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INTRODUCTION

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

PURPOSE

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

APPLICABILITY/SCOPE

NSSC AR is responsible for the Unfunded and Funded Leave Processes for all NASA

Centers. The NSSC AR Service Provider Team will be executing calculations, analysis,
source entries and reporting with monitoring, approval, and oversight by the NSSC AR
Civil Servant.

PRIVACY INFORMATION

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

RECORDS

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

CANCELLATION/SUPERSESSION OF PREVIOUS DOCUMENTS

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

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

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

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

A. Log into BOBJ via bReady at https://bready.nasa.gov/group/bready/home
(Note: A variant has been created and saved as GSFC SEWP. It includes all the
information and formatting listed below. Prior to executing the report, update the
period to the current month by selecting the drop-down menu and selecting the last
period. After executing the report, double click on the pay period to select the current
pay period.)

B. Select My Systems

C. Select Information Delivery drop down

D. Select BW via BOBJ

MY SYSTEMS

7
o
]
3

T

m
]
m
b

BW via BOBJ

E. Select Analysis edition for OLAP
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Applications = Preferences  Help
~* Anzlysis edition for OLAP
#y Lumira Disoovery

v Fallmine-

F. Select ALDS Detail Report

Open Data Source

S fnd |~ & Folders |

Wisa: [Rales iz |

+ |=) ALDS Detail Reports [Z:ALDS_MENU]

+ [=) ALDS Labor Reports [Z:ALDS_LABOR_MENU]
* L) BW - Authaorization to View Queries. [Z:VIEW_GQUERY]
* [C2) HOW FPPS/Workforoe/Gther NON-EEQ [Z:HCFPPSHONEEC]

G. Select ALDS Detail Report —

"
Open Data Source

FY2010 and Forward and hit “OK”

| »- Find | I Folders |

Viens

= ) ALDS Detail Reports [Z:ALDS_MENU]

57 ALDS Detail Report - FY2009 [ZML_ALDSDETAIL Vi01]

7 ALDS Dietail Repart - FYZ008 and Prior [ZML_ALDSDETAIL V100]

7| ALDS Labor Sansitive Report - FY2009 [ZML_ALDSSNSTIV_V103]
7 ALDS Labor Sensitive Report - FY2010 and Forvard [ZML_ALDSSNSTIV2010_V104]
% |=) To Be Deleted [0000000040]
% | ALDS Labor Reports [Z:ALDS_LABOR_MENU]
# [ BW - Authorization ko View Queries. [Z:VIEW_QUERY]
# | HOW FPPSWorkforoe/ Other NON-EED [Z: HCFPPSNONEED]

[4 Back | Met
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H. Enter Business Area of 51

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

drop down

K. Click “Validate” and then click “OK”

~ = Business Aras/Centar Range
Include -|

|51|
| |

=] Bl [

wvalues | Equal - |

w Perod/Fiscal Year (Interval. Optional)

Start:

I 012.2018

End:
| [o12.2018

Performance Period) Year {Inberval, Optional)
Pay Code (Selection Options, Optional)
WEBS Element

Cost Centers (Selection Oplions, Optional)
Fund

Doc Type

Cormmnitrment Tkermn

Pay Period End Date

[ Validate I
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L. Remove “Object Class” from the layout section entitled “Rows”. (Remove by

— Rows — Rows
¥ Business Area = Bus %% Business Area > Busi
% Fund = Fund % Fund = Fund

% Object Class = Objec

M. Drag WBS Element to the “Rows” section

-
¥ Business Area = Busi
% Fund = Fund
% WES Element = WES

W
£ N >

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

Filter "WBS Element™ x

@) Individuzl Selection

) Range Salection

| Find Members. .. | |Iﬂl| -|

"] Salect Everything
| 0. sze in the SEWP WBS Code - 991564.01.01 and hit enter on keyboard

Filter "WBS Element™ x

@) Individusl Selection

) Range Saledtion

| 591564.01.01] || -
I|—| Salect Everything
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< >

P. Select the WBS Code above by checking the box and clicking okay

Member [Key : Text)
~] 9915649.01.01 : GSFC-Operaticons

Sawe Filter =3

Cancs|

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

— Rows
# Business Area = Busi
¥ Fund > Fund
WES Element = WES

¥ Employes Name = Ei

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

XD - Labor Disbursed
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%) Individusl Selection
(") Range Selection

| | Find Mambers... | ||H[| .-|
- . - |
" Background I || Select Everything
Member {Key : Taxt)

v Du-::l.l'neﬁtTvpe::[hhgl

#D : Labor Disbursed

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

— Rows
¥ Business Area > Busi
% Fund = Fund
" WES Element = WES
% Emgloyea Name = Ei
¥ GL Account = GIL A

