry” field, create a detailed
summary describing the nature of the reversal.




NSSC NSSDG-9200-0008 Revision 9.0

Service Delivery Guide Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 188 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

C. If the reversal reason code needs L3 approval (see “Reversal Codes
Requiring an L3 SN FAR/FRT” with Listed Examples in Appendix D), do
the following steps:

1. AR L2 should include a suggested reversal reason code.
2. AR L2 will then elevate the FRT to AR L3.

3. AR L3 will review the attached documentation, the “FM - Reversals”
FD, and the detailed “Work Info Entry” notes, and will confirm the
reversal reason code or suggest a new one. AR L3 will then return
the FRT to AR L2.

D. Reverse the document(s) in SAP. AR L2 will also attach any necessary
documents supporting the reversal to the SAP reversal document(s). Once
posted, AR L2 will populate the SAP reversal document number(s) in the
FRT.

1. If the reversal is for a check/ACH proposal that needs correction, the
following steps will need to occur.

2. Once the proposal has been completed, AR L2 Account Maintainer
will monitor document for confirmation number (1300).

3. Once the confirmation has been received, AR Account Maintainer
will assign FRT to AP L2 to begin reversal process. This process
will not begin until 10:00.

4. AP L2 will reverse confirmation number with T-code FBRA and then
assign FRT to a Certifying Officer .

5. The Certifying Officer will reverse clearing (2000) number with T-
code FCH8 and then assign the FRT back to AP L2.

6. AP L2 will assign FRT to AR L2 to reverse the document.

7. AR Account Maintainer will reverse document in SAP and make
necessary corrections.

8. AR Account Maintainer will manually clear corrected document
using T-code F-30.

a) Enter the Doc date of original 1300.
b) Enter Doc Type DX.
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c) Enter the corrected document number to be cleared in
Reference Field.

d) Enter Clearing Text “TREASNASA #” from Reference field of
original 1300 Document.

e) Select “Outgoing Payment”.

f) Enter PstKy of 50.

g) Enter GL Account from the original 1300 document.

h) Click “Choose Open Items” Button.

Post wiith Clearing: Header Data

Choose open items Acct model

Document Date 04/25/2013| Type Dz Company Code NASH
Posting Date 04/29/2013 Period 7

Document Number

Reference 1300070160

Doc.Header Text 1 —

Clearing text TREASNASA 13143 1

Transaction to be processed
(=)Outgoing payment
 JIncoming payment

) Credit memo

 _»Transfer posting with clearing

First line item
PstKy 50 | Account 1010.6100 SGL Ind TType

i) Enter amount to be cleared.
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j) Click “Choose Open Items”.
Post with Clearing Add G/L account item

A% [ [[] Choose open items  Process apen items & More data Acct model

G/L Account 1010.6100 | Disbursements and Adjustments
Company Code NASA| Agency

Item 1 / Credit entry / 50
Amount 106 Jusp
[ Calculate tax
Fund
Functional Area
Funds Center ' Commitment Item  CASH

|2 More

Value date 04/29/2013
Assignment

Text g7 Long Texts

Next Line Item
Pstky Account SGL Ind

k) Enter Customer number in Account field.

[) Enter “A” in Special G/L ind if the refund was for an advance.
Otherwise, leave blank.

m) Click “Process Open ltems”.

Post with Clearing Select open items

Process open items

Open item selection _ Additional selections

Account [115055"\' j ®)None

Account Type D () Amount

Special G/L ind [v|Normal OI "Document Number

Prnt advice no. ("JPosting Date
")Dunning Area

["|Other accounts ("JReference

[ IDistribute by age ("Payment orcler

[|Automatic search (") Collective invoice

n) Select the document to clear.

" Document Type
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E.

o) Make sure the net affect in “not assigned”

is $0.00

Post with Clearing Process open items
‘g Distribute Difference  Charge Off Difference 47 Editing Options @& Cash Disc. Due
. 'Standard | Partial Pmt |

Res.Items WH Tax

Account items 119013 Baker & Hosteller LLP
Document N... D.. Documen... P.. Bus... Da... USD Gross
1600005103 DA 09/15/2. 15 76 63 178.

CashDiscount
91—
L

«

o= BIE (&) [#]E amount| [§8 cross<>Net|§f curency | [

s

items | (g Dsc. | Dsc.

Processing Status

Number of tems 1 Amount entered
Display from item 1
Reason code

Display in clearing currency

Assigned
Difference postings
Not assigned

178.91-
178.91]

0.00 |

p) Select “Document/Simulate”.

g) Make sure the net affect is $0.00.

r) Click “Post”.

s) Enter 1400 document number in SN FAR.
t) Close FAR/FRT.

If the reversal action requires Center action (correction to Customer
Master, for example), coordinate with Center to complete the action. Copy
all Center correspondence into the SN FRT “Work Notes.”

Post the corrected documents in SAP and update the SN FRT notes with

the new document numbers.

. Make a screen shot of the SN Reversal form once it is complete and copy

into a Word document. Attach the Word document to the reversal
documents and the correcting documents in SAP and change the SN FRT

status to “resolved.”
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Exception: AR L3 approval was required, do not resolve the FRT.
Reassign it to AR L3 for validation of the posting(s) and SAP attachments.
AR L3 will review the document in SAP for accuracy and for appropriate

supporting documentation and resolve the FRT.
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PROCESS 12 — FBWT AND 224 REQUESTS

The Fund Balance with Treasury team reconciles cash postings between SAP and
Treasury. A process has been established with FBWT to provide updates on items
causing a reconciliation difference.

STEP 1. Update Requests from FBWT - Account Maintainer/Payment Processor

A. For un-posted transactions, the AR SP will:

1. Create and/or update AR FAR the same day as the transaction is
received with “FBWT Reason”, Document Reference Number and all
other pertinent information. (See Appendix | — Examples of SN AR
FAR’s.)

2. Update SN Work Notes with most recent status/information.

3. Respond to e-mails requesting status on un-posted transactions and
reversals.

4. Monitor status on SOD spreadsheet items to ensure all transactions
have been assigned a SN FAR and FRT is being worked. The latest
spreadsheets can be located at: https://www.nssc.nasa.gov/fowi.
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PROCESS 13 — RETRIEVE MISCELLANEOUS RECEIPTS FROM

TREASURY

STEP 1.

STEP 2.

Retrieve CY Miscellaneous Receipts from Treasury — Account
Maintainer/Payment Processor — Control Activity

A. NSSC will reverse CY Miscellaneous Receipt JV Posting. This will create
an FBWT Statement of Difference (SOD).

B. Refund sent to a Federal Customer.

1. Center will post cash in document (1400#). This will resolve the
FBWT SOD.

2. Center will post cash out document (2400#).
3. AR PP will create a manual IPAC to transfer funds to customer.

4. AR PP will post IPAC according to EPSS Day to Day guidance.

C. Refund of a Deposit.

1. AR AM will create a cash in document using original document date
from miscellaneous receipt JV reversal.

2. AR PP will create payment proposal to refund funds to customer via
check or ACH deposit.

Retrieve PY Miscellaneous Receipts from Treasury — Account
Maintainer/Payment Processor — Control Activity

Note: Prior year documents are not reversed.
A. Center will send request to OCFO.

B. OCFO will contact Treasury to obtain permission to withdraw the funds on
the SF224 and also to obtain the correct AOF.

C. OCFO will then notify NSSC to proceed with the refund withdraw from
Treasury PY Misc. Receipt posting.
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D. Refund sent to a Federal Customer

1. Center will create a cash in document (1400#) using current month
document date.

2. Center creates cash out document (2400#) using current month
document date.

3. AR PP creates Manual IPAC Refund.

4. AR PP clears Manual IPAC according to EPSS Day to Day
guidance.

5. FBWT will create a Manual 224 entry at month end to clear the cash
in document.

E. Refund of a Deposit

1. Center creates a DP document (cash in) using current month
document date.

2. FBWT will create a Manual 224 entry at month end to clear the DP
document.
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PROCESS 14 — CREDITS THAT FAIL GRANT INTERFACE

STEP 1.

Notify NSSC AR - Center or NSSC AP

. Grantee sends a refund to the Payment Management System (PMS). The

HHS grant interface cannot process/post the refund in SAP resulting in a
failed interface document (I-DOC). The funds must be manually posted in
SAP to avoid an SOD.

. The Center notifies the NSSC via email of the amount, date that the credit

memo failed the interface and the reason (e.g., cancelled fund). The
email is sent to NSSC@NASA.gov and a SN FAR/FRT is created an
assigned to AR L2 (or, NSSC AP creates a SN FRT and assigns to AR).

Note: This same process below, is used for a payment received via check
or IPAC on a closed Grant.

Note: To avoid an exception on CMP 2b.1, the amount must be posted in
the month in which the credit failed the interface.

C. The FRT will contain one of two things (see 1 & 2 below):

1. NSSC AP will include instructions to post to Miscellaneous
Receipts, due to cancelled funds.
Note: To determine the correct fund, reference TFM,
supplement to Volume 1, R-19, 2010.

a. NON3200 = Collections of Receivables from Canceled
Accounts (Cancelled Funds).

b. NON3220 = General Fund Proprietary Receipts, Not
Otherwise Classified All Other.

Note: Grant Drawdowns are cleared to 1010.2999 when a grant
is closed out or before the funds cancel (whichever happens
first).
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Document Overview - Display
WA PPN 2FETE %@ (Moose [sve TEEH Dxdan T Q)

Doc.Type : DX ( Customer collection ) Normal document —
Doc. Number 1300150407 Corpany Code  NASA Fiscal Year 2018

Doc. Date 09/28/2018 Posting Date  09/28/2018 Period 12

Calculate Tax [

Bef.Doc. FAILED ID0C

Doc. Carrency USD Beversed by 1300036848 / 2019

Doc. Hdr Text FAILED IDOC

It PK|Account  |Account short text Anount| Funds Center  |Funded Program Fund Cmmt Ite|Tr.Prt|Text
1|40|1010.298|EBS Year End Closing 0.01 CASE  |NONFED|CLEARING BILL 1300012326
2| 40|£790.0000|Other Exp-Not Bdgt R 0.01 |51 SCEX22015D |NONR NONEED| CLEARING BILL 1300012328
3| 50| 6100. 4111 |Grnts/Subsids/Contrh 0.01-|51 222501 SCEX220150(4100 | NONFED|CLEARING BILL 1300012326
4|15(122873 | NORTHWESTERN UNIVERS 0.01- RECV  |NONFED|CLEARING BILL 1800012326
[ Document Header: Company Code NASA

=

Document Type I (T stomer collection
L= sk

Doc.Header Text  [FAILED IDOC

Card type Card no.

Request Number

Refarence FAILED 100C | Document Date  |09/28/2012
Posting Date l09/28/2018]

Currancy ‘W Posting Period -1_2 / ﬁ

Inv. recpt date
Ref. Transactn BKEF ‘Atcnunting document

Reference key  |1300150407MRSA2018 | Log.System |SAPRO1600

Entered by [nso006a2

Entry Date 09/28/2018 Time of Entry l6:16:19]

TCode FBZ1

Changed on Last update ]

Reversed by 1300036842 2013]

ReversalReason |17 |

Ref key(head) 1 Refkey2 | :

“r = 0

el SAcd > PO1(2) 600 ¥ | ndmepdia0s | INS =

2. NSSC AP will attach an IDR form with instructions to post back to
the appropriation, due to a closed contract.

STEP 2. Prepare JV if Miscellaneous Receipts posting is to be completed -
Account Maintainer — Control Activity

Note: Reference EPSS “Day-to-Day Posting Guide” Job Aid: Posting
Day-to-Day Non-Reimbursable Bills/Collections and Managing
Transactions, transaction “Collection — NO Receivable — Other Revenue.

A. JV Posting Entries
1. Doc Type = AR

2. Reference = Grant #
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3. Debit 1010.2999 (“Standard General Ledger (SGL) - HHS Year
End Closing”)

4. Credit 5900.0000 (“Other Revenue”)

5. Trading Partner = NONFED

6. Route to CS via SN FRT for review and initials/approval.

B. See “P

STEP 3. Post back
Control A

rocess — Journal Vouchers.”

to the appropriation (if IDR is attached) - Payment Processor —
ctivity

A. Research/create a customer number using address provided on IDR

form

. Put customer number in FRT’s “Work Notes” and on AR FAR

(See Appendix H for examples of FAR’s).

B. Send to the Account Maintainer to create the BOC.

C. Once FRT is received back from AM and bill is created, PP will post
payment against BOC using F-28.

D. AR PP will use “Day-to-Day Posting Guide” (Posting Day-to-Day
Non-Reim (Job Aid)).

1.

Customer # derives GL 1310.3000 credit.

1010.XXXX - Determined by current year or prior year status
and type of payment received.

40 — Debit ~ GL 6790.0000 will be used.

50 — Credit ~ GL provided by AP on IDR form will be used.



NSSC

Service Delivery Guide

NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 199 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

Note: The IDR form will also provide the Fund, Fund Center,
WBS, Cost center, and Order.

Update the IDR in the BOC folder on the N: drive with posting
document and move IDR to “Closed” folder.

Update FAR in SN FRT with posting document and close the FRT
and FAR.
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PROCESS 15 - W-9 REQUEST PROCESS

Customer request W-9 (Request for Taxpayer Identification Number and Certification)
form.

STEP 1. Process W-9 Request - Account Maintainer

A. W-9 Template is located at the following path: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\AR Forms and
Templates\W-9 templates.

Note: W-9 forms are downloaded from the IRS Website by AR CS.
B. Complete the following fields in the W-9 Form:

1. Box 1 (Name) = NASA Shared Services Center for the Account of
(Center) spelled out

2. Box 5 and 6 (NSSC Address) =
Building 1111
Jerry Hlass Road
Stennis Space Center, MS 39529

3. Box 5 and 6 (Requestor's name and address) = Address of
Requesting Company

4. Part | (Taxpayer Identification Number (TIN) / Employer
Identification number = TIN of NASA Center

C. Save a copy in the center specific folder located: N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Receivable\W9s and Employer
Identification Numbers.

1. Naming convention: Customer Name-W9~Center
(e.g., Old Dominion-W9~GSFC)
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D. Route completed W-9 Form (via SN FRT) to CS POC to verify the TIN

with the Center.

STEP 2. Review W-9 - Accounts Receivable Civil Servant (CS)

A. AR CS will verify the TIN and other information entered in the W-9
form, sign it and route the FRT back to AR SP to mail.

STEP 3. Mail W-9 - Account Maintainer

A. AR SP will save a copy of the now signed W-9 over the unsigned copy
located at: N:\FM Division\Accounts Payable Accounts

Receivable\Accounts Receivable\W9s and Employer |Identification

Numbers

B. Upload a copy of the signed W9 into TechDoc by dropping a copy in
the Document Imaging folder at: N:\Document Imaging\AR - W9

C. Mail W9 Form

D. Enter “Mailed W9” in the “Work Notes” of the FRT, resolve the FRT,

and close the FAR.
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PROCESS 16 — TECHDOC DESTRUCTION PROCESS-DIRECT
RECEIVABLES

STEP 1. NSSC SP Account Maintainer — Auto Drop the “IDR” (Accounts

Receivable Invoice Data Requirements) form and IDR SN “BOC” tab to create a

folder in TechDoc.

moowy

Save File as : IDR_1800001234~1800001234

Go to: N:\Document Imaging\FM - Direct Receivables

Locate the center folder and drop the saved IDR file

This creates the main “IDR” folder in TechDoc.

Auto Drop any subsequent documents associated with the “IDR” in the following

location: N:\Document Imaging\FM - Direct Receivables using the naming

scheme:

. Dunning 15t

. Dunning 2"

. Dunning Internal

. Returned Mail

. Friendly Reminder

. Salary Offset

. Write-off

. Waiver Request

. Waiver

10. Referred to Treasury
11. Proof of Debt

12. Installment Request
13. Promissory Note

14. Salary Offset Journal Voucher

O oONOOOTPAWN -

Dunning1~1800001234
Dunning2~1800001234
Dunning3~1800001234
Returned~1800001234
Friendly~1800001234
Salary~1800001234
Write-off~1800001234
WaiverRequest~1800001234
Waiver~1800001234
Treasury~1800001234
Proof~1800001234
Installment_Request~1800001234
Promissory~1800001234
Reclass_JV~1800001234
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/FM/AR/DIRECT RECEIVABLES/FY2017/HQ/1800006873

Name/Number Rev Description/Title
SO HQ FY17 Direct Receivables for HQ
. ‘ SO 1800006873
1 OB FM_AR_DIR_999_09-18-2017_13.53.13.1 1 IDR_1800006873
j OB FM_AR_DIR_999_09-18-2017_13.58.16.7 1 Dunningl
] £*©OB FM_AR_DIR_999_09-18-2017_13.58.16.8 1 Dunning2
j £ B FM_AR_DIR_999_09-18-2017_13.58.16.9 1 Dunning3
] |£&*© B FM_AR_DIR_999_09-18-2017_14.03.19.10 1 Promissory_Request
j PP B FM_AR_DIR_999_09-18-2017_14.03.19.11 1 Proof
1 @08 FM_AR_DIR_999_09-18-2017_14.03.19.12 1 Returned
] |£*© B FM_AR_DIR_999_09-18-2017_14.03.19.8 1 Friendly
s j LB FM_AR_DIR_999_09-18-2017_14.03.19.9 1 Installment_Request
1 {Z‘}OB FM_AR_DIR_999_09-18-2017_14.03.20.13 > Salary
] |£*© B FM_AR_DIR_999_09-18-2017_14.03.20.14 1 Treasury
1 {:‘_’ro B8 FM_AR_DIR_999_09-18-2017_14.03.20.15 1 Waiver
L j B FM_AR_DIR_999_09-18-2017_14.03.20.16 1 Write-Off

STEP 2. NSSC SP Account Maintainer — Receiving the final payment for a Bill of
Collection TechDoc Automated steps for finding, moving, adding the RMA file plan to
folder and adding retention trigger date to record set.

A. Go to SN Functional Detail tab
B. Select TechDoc Move Launcher in the AR Ribbon in Excel

e A% 5

Billing  Clear Bill Misc Receipts AFED TechDoc Move
Launcher Launcher Launcher Launcher Launcher

Day To Day Postings
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s S — ]
- e X
TECHDOC FORM

C. Select your Category
D. Enter your Original Document
1. Direct Receivables — e.g.,, 1800 Document
2. Journal Voucher — JV Number
E. Click update to get info from SN Functional Detail tab.
F. Click “GET LINK” to get TechDoc Link for document to move.
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G. Click “TECHDOC” to move file.

STEP 3. NSSC SP Account Maintainer — Receiving the final payment for a Bill of
Collection - TechDoc Manual steps for finding, moving, adding the RMA file plan to
folder and adding retention trigger date to record set.

A. Finding the Collection Document for Bill of Collection request in Tech Doc
1. In TechDoc choose “Advance Search”
2. Under “Doc Type” select — “Accounts Receivable”
3. Under “Title” enter last name of customer — e.g., *Flowers*
4. To narrow search enter a date range into “Create Date”

DocMgr dm.nssc.nasa.gov
Explorer Groups My Work Projects Records Reports Reviews Workflows Admin  Support

Quick Search: [Document V| for | |©

Folder /FM/AR/BOC

Assoc Access Name/Number Rev  Description/Title

Assoc Notif

Create Document
Create Folder

More Documents >Next (251-500) >>Last

Delete &0 (AR Accounts Receivable
Doc Default Access 2
Doc Default Comm &0 BOC Bills of Collection
Doc Default Distr .
Doc Default Notif Q0 ARC Ames
Explore 2
Explore Home &0  |DFRC Dryden
Explore Root AL
History O GRC Glenn
Modify DO |Gsrc Goddard
Move Contents
Set Default &0 |isc Johnson
Show... &0  Ksc Kennedy
Associations
Info &0 LArRC Langley
Shares
Tree o0 MSFC Marshall
Help &0 nNssc NSSC
&0 |ssc Stennis
Find the document ‘ | $OB8 01_FM_AR_BOC_12-28-2016_12.19.01 01-TEST
in the folder that =
you want to ] £108 FM_AR_BOC_01-02-2009_13.39.41 1 LAMB, RON
modify. Click on =
paper icon next to ] {08 FM_AR_BOC_01-05-2009_09.18.32 1 Rolfe, Jeanie
document. =
| ©&OB FM_AR_BOC_01-05-2009_11.47.53 1 | CLIFTON, DARLA J.
| @?OH FM_AR_BOC_01-05-2009_11.48.19 1 OLLIGES, SANDRA M.
1 (&

3 FM_AR_BOC_01-08-2009_15.30.47

£»OH FM_AR_BOC_01-08-2009_15.31.53

o &
e
) @

1 Hines, Paula

1 Hines, Paula

5. Find the document in the folder that needs to be modified.
6. Click on the paper Icon next to the document.

B. Moving File in TechDoc to Direct — IDR folder
1. Navigate to the Folder containing the File to be moved.
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2. Click “Move Contents”
dm.nssc.nasa.gov

Explorer Groups My Work Projects Records Reports Reviews Workflows Admin  Support

Quick Search: | Group | for

Assoc Access | Name/Number | Rev Description/Title
Assoc Notif More Documents >Next (251-500) >>Last
Create Document
Create Folder
Deleteefa ﬁ &0 AR Accounts Receivable
Doc Default Access
Doc Default Comm &0 |BoC Bills of Collection
Doc Default Distr
Doc Default Notif & @0 |arc Ames
Explore
:,30,9 :o,,t,e ﬂ &0  DFRC Dryden
jore Roo!
:,m,y g &0 |GRC Glenn
odify &0 |GsFc Goddard
Move C | —
Set Default ﬂ D0 |i1sc Johnson
Show...a':kms ﬂ &0 |Ksc Kennedy
g:‘f:m & (890 ke Langley
Tree & @0 msc Marshall
Help & ©0 |nssc NSSC
& @0 |ssc Stennis
—

3. Enter Reason for moving contents

Explorer Groups My Work Projects Records Reports Reviews Workflows Admin  Support
Quick Search: | Group | for |"ELMT*

 Move Contents From Folder 'BOC"

Reason: |[move contents to...

4. Check the box of the document(s) you wish to move.
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W | O [sc Johnson
ﬂ O |ksc Kennedy
ﬁ [0 LARC Langley
ﬁ [[] MSFC Marshall
& O |nssc NSSC
ﬁ O |ssc Stennis
|:] ] |FM_AR_BOC_01-02-2009_13.39.41 LAMB, RON
D [J |FM_AR_BOC_01-05-2009_09.18.32 Rolfe, Jeanie
|j [J |FM_AR_BOC_01-05-2009_11.47.53 CLIFTON, DARLA J.
7D [ |FM_AR_BOC_01-05-2009_11.48.19 OLLIGES, SANDRA M.
D [J |FM_AR_BOC_01-08-2009_15.30.47 Hines, Paula
[J |FM_AR_BOC_01-08-2009_15.31.53 Hines, Paula
[J |FM_AR_BOC_01-21-2009_10.17.43 AMOS, HAWES
FM_AR_BOC_01-23-2009_14.34.46 Crumbly, Chris
[J |FM_AR_BOC_01-23-2009_17.03.22 Bowman, Mark
[J |FM_AR_BOC_01-29-2009_15.21.52 PARAZYNSKI, SCOTT
[ |FM_AR_BOC_02-02-2009_11.28.04 Small-Harris, Shelia
‘ [ | FM_AR_BOC_02-04-2009_10.26.06 Harp, Seldon

5. Click “Next” — need screen shot

MoveContents

P - @ & | @ Navigate to Destination Fol.. X

DocMgr
Explorer ~ Groups My Work
Quick Search: [Document V| for |

Reports ~ Reviews  Support

o

dm.nssc.nasa.gov

dchartle £

Advanced Search

Move

Name  Descrpton

Navigate to Destination Folder or Cabinet to Move Contents to

AR Accounts Receivable

BOC Bills of Collection

FY2008  Bills of Collection for FY2008

FY2009 | Bills of Collection for FY2009

FY2010 | Bills of Collections for FY2010

FY2011  Bills of Collection for FY2011

FY2012 | Bills of Collection for FY2012

FY2013  Bills of Collection for FY2013

FY2014  Bills of Collection for FY2014

FY2015 | Bills of Collection for FY2015

FY2016  Bills of Collection for FY2016

)
P A A A A

FY2017  Bills of Collection for FY2017

to the

cabinet/folder and have it hi

above, click OK to move the previ

selected contents there.

6. Select File to move contents
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@ httpsy/dmnsscnasagov/servieydmwebMoveContents O ~ @ ¢ | @ Navigate to Destination Fol.. X

dchartle £

DocMgr dm.nssc.nasa.gov
Explorer ~ Groups My Work Reports  Reviews  Support Log Out
Quick Search: [Document V| for | 1© Advanced Search
Name  Description
S BoC  Bills of Collection
| FY2017 Bills of Collection for FY2017
Once you navigate to the desti cabinet/folder and have it hi above, click OK to move the previously selected contents there.
=== J
7. Click “OK”
ﬁ . PCC . Paper Check Conversion
ﬂ 7PROMISSORY NOTES [ PROMISSORY NOTES
ﬂ TPROOF OF DEBT REQUEST [ PROOF OF DEBT FROM FED DEBT
ﬁ [ REF_9710_07032008_1039 Operational Readiness Review
ﬂ |Referred to Treasury Debt Referred to Treasury
& |Refund_Request [Refund Request
ﬁ' | Reimbursable Agreements [ Reimbursable Agreements
ﬂ Restitution Restitution Backup
ﬁ Retirement Allotments [ OPM Reti q
ﬁ 'Retum Mail vRetum Mail
ﬂ 'Retumed Collections ‘Checks, Pay.gov, ect., Returned Items
ﬂ Reversals ‘ Reversals
ﬁ' [ SALARY OFFSET NOTIFICATION | Emails sent to NASA employees for BOCs
ﬂr 'SALARY OFFSETS ' Salary Offsets
ﬁ 'SOLELY TRAVEL [ Solely Travel
ﬂ ‘VTRAINING v'I'RAINING
ﬂ ‘Treasury Disputes [ Dispute Requests from Treasury
ﬂ |w-9 Signed Request for TIN
ﬂ .walvers of Debt Awalvers of Debt
ﬂ |WRITE OFFS | Write-offs
Once you 1 the destination cabinet/folder and have it highlighted above, click OK to move the p lected there.

| cancel |
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C. Add RMA file plan to folder

1. Navigate to and select the parent folder of the closed records containing
the same final payment date.
2. Choose Modify from the left menu.

Folder /FM/Travel/DOM/EXT_TDY/ARC/CARBAJAL_KEVIN/21ID0000000517

Assoc Access
Assoc Notif ~
Create Document @0
Cr -

De fa:di ]
Doc Default Access ' | 3
Doc Default Comm Ll | o8
Doc Default Distr Y lBaeB
Doc Default Notif — o8

Explore 1 &0
Explore Home L1 |8 8

Explore Root | &68
History —
Modify 08
Move Conten .
Set Default 08

4.

Show... | @08
Associations =

Info L] |0 a
Shares N N .
Tree Ll &0 a
Help 7‘ -(:‘»0 a

IR

3. Choose the correct RMA file plan from the drop-down menu.

Name/Number
CARBAJAL_KEVIN

211D0000000517

FM_TRV_ETDY_2-01-2012_7.14

FM_TRV_ETDY_999_01-11-2013_13.12.04.1
FM_TRV_ETDY_999_08-21-2012 10.46.52.1
FM_TRV_ETDY_999 08-23-2012_08.38.13.1
FM_TRV_ETDY_999 09-07-2012_11.41.02.1
FM_TRV_ETDY_999 09-20-2012_12.28.58.1
FM_TRV_ETDY_999_09-25-2012_13.24.01.1
FM_TRV_ETDY_999_10-04-2012_11.00.51.1
FM_TRV_ETDY_999_10-11-2012_14.30.43.1
FM_TRV_ETDY_999_10-19-2012_12.36.36.1

FM_TRV_ETDY_999_11-16-2012_15.11.13.1

Rev Description/Title

CARBAJAL, KEVIN

21ID0000000517

13.0 21ID00000000517, 11-7-11 thru 9-30-12, Atlantic City,NJ

EFC
EFC
EFC
EFC
EFC
EFC
EFC
EFC

EFC

Rl R |F]Rr ][RR

EFC

a. Financial transaction records related to procuring goods and
services, paying bills, collecting debts, accounting (GRS 1.1 ltem
010) (used for DOM ITRA, ETDY and many other financial records)

b. If you are unsure of which file plan to use, please check the

Finance MRI or contact Records Management.

https://dm.nssc.nasa.qov/serviet/dm.web.ViewShare?name=MRIs&di

d=791891

4. Enter reason (add RMA file plan to manage retention) and select OK.

Folder Modify Folder '21ID0000000517"

HED Name: | [211D0000000517 |

Description: | [211D0000000517 |

—

RMA File Plan:
Reason: |add RMA file plan to manage retentlod x‘

Financial transaction records related to procuring goods id services,paying bills,collecting debts accounting(GRS 1.1 Iltem 010)

Cancel

Owner: | [SP, FM Functional Manager V]

[CJCheck to add owner to the Notification List

Organization: |FM - Financial Management v‘

<
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D. Add retention trigger date to Record set

1. At the “Folder Info” screen, select the RMA Record Set. (begins with AF)

ﬁssoc Acce%ﬁ
ssoc Notif Folder
Create Document 2t
Create Folder Parent: | /FM/Travel/DOM/EXT TDY/ARC/CARBAJAL KEVIN
Delete Name: | 21ID0000000517
Doc Default Access Description: | 211D 17
Doc Default Comm Owner: | SP, FM Functional Manager
Doc Default Distr — - -
Doc Default Notif Organization: | FM - Financial Management
Explore RMA File Plan: | Financial transaction records related to
Explore Home RMA Record Set: |AF68760 21ID0000000517

Created: | 10/04/2012 13:09:09
Modified: | 05/24/2016 08:51:44

Explore Root
History

Modify

Move Contents
Set Default

Show...
Associations
Info
Shares
Tree

Help

2. At the “RMA Record Set Info” screen, choose Modify from the left menu.

Explorer  Groups My Work  Projects Records Reports Reviews Workflows ~Admin  Support
Quick Search: [Document V| for

RMA Record Set RMA Record Set Info

/Assoc Access Name: AF68760_21ID0000000517

Delete Parent Type: | Folder

e Parent Folder: | /EM/Travel/DOM/EXT TDY/ARC/CARBAJAL KEVIN/211D0000000517
Modify RMA File Plan: | Financial transaction records related to procuring goods and services,paying bills,collecting debts,accounting(GRS 1.1 Ttem 010;
Show Assoc Owner: | Danyus-Admin, Alana R

Show Info Frozen: | No

Show Records No

Ghowe: Vital: | No

All

Doc Type

Folder

Manual

My

Help

3. Enter reason and select NEXT.

Records  Reports  Reviews  Workflows Admin  Support

Explorer  Groups My Work
Quick Search: [Document V| for

~ Modify RMA Record Set 'AF68760_21ID0000000517"
Name: ||AF68760_21/D0000000517 I
Owner: || Danyus-Admin, Alana R Vi

RMA File Plan: | Financial transaction records related to prot v
Reason: | |add final payment date] x|
Next ~ Cancel

4. Choose the retention trigger from the New RMA Keyword drop-down menu.
a. Final Payment Date

Projects
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5. Select Add from the right of the screen.

Final Payment Date Y
Cancel

New RMA Keyword:

Previous

6. Enter the retention trigger date and select OK.

Explorer  Groups My Work  Projects Records Reports Reviews  Workflows Admin  Support Log Qut
Quick Search:  Document ¥ | for‘ | ° Advanced Search

Help Final Payment Date: | 01/01/2015 ~ | Use: mm/dd/yyyy Remove
—
MNew RI v

Keyword: | Choose One

0K Cancel

Explorer  Groups My Work  Projects Records Reports Reviews Workflows Admin  Support
Quick Search: |Document V| for °

RMA Record Set

Assoc Access

sl RMA Record Set Info

Freeze

History Name: |AF68760_21ID0000000517

Modify Parent Type: | Folder

Show Assoc Parent Folder: | /FM/Travel/DOM/EXT TDY/ARC/CARBAJAL KEVIN/211D0000000517

Show Info RMA File Plan: | Financial transaction records related to procuring geods and services,paying bills

Show Hecards Owner: | Danyus-Admin, Alana R

Show... Frozen: |No

All Permanent;  No

Dolfi Type Vital: | No

Folder RMA K. 1

Manual —

My Final_Payment_Date: |01/01/2015

Help
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PROCESS 17 — TECHDOC DESTRUCTION PROCESS-JOURNAL
VOUCHERS

STEP 1. NSSC SP Account Maintainer - Auto Drop the “Journal Voucher” (JV) to
create a folder in TechDoc.

A. Save File =“NSSC20180123~FY18~NSSC20180123”
B. Go to: N:\Document Imaging\FM — AR Journal Vouchers\type of JV

AFDA

Closed Contract
Copyright License
Donations

EUL

Exchange Sales Proceeds
FY End Deposit Fund
HQ Books Sales

JP Morgan

10. Jury Duty

11. Restitution

12. SO Refund to MR
13. Travel Under $10
14. Unclaimed Property

©CoNoOORWN =

C. Locate the appropriate Journal Voucher folder and drop the saved Journal
Voucher file.

D. This creates the main “Journal Voucher” folder in TechDoc.

STEP 2. NSSC SP Account Maintainer — Receiving the final payment for a Journal
Voucher TechDoc Automated steps for finding, moving, adding the RMA file plan to
folder and adding retention trigger date to record set.

A. Go to SN Functional Detail tab
B. Select TechDoc Move Launcher in the AR Ribbon in Excel
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2k A B %

Billing  Clear Bill Misc Receipts AFED  TechDoc Move
Launcher Launcher Launcher Launcher Launcher

Day To Day Pastings

F o —— [
TECHDOC FDRM_l-

C. Select your Category

D. Enter your Original Document

E. Direct Receivables — e.g., 1800 Document

F. Journal Voucher — JV Number
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G. Click update to get info from SN Functional Detail tab.
H. Click “GET LINK” to get TechDoc Link for document to move.
[. Click “TECHDOC” to move file.