T. Double click on G/L Account

and select any GL where the name begins

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

) Individuz] Selection

) Range Salection

| Find Mambers... | |ﬂh| -l
W] Select Everything

Member {Text : Key)

D FEGLI G5/GM FT Perm ¢ USGL/5400,1211
D FERS OASDI GS/GM FT : USGL/6400.1251
[] Fede Hosp InsurTax M : USGL/6400,1241
[] Health GS/GM FT Perm : USGL/6400.1221
Reg Sal GS/GM FT Per : USGL/6100.1111
[ Retiremnt GS/GM FT P | USGL/6400.1231
[ Soc Sec GS/GM FT Per : USGLE400.1246
D TSP Basic Contributi : USGL/6L00.1411
[] TSP Matching Contrib : USGL/6100.1421

U. Drag Functional Area from “Data” to “Rows” section.

Version 5.0
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— Rows
' Business Area = Busi
¢ Furnd = Fund
WES Element = WES

¢ Employes Name = B
GfL Account = GiL Ac

' Functional Area = Fu

V. The final order of elements in the “Rows” section should be:

Business Area

Fund

WBS Element

Employee Name

G/L Account

. Functional Area

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

SEOFRRYNI

(3} Individual Salection
[} Range Selection
| ¥ -

Diisplay = Show Selected

| " Background |+#] Select Everything
¢ Document Type = v § Member [Key)
¢ Pay Period YYYYIM : |7 201815

[#] 201220

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

X. In the Key Figures column across the top, drag the “Labor Hours Incl
Leave” column to the left in the first position.

Key Figures
Labor Hours Ind s Amount Exd Leave Amount

Y. Export spreadsheet to excel.

Select the Export data to Excel Icon on the top left toolbar.
The “Export to XLSX” box will appear — click OK.

Click Open

Delete all columns to the right of “Labor Hours Incl Leave”
Save to the shared drive: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts

Receivable\Debt

aobrwnN -~
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Management\Funded_Unfunded Leave\FYxx\GSFC\XX — Current
Month. Name the file “GSFC Funded Leave Current Month Year”.

Background Filter: Document Type {XD : Labor Disbursed} Pay Period YYYYMM {201820; 201822}
Key Figures
Business Area Fund 'WBS Element Employee Name G/L Account Functional Area Labor Hours Incl Leave
Overall Result Result Result Result Result Result 640.00
51: Goddard Space Flight Center SEWX02018R Result Result Result Result 640.00
991564.01.01 : GSFC-Operations Result Result Result 640.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 20.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 20.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
5418 : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00

6. Label the first tab of the spreadsheet “BOBJ”, and
delete the second tab.
7. Add a Customer Left Header stating “GSFC Funded
Leave — BOBJ, Current Month and Year”.
8. Change the layout of the report to landscape.
Z. Calculate the percentage of hours each employee charged to SEWP
in the column to the right of “Labor Hours Incl Leave”.
Note: There are 80 hours per pay period. Therefore, if you have two pay
periods in the period, you will see 160 hours which will represent 100%.
Anything less than 100% can be derived by dividing the leave hours for that
employee by 160. For example, if an employee only had 70 hours charged to
this WBS, divide 70 by 160 (43.75%).

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

A. Log into OBIEE (https://dmartportal.ibc.doi.gov/DMARTPORTAL/)
1. Click on OBIEE Login.
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You are cumentlynot logged intothe Portal.  Register or [IEEIEN
‘ U.S. Department of the Interior

IBC Datamart Portal S/

i Portsl Home

|
h

My Fortal| Galendar | Applications | FPPS |

Site Status (=[] Current File Data Dates EIE OBIEE Login EE
HCCTs *Note: Datzmart is one day behind FPPS. Files updated nightly will not have a Pay Period in colum n"Last PP Processed”. sothe date in
MOOEMS column "Date Last Updated™ w il reflect prior day’s date. Filkes updated bi-weekly will have a Pay Period in column "Last PP Processed”. OBIE E
5
MEtoME The Combined File is updated diffe rently the week of pay eake. For more information, refer tothe “When are files update d?” topic in the L H
mics rra ogin
HiFa Fle Procgssed Date Last Updated PP Gp Last PP PR
WOEBEE CASLAL PAY BITTI 72 5 A
S COMEINED FILE 5 AL A j
- COMEBINED FILE HISTORY AL 20117 NOTE You must first complete
COMEINED FILE HETCRY (Manihly) B 201808 OBIEE training prior to logging
DEET WGIT ALL WA into it.
Green indicates siteis up. Red FFFS SECURITY AL WA
indicates site 5 down. FPPS SUMMARY RECONCILIATION 1 20817 Datamart Helpful Links 2=
[FPF'S SUMMARY RECCHCILIATION 2z 201817
Click applicable URL link above b |FPPS SUMMARY RECCNCILIETION 3 201817 Click HERE b find your Bigency
login to an IBC Datamart Shaw More Pay Processing Group.
spplication.
—— LEGEND: ¥ UpdsteinFroaress M File notUpdsted Ml File Updated Click HERE I find cutwha is your

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

Warning

THIS IS A NOTICE OF MONITORING OF THE DEPARTMENT OF THE INTERIOR (DOI) INFORMATION SYSTENSS.

This is a Privacy Act System of Records

By accessing and using the computer syster, you are consentingto
0, this compLter systerr may subject you to disciplinary acton and

Interior
Business
Center

B. Run Unfunded Leave Report.

1.

Select NASA Combined History Dashboards.
z LT

semien

Home | Catzlog | Favorites -

“ombined History Dashb...

More=

shboard - page 1
Edit | More ~

lgmt Mew Systems Debts
Edit | More»

lgmt Closed Debts
Edit | More ~

lgmt Interest Penalty an...

Edit | More

lgmt Waived Debts Rep...

Edit | More -

lewrms Plarad Piabe-

v e T - e e —

Dachboards = | [E Mew ~ | B% Open ~ | Signed In A= NASJAMS ~

E]}_ﬁ Most Recent{Debt Management - 10 Debt Management Reports)

@ My Dashboard
= Com ponents
5 Combined File
[@ Combined History
([ Debr Management
(@ FPPS Reports
Labor Cost
B Performance Metrics
Position Reports
Eiﬁl Table Reports (A - L)
5 Tablz Reparts (M - Z)
Time and Attendance
[@ Trans Maintenance
Transaction Deleted Actions
E]}_ﬁ Transaction File / Transaction Status History
(@) T=P Errors
@] Velunteers
= MASA Agency Dashboards

@ MASA Agency Counts
5 MASA Combined File Dashboards

MASA Combined History Dashboards

(@ MASA Labor Cost Detail Dashboards
Eiﬁl MASA Transaction Dashboards

F——1 Nkt MarmE B Corfneme [ T .

2. Select Business Area 51 as the Bureau.
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NASA Combined History Dashboards NG

Unfunded Leave User or Lose Leave

W

Unfunded Leave
Ta run for one pay period enter the same pay period in both pay period arezs.

* Bureaw |--Seisct Valie— =
* Pay Period || {All Column Vaky -

O |

|:| 1 App Resst =
[]z3

kA 51

£ >
Ezarch...

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

NASA Combined History Dashboards
Unfunded Leave Uszar or Lose Leave

b
Unfunded Leave
To run for one pay period enter the same pay period in both pay period areas.

¥ Burezu 51 =l
* Pay Period Between 201816 201814l tad

Apply | Reset =

4. Click Apply to execute the reports.
5. Once the reports have been executed, export Unfunded Leave Summary
report into an excel spreadsheet.
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6. Click Export - Excel - Excel 2007+

*| Unfunded Leave Summary

Bureau AL W REST HRS |A/L W RSTR DOLLARS |Leave Credit Hrs Bal |CR DOLLARS
51 a04070 F40,252,904.63 10312 | %B62.595.15
Grand Total 604070 $40,292,904.63 10312 [$662,595.15
Anzhyze - Edit - Refresh - Print - Export - Add to Brisfing Book - Copy
[~ roF
* e
Unfunded Leave Balances E| Exccel | B Excel 2003
*| Unfunded Leave Balances - Comp 1 [@ Powerpoint . ElExcallElElT-‘—
@ Web Archive [ mht)
|:| Data k
7. Click Open
De you want to open or save TABLE with leave summary Part Ladsx (6.04 KE) from obiee.ibc.doi.gov? Open Save | ¥ Cancel
8. Add a tab to the GSFC Funded Leave Spreadsheet and label it “GSFC
Total.”