STEP 3. NSSC SP Account Maintainer/Payment Processor — Receiving the final
payment for a Journal Voucher TechDoc Manual steps for finding, moving, adding the
RMA file plan to folder and adding retention trigger date to record set.

A. Finding the Collection Document for Journal Voucher in Tech Doc

1. In TechDoc choose “Advance Search”.

2. Under “Doc Type” select — “Accounts Receivable”.

3. Under “Title” enter last name or business name of customer for the Journal
Voucher of payment received — e.g., *Bilbo*.

4. To narrow search enter a date range into “Create Date” e.g., 08/15/2017 to
08/24/17.

5. Find the document in the folder that needs to be modified.

6. Click on the paper Icon next to the document.

Document Search Results

| | Number | Rev | Title
j 1(,_"'08 FM_AR_CC_106_08-24-2017_10.04.26 i Sallie Bilbo
\
Number: ‘ |
Title: [*Bilbo™ |
Owner: | v
Create Date: | 08/15/2017 to 08/24/2017 Use: mm/dd/yyyy
Modify Date: to Use: mm/dd/yyyy
Point of Contact: ‘ |
Reserved By: | v
Resident:
Doc Type: | FE A \/

Doc Category: st |

Organization: V|

In Review:
Attachments:
Comments:

Release Date: to Use: mm/dd/yyyy

II
<

I ned Dansicinme
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7. Click Folder Icon and “Move Contents” will appear on left side

i

m\ @ nitps:/cmnsscrase gov/servieyjamnco BplcreTaid=5941 O + @ & [ @ viewing Decument /rM/AR >;‘ ‘ S St S —— ¥ (5
DocMar dm.nssc.nasa.gov dchartle £
Explorer  Groups My Work Reports Reviews  Support Log Out
Quick Search: [Document~ for[ | @ Advanced Search

Campose Email
Explore
Explore Home
Explore Root
Fetch

History
Modify
Release
Replace
Reserve
Unrelease
Unreserve

J/FM/AR/CHECK_COLLECTIONS/FY_2017/AUG_2017/08-24-2017/FM_AR_CC_106_08-24-2017_10.04.26

Name/Number Rev  Description/Title

1 Generation

\f‘r” 08-24-2017 Checks Deposited on 08/24/2017

J {:“vOH FM_AR_CC_106_08-24-2017_10.04.26 1 Sallie Bilbo

A 00005BC4.pdf
A |@0B|1L0 L os/a4/2017, 327 k8

Show...
Associations
Attachments
Comments
Info
Links.
Projects
Review

Kelp

B. Moving File in TechDoc to Direct — IDR folder

1. Navigate to the Folder containing the File to be moved.
2. Click “Move Contents




NSSC NSSDG-9200-0008 Revision 9.0

. . . Number
Service Delivery Guide Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 216 of 298

Responsible Office: Accounts Receivable
Subject: Accounts Receivable — Collection/Deposit Process SDG

. : - [T
_ A, . . P

(— @ nips//dmn: loreZfid=1735 P-ad (@ viewing Folder /FM/AR/CH.. % ‘ - . T R — @

DocMgr dm.nssc.nasa.gov dchartle
Explorer ~ Groups My Work  Reports  Reviews  Support Log Out
Quick Search: [Document V| for | 1@ Advanced Search

T —

Create Document Name/Number Rev [ iption/Title

(El;z?;reanlder ﬁ &0  |AUG_2017

Bl & @0 |20 Checks Deposited on 08/24/2017

E«fﬁ?fz e D OB FM_AR_CC_106_08-24-2017_10.04.26 1 | sallie Bilbo

Sg:gefga't“ D SOBE FM_AR_CC_106_08-24-2017_10.14.44 1 |Game Changers LLC

i“g‘)’a'aﬂms ]j OB FM_AR_CC_106_08-24-2017_10.27.50 1 | Millennium Space Systems

]S';If;,es [ |©08 FM_AR cc_121 08-25-2017_10.23.45 1 Chain of Custody Report - 8/24/2017

—Tree— L D £HOHE FM_AR_CP_999_08-25-2017_07.48.34.1 1 Confirm Pkg 08252017 )
Help

3. Enter Reason for moving contents

Explorer Groups My Work Projects Records Reports Reviews Workflows Admin  Support
Quick Search: | Group | for |*ELMT*

~ Move Contents From Folder 'BOC'

Reason: “move contents to....
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4. Check the box of the document(s) you wish to move.

W | O [sc Johnson

ﬁ O |ksc Kennedy

ﬁ O |Arc Langley

ﬁ [ MSFC Marshall

ﬂ [0 |nssc NSSC

ﬁ O |ssc Stennis

D [ |FM_AR_BOC_01-02-2009_13.39.41 LAMB, RON

D ] |FM_AR_BOC_01-05-2009_09.18.32 Rolfe, Jeanie

D [J |FM_AR_BOC_01-05-2009_11.47.53 CLIFTON, DARLA J.

D [J FM_AR_BOC_01-05-2009_11.48.19 OLLIGES, SANDRA M.

D [ |FM_AR_BOC_01-08-2009_15.30.47 Hines, Paula

D [ |FM_AR_BOC_01-08-2009_15.31.53 Hines, Paula

'] O FM_AR_BOC_01-21-2009_10.17.43 AMOS, HAWES
FM_AR_BOC_01-23-2009_14.34.46 Crumbly, Chris

D [J |FM_AR_BOC_01-23-2009_17.03.22 Bowman, Mark

D [J |FM_AR_BOC_01-29-2009_15.21.52 PARAZYNSKI, SCOTT

D [J ' FM_AR_BOC_02-02-2009_11.28.04 Small-Harris, Shelia

D [J | FM_AR_BOC_02-04-2009_10.26.06 Harp, Seldon

|j [J | FM_AR_BOC_02-06-2009_11.33.16 BRADY, TIMOTHY

'] | O FM_AR_BOC_02-11-2009_12.37.52 Weinberg, Norman

5. Click “Next” — need screen shot
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- - . i T m —— e )
BB © ovx/omrsc sy snveysmusoivoneconents D + @ G @ aigate o Destnaton . < || ———————\
DocMgr dm.nssc.nasa.gov dchartle &
Explorer  Groups My Work Reports  Reviews  Support Log Out
Quick Search: [Document | for | |© Advanced Search

Move Navigate to Destination Folder or Cabinet to Move Contents to

AR Accounts Receivable

BOC Bills of Collection
= | | FY2008 |Bills of Collection for FY2008
FY2009  Bills of Collection for FY2009
FY2010  Bills of Collections for FY2010
L’j FY2011  Bills of Collection for FY2011
- | |F2012 | Bills of Collection for FY2012
& |FY2013 Bills of Collection for FY2013
FY2014  Bills of Collection for FY2014
FY2015 | Bills of Collection for FY2015
FY2016  Bills of Collection for FY2016

FY2017  Bills of Collection for FY2017

Once you navigate to the destination cabinet/folder and have it highlighted above, click OK to move the previously selected contents there.

-Prevlous -OK -Cancel
L

6. Select File to move contents

: - . . e —— e

m‘@ hitps,//dmansscnasa gov/servie:/dm web MoveCentents O v @ O I (2 Navigate to Destination Fol.. * ‘ r-* e —————— Y e X
DocMgr dm.nssc.nasa.gov dchartle &
Bxolorer  Groups My Work Reports Reviews  Support Log Out
Quick Search: [ Advanced Search

Move Navigate to Destination Folder or Cabinet to Move Contents to
Name  Descrpter

BOC Bills of Cellection

‘i,\ FY2017  Bills of Cellection for FY2017

Once you navigate to the destination cabinet/folder and have it highlighted above, click OK to move the previously selected contents there.

7. Click “OK”
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ﬁ FedWire FedWire Payments
ﬁ Funding Information Request Form 0061 Center Funding Information
ﬁ IDR IDR's - Bills Of Collection
ﬁ IPAC IPAC Invoice
ﬁ Journal Voucher Journal Voucher
& %:TCOST BECHE s SF-224-Labor Cost Reconciliation Report
./ Monthly Billing Monthly Billing
ﬁ PAY.GOV Electronic Collections
ﬁ PCC Paper Check Conversion
ﬁ PROMISSORY NOTES PROMISSORY NOTES
ﬁ PROOF OF DEBT REQUEST PROOF OF DEBT FROM FED DEBT
ﬁ REF_9710_07032008_1039 Operational Readiness Review
W Referred to Treasury Debt Referred to Treasury
ﬂ Refund_Request Refund Request
ﬁ Reimbursable Agreements Reimbursable Agreements
ﬁ Restitution Restitution Backup
ﬁ Retirement Allotments OPM Retij [ qi
ﬁ Return Mail Return Mail
ﬁ Returned Collections Checks, Pay.gov, ect., Returned Items
ﬁr Reversals Reversals
] |SALARY OFFSET NOTIFICATION Emails sent to NASA employees for BOCs
ﬁ SALARY OFFSETS Salary Offsets
ﬁ ;OGLY TRAVEL Solely Travel
& TrammG TRAINING
ﬂr Treasury Disputes Dispute Requests from Treasury
ﬁ w-9 Signed Request for TIN
ﬁ Waivers of Debt Waivers of Debt
& | wRrTE OFFs Write-Offs
(}nu.vguﬁi gutwawmwmwmduammm, lected there.

C. Add RMA file plan to folder

1. Navigate to and select the parent folder of the closed records containing the
same final payment date.
2. Choose Modify from the left menu.
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Assoc Access

Assoc Notif

Create Document

q

Doc Default Acces: \
Doc Default Comm —
Doc Default Distr |
Doc Default Notif —

Explore
Explore Home e

Explore Root q
History —
Modify

Move Conl =1
Set Default

Show...
Associations
Info
Shares
Tree

Help

Folder /FM/Travel/DOM/EXT_TDY/ARC/CARBAJAL_KEVIN/21ID0000000517
| Name/Number |Rev  Description/Title

40 | CARBAJAL KEVIN CARBAJAL, KEVIN
M 21ID0000000517 211D0000000517
£HOHE FM_TRV_ETDY 2-01-2012 7.14 13.0 211D00000000517, 11-7-11 thru 9-30-12, Atlantic City,NJ
£HOH | FM_TRV_ETDY_999_01-11-2013 13.12.04.1 |1 | EFC
OB | FM_TRV_ETDY_999_08-21-2012_10.46.52.1 |1  EFC
OB | FM_TRV_ETDY_999_08-23-2012_08.38.13.1 |1  EFC
£HOB | FM_TRV_ETDY_999_09-07-2012_11.41.02.1 |1  EFC
So08 . FM_TRV_ETDY_999_09-20-2012_12.28.58.1 1 erc

] .{;'fo&:'i FM_TRV_ETDY_999_09-25-2012_13.24.01.1 1 erc

] .-LLOH . FM_TRV_ETDY_999_10-04-2012_11.00.51.1 . 1. EFC
08 .FM?TR\LETDY?QQQ?I[]-I1-2012714.30.43;1 1 |EFC

| €08 FM_TRV_ETDY 999 10-19-2012 12.36.36.1 |1  EFC

| |€+©8E |FM_TRV_ETDY_999 11-16-2012 15.11.13.1 |1  EFC

3. Choose the correct RMA file plan from the drop-down menu.

a.

Financial transaction records related to procuring goods and
services, paying bills, collecting debts, accounting (GRS 1.1 ltem
010) (used for DOM ITRA, ETDY and many other financial records)
If you are unsure of which file plan to use, please check the
Finance MRI or contact Records Management.

https://dm.nssc.nasa.qgov/serviet/dm.web.ViewShare?name=MRIs&did=791

891

4. Enter reason (add RMA file plan to manage retention) and select OK.

Modify Folder '21ID0000000517"
Name: |[211D0000000517 \
Description; [211D0000000517 |
Owner: | [SP, FM Functional Manager v

[CJCheck to add owner to the Notification List

Organization: |FM - Financial Management v‘
RMA File Plan: ||Financial transaction records related to procuring goodgfand services paying bills,collecting debts, accounting(GRS 1.1 ltem 010)
Reason: |add RMA file plan to manage retemlori x‘

Cf;noel

D. Add retention trigger date to Record set

1. At the “Folder Info” screen, select the RMA Record Set. (begins with AF)
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Assoc Access

Assoc Notif Folder Inf

Create Document -

Create Folder Parent: | /FM/Travel/DOM/EXT TDY/ARC/CARBAJAL KEVIN
Delete Name: | 211D0000000517

Doc Default Access Description: | 211D0000000517

3"“ 3‘“‘{33& ?Tm Owner: | SP, FM Functional Manager
D$ Dsfault thl; __ Organization: | FM - Financial Management

RMA File Plan: | Financial transaction records rel

Explore

Explore Home RMA Record Set: | AF68760 21ID0000000517
E)_(plure Root Created: | 10/04/2012 13:09:09
History Modified: | 05/24/2016 08:51:44
Modify

Move Contents

Set Default

Associations
Info

Shares

Tree

Help

2. At the “RMA Record Set Info” screen, choose Modify from the left menu.

Explorer  Groups My Work  Projects Records Reports Reviews Workflows Admin  Support
Quick Search: | Document V| for

RMA Record Set RMA Record Set Info

Assoc Access Name: | AF68760_211D! 517

Delete Parent Type: Folder

i Parent Folder: | /FM/Travel/DOM/EXT TDY/ARC/CARBAJAL KEVIN/211D0000000517

Madify RMA File Plan: | Financial transaction records related to procuring goods and services,paying bills, collecting debts,accounting(GRS 1.1 Item 010)
Show Assoc Owner: | Danyus-Admin, Alana R
Show Info Frozen:  No

Show Records Permanent:  No

Vital: | No

Show...
All
Doc Type
Folder
Manual
My

Help

3. Enter reason and select NEXT.

Explorer  Groups My Work Projects Records Reports Reviews Workflows Admin  Support

Quick Search: |Document V| for °
B

Help Name: |AF68760_21ID0000000517 |

Owner: |Danyus-Admin, Alana R W

RMA File Plan: |Financial transaction records related to proc v
Reason: |add final payment date x|
Next Cancel

4. Choose the retention trigger from the New RMA Keyword drop-down
menu.
a. Final Payment Date

5. Select Add from the right of the screen.

6. Enter the retention trigger date and select OK.



NSSC

Service Delivery Guide

NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 222 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

PROCESS 18 — UPDATE THE C-KEY TAS/BETC IN OTCNET

OCFO Data Analysis Branch sends a notification to AR L3 that the cash flow profiles
have been updated with the new fiscal year in SAM. The cash flow profiles will include
the C-Key TAS/BETC for each Center also known as the Agency Accounting Code.
Once received, NSSC AR L3 will update OTC.net with the updated Agency Accounting
Code and Endpoint Mapping for the new fiscal year.

Note: If an Agency has identified accounting codes as a Treasury Account
Symbol (TAS), only TAS identified as Valid by Shared Accounting Module (SAM)
will be available for mapping to an OTC Endpoint.

STEP 2. NSSC Accounts Receivable L3 — Enter an Accounting Code

A. Log in OTCnet: https://www.otcnet.fms.treas.gov/otcnet/views/home.xhtml

1.

Click the Administration tab.

. From the Manage Organization menu, select Accounting

Codes>Modify. The Step 1 of 3 Select Organization Endpoint
page appears.

Select the highest level organization for which you want to add
new accounting codes. The Step 2 of 3: Update Accounting
Codes page appears.

You will see the existing accounting codes, their descriptions and
TAS designations available for edit.

Select “Add More Lines” and a new section will appear with
blank fields allowing you to specify new Accounting Codes,
Descriptions, and TAS designations.

Note: To input additional accounting codes, click Add More Lines
to insert additional rows to the table. You must fill in all lines if you
wish to again “Add More Lines”.
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New Accounting Codes to be Added

TAS *Agency Accounting Code *Description

O

6.

Click on TAS box, input “8020/210122” in Agency Accounting
Code field, and input “Cross Agency Support, NASA” in
Description field. Then click Next.

The Step 3 of 3: Review Accounting Codes page appears. Verify
the information is correct and click Submit. A Confirmation page
appears showing the accounting codes have been saved.

Note: If new accounting codes were added on the previous page,
they will be displayed on the Review page at the bottom of the list
of accounting codes.

STEP 3. NSSC Accounts Receivable L3 — Map Accounting Codes to OTC Endpoints

A. Log in OTCnet: https://www.otcnet.fms.treas.gov/otcnet/views/home.xhtml

1.

Click the Administration tab.

From the Manage Organization menu, select Accounting Codes
and click Modify OTC Endpoint Mappings. The Step 1 of 4. Select
OTC Endpoint page appears.

Select the OTC Endpoint for which accounting code endpoint
mapping you would like to assign (NASA — National Aeronautics &
Space Administration).

Under NASA — National Aeronautics & Space Administration, select
the Center for which accounting code endpoint mapping you would
like to assign. The Step 2 of 4: View Assigned Accounting Codes
page appears.

Click Assign Mappings. Enter “8020/210122 in the search criteria
for Accounting Code (Starting With) and click Search.
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Note: All accounting codes that meet your search criteria and are
not assigned to your OTC Endpoint display on the page. If you do
not enter search criteria, all the accounting codes defined for the
highest level organization appear.

6. The Step 2 of 4 Continued: Search and Assign Accounting Codes
page appears. Check the Assign box(es) for the accounting codes
that you want to assign and click Next.

7. The Step 3 of 4: Assign Accounting Codes page appears. Review
and verify the accounting code(s) you would like to assign and click
Next.

8. The Step 4 of 4: Review Accounting Codes to Endpoint page
appears. Confirm the information is correct and click Submit to
assign the accounting code(s) to the OTC Endpoint. A confirmation
page appears showing that the accounting codes have been
assigned to the OTC Endpoint

9. Click Manage Additional to update accounting code for other
Centers, then Repeat Step 2.A.3 to 8.

STEP 4. NSSC Accounts Receivable L3 — Remove old Accounting Codes to OTC
Endpoints
A. Log in OTCnet: https://www.otcnet.fms.treas.gov/otcnet/views/home.xhtml

1. Click the Administration tab.

2. From the Manage Organization menu, select Accounting Codes
and click Modify OTC Endpoint Mappings. The Step 1 of 4. Select
OTC Endpoint page appears.

3. Select the OTC Endpoint for which accounting code endpoint
mapping you would like to assign (NASA — National Aeronautics &
Space Administration).
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4. Under NASA — National Aeronautics & Space Administration, select

the Center for which accounting code endpoint mapping you would
like to assign. The Step 2 of 4: View Assigned Accounting Codes
page appears.

. Click Remove Mappings.

. Check the Remove box(es) for the accounting codes that you want

to remove. Click Next (Proceed to Step 4 of 4: Review Accounting
Codes from Endpoint).

. The Step 4 of 4: Review Accounting Codes to Endpoint page

appears. Confirm the information is correct and click Submit to
assign the accounting code(s) to the OTC Endpoint. A confirmation
page appears showing that the accounting codes have been
removed from the OTC Endpoint

. Click Manage Additional to remove accounting code for other

Centers, then Repeat Step 2.A.3t0 7.
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SYSTEM COMPONENTS (EXISTING SYSTEMS)

IT System Title

IT System Description

Access Requirements

SN System for work management User role at NSSC
and routing
SAP Integrated Financial Management User role at NSSC
System
TechDoc System for storing, reporting and User role at NSSC

documenting data

CIR(Collections

System for confirming Treasury

User role at NSSC

Information deposits; replaced CASHLINK Il
Repository)
OTCnet System for depositing paper User role at NSSC
checks; replaced PCC (Paper
Check Conversion) OTC (Over-
The-Counter)
Pay.gov Treasury System for public User role at NSSC

payments

Business Objects

Business Warehouse for retaining

User role at NSSC

(BOBJ) Analysis for SAP and other system data
Office
FSCATT Fund Status Change Approval User role at NSSC

Tracking Tool
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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

ACH Automated Clearing House

ALC Agency Location Code

AP Accounts Payable

AR Accounts Receivable

BA Business Area

BAD Budget and Accounting Division
BOA Bank of America

BOBJ Business Objects (BOBJ) Analysis for Office
BOC Bill of Collection

CFR Code of Federal Regulations

CIR Collections Information Repository
CIRA Central Image Research Archive
CMP Continuous Monitoring Program
CS Civil Servant

DI Document Imaging

DOJ Department of Justice

DOl Department of the Interior

DP Deposit Processor

DPM Division of Payment Management
DRN Document Reference Number
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EFT Electronic Funds Transfer

EPSS Enterprise Performance Support System
EUL Enhanced Use Lease

FAR SN Finance Accounts Receivable

FAR Federal Acquisition Regulation

FBWT Fund Balance with Treasury

FM Financial Management

FMS Financial Management Services

FOIA Freedom of Information Act

FOSC Facility Operating Systems Contract
FRT SN Finance Request Task

FSCATT Fund Status Change Approval Tracking Tool
GL General Ledger

GSFC Goddard Space Flight Center

HHS Health and Human Services

HQ Headquarters

IDR Invoice Data Requirements

IPAC Intra-Governmental Payment and Collection System
IRN Item Reference Number

IRS Internal Revenue Service

IT Information Technology

JSC Johnson Space Center
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JV Journal Voucher

LOA Line of Accounting

MIPR Military Interdepartmental Purchase Request
MSFC Marshall Space Flight Center

NASA National Aeronautics and Space Administration
NPD NASA Policy Directive

NPR NASA Procedural Requirements

NSSC NASA Shared Services Center

OCFO Office of the Chief Financial Officer

OMB Office of Management and Budget

OTCnet Over the Counter Net

PAN Payment Management System (PMS) Account Number
P-Card Purchase Card

PCC Paper Check Conversion

PMS Payment Management System

PO Purchase Order

POC Point of Contact

PP Payment Processor

RMA Records Management Application

SAA Space Act Agreement

SAP Systems, Application and Products

SDG Service Delivery Guide




NSSC
Service Delivery Guide

NSSDG-9200-0008 Revision 9.0

Number

Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 231 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

SES Senior Executive Service

SF Standard Form

SGL Standard General Ledger

SN Service Now

SOD Statement of Difference

SP Service Provider

SWR Stennis Work Request

TA Travel Authorization

TAS Treasury Account Symbol

TFM Treasury Financial Manual

TRACS Treasury Receivable, Accounting, and Collection
System

TROR Treasury Report on Receivables due from the Public

UPS United Parcel Service

uUSD U.S. Dollars
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APPENDIX B — JOURNAL VOUCHER QUICK REFERENCE GUIDE

Journal Vouchers Quick Reference Guide

Type Attachments Description
JV Form
Request to post funds to
MR (if applicable)
Cancelled Funds
Screenshot (if applicable)
Other Backup (if
applicable)
Miscellaneous Receipts -IPAC (if not in related
FAR)

-Any other pertinent
emails or backup

-NPR References
1 -etc.
Relate Collection / Posting
Document FAR

CTR - Customer/Vendor Name -

* Cancelled Funds Cancelled FUND - CASX122002D
* Book Sales CTR - Book Sales to Misc Receipts

CTR - Customer/Vendor Name -

* Restitution/DOJ Restitution/DOJ
CTR - Customer/Vendor Name - Less

* Less Than $1.00 than $1.00

* 2400 Doc to Misc. CTR - Customer Name - Refund to Misc
Receipts Receipts - Sales Order #
Type Attachments Description
JV Form

IDR Form, FOIA Request,
Payroll Transfer Debt

Salary Offset Request, etc... CTR - Employee - Reclassify - PPXXXX -
2 e . -
Reclassification Bi-weekly Datamart Report | PPXXXX
for all applicable Pay
Periods

BOBJ Screen Shot
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Other Backup (if
applicable)
-Any other pertinent
emails or backup
-IPAC if money moved
between centers
Type Attachments Description
3 | Allowance for Bad IV Form CTR - AFBD - FYXXXX PXX
Debt(Quarterly) AFBD (3.3A run) - All Tabs
Type Attachments Description
JV Form
GR55-ZFUN
4 Allowance for Bad (Showing Debit balances in CTR - AEBD - FYXXXX PXX
Debt (Off Cycle) 1319.0000, 1347.0000,
1367.0000, and
1377.0000)
Type Attachments Description
JV Form
5 | Jury Duty BOBI Screen Shot CTR - Employee Name - Jury Duty
Relate Collection / Posting
Document FAR
Type Attachments Description
JV Form
US Bank Email Authorization
Relate Collection / Posting
Document FAR
* US Bank PUR
6 REFUND 1Q 15 PMT US Bank PUR REFUND 1Q 15 PMT
* US Bank IBA
REFUND 1Q 15 PMT US Bank IBA REFUND 1Q 15 PMT
* US Bank CBA
REFUND 1Q 15 PMT US Bank CBA REFUND 1Q 15 PMT
* US Bank CBA
REFUND 1Q 15 PMT US Bank CBA REFUND 1Q 15 PMT
Type Attachments Description
JV Form

7 | Donations

Email from OCFO with
authorization and posting
information

HQ's Donation
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APPENDIX C — JOURNAL VOUCHER REVIEW MATRIX

JV Type

Description

Validation steps:

Miscellaneous

To post cash into the Treasury Miscellaneous

1) Ensure postings align

Receipts Receipts Account. The reasons for posting to MR with EPSS Day to Day
vary: Posting Guide
1) Monies received cannot be kept by NASA per 2) Ensure backup
statute documentation supports
posting to MR (Center
2) Monies received cannot be kept by NASA due to
request or screenshot
cancelled funds showing cancelled funds)
3) Ce?nter.determlnes reimbursable customer’s 3) 803200 (NON3200)
monies will not be sent back to them, but go to MR should be used when
(due to small amount, or agreement with customer, .
posting due to cancelled
etc.) funds
4) 803220 (NON3220)
should be used if funds are
not cancelled
5) Ensure amounts and/or
totals are accurate
according to backup
6) Ensure JV explanation is
correct and no misspellings
Salary A debt has been collected via an employee’s salary 1) The accounting code

Reclassification

for a travel debt (usually). AR is going to move
(reclass) the cash from the labor funds so it can be
posted to the travel funds commit document by the
Travel Office. There will be a credit (cash out) to the
cash account because it is being moved from the
labor fund.

should align with the
employee’s labor posting
(seen in BOBIJ report
backup) and not the
accounting code info of the
travel debt request.
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2) Ensure BOBJ report
backup reflects the pay
period of the
reclassification noted on the
debt report.

3) Credit to Cash (1010) and
Debit to Expense Account
(6100.1xxx). Reference
EPSS Day to Day Posting
Guide.

4) Document type is XB —
this is a labor adjustment
code

5) Ensure amounts and/or
totals are accurate
according to backup

Jury Duty

An employee has served on a Jury and received a
check payment by the court for doing so. The full or
partial amount cannot be kept since NASA is paying
Administrative Court Leave for employee. Employee
cannot be “double paid” by government entities and

therefore turns check over or pays NASA the amount

via check or Pay.gov.

1) Ensure the amount is
posted to the salary
accounting information
from which he/she was paid
Court Leave. You should
see this in the BOBJ report.

2) Ensure postings align
with the EPSS Day to Day
Posting Guide

3) Ensure the document
type is correct. A different
document type is used
when the monies are
received in the current FY,
but the court leave was
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disbursed via their salary in
the previous FY.

Travel Debts
$75 and under

An employee incurs a travel debt for $75 and under.
NASA’s procedure is to establish the receivable but
immediately write it off due to the low dollar value

1) Ensure there is no dollar
value exceeding $75 for an
individual travel voucher.
You will see this on backup
spreadsheet.

2) Ensure postings: Debit
1310.9999 Credit 6790.0000
/ Debit 1319.0000 and
Credit 1310.9999. This
shows the receivable and
then the immediate write
off.

3) Ensure total amount at
Fund level on backup
spreadsheet is correct on JV
— both the amount and the
Fund

Allowance for
Doubtful
Accounts

Each quarter the amount and age of outstanding
debt is analyzed. There is an assumption that the
Agency will not be able to collect all of the amount
owed, therefore an “allowance” is journalized to
account for this potential loss. Amounts are
evaluated at month end and sometimes an
adjustment is required more frequently than
quarterly.

1) Ensure postings follow
the EPSS Day to Day posting
guide. Pay close attention
to each Fund and the
associated GL for that Fund.

2) Validate the backup to
ensure the targeted
adjustments are reflected
on the JV amounts.

3) Ensure the Fund on the
backup matches to the Fund
on the JV.

4) If this is just a monthly
adjustment (not at quarter
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end), ensure the amount
and fund on the Trial
balance report match to the
JV. Ensure GL’s are correct
by the Fund.

Funded Leave

To record an accrual for NASA employees leave that
has been earned but not yet used. Unfunded Leave
is for leave on working capital funds and includes
Annual Leave, Credit Hours and Comp Time.

1) Ensure the backup
documentation and
calculations match the JV
total.

2) Ensure account
2210.0000 is credited.

3) Ensure correct Working
Capital Fund is used.

Donations

A person, estate or trust wants to donate an amount
to NASA to further the mission.

1) Ensure postings follow
the EPSS Day to Day Posting
guide

2) Ensure cash account
1010.4114 is used

3) Ensure you have approval
from OCFO via email backup
acknowledging the
donation can be posted
(this is generally
acknowledging the donated
amount does not have
stipulations placed on it by
the donor).

Deposit Fund

An amount may be temporarily posted to the deposit
fund (80X6500) at year end closing. This is primarily
used for amounts received from non-federal
reimbursable customers where the Sales Order is not
yet established and the advance cannot yet be
posted. However, it is sometimes used to post other

1) Ensure accounts
1010.5255 and 2400.1000 is
used.

2) Ensure OCFO has
approved use of the Deposit
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of difference at year end.

non-federal amounts in order to prevent statement Fund (usually through an

AAO Change Request
process). CR number
should be referenced.
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APPENDIX D — NSSC ACCOUNTS RECEIVABLE REVERSAL
PROCESS

4.

5.

. Accounts Receivable (AR) L2 notes a transaction that must be reversed.

AR L2 assesses the transaction for the type of reversal and selects the most appropriate
code should be used. Please see the examples listed in the reversal reason code Tables
below.

a. If the reversal code is one that is listed in — Tables A, B or C, AR L2 should
proceed with the reversal, ensuring that documentation is attached in SAP, if
applicable. The reason for reversal should be clearly notated in attachment list
area.

i. For example, if the specific reversal is the wrong fund was used in
creating the bill, AR L2 would use reversal reason code X3 and reverse
the transaction.

For any reversal reason codes that are not identified in Table A, B or C, NSSC AR L2
should create a SN FRT and elevate to L2 Supervisor for confirmation of reason code to
be utilized from Table D. Use of codes from Table D require L2 AR Supervisor approval.

a. AR L2 initiates the reversal reason code confirmation request via SN using:

i. Category: Accounts Receivable

ii. Subcategory: Reversal

iii. Create a “Reversal” Functional Detail and populate the form for all cash
account reversals (1010.XXXX).

iv. Attach any relevant SAP screenshots, rejected IPACs, or any other
necessary information to the FRT

v. Inthe Work Info Notes field, create a detailed summary describing the
nature of the reversal.

vi. AR L2 should also include a suggested reversal reason code from tables.

b. AR L2 will then elevate to AR L2 Supervisor.

i. The AR L2 Supervisor will review the attached documentation, Reversals
tab, and detailed Work Info Notes, and confirm the given reversal reason
code from tables, or suggest a new one. The AR L2 Supervisor will then
return the FRT to AR L2.

Once confirmed, AR L2 will post the reversal using the reason code agreed upon in the
FRT. AR L2 will also attach any necessary documents supporting the reversal in SAP.
At the beginning of each month, AR L3 will validate the reversal reason codes by
running the Reversal Reason Code report in SAP. The reversal reason codes will be
checked for accuracy, complete SAP attachments and that reversal reason is clearly
notated.
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TABLE A - Bills

*All Reversals should have proper supporting documentation attached in SAP
in order to support the Reversal Reason Code Selected.*

Code Text Examples

D1 | Incorrect Doc Type Bill The NSSC inputs the incorrect Doc
Type on the billing document

V3 | Incorrect Business Area Bill The NSSC inputs the incorrect
Business Area on the billing
document*

W1 | Rescinded by Payroll Payroll rescinds Debt

W2 | Reestablish Debt Written-off Debt to Treasury but
reestablished via Treasury collection
of monies

W9 | Approved Waiver Debts that are waived

X1 | Bill created against wrong GL account This would be that the NSSC

technician input the wrong GL account
to post. (This would not be used if
OCFO guidance changed triggering the
GL to be changed)

X2 | Incorrect Date Bill NSSC inputs the incorrect date on the
bill document

X3 | Incorrect Fund Bill NSSC inputs the incorrect fund on the
billing document

Y1 | Incorrect Fund Center Bill The NSSC inputs the incorrect fund
Center on the billing document

Y2 | Transferred Debt Transferred Payroll Debt

Y5 | Posting Error Correction Bill Wrong WBS, Cost Center, erroneously

posted Debt when should be Credit
Memo, erroneously posted Credit
Memo when should be Debt; posting
incorrect payment amount for a bill;
bill posted as one type of debt and
should be another (ZCOM, ZEPY,

ZFED)
Y7 | Rescinded by AP IDR states "rescinded by AP"
Y8 | Rescinded by Travel Attach Rescinded BOC in SAP
Z1 | Incorrect Customer Billed Bill created under the incorrect

customer number ( mailed, entered,
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multiple customer numbers for same

customer)
Z2 | Incorrect Amount billed Bill created for the wrong amount
X5 | Center Request- incorrect amount billed Center provided incorrect bill amount
X6 | Center Request - wrong customer billed Center provided wrong customer

number
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TABLE B - Collections

*All Reversals should have proper supporting documentation attached in SAP
in order to support the Reversal Reason Code Selected.*

Code Text Examples

C1 | Incorrect Date Collection NSSC inputs the incorrect date on the collection
document

C2 | Incorrect Fund Collection NSSC inputs the incorrect fund on the collection
document

C3 | Incorrect Fund Center Collection The NSSC inputs the incorrect fund Center on the
collection document*

C4 | Posting Error Correction Collection Wrong WBS, Cost Center, erroneously posted Debt
when should be Credit Memo, erroneously posted
Credit Memo when should be Debt

C5 | Incorrect Customer Collected Collection applied to the incorrect customer number

C6 | Incorrect Doc Type Collection The NSSC inputs the incorrect Doc Type on the
collection document

V1 Incorrect G/L Account Collection The NSSC inputs the incorrect G/L Account on the
collection document*

V2 | Incorrect Business Area Collection The NSSC inputs the incorrect Business Area on the
collection document*

V4 | Incorrect Amount Collection The NSSC inputs the incorrect Amount on the
collection document*

X9 | IPAC- Customer rejection Customer rejects IPAC

Z4 | Returned Check for NSF Used for any returned collections received (checks,
fedwires, pay.govs)

Z5 | Payment Applied to Incorrect Account | Payment applied to the wrong account number

726 | Customer paid principle only Reversed interest accrued due to customer only
paying principle amount of bill

Z9 | IPAC outbound interface error
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TABLE C - Other

*All Reversals should have proper supporting documentation attached in SAP
in order to support the Reversal Reason Code Selected.*

Code Text Examples

V5 | Posting Error Refund

V6 | Macro/Script Error

Z7 | Reimbursable Refund - Reimbursable Other Explanation within Notes section in
SAP and/or backup documentation
(emails, memos, etc.) If reversal is a
result of an NSSC error, work with L3
to determine Reversal Code

Z8 | Reversal of posting on suspense

Z9 IPAC outbound interface error

01 | Reversalin current period DO NOT USE REVERSAL REASON
CODE

02 | Reversalin closed period DO NOT USE REVERSAL REASON
CODE

03 | Actual reversal in current period DO NOT USE REVERSAL REASON
CODE

04 | Actual reversal in closed period DO NOT USE REVERSAL REASON
CODE

05 | Accrual/deferral posting DO NOT USE REVERSAL REASON
CODE

H1 | HHS reversal DO NOT USE REVERSAL REASON

CODE
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TABLE D - Approval Required

*All Reversals should have proper supporting documentation attached in SAP
in order to support the Reversal Reason Code Selected.*

Code Text Examples

W7 | AP-Other

W8 | Travel-Other

X4 | Erroneous Bill Previous disputed bill by customer where the debt was
found to be invalid *

X8 | Other - (explanation required) Reversal reason does not fit into other reversal code
categories. Full explanation required in Notes section of
SAP with supporting documentation, if applicable

Y3 | Timing Issue FBWT Request or having to reverse interest, fees, or
penalties due to the principle amount being paid within
the allotted timeframe

Y4 | No Open Receivable A collection is posted without having a receivable
established.