9. Change the Orientation to Landscape.

10. Add a Custom Left Header stating “GSFC Unfunded Leave — OBIEE,
current month and year”.

11. Copy the exported information into the GSFC Total Tab.
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12. Export Unfunded Leave Summary report for Comp Time into an excel
spreadsheet.
13. Click Export > Excel - Excel 2007+

Bursaus Leave Comp Awvail Occ (CT DOLLARS

51 81| 4290095

Grand Total 81| $2,900.95

Anzhyze - Edit - Refrash - Print - Export - Add to Brisfing Book - Copy
[ pOF |
& Excel b [ Excel 2003 |
i Powspoin: » [#) Excel 2007
E Web Archive [.mhe)
: Data b
14. Click Open.
Do you want to open or save TABLE with leave summary Part 2.xlsx (595 KB) from obiee.ibc.doi.gov? Open Save |v|| Cancel

15. Copy Comp Time Summary information and paste into GSFC Total tab of
the GSFC Funded leave report.

A B = D E F G H
Bureau AfLW RESTHRS AfLW RSTR DOLLARS Leave Credit Hrs Bal ‘CR DOLLARS Bureau Leave Comp CTDOLLARS
1 Avail Occ
2 (51 04070 540,292,304.63 10312 5662,595.15(51 21 52,900.95
3 |Grand Total 604070 $40,292,904.63 10312| 5$662,595.15 Grand Total 81 $2,900.95
. |

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

Unfunded Leave Summary

-
++" Searching... To cancel, click here.

Bureau Leave Comp Avail Occ CT DOLLARS
51 258475 521,103.92
Grand Total 794.75 §21,103.92

Anahze - Edit - Refresh - Print - Export - Add to Brisfing Book - Cooy

16.Add the balances together for AL W RSTR DOLLARS, CR DOLLARS,
and CT DOLLARS.

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

“! Unfunded Leave Balances

[AJL W REST HRS[A/L W RSTR DOLLARS | Leave Credn Hrs Bal |CR DOLLARS |

322.00| 525,334.95
304.00 522,306.40
208.50 £10.979.61
124.50|

261.00|

Anghzg - Ediv - Bafrash - Pring - Report - add 1o Briefing Bock - Copne

18. Click on Criteria Tab.

T 5 Rows1-50

515,652.80|
511.851.10]
576,001.43
$22,738.52
54327063
 5630.54 |
52135778
-51.626.30
516,552.90
512.663.64|
51380771
529,461.85
520.051.85
57459 .68
$1,617.12
511,979.22
525,488.80
s512,792.78 |
. 519,553.33
10.00 786,80 |
235,00 $13,277.16 |
65.75 $1.941.84|
_15.35 352413
“a54.00] $18,592.80
__85.00|
31200 5 ol
_L50.00| _33.609.00
166.00| §12.508.10
2B5.75 §17.782.22
25200 516,143.12
156,00 510,12148
26100 £19,666.35
127.00 | $9,569,45
246,00 $9,163.60
21300 §15,092.15

0| 50.00 |
245 51.608.40 |
24| $1,263.84)
24| ssedda)

|u=

-

1 SH91.89 |
z $1,473.38 |
50.00 |
$0.00
24| s1.860.00(

P

H | | |
a mimaleolnjojojojoo|- oo o oooloolkloooonooosloownooon-oooooo
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nfunded Leave - Query -

Criteria Results Prompts Advanced
¥| Subject Areas [ ] Eﬁ m-*%
- S I B N | = = 2
19. Select button next to SSN and delete column from layout.

.gov/analytics/saw.dil?AnswersZcrit O ~ @ & || m Finance Tasks | NAS_ | C IBC Datamart Portal | (2 Oracle BI Answe_ X

Help

ligence Search [all [v] (%] Advancad Help - Sign 0wt O
Home | Catzlog | Favorites = | Dashboards ~ [ Mew ~ | B® Open ~ | Signed In A= NASJAMS ~
chanced ae @
[t H
@ W

¥ Selected Columns
Double click on column names in the Subject Areas pane to add them %o the anzlysis. Once added, drag-and-drop columns to reorder them. Edit 2 column's properties, forr

- Other - PE Leave Hist

- Organization Hist i Employes Hist )
H Dept 55 B Bureau S5 H subBur 5. H org 5| H Name Whole 55 H 558 1= B Flsa Category 5[ B Employes Status History Typz 5| B Pe Leave Seq Mbr §
@ Sort
@ Edit formulz
< Bi Column Properties >
P Fifeer P W >

| Filters

Add filtars to the analysis critaria by clicking on Filter option for the specific column in A Delete
header, Add a saved filier by clicking on 2dd button after selecting its name in the catalog pane.

by clicking en the filter button in the Filter pane

[ Deptis equal to [ isin NN
AND"J Employee Status History Type is equalto [ isin A; C: F; LL; M; S
AMD' [ Pay Period is between 201816 and 201816
AND'7 Bureau is equal to [ is in 51

20. Click Results to see the report.

prewT——

Criteria Results Prompts Achvanced
21.Export to Excel by selectiﬁg Export - Excel - Excel 2007+

S- -l B-8% &

Compe [ 5OF
= Excel v B Eemion G
- B Powespoin: v [ Excel 2007+
i@ web archive [.mhs)
Bure [ Dats v [A/L W REST HRS !a.-;
ERESHER AL e o

22. Select Open.

Do you want to open or save Unfunded Leave - Query Laxdsx from obiee.ibc.doi.gov?