Y6 | SR submitted Fix per SR requires reversal

Y9 | OCFO Guidance Attach Email/memo from OCFO in SAP

Z3 | Mutual Agreement with Customer | Agreement has been reached with customer to reverse
an item that will not be billed to them.

X7 | Center Request - other Attach Email/memo from Center in SAP
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APPENDIX E - EFT RETURN REASON CODES

Reason for Return from Treasury

VA Checks:

Undeliverable

01

Remarried (Payee Code 10)
02

Deceased

03

Income Limitation

04

VA Requested or Payee Returned
05

Other

06

Replacement Check Returned
09

Tax Checks:

Holds

01
Undeliverable
02
Correspondence
03

EFT/Miscellaneous Checks:

Undeliverable/Banking information invalid
02

Deceased

06

VA Transmittal or Request

08

Other

10

Correspondence

11

Invalid/Missing RTN (Routing Transit Number)
60

Invalid/Missing Account Code (01-checking or 02-saving)

61
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APPENDIX F — INSTRUCTIONS FOR RETURNING FUNDS TO THE
DIVISION OF PAYMENT MANAGEMENT (DPM)

Returning Funds

The DPM prefers that you return funds using ACH Direct Deposit (REX or Remittance
Express) or FedWire. If you are unable to use these two forms of deposit, please
contact the ONE-DHHS Finance Request at (877) 614-5533 or click here to send an e-
mail.

IMPORTANT - PLEASE INCLUDE:

Your Payment Management System (PMS) Account Number (PAN) and PMS document
number with your submission. [NOTE: The Payment Management System (PMS)
Account Number (PAN) is the same series of alpha-numeric characters which are used
for payment request purposes (for example: C1234G1)]. This is important so we know
to whom to credit the funding.

Please include with each submission the reason for the return such as:

e isit Excess Cash
o funds not spent
e interest, part interest part other

On electronic returns there are fields in place for submitting information with the
financial data. Please make use of these fields. Please include pertinent subaccount
information if it applies.

ACH Returns (Direct Deposit)

Returning funds to DPM via ACH (Automated Clearing House) means you will most
likely be returning funds to DPM in the manner in which they were received at your
organization.

You will need the following information:

e The DPM ACH Routing Number is: 051036706
e« The DPM DFI Accounting Number: 303000
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Bank Name: Credit Gateway - ACH Receiver
Location: St. Paul, MN

International ACH Returns (Direct Deposit)
If the payment is being sent in U.S. Dollars (USD) use the following instructions:

o Beneficiary Account: Federal Reserve Bank of New York/ITS (Can abbreviate:
FRBNY/ITS)

Bank: Citibank N.A. (New York)

SWIFT Code: CITIUS33

Account Number: 36838868

Bank Address: 388 Greenwich Street, New York, NY 10013

Payment Details (Line 70): Agency Name (abbreviated when possible) and ALC
Agency POC: Michelle Haney, (301)492-5065

Note: For a USD payment, the payment sender must include 75010501 as the Agency
Locator Code along with the name US Department of Health and Human Services in
the Payment Details (Line 70) section of the SWIFT message. This information must be
in this section of the payment instructions or ITS will not be able to identify for which
Agency the payment is intended. Without this identifying information, ITS will be
required to return the payment as unidentified or unpostable. The receiving account is in
the name of “Federal Reserve Bank of New York/ITS” and the payment originator
should list that as the name on the beneficiary account.

FedWire Returns
A FedWire return is a return via a WIRE. You will need the following information:

e The DPM FedWire Routing Number: 021030004
o« The DPM ALC (Agency Location Code): 75010501

Bank Name: Federal Reserve Bank
Treas NYC/Funds Transfer Division
Location: New York, NY
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Note: FedWire returns will not be posted to your account until the next
business day.

Check Returns

If you choose to return funding via a check, please be sure to use the following
information:

e Check made payable to The Department of Health and Human Services
e Indicate your Payment Management System (PMS) Account Number

(PAN) on the check. [NOTE: The Payment Management System (PMS) Account
Number (PAN) is the same series of alpha-numeric characters which are used
for payment request purposes (for example: C1234G1)].

e Mail the Check to:

HHS Program Support Center
PO Box 530231
Atlanta, GA 30353-0231

Please include a brief statement explaining the nature of the return.
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APPENDIX G — PAY.GOV INSTRUCTIONS

FIMAMCIAL MANAGEMENT SERVICE

Fay.gov has been developed to meet the Department of the Tressury's Financial Managemeant Service Division's commitment to
process collections electronically.

Pay.gov is a8 secure, Govemment-wide, Intemst collection portal.

Pay.gov provides the ability to make payments by check credit card, or debit card 24-hours-a-day-
Pay.gov is Web-based. allowing customers to make payrments from any computer with Infermet access.
Pay.gow does MOT require a login ID or password to use the service.

For Bank Account (ACH) payments you will need:

Account Holder Mame
FPayment Amount

Account Type

ABA Routing Mumber
Account Mumber

Check Mumbear

Payment Date

Contact Telephaone Mumbear
Eill or Debt ID Mumber
ContractPO Mumber
Travel Authorization Mumber
Type of Debt

For credit or debit card payments you will need:

Account Holder Mame
Payment Amount

Billing Address

Card Type

Card Mumber

Secunty Code

Expiration Date

Payment Date

Contact Telephone Mumbear
Bill or Debt 1D Mumber
ContractPC Mumber
Travel Authorization Mumber
Type of Debt

*Please nofe that credit card payments cannot be made in increments higher than $24 000 05
“Howewer, note that there is no limit on debit card payments. Cnly Visa, MasterCard, AMEX. and Discover are accepted.

To make a payment:

5o to the NASA Shared Services Center (NES5C) Web site at hitps:iwww. nssconasa. gowhome.

Cin the right side of the screen, scroll down and click Pay NASA.

Sszlect the appropriate MASA Center from the NASA Center drop-dowen menu.

Szlect Direct from the Transaction Type drop-down menu. Chck the Submit button.

A payrment screen will appear. Payments can be mads using an ACH Debit or a Credit Card.

Ernter payment information in the fields provided. The reguired fislds are markad with a8 red asterisk.

For Bank Account Debit {ACH) payment transactions, select the desired Scheduled Payment Options:

# One Time Payment

#  Nultiple Payments allows you to schedule the Frequency of the Scheduled Payments as well as the Total Number of
Recurring Payments.

Click the Continue with ACH/Plastic Card Payment button if the payment information entered is comect. To cancel the

payment, click the Cancel bution.

Enter & personsal email address to receive a confirmation number st the end of youwr fransaction. Please retain this numbsr for

your records.

If you hawe any problems with the system during the payment process, please call Pay.gov Customer Service at 300-824-1373. For
all other inguiries, please contact the ME5C Customer Contact Center st 77-877-2123.

TFIRSTGON

1 /7774
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APPENDIX H — FINANCE REQUEST TASK ELEVATION TO ACCOUNTS
RECEIVABLE L3

Elevation to L3: All SN FRTs must be researched and fully documented prior to being
elevated to L3. Listed below is the order of elevation for all FRTs.

Order of Elevation:

L2 Payment Processor / Account Maintainer
L2 AR SP Supervisor or designee
L3 Primary POC. If the primary POC is unavailable, the L3 Back up POC
L3 AR Lead, if needed.
5. All returns for additional information are returned to L2 AR SP Supervisor or designee.
Prior to Elevating FRT to L3, please input the following information into the FRT:

ON =

Customer name

Customer Contact information (if applicable)
Customer SAP Account #

BOC#s

All e-mail Communications related to the FRT
Activity or steps taken prior to elevation
Reason for elevation

State what is requested from L3

®NO Ok WDN =

Types of FRTs to be elevated to L3: Listed below are some of the more common
issues that should be elevated to L3. Please note that this listing is not all inclusive.

1. All policy related questions should be routed to L3 for determination

a. L2 must reference any applicable Treasury, NPR, SDG, EPSS, or OCFO
guidance in the FRT in question.

b. If there is not a policy related to the issue or if L2 is unsure of which policy
is applicable to the matter, L2 must confer with the AR L2 Supervisor or
designee prior to routing the FRT to L3.

c. L2 must document in the FRT the areas checked for guidance such as the
SDG, EPSS, or NPR/NPD.

2. Customer Complaints and Treasury (FedDebt) disputes

a. Prior to routing FRT to L3, L2 should try to determine the reason for the
complaint from the customer. Distinguish a customer dispute, Treasury
dispute or a waiver request by making sure that the customer is claiming
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that they do not owe the charges on the bill. If the customer is requesting
to speak to someone from L3, elevate the FRT with details.

i. Ifthe FRT is determined to be a dispute, determine whether the
dispute is a Treasury dispute or a dispute of the validity of the bill.

ii. If the dispute is over the validity, AR L2 will route to the functional
area who originated the bill. The functional area will review the bill
for validation.

b. If the request is determined not to be a valid dispute, AR L2 will provide

the details of the original communication, if applicable in the notes of the
work log (i.e., what charges on the bill that the customer does not agree
with).

Relate FAR that are related to the complaint or Treasury dispute.

d. Ifitis determined to be a Treasury Dispute, AR L2 will escalate the FRT to
AR L3 immediately.

e. Disputed debts from Treasury are time sensitive and should be routed to
L3 immediately with the applicable supporting documentation.

NOTE: All disputed Reimbursable bill of collections must be routed to the
Center for review.
3. TROR and CMP Returns

a. Document the history of the CMP.

b. Begin the correction process, if applicable.

c. Route to L3 for review and approval.

NOTE: Questions from OCFO related to the TROR and CMPs should be
elevated to L3 immediately with any notes attached.
4. Request for payment plans

a. Determine if the debtor is a current NASA employee. If so, L2 should
initiate a voluntary salary offset.

b. Non-NASA Employees- provide the Center, customer number, bill of
collection(s) number, and customer contact information, then route to L3
for review of promissory note.

c. L3 will review promissory note for accuracy and return to L2 to contact
customer.

5. Request for Waiver/Waiver Determination (please see waiver process for
detailed steps.)

o
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a.

L2 should compile the waiver package to include all pertinent supporting
documentation. Once complete, the FRT should be routed to L3 for review
as indicated in the waiver process.

Once review is completed, L3 will resolve the “review” FRT in SN in order
to auto generate the next step in the waiver process and create a new
FRT assigned to L2 to route for approval.

6. Salary Offset Notification (Friendly Reminders)

a.

oo

L2 should determine which employees should be sent the friendly
reminders.

Populate the appropriate information into the salary offset notification such
as the bill number, customer name, dollar amount, and bill date.

Route the notification for review and approval to L3 via SN FRT

L3 review/approval the request.

After the review is completed route the FRT back to L2 who will send the
notification to the employee via SN, save a copy in TechDoc and hold the
FRT until DOI sends Payroll deductions.

7. Request for “Paid in Full” on receivables

a.

Determine if the debtor can be provided an account statement to fulfill the
request. If so, L2 should initiate an account statement and send to debtor.
If the customer has requested a receipt of check or “paid in full” on the
account statement, L2 will elevate to L3 to finalize.
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APPENDIX | - EXAMPLES OF SERVICE NOW AR FUNCTIONAL
DETAIL TABS

FOIA

Accounts eceiveble | Worknotes | Acthity | System

Dallar Amas 27 S Callection Type Fay.gow Cradit Card w
Check Humber s Heae v
#greement Humber azTe Heae v
% FOARequesthumBer | ZI-MSSC-F-0DLE Deteof Tressury Canfimation | 20210707 F]
FeCerd Orderlag Humber
FEWTREmsen | AR Collection pending NSSC posting o a fund Rezaon FEer
Fae no v Customerbumber | 12543
Expected Pasting Dotz 20210731 B Sales Order Humber
DRMIPAE Value tine lizm
DRM/IPAC B TAHumber
#dvence Notification sREillNumber | 1800007814
Friendly Reminder Fiscalvear z0a1
Ealary Offset A7 Bill Date 20210707 =
Eraneaus F-Card Use Travel/A2 R Credit Memo
Unidentified Check cazh i g DaC
Returned Collection ARCreditMemo | 1e00020410
IRAL Rejection Billeble?

FOIA Notification >
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IPAC Payment

Accounts Recelvable ~ Worknotes  Activity | System
Custor
Dollar Amount 5 v
Check Date
Check Number
Agreement Number
FOIA Request Number

P-Card Orderlog

FBWT Reason AR Collection pending NSSC posting
Fee N/A
Expected Posting Date 2021-06-30

DRN/IPAC Value

DRN/IPAC

Advance Notification

Friendly Reminder

Unidentified Check

@ > AR Center
278118 || 4 sk Collection Type
Collection Category

TAS

BETC

Date of Treasury Confirmation

Document Reference Number

Q|| @ Return/Refund Reason
~ Customer Number
Sales Order Number
Line Item

TANumber
AR Bill Number

Fiscal Year

AR Bill Date

Travel/AP/MR Credit Memo
Cash Posting/Clearing Doc
AR Credit Memo

Billable?

Goddard Space Flight Center a|l®
IPAC v
Other Reveivables v
~None-- v
~None-- v
2021-06-02
210007840001

869

1400004988

1400004988

1400004988
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IPAC Fed Debt

AccountsReceivable | Worknotes  Activity  System

Customer Zachary Morgan Q@ % AR Center Kennedy Space Center
Dollar Amount | § v 243737 || £ % Collection Type 1PAC
Check Date Collection Category FedDebt
Check Number RS ~None -
Agreement Number BETC ~None
FOIA Request Number Date of Treasury Confirmation 2021-06-03
P-Card Orderlog. Document Reference Number 913503990001
FBWT Reason AR Collection pending NSSC posting Qo |l®@ Return/Refund Reason
Fee N/A ~ Customer Number 124229
Expected Posting Date 2021-06-30 Sales Order Number
DRN/IPAC Value Line ftem
DRN/IPAC TANumber
Advance Notification ARBill Number 1800006434
Friendly Reminder Fiscal Year 2021
unidentified Check AR Bill Date 2021-06-08

Travel/AP/MR Credit Memo
Cash Posting/Clearing Doc SEENOTES
AR Credit Memo

Billable?
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P-Card

Accounts Recelvable wnrk_

Customer NECSEL IP, INC. Q, ®

Dollar Amount $ v 1,485.33 Va
>k Che
% Check N
Agreement Number
FOIA Request Number

3k P-Card Orderlog PC11725576

FBWT Reason AP PCard Refund pending NSSC Post = Q @
Fee N/A v
Expected Posting Date 2021-05-31
DRN/IPAC Value
DRN/IPAC

Advance Notification

sk AR Center Armstrong Flight Research Center Q
%k Collection Type Check v
Collection Category PCard Refund v
TAS —None - v
BETC —None - v
Date of Treasury Confirmation 2021-05-25

Document Reference Number

Return/Refund Reason

00300446-001

Customer Number 120816
Sales Order Number
Line Item
TA Number
AR Bill Number 1800008144
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IPAC Personal Property

Accounts Receivable = Worknotes = Activity = System

Customer IPAC PERSONAL PROPERTY (o} % AR Center Marshall Space Flight Center Q

Dollar Amount $ v 2,315.50 Xk Collection Type IPAC v

Check Date Collection Category Reimbursable Agreement v

Check Number TAS --None v

Agreement Number P41N0400 BETC --None -- v

FOIA Request Number Date of Treasury Confirmation 2021-06-04
Document Reference Number 600974320001

P-Card Orderlog

FBWT Reason AR Advance pending Center posting = Q_ Return/Refund Reason

Fee N/A v Customer Number

Expected Posting Date 2021-06-30 Sales Order Number
DRN/IPAC Value Line Item
DRN/IPAC TANumber

Advance Notification v AR Bill Number
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Restitution Check
sccaur ecevabe | Worknotzs | acaiy | sy
Custorer | Slisbeth Saserns ) [ [ —— )
Dallar Amaunt: B ez || F # collecsion Type Check v
o heckome | 2omtoezn @ Colleton aezeny | Resiion .
¢ check s [ none- v
—— Beteof Tresaiey Conliemation | 2020708 -
Fecerd Grdariog SocumentRetesence number | ovszstsecor
O S a PI—
v cumomer number
Expecied Pastic Fil Sales Order Number
sre Uneitem
PR = Tanumber
JoS— JrT—
[Emv— Facalvesr
Seary tst ssilza -
Emoneous F-Card Use. Travel/AP/MR Credit Mema.
Unidentified Check cash Posting/Cleering Do
[— Jrr—
eacAsjection sitaber
o Horention
Accounts Receivable Notes Motific ation Activity System
Customer Name US DEPARTMENT OF JUSTIC o AR Center Johnson Space Center o
Dollar Amount 5242 50 Collection Type IPAC b
Under $10 Collection Misc. Receipis b
Category
Check Number NIA
TAS/BETC — None — e
Date of Check
If Other,
Agreement TASIBETC
Number Date of Treasury | 2016-D2-08
FOIA Request Cenfirmation
Mumber Document | 144944790001
FBWT Reason AR Collection pending Misc W Reference
Number

Expected Posting
Date

2016-02-29

Return Reason
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Returned Payment

sisealvaer

B < < ¢ ¢ p
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Rejected IPAC

Accounts Receivable | Worknotes  Activity | System

Customer

% Dollar Amount
CheckDate

Check Number
Agreement Number
FOIA Request Number
P-Card Orderiog
FBWT Reason

Fee

Expected Posting Date
DRN/IPAC Yalue
DRN/IPAC

Friendly Reminder
Unidentified Check

IPAC Rejection

DEPARTMENT OF THE SPACE FORCE

S v

AR IPAC Rejection pending Center Guidance

N/A

2021-06-30

021032570001

2021-06-01

allo % ARCenter
4500 | 2 % Collection Type
Collection Category

TAS

BETC

Date of Treasury Confirmation

Document Reference Number

al o Return/Refund Reason

~ Customer Number

Sales Order Number

Line ltem

TANumber

ARBill Number

Fiscal Year

ARGill Date

Travel/AP/MR Credit Memo
Cash Posting/Clearing Doc
AR Credit Memo

Billable?

Goddard Space Flight Center a|le
IPAC v
Reimbursable Agreement v
—~None— v
~ None— v

2021-06-02 &

785119870001

SHELLICE FORRESTER 216-204-6840/D: THE L

6168

8000010305

2021

20210527 =]
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APPENDIX J- TRACS IPAC - RETURNED REFUND PROCESS FLOW

TRACSs (Start)
Q TRACs IPAC SNOW Case /
< ||TRacsIPac researched & Taskcresteaand | | fodteTasklo
a Recsived 12002000 docs [—»{ slectronic copies |—»{ £ 2 AR
— notated on IPAC of SAP postings
% T POF attachad refund docs
TRACS Task
Recsived
J
o
<
Fouts Task o AR Route Task to AR
stating that with reversal
docurments could not d
e reversed because D:JDI“CE-I =mn
on canceled funds g
=
2
3

AR Helpful Hint: If you have several TRACS customers
Ffected in one Case/Task (on one IPAC), it may be helpful
o create 3 new CasefTask for each customer and relate
back to the master/main Case as tracking all items in one
Case can get confusing.
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TRACSs (Funds Canceled)

AP IPAC

AP

Task Work- Email Center POC
Motes say asking if they would
funds are like to request OCFO

canceled reopen canceled
T funds.

AR

Post IPAC to MR
-Pisting Diate = IPAC
“Accomplish Date”™
-Reference = IPAC DRN
(with 0001 at end)
-1010.5100 {IPAC})

‘When MR posting
is complete, put

posting nfiormation {' .
in work-log and END
Resolve Task an

Close Case

Reissue

(CH Pay

Ernall NSSC that |
funds will not be
renpervec

Ernall NEEC that
Funds have been
renpenec

received
frcm NSSC Fmds"

Center
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TRACS (Refunded 3x)
Q
<
o
o
<
o
<
ALREADY REFUNDED 3X
- When MR posting
Send email to Center POC to i
reverse their 1200 refund Emai received PWu is t}DrmK;te. p;‘m ~
% posting and to refssue as from Center POC _’}? &= _-’ 2400 doc > in?:hxgr‘:bgm;d EMD
2400 RL dozument — 10100000 = 1010 used n 2400 doc posting Resolve Task and
- close Case.
— h,
o Email received 1200 document
= from NSSC™™ reversed and 2400
8 e decument reposted

***if you cannot get center to do this reversal!
reposting step above, AM can reverse 1200
docurment and PP can repost 2400 RL document
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TRACS: Reissue Check/ACH
Q
<
o
o
<
Task Received Route Task back
o from AR. Create to AR with
< Customer [ *| Proposal Date and
Payment Proposal Proposal ID
3
Review Customes Master
Email Center POC fo let (¥D03) for addressbanking v
Task Work Notes. them know that the mfoiPayment Method®. Route task to AP
say refund customer needs to be = = L Task Recsived
documentshave || oontacted regarding ;Tg;fp‘?c |,| CheckRefund Document | | Wr=ishund o and Resohved™
- bee e retumed payment et LN o peest 3 Checy tohid i
el = |{provide return reason if — 3 method. ACH) Case = Closed.
o kmowm)
- If anything is incomect. alert
center for comections... /
END
N Y
5 [ I' C Custome:
o Email Received Gt "\ | Emal NSSC-AR
[ = from NSSC-AR e ACH Info, [™] that check/ACH
& L e Fn‘“ee'tc | |zan be re-refunded
**Some Centers request

that proposal date and ID
bbe emailed to them.
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APPENDIX K — INSTALLING MACROS AND ADD-INS

Installing the AR-Macro Catalog:

N:\FM Division\Accounts Payable Accounts Receivable\Macros

@ Security Warning Some active content has been disabled. QOptions...

Installation Menu

Choose the appropiiate option for your computer

i |

e Select “Options” Button
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r

Microsoft Office Security Options @ &

U Security Alert - Macros & ActiveX

Macros & ActiveX

Macros and one or more ActiveX controls have been disabled. This active content might
contain viruses or other security hazards. Do not enable this content unless you trust the
source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the content
provides critical functionality and you trust its source.

More information

File Path: C:\...indows\Temporary Internet Files\Content.Outlook\TXNOGAZH\AR Macro.xlsb

() Help protect me from unknown content (recommended)

Open the Trust Center

Installation Menu

Choose the appropriate option for your computer

e Select the “Save to my Windows PC...” button
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- - e,
File Already Exists (S

The file

'CAUsers\ffouquet\AppData\Roaming\Microsoft\ExcehXLSTART\Personal.
¥Isb' already exists. Would you like to save over the existing file?

e If you get this message, select “Yes” if you don’t mind your personal
workbook being overwritten. If you select no, it will create a “personal(2)”

workbook.

Microsoft Office Exci

Ia A file named 'C:\Users\ffouguet\AppData'\Roaming\Microsoft\Excel\XLSTART\Personal.xlsb' already exists in this location.

Do you want to replace it?

No ] l Cancel ]

e |f you get this message, select “Yes” if you don’t mind your personal
workbook being overwritten. If you select no, it will create a “personal(2)”

workbook.
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When you close the Excel application you will be prompted to save
changes to your Personal Macro workbook., Make sure to say YES!

e Select “Yes”
e Close Excel

T

Do you want to save the changes you made to the Personal Macro Workbook? If you click Yes, the macros will be available
the next time you start Microsoft Office Excel.

(%] (o ) [comn ]

e Select “Yes”
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Next time you open Excel, the macros will be available to you.

Macro name:

Personal.xlsb!Accruals

Personal.xlsblAccruals
Step Into

Accruals |
Personalxlsb! AFED.AFED |
AR_Macro.xlsb! AFED.AFBD Edit
Personalxlsb! AGING_DUMNMNING —
AGING_DUNNING
Personalxlsb! AGING_TROR

AGING_TROR
Personal.xlsb! AGING1310

AGING1310

Personalxlsb!ApostroPut

ApostroPut

Macros in: | All Open Workbooks |z|

Description

Cancel

Installing the AR-Billing Add-In
N:\FM Division\Accounts Payable Accounts Receivable\Macros\AR-Billing.xlam
(Double-clicking on this link will automatically download the add-in)

Installing the AR-Billing Updater
N:\FM Division\Accounts Payable Accounts Receivable\Macros\ Updater-AR-

Billing.xlam
(Double-clicking on this link will automatically download this automatic updater)

Installing the AP-AR Add-In for CMPs
N:\FM Division\Accounts Payable Accounts Receivable\Macros\ AP-AR.xlam
(Double-clicking on this link will automatically download the add-in)
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Installing the AP-AR updater

N:\FM Division\Accounts Payable Accounts Receivable\Macros\Updater-AP-

AR.xlam

(Double-clicking on this link will automatically download this automatic updater)

Installing the ZEPY Datamart Add-In

N:\FM Division\Accounts Payable Accounts Receivable\Macros\Zepy.xlam

(password protected since this does actual postings in SAP Production. This
password is known by the AR-L2 Datamart Technician and the AR-L2

Supervisor)
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APPENDIX L — CONFIRMATION MACRO PROCESS

Please note that all processing files should remain in the main folder prior to running the
confirmation Macro. For instance, ensure that the CIR (Collection Information
Repository) Voucher Report spreadsheet exists in the previous day main folder (i.e.,....
R:\Accounts Receivable\Check Collections\Deposit Confirmations\FY20xx\P MMM
20YY\MMDDYYYY):

~

Name v Date modified
5515 Returns 4/5/2019 7:13 AM
Back Up 4/5/2019 7:37 AM
Confirmation 4/5/2019 7:38 AM
Fedwire 4/5/2019 7:39 AM
Pay.Gov 4/5/2019 7:39 AM

*). CIR_VoucherReport_04052019 4/5/2019 7:23 AM

BT CIR VoucherReport_04052019 > 4/5/2019 8:09 AM

") CIR_VoucherReport_PriorDay_04052019 4/5/2019 7:15 AM

Navigate to the CIR website at https://www.cir.fiscal.treasury.gov and sign on. Once
signed on, click on the launch reports tab.

Open a New Excel spreadsheet
(Request to Add MACRO to your Excel Add-In by contacting SP Financial Support

Specialist)

Q Tell me what yo

ACROBAT Deposits

Home Insert Page Layout Formulas Data Review View Developer

= B | B =9

. [ Create Package i
Pull 215 Copy Files [ Process Update Collections
Report V2 ~ Deposit Report| to DI Folder (35 Copy to DI Folder Collection Cases )OTCnet Cases Workbook
OTCnet ile Management Service Now Collections Workbook

Under the Excel tab, there is a Macro tab called “Deposits.”
The numbered depictions are the steps to follow:

E€ Fedwire Break-out
g8 Pay.gov Break-out

Check Confirmation Package

M

Pull Voucher

CIR

1. Click or select “Pull Voucher Report V2” macro button
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a. Under this button, There are two options:

Previous Business Day
Today

b. Click or select “Previous Business Day”

This will navigate to CIR website and will pull the previous day’s
report.

Let it run until Excel pops up a complete confirmation dialog.

If any previous day transactions were not pulled based on the
Previous Day spreadsheet, the macro will pull missing transactions
automatically.

If nothing was pulled and the Excel Confirmation Dialog says
“Completed”, check the Previous Day Voucher report to validate
there are no new transactions.

Note: If an Excel error dialog pops up or didn’t pull as intended, see
step 1.d. for corrective action.

c. Click or select “Today”

Let it run until Excel pops up a complete confirmation dialog.

It will pull today’s Transactions.

Once Excel Confirmation Dialog says “Completed”, validate the
Voucher report with the CIR report to ensure all data was pulled
correctly.

Note: If an Excel error dialog pops up or didn’t pull as intended, see
step 1.d. for corrective action.

d. Validation

Confirm the VoucherReport and VoucherReport-PriorDays tabs
match the total count and dollar amounts in the FTD tab of the
Voucher Report spreadsheet:
Notice Today’s Total Count on Column J is 6 and Total dollar
amount is $72,032.42
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A B D E G H | I J K L

C
1 | TOTALCREDIT AMOUNT TOTAL DEBIT AMOU! 'OTALNET AMOUNT TO CREDIT COUNT TOTAL DEBIT COUNT A#OTAL COUNT OF VOUCHERS
2 |$72,032.42 $0.00 $72,032.42 6 0 %

3
4

5 |VoucherNumber VoucherDate Crdind Voucher Amount VoucherType VoucherALC DepositDate Reporting Prog grat Fin TransCount AgencyAccount ID Corrective Type
6 [151281 4/4/2019 Y 215 80000002  4/5/2019  4/5/2019 OTCnet:E-Check Deposit 2 Original

7 293414 4/5/2019 Y 215 80000002  4/5/2019  4/5/2019 Pay.gov 1 076388007 Original

8 [293415 4/5/2019 Y 215 80000501  4/5/2019  4/5/2019 Pay.gov 1 0F6388003 Original

9 (676875 4/4/2019 Y 215 80001201 4/5/2019 4/5/2019 OTCnet:E-Check Deposit 3 Original

10 (700499 4/5/2019 Y 215 80004901  4/5/2019  4/5/2019 Pay.gov 1 Original
11751323 4/4/2019 Y 215 80004301  4/5/2019  4/5/2019 OTCnet:E-Check Deposit 2 Original

VoucherReport | VoucherReport-PriorDays | FTD ® <

40 Count:6  Sum: $72,032.42

Ready ] Average: $12,

Notice PriorDays Total Count is 1 and Total Amount is $411,012.39

A B C D E F G H I J K L
1 VoucherNumber VoucherDate Crdind herType VoucherALC DepositDate Date Reporting I:d Fin TransCount AgencyAccount ID Corrective Typ
2 |040059 4/4/2019 § 215 80004904 4/4/2019 4/4/2019 Credit Gateway:ACH 1800349006000 Original

VoucherReport | VoucherReport-PriorDays | FTD ® <
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In the FTD Tab, we are expecting to see a Total Count of 7 and Total Amount of
$483,044.81. But FTD reflects a Total Count of 11 and Total Amount of
$425,461.81. This shows it is missing $57,583.00.

A B (5 D E F G H J K L M N o P
Settlement
Service Now Service Now Service Now Voucher Voucher  FinTrans FinTrans Reporting Mechanis
1 Case ~ DRN ~|CollType |~/Center [~|ALC ~ | Date ~ | Payer Name ~ | Payer Email Payer Ty| * Voucher Amou ~ Number |~ |Count ~ Order | - |Program/Subprogram + |m ~ | File Name

r 040059_1_NASA JFK SPACE
00040059-001 Fedwire  KSC 80004304 4/4/2019 NASA JFK SPACE CENT 411,012.39 (040059 1 1 Credit Gateway:ACH CENT_FEDWIRE_KSC"FY_2019"APR_2019"00040059-001.pdf
00151281001 Check GSFC 30000002 4/4/2019 CHRISTOPHER ROUFF 1,684.45 [151281 2 1 OTCnet:£-Check Deposit ACH 151281_1_CIR 04052019_GSFC.pdf
00151281-002 Check GSFC '80000002 4/4/2019 CLYNN MYERS 588.14 151281 2 2 OTCnet:E-Check Deposit ACH 151281 _1_CIR 04052019_GSFC.pdf

r 293414_1_ERIC RYAN SWITZER_GSFC'FY_2019"APR_2019"002934]
00293414-001 Pay.Gov Credi GSFC 80000002 4/5/2019 ERICRYAN SWITZER Individual 3150 293414 1 1 Pay.gov CARD  00Lpdf

i 293415_1_WILLIAM RICHARDS_LARC™FY_2019"APR_2019002934]
00293415-001 Pay.Gov Credi LARC 80000501 4/5/2019 WILLIAM RICHARDS Individual 16.37 293415 1 1 Pay.gov CARD 001.pdf
00676875-001 Check ARC 80001201 4/4/2019 MILLENNIUM ENGINEERING 3,907.27 (676875 3 1 OTCnet:E-Check Deposit CHECK  676875_1_CIR 04052019_ARC.pdf
00676875-002 Check ARC 80001201 4/4/2019 AECOM TECHNOLOGY CORP 1,13652 (676875 3 2 OTCnet:E-Check Deposit CHECK  676875_1_CIR 04052019_ARC.pdf
00676875-003 Check ARC VSDDOIZHI 4/4/2019 GOLLLLC 1,065.12 676875 3 3 OTCnet:E-Check Deposit CHECK 676875_1_CIR 04052019_ARC.pdf
00751323-001 Check MSFC 30004301 4/4/2019 Bk MANUFACTURING CO 1,381.01 (751323 2 1 OTCnet:E-Check DepositCHECK 751323 1 CIR 04052019_MSFC.pdf
00751323002 Check MSFC 30004501 | 4/4/2019 BK MANUFACTURING CO 4,639.04 [751323 2 2 OTCnet:E-Check Deposit CHECK 751323 _1_CIR 04052019_MSFC.pdf
VoucherReport | VoucherReport-PriorDays | FTD ®

nt10 sumésserst (@ @ @ -

It appears that the $57,583.00 is tied to Voucher Number 700499
that was listed in the VoucherReport tab that was missing in the

FTD tab.

1. To correct it, delete the row with the Voucher Number
700499 that was listed in the VoucherReport tab.

Click or select “Today”

Macro once again

1. By doing this, the Macro will look for transactions that were
not pulled today and populate the missing Transaction on
the bottom of the rows of both tabs.

If there is an error message like example highlighted in yellow

below in FDT tab, you will need to follow the correction steps listed

below:




NSSC NSSDG-9200-0008 Revision 9.0

: H : Number
Service Delivery Guide Effective Date: _ July 30, 2021

Expiration Date: July 30, 2023

Page 275 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

A B C ) E E G H J K L M N 0 P
Settlement
Service Now Service Now Service Now Voucher Voucher  FinTrans FinTrans Reporting Mechanis

1 Case ~ DRN v Coll Type v Center v ALC ~ Date ~ Payer Name | Payer Email | Payer Ty| * |Voucher Amou | Number *|Count ~ Order v Program/Subprogram * 'm ~ File Name

r [ 040059_1_NASA JFK SPACE
2 00040059-001 Fedwire KSC 80004904 4/4/2019 NASA JFK SPACE CENT 411,012.39 040059 1 1 Credit Gateway:ACH CENT_FEDWIRE_KSC"FY_2019“APR_201900040059-001.pdf
3 00151281-001 Check GSFC 30000002 4/4/2019 CHRISTOPHER ROUFF 1,684.45 151281 2 1 OTCnet:E-Check Deposit ACH 151281 1 CIR 04052019_GSFC.pdf
4 00151281-002 Check GSFC 30000002 4/4/2019 CLYNN MYERS 588.14 151281 2 2 OTCnet:E-Check Deposit ACH 151281 1 CIR 04052019_GSFC.pdf

r r 293414 1 ERICRYAN SWITZER_GSFC™FY_2019"APR 20197002934
5 00293414-001 Pay.Gov Credi GSFC 80000002 4/5/2019 ERIC RYAN SWITZER Individual 3150 293414 1 1Pay.gov CARD 00L.pdf

r r 293415_1_WILLIAM RICHARDS_LARC*FY_2019"APR_2013002934;
6 00293415-001 Pay.Gov Credi LARC 80000501 4/5/2019 WILLIAM RICHARDS Individual 16.37 293415 1 1 Pay.gov CARD 00L.pdf
7 00676875-001 Check ARC 30001201 4/4/2019 MILLENNIUM ENGINEERING 3,907.27 ‘576875 3 1 OTCnet:E-Check Deposit CHECK 676875_1_CIR 04052019_ARC.pdf
8 00676875-002 Check ARC 30001201 4/4/2019 AECOM TECHNOLOGY CORP 1,136.52 ‘676875 3 2 OTCnet:E-Check Deposit CHECK 676875_1_CIR 04052019_ARC.pdf
9 00676875-003 Check ARC 30001201 4/4/2019 GOLLLLC 1,065.12 576875 3 3 OTCnet:E-Check Deposit CHECK 676875_1 CIR 04052019 ARC.pdf
10 00700493-001 Pay.GovACH MSFC  'S004%01  4/5/2019 700439 1 1Pay.gov ACH error: Unable to pull data from the FTD repor]
1 00751323-001 Check MSFC 30004901 4/4/2019 BK MANUFACTURING CO 1,381.01 751323 2 1 OTCnet:E-Check Deposit CHECK 751323 1 CIR 04052019_MSFC.pdf
2 00751323-002 Check MSFC 30004901 4/4/2019 BK MANUFACTURING CO 4,639.04 751323 2 2 OTCnet:E-Check Deposit CHECK 751323_1_CIR 04052019_MSFC.pdf

iv. To correct error, delete the row with the Voucher Number 700499
that was listed on both the VoucherReport tab and the FTD tab.
Click or select “Today” in the Macro once again

1. By doing this, the Macro will look for the transactions that
were not pulled today and populate the missing Transaction
on the bottom of the rows of both tabs.

2. Click or select “Pull 215 Deposit Report OTCnet” macro button
a. This will navigate to OTCnet website.
b. Wait for the login to be available for entering your username and
password
c. Letit run until Excel pops up a complete confirmation dialog.

3. Run the “Check Confirmation Package” macro button:
a. Run “Create Package”

i. This combines the 215 Deposit Report and the CIR check

deposited reports into a confirmation package.
b. Run “Copy to DI (Document Imaging) Folder”

i. This will move a copy of the Confirmation Package to the
Document Imaging folder and will move the original documents to
its designated folders in the R: Drive.

ii. Let this run until Excel pops up a complete confirmation dialog.

c. Open the SN FAR for the checks. Update the Accounts Receivable Tab
with the DRN (Document Reference Number) and Voucher Date. Open
the FRT and change status to closed complete.

4. Run the “Copy Files to DI Folder”:
a. This step moves a copy of the Fedwires, Pay.gov, and 5515 files to the
designated Document Imaging folders and generate a SN FAR.
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i. This step also moves the Fedwires, Pay.gov, and 5515 files to the
designated folders in the R: Drive.
ii. Letitrun until Excel pops up a complete confirmation dialog.

5. Once the Fedwires, Pay.gov, and 5515 SN FAR have been generated, click or
select the “Process Collection Finance Accounts Recievable ” button

a.

This will navigate to SN. The macro will look up the FAR by the DRN and
will populate the FAR, FRT, and the Accounts Receivable tab with the
Customer Name, Dollar amount, Center, Collection Type, Confirmation
Date, and Document Reference Number.

i. Let it run until Excel pops up a complete confirmation dialog.
Once the SN FAR is processed, the FRT Status will be changed to Close
Complete and the “SN FAR ” will be completed with the FAR number.

Insert  Page Layout Formulas Data Review View Developer ACROBAT AP Civil Servant  Deposits \

-y _ ]
D 3 Cut Calibri 11 AN T == EP Wrap Text General - =: 1 Zd
B Copy - -~
Paste . . . | === |e=3= . ) €.0 .00 Conditional Format:
< ' Format Painter BIU-H-Q A |= = = | &= |EMarge & Conter $-% 2 %53 Formatting ~  Table ~
Clipboard & Font ~ Alignment & Number i Styles
A3 - Jt | FAR0001218
A B € D E F G
Service Now  Service Now Service Now Voucher
Case DRN Coll Type Center ALC Date Payer Name Pay«
4
4 FAR0001217 (0590156-001 Fedwire JsC 80000004 6/9/2021 INTUITIVE MACHINES LLC
r BECKMAN RESEARCH INSTITUTE OF
3 |FAR0001218 |Q0590158-001 Fedwire NMO 80000055 6/9/2021 THE CITY OF HOPE
r SPACE EXPLORATION
4 FAR0001216 (0575060-001 Pay.Gov ACH GRC 80000701 6/10/2021 TECHNOLOGIES
(¢

6. Also, if a new customer name was created, it will be notated in the “Notes”
column.
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Check
Settlement Confirmatio Saved to DI
Mechanis ~ File Name ~ nPkg ~ Folder ~ Notes
040059_1_NASA JFK SPACE
CENT_FEDWIRE_KSC~FY_2019~APR_2019~00040059-001.pdf YES
ACH 151281 1 CIR 04052019 _GSFC.pdf YES YES
ACH 151281 1 CIR 04052019 GSFC.pdf YES YES
293414 1 _ERIC RYAN SWITZER_GSFC~FY_2019~APR_2019~00293414-
CARD 001.pdf YES New Customer created
293415 1 WILLIAM RICHARDS_LARC~FY_2019~APR_2019~00293415-
CARD 001.pdf YES
CHECK 676875_1_CIR 04052019 _ARC.pdf YES YES
CHECK 676875_1 CIR 04052019 ARC.pdf YES YES
CHECK 676875_1_CIR 04052019 _ARC.pdf YES YES
700499 _1 ELECTROFORMED NICKEL
ACH INC_MSFC~FY_2019~APR_2019~00700499-001.pdf YES New Customer created
CHECK 751323 1 CIR 04052019 MSFC.pdf YES YES
CHECK 751323 1 CIR 04052019 MSFC.pdf YES YES

c. If the macro is unable to process the document, the row the document is
listed will be highlighted and the reason will be notated in the “Notes”

column.
A B G D 3 F G H ) K L M N 0 4

Service Now  Service Now Service Now Voucher Voucher ~ FinTrans Fin Trans Reporting Settlement

Case DRN CollType ~ Center  ALC Date Payer Name Payer Emall Payer Type Voucher Amount Number ~ Count  Order  Program/Subprogram  Mechanism File Name

590156_1_INTUITIVE MACHINES
FAR0001217  00590156-001 Fedwire ISC 80000004 6/9/2021 INTUITIVE MACHINES LLC 71,942.74 590156 1 1 Credit Gateway:Fedwire LLC FEDWIRE JSC*FY 2021*JUN 202100590156
’ BECKMAN RESEARCH INSTITUTE OF ’ 590158_1 1560V
FAROOOI218 00590158001 Fedwire  NMO 80000055 6/9/2021 THE CITY OF HOPE 78236.00 590158 1 1 Credit Gateway:Fedwire SERVICE_FEDWIRE_NMO~FY_2021*JUN_2021~00¢

SPACE EXPLORATION 575060_1_SPACE EXPLORATION
FARO01216  00575060-001 Pay.GovACH GRC 80000701 6/10/2021 TECHNOLOGIES Business 39,127.00 575060 1 1 Pay.gov ACH TECHNOLOGIES_GRCFY_2021*JUN 2021005750

i. To process these, unhighlight the row, delete the “SN FAR”
number, and delete the comments in the “Notes” column.

ii. Select the “Process Collection Finance Accounts Recievable ”
button under the Deposits macro tab. This will run the macro again
and the document will be processed.

6. Once all documents are processed, select the “Update Collections Workbooks”
tab. This will update the collections workbook with the Pay.gov, Fedwire, and
5515 documents. The Collections workbook is located at N:\ Accounts
Receivable\Collections Wkbks\FY\FY_Collections_Workbook PayGovFedwire.

a. The documents will be entered by center with all of the information from
the FTD tab on the Deposit Confirmation spreadsheet.
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A B € D E F G H ! J K -
1 Service Now Case Service Now DRN Service Now Coll Type Center ALC Voucher Date Payer Name Payer Email Payer Type Voucher Amount Voucher Number FinT
0 |[FMC0284277 00698369-001 Pay.Gov Credit Card AFRC 80000024 3/29/2021 RACHEL SALTZMAN Individual 70.5 698369
1 FMC0285470 00250093-001 Pay.Gov ACH AFRC 80000024 4/9/2021 HUMANETICS INNOVATIVE SOLUTIONS INC  Business 3000 250093
2 |[FMC0285605 00250094-001 Pay.Gov ACH AFRC 80000024 4/12/2021 JEREMY CABLE amcable@ho Individual 66.82 250094
3 |[FMC0288511 00250095-001 Pay.Gov ACH AFRC 80000024 5/12/2021 JEREMY CABLE amcable@ho Individual 66.82 250095
4 FAR0001022 00700162-001 Fedwire AFRC 80000024 5/20/2021 ITSGOV SERVICE 199347.15 700162
5 FAR0001240 00250096-001 Pay.Gov ACH AFRC 80000024 6/14/2021 JEREMY CABLE amcable@ho Individual 66.82 250096
6
i
8
9
0
1
2
3
4
5
6
7
8 -
» @80000002 JSC_72_80000004 | AFRC 24 80000024 NMO‘@ 4 »
sady 39 Count0  Sum:0 B 3 O - 1 + 100%

i. Letit run until Excel pops up a complete confirmation dialog.



NSSC
Service Delivery Guide

NSSDG-9200-0008 Revision 9.0
Number
Effective Date:  July 30, 2021

Expiration Date: July 30, 2023

Page 279 of 298

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Collection/Deposit Process SDG

APPENDIX M — DEBT ACCOUNTING CODE PROCESS - JURY DUTY

1. Log into BOBJ via bReady; https://bobjprd.ndc.nasa.qgov/BOE/BI
2. Go to My Systems/Information Technology

@ bReady

Procurement

Select BW via BOBJ

MY SYSTEMS X

Financial >
Budget >
Logistics >

I Procurement I b
Procurement Training-Testing >
Employee >
Support »
Information Delivery W
BW via BOB]

=P MY SYSTEMS

IDENTITY =

Information Delivery TPOC Ce

MY S¥YSTEM

Information Delivery ITPOC

Mobile Applications for the Agen

EXPLORE MOW
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3. Select Analysis Edition for OLAP
@ Wiscome: Myers, Jennifer A 709341000 | Agplca Helpmenuv | Logoff | &

Home | Documents =
| =)
By ing and nsmg this i ion system, you ack ledge and consent to the followmg:
You ara ingalU8 G it inf ton system, which includes: (1) this computer; (2 this computer network; (3) all
computers connected to this network including end user systems; (4) all devices and storage media attached to this network or to any y =
computer on this netwerk; and (3} cloud and remote information services. This information system is provided for U.S. Govemment-
authorized use only. You have no reasonable expectation of privacy regarding any icati itted throush or data stored on
this information system. At any tima, and for any lawful purpose, the U.S. Governmant may monitor, intercept, search, and ssize any
communication or data transiting, stored on, or traveling to or from this information system. You ara NOT authorized to process
clazsified mf: ton on this i systam. Unauthorized or improper usa of this system may result in suspension or loss of
access privilages, disciplinary action, and civil and/or criminal penzlties,

[

4. Select ALDS Detail Reports

~ Jdnd | [ Folders |

View: l Roles - ]

|2) ALDS Detail Reports [Z:ALDS_MENU]  (ee———
|_2) ALDS Labor Reports [Z:ALDS_LABOR_MENU]

|2) BW - Authorization to View Queries. [Z:VIEW_QUERY]

[# |-7) HCW FPPS/Workforce/Other NON-EEQ [Z:HCFPPSNONEEOQ]

« Back Next » oK

5. Double Click ALDS Detail Report — FY2010 and Forward
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JFnd | [ Folders |

View: [ Roles - l

=l [ ALDS Detail Reports [Z:ALDS_MENU]

1 ALDS Detail Report - FY2009 [ZML_ALDSDETAIL V101]

|.7) To Be Deleted [0000000040]
ﬁ ALDS Labor Reports [Z:ALDS_LABOR_MENU]
|.2) BW - Authorization to View Queries. [Z:VIEW_QUERY]
la HCW FPPS/Workforce/Other NON-EEQ [Z:HCFPPSNONEEQ]

| ALDS Detail Report - FY2008 and Prior [ZML_ALDSDETAIL_V100]

4 Back Next

Prompt Summary

= €3 ZML_ALDSDETAIL2010_V102 [SAPBWP200] ~ * Business Area/Center Range

1 ALDS Detail Report - FY2010 and Forward [ZML_ALDSDETAIL2010_v102] C——

i1 ALDS Labor Sensitive Report - FY2008 and Prior [ZML_ALDSSNSTIV_V100]
\'ﬂ ALDS Labor Sensitive Report - FY2009 [ZML_ALDSSNSTIV_V103]
ﬁ ALDS Labor Sensitive Report - FY2010 and Forward [ZML_ALDSSNSTIV2010_V104]

‘ + €3 Business Area/Center Range : [ Tnclude -

View hidden optional prompts (12) [22

values | Equal

7] Save prompt values with workspace
*  Required prompts

| validate || oK

|

l

Cancel
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7. Click View hidden option prompts

Prompt Summary

= 0 ZML_ALDSDETAIL2010_V102 [SAPBWP200]

= * Business Area/Center Range

* 0 Business Area/Center Range :

[ Include - ] values l Equal - ‘
View hidden optional prompts (12) J
7] Save prompt values with workspace
*  Required prompts
Validate ] [ OK Cancel
8. Select Period/Fiscal Year (Interval, Optional)
"Prompts =
Prompt Summary ' | I E-3
= &3 ZML_ALDSDETAIL2010_V102 [SAPBWP200] » Period/Fiscal Year (Interval, Optional)
Period/Fiscal Year (Interval, Optional) : (NG /Y <ar (Interval, Optional)
Performance Period/Year (Interval, Optional) : » Pay Code (Selection Options, Optional)
» WBS Element
Pay Code (Selection Options, Optional) : - -
» Cost Centers (Selection Options, Optional)
WBS Element :
» Fund
Cost Centers (Selection Options, Optional) : » Project type Ind WBS
Fund : » Object Class (Selection Options, Optional)
Project type Ind WBS : » Doc Type
- - = - » Commitment Item
Object Class (Selection Options, O "
» Pay Period End Date
Doc Type : -
I » Fiscal Year Range - Optional
Commitment Item :
Pay Period End Date :
Fiscal Year Range - Optional :
View hidden required prompt (1
Save prompt values with workspace
*  Required prompts
validate || oK 1 Cancel
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9. Enter Period/Fiscal Year- eg. “Start:"-006/2018 “End”-009/2018 and then Click
“Ok”
Note: If you are unable to determine the exact pay period the jury duty was
performed, select the last three periods up to the current period. If you are still
unable to determined the pay period widen your period range.

Page 283 of 298

Prompts £
[ or | Al W Variants » | o
* 3 ZML_ALDSDETAIL2010_V102 [SAPBWP200] iod/Fiscal Year (Interval, Optional)

Period/Fiscal Year (Interval, Optional) : Start: End:

Performance Period/Year (Interval, Optional) : 006/2018 7| | 009/2018 0| X

Pay Code (Selection Options, Optional) : » mance Period/Year (Interval, Optional)

WBS Element : »+ Pay Code (Sele i

Cost Centers (Selection Options, Optional) : » WBS Element

< . . .
e Cost Centers (Selection Options, Optional)
- » Fund
Project Ind WBS :
T e » Project type Ind WBS

Object Class (Selection Options, Optional) : » Object Class (Selection Options, Optional)

Doc Type : + Doc Type

Commitment Item : » Commitment Item

Pay Period End Date : »_Pay Period End Date

5 3 » Fiscal Year Range - Optional
Fiscal Year Range - Optional :
View hidden required prompt (1
[4] save prompt values with workspace
*  Required prompts
Validate OK Cancel

10. From the “Data” boxed area at the far left, drag and drop the following into the
“‘Row” boxed area to the right of it (In this order): Employee Name, Pay Period
YYYYMM, WBS Element, Fund, G/L Account, Pay Code, Order. Remove
“Object Class” by dragging and dropping from “Row” boxed area to “Data” boxed
area.
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LSl <] nttps://b0bjprd ndc nasa.gov/B0E /81
File Edit View Favorites Tools Help

%~ B 5 @ v Pagev Safetyv Tools~ (@~ M8

Welcome: Hartley, Dedra C 146026442 | Applications¥  Preferences Help menu v Log off ‘ rel
| Home | Documents | New Analysis Workspace - | New Analysis Worksp... = i |
N 2. d- 2. &3 | nalyze mnset | isplay | |
] a = 2 - S | Anab Insert |~ Display | 2
‘ n ™ | ?j | @ | X | i} H Filter » &7 Sort = calculations « ‘.;5 Conditional Formatting & Auto Update
Data * « ayo alysis 6 columns, 6496 cells
Key Figures
4 & Qrompts Il Columns )
_ . R 42" Key Figures Employee Name Pay Period YYYY| WBS Element Fund G/L Account Pay Code Order Amount Excl Leave Amount
I ‘ MOVITAEAED Overall Result Result Result Result Result Result Result Denied -
L=1) HARPSTER, GEO  Result Result Result Result Result Result Denied
201805 Result Result Result Result Result Denied
| - = | 904211.04.02.2C  EXCX22018D Result Result Result Denied
—= = Fede Hosp Insur ~ Result Result i
1% NASA Class Code Bows Denied
7% Network 2 * Employee Name > En COMP TIME USE  Result Denied
174 Network Activity % Pay Period YYYYMM FC000000 : Non Denied
& 174 Obj Cls Grp Summary “ WBS Element > WBS CREDIT HOURS  Result Denied
[ 17 Object Class % Fund > Fund FC000000 : Non Denied
J % G/L Account > G/L A REGULAR HOUR!  Result Denied
“ Pay Code > Pay Cod: FEOTIDRNGR Serici
P Oider Ot FEGLI GS/GM FT  Result Result i
Denied
COMP TIME USE ~ Result Denied
v
e FC000000 : Non i
e < > CREDIT HOURS  Result -
i esul ?
174 Performance Period/Year Denied
& 17 Period/Fiscal Year " Background EEOIOBINTENGN Denied
1% Position Tenure REGULAR HOUR!  Result Denied
osting Date FC000000 : Non Denied
[ 174 Posting Period Health GS/GM F1 Result Result Dissisd =
% Premium Class < < »
1% Prog vs Ins Ind b4 | Sheet1 " Sheetz | Sheets | |

11. Double click on “Pay Code” in the “Rows” boxed area and deselect all the check
boxes by removing the check mark in “Select Everything”. Then only select

“Administrative Leave Court Used”, then click “ok”.
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File Edit View Favorites Tools Help

%@ v B v = @ v Pagev Safeyv Toolsv @~

Welcome: Hartley, Dedra C 146026442 | Applications Preferences Help menu~ | Log off | 7S]

New Analysis Worksp... = & i

Filter "Pay Code”

(@ Individual Selection
(O Range Selection

Show Selected

[] Select Everything

Member (Text)

DMINISTRATIVE LEAVE COURT USED
"OMP TIME USED

REDIT HOURS USED

JOLIDAY NOT WORKED

REGULAR HOURS

File Edit View Favorites Tools Help

&~ - 5] d® v Page~ Safety~ Toois~ @~ T

Q Welcome: Hartley, Dedra C 146026442 | Applications v  Preferences Help menu~ | Log off 1
Documents | New Analysis Workspace | New Analysis Worksp... © = & |
@8- 2. &-8 ‘ Analyze | Insert |~ Display | @
l oo B R | X | ‘ Fiter- 2] Sort - [B Calculations + (3 Conditional Formatting + = Auto Update
[#]| pata - « Analysis 1 35 rows by 16 columns, 560 cells |
R r— 1] Columns Key Figures
4 Key Figures Employee Name Pay Period YYYY| WBS Element  Fund G/L Account Pay Code Order Amount Excl Leave Am
g
Overall Result ~ Result Result Result Result Result Result =]
HARPSTER, GEO  Result Result Result Result Result Result
201814 Result Result Result Result Result
B EIRE ™ | 747797.02.11.23  EXPX22018D Result Result Result
- = Rows Fede Hosp Insur~ Result Result
14 ITD WBS Element
= ~ Y Eriflonse Nafitess Empod ADMINISTRATIV ~ Result
"W Leave:Cateaory % ; " FC000000 : Non
%4 Mission/Mission Equivalent P hayLonod PRH > Eay
% NASA Class Code “ WBS Element > WBS Elen FEGLI GS/GM FT  Result Result
& ok % Fund > Fund | ADMINISTRATIV ~ Result
% Network Activity % G/L Account > G/L Accour || FC000000 : Non
1% Obj Cls Grp Summary T{Pay.Coreias Payiade Health GS/GM F1  Result Result
%
1% Object Class ¥ OrderOnder ADMINISTRATIV ~ Result
1% Order o FC000000 : Non
% Pay Code Reg Sal GS/GMF  Result Result
1% Pay Date < > ADMINISTRATIV  Result
Py ) o
;,, Pay Period End Date e R
r; ::ay :Iemd M Retiremnt GS/GN  Result Result
# 7 Pay Plan
ADMINISTRATIV ~ Result
1 Performance Period/Year e
174 Period|/Fiscal Year < S :)NO" < ﬂj
1% Position Tenure » - —
1% Posting Date | Sheet1 [ sheets | [
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12. To only display the information needed in the columns right click on each column
title and then select “key”.

htps://bobjprd.ndcnasa.gov/BOE/B]

File Edit View Favorites Tools Help

&~ - 5] d® v Page~ Safety~ Toois~ @~ T

Welcome: Hartley, Dedra C 146026442 | Applications v Preferences Help menu~ | Log off P

| Home | Documents | New Analysis Workspace - | New Analysis Worksp... = i |
‘ D@ @-12..&-8 “ Analyze | Insert | Disply | Q |
‘ B ] | B | X | H Fiter - 21 5ot~ [E Calculations + B3| Conditional Formatting + & Auto Update
Data ~ « ayo nalys ows by 16 column 60 cells
4 & Qrompts Il Columns | Key Figures
2 e S KeyFigi | EmPloyeeName Py Period WBS Element Fund G/LAccount  Pay Code Order : Total Hours Incl Le
| s T 7
T o Al overall Result Result Result Result Result Result R, 1 :‘:‘ . 24.000 ~
z
l HARPSTER, GEORGE  Result Result Result Result Result [ e i 24.000
v
201814 Result Result Result Result [ 24.000
g mw v | . o]l € > 747797.02.11.23.03  EXPX22018D  Result Result Show levels » 21.750
= Rows Fede Hosn Tnsur_ Result Expand tolevel __ » iooh
1% ITD WBS Element A Key Display as X
- ~ Employe = 0.000
1% Leave Category £ A + ke o
[ 17 Mission/Mission Equivalent W T, Medium description Move to X
#17 NASA Class Code ¥y FRGIR Ko7 =T Ay , .000
&y Network | #Fuind> | Key : Medium description Move after » 0.000
- /; letworl ¥ eiis) Text : Key Swap with ’ dFi
17 Network Activity i — Attributes y [EEEn 0.000
7% Obj Cls Grp Summary i Health GS/GM F1  Result —
B 1% Object Class P ADMINISTRATIV  § X Remove 0.000
# FC000000 : Non Aircraft Related Finan 0.000
v
Reg Sal GS/GMF  Result Result 21.750
< > ADMINISTRATIV  Result 21.750
P FC000000 : Non Aircraft Related Finant 21750
= Background Retiremnt GS/GM ~ Result Result 0.000
# 17 Pay Plan
1 Performance Period/Year ARNISTEATV R 0:000
& Wy PesrELYET FC000000 : Non Aircraft Related Financ| nonn ¥
e 4 »
&% Position Tenure . £ 2
1% posting Date | sheet1 " Sheet2 |  Sheet3 | 0

13.Use the “Snipping Tool” to take a Screen Shot.

Note: Use G/L Account beginning with “6100.1xxx.
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35 rows by 16 columns, 560 cells = %

Key Figures

Employee Name Pay Period WBS Element Fund G/L Account Pay Code Order Total Hours Incl Le
Overall Result Result Result Result Result Result Result 24.000 ~ |
HARPSTER, GEORGE ~ Result Result Result Result Result Result 24.000 |

201814 Result Result Result Result Result 24.000

747797.02.11.23.03  EXPX22018D  Result Result Result 21.750

USGL/6400.1241  Result Result 0.000

ADMINISTRATIVE LEAVE COURT USEC  Result 0.000

FC000000 0.00C

USGL/6400.1211 Result Result 0.000

ADMINISTRATIVE LEAVE COURT USEC ~ Result 0.000

FC000000 0.00C

USGL/6400.1221 Result Result 0.000

ADMINISTRATIVE LEAVE COURT USEC  Result 0.000

FC000000 0.00C

USGL/6100.1111 ) Result Result 21.750

ADMINISTRATIVE LEAVE COURT USEL  Result 21.750

FC000000 21.75C

USGL/6400.1231 Result Result 0.000

ADMINISTRATIVE LEAVE COURT USEL  Result 0.000
FC000000 . nnor v |

< > 4« 4
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APPENDIX N — RESOURCES - ACCOUNTS RECEIVABLE RESEARCH

ACCOUNTS RECEIVABLE RESEARCH RESOURCES

. N:\FM Division\Accounts Payable Accounts Receivable\Accounts

Receivable\Service Delivery Guides (SDGs)

N:\FM Division\Accounts Payable Accounts Receivable\Accounts

Receivable\Training\AR - Payment Processor Training -

a) Accounts Receivable — Session 14 (Checks)~Training.ppt

b) Accounts Receivable — Session 36 (Searching an IPAC by DRN in IPAC
System)~Training.pptx

c) AR Check Info.xIsx

N:\Bills of Collection

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Restitution

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\IPAC\DOJ

SN HISTORY

AWMS (Accounts Payable Work Management System) —
https://awms.nssc.nasa.gov/rolesort.cfm
a) Vendor Payment Processor (VPP)

CAMPUS SEARCH — NSSC Home Page — NSSC Employee Portal -
https://searchnssc.nssc.nasa.qgov/search/general.html

SAP

a) FBL5N — Customer Line Iltems

b) FBO03 — Display Document

c) VAO3 - Display Sales Order (Can also search by Purchase Order)
d) VFO03 — Display Billing Document
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e)
f)
¢)]
h)
i)
j)
k)
1)

m)

XDO03 - Display Customer

ZCF_ARAGING — AR Aging by Periods

ME23N — Display Purchase Order

ME33K — Display Contract

ZFI_OLA_PO - Outline Agreement — PO Report
XKO03 — Display Vendor

FBL1N — Vendor Line Items

FMZ3 — Display Funds Commitment
ZFI_AP_PMT_STAT — Payment Status
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APPENDIX O — SERVICE NOW PAY.GOV, FEDWIRE, AND 5515
PROCESS FLOW

’Pay.gov, Fedwire and 5515

Macro pepulates:

Customer, Dollar

P N, Amt, AR Center,

( Collection Type,

Date af Treasury

Confirmation and
DRN

Accounts
Receivable L3

1

—
.F—mum Collection o)
2 x Custamer P /}

Center

Post Collection

~ [ ¥
e P
£ o Research - Populate infa in FD: ///\\ [ I
53 Deposit/Don't Customer, BOC, TAR, e b /\ | P = Pretkecd)
] kit et Fee Box Checked “>— < ARfcenter - Callecti
52 Depasit FBWT status, Type \‘\eig o Checl e/’, ] Py o > q fCenter 52 > allection
= of Collection, Center ~ -~ BT status AP ~ P
< 3 : g < TravelfaR " R
- T - b s r
~ -
J I
¥
2.
28
S = Post Collection
=
=<
¥
o
= Past Collection
=
¥
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Pay.gov, Fedwire and 5515

Accounts
Receivable L3

Post Fees, then
route ta AP Travel
Center Lo post

principal amount of ||
BOC

Accounts
Receivable L2

Past Collection "

Payable

Accounts

Post Callection  [——

Travel

¥

Post Collection

Center
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Pay.gov, Fedwire and 5515

Accounts
Receivable L3

Accounts
Receivable L2

ear BOC/ Proces:
Refund & Close
Finance Request

A

Accounts
Payable

Post Collection

Travel

Post Collection  ———

Center

Post Collection  ——
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APPENDIX P — SERVICE NOW CH

ECK DEPOSIT PROCESS FLOW

Accounts Receivable Collections Checks Process Flow

-
£
0
L3
g Document Imaging
€ Scan Chechs create
o Recospt of Check » Finance Request
& record
g
2 l
-g Popuiate Required
2 info in FO: Customer
8 Research check Name, Ohech &
&~ determine o Check Date, Type of
= ! heck should be Collection, Center,
c doponted FEWT Status and
- Getermane d fees
S need 10 be posted
8 L )
<
- A 4 Y
"=
< L Deposit Oveck, Enter
5 g Return Check to > nd ORN and > Fees Box
§ > Customer Confirmation Date Checked
R
o
=<
2 e
2%e
S >
o
< O
<
®
>
°
C
[

Center

h 4

Post F loct
N 'ost Fees/Collection

AR posting/
Advarce

> TOWT status AP}
Travel/AR

\ 4

Post Collection

A4

Post Colection

> Post Collection
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Accounts Receivable Collections Checks Process Flow

Document Imaging

Poat Fes, then route
e ARy Traval/Cantar
1o post principal
ameunt af RO

L2

Accounts Receivable

Accounts
Receivable L3

Post Collaction

Accounts
Payable

Post Collection

Traval

Prat Collection "

Center
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Accounts Receivable Collections Checks Process Flow

Document Imaging

Blear BOC/Process
[ MetundfCised |
| Finanes Request |

Accounts Receivable
2

Accounts
Receivable L3

Pest Collection

Accounts
Payahle

Post Collection

Travel

Posz Collectian

Center
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APPENDIX Q — SERVICE NOW IPAC PROCESS FLOW

IPAC Process Flow

w
[ Mowe to Record
s Start >
<
Y
bl 2
& &
£3 Research: ARS
R P,
g S eject IPAC PP R — AP/Travel/ -
g 8 Center
a
o«
2
38
o
>
S0
< o
<
°
>
o
=
-

Center

Populate info in FD.

~»{ FBWT status, Type < Foe Bax Checked -

\ 4
Customer, Irvoice A,
P Post Fees/Collection
AR/AP/Travelf
Center

of Collection, Center
>

|

y

Post Colection

L

Post Collection

i ——

Post Collection
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IPAC Process Flow

AWMS

Poet FeesCollection ——

Accounts
Recelvable

Post Collection

Accounts
Payable

Travel

Post Collection  |[———
Post Collection
e —

Center
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IPAC Process Flow

AWMS

Aecounts
Receivable

_,-Iii'naranl:lhncn;{;-_.
| Refund & Close .I'l
| Finanes Regquest |

Accounts
Payable

Pt Collaction

Travel

Fost Callection

Center

Pest Callection