Open Save |¥ Cancel
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23. Copy and move tab to GSFC Funded Leave Spreadsheet.

H @ @ 3 =)@ I TABLE with leave summary Part 1Lxlsx [Read-Only] - |
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZE
= (% Calibri v |8 A = = - %WrﬁpTﬂﬂ: General |::--—‘
D E‘@ o
Paste ~ BIU- H- O-A-|E==|E= Merge & Center = | $ = % o+ | 50 &3 Conditi_or
= Farmattin
Clipboard Font I Alignment [P Number [P
Al - Bureau
B C D E F
1 |Bureau |NameWhole AJLW REST HRS AJLW RSTR DOLLARS Leave CreditHrs Bal |CR DOLLARS
2 |51 [REDECOAYEM, AVRAN HOSSTH 22,00 5592.68 0 $0.00
3 51 ABDELDAYEM, HOSSIN A 295.50 $20,011.26 17 51,151.24
a4 51 ABELL, NANCY A 1082.00 595,865.20 ] 50.00
5 51 ABRAHAM, ELIZABETH DENISE 40.50 52,007.18 ] 50.00
g |51 ABRAHAM, NITHIN SUSAN 223.00 £10,706.23 [s} £0.00
7 |51 ABRAMCEZYE, SETH AARON 12.00 5190.68 o $0.00
8 |51 ABRESCH, BRIAN 5. 293.00 517,369.04 16 5943.48
g |51 ABSHIRE, JAMES BRICE 92.00 57,238.56 0 $0.00
10 51 ACEVEDC-RODRIGUEE, ROSAE. 335.00 526,357.20 0 $0.00
11 51 ACKERMAN, ANDREW STARR 132.00 510,385.76 0 50.00
12 51 ACORD, STEPHEN NEAL 96.00 5371232 ] 50.00
13 51 ACUNA, PAULT. 232.00 £13,752.9¢ ] 50.00
14 51 ADAMCZYK, DEANNA L. 245.00 £17,109.30 [s} £0.00
15 [51 ADAMS, ANDREW JOHN 52.00 5405138 0 5000
16 |51 ADAMS, CYNTHIAK. 137.75 $10,675.63 24 $1,860.00
17 |51 ADAMSE, DANIEL JAMES 223.00 59,524.54 0 $0.00
18 51 ADAMS, DAVID EDWARD 127.00 £9,992.36 5 5413.07
19 51 ADAMS, DEANNA MARIE 268.00 514,843 68 0 50.00
20 51 ADAMS, IAN STUART 25.00 5131650 ] 50.00
21 51 ADAMS, JOHNC. 33.00 £2,557.50 [s} £0.00
27 (51 ADAMS, LAUREN LEIGH 109.00 £5,064.14 El 5418.14
23 [51 ADAMS, LESLIE MARCIA 144.00 57,359.84 0 5000
24 (51 ADAMS, MICHAEL L. 268.00 521,086.24 0 50.00
25 51 ADKINE, PHILLIP WAYNE I 280.00 515,887.20 0 $0.00
ae (51 Al 14H 30500 520 N9F 45 3 S1R4 73
“« | Sheetl | Sheetl (2) ()

24.Rename the tab to GSFC Funded.

25.Change the Orientation to Landscape.

26.Add a Custom Left Header stating “GSFC Funded Leave — OBIEE, current
month and year”.

Filter the OBIEE report to select only the employee names with more than

50% of their time charged to SEWP determined by the BOBJ report in STEP

Include the Org value in the filtered report.

E. Save these names and totals in another new tab using the BOBJ excel report.
Rename the tab “GSFC Funded”
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F. Highlight the data in the cells and click on “Data” and then “Subtotal” in Excel.

G. Select “Org” for the field called “At each change in:”

H. Check the box next to “A/L W RSTR DOLLARS?” in the field called “Add
subtotal to:”

l. Click OK

coon I

At each change in:

Org El
Use function:

Sum El
Add subtotal to:

:| Org -

:| MMame Whole

| A/l W REST HRS |_
------- Leave Credit Hrs Bal

I | cr DOLLARS -

Replace current subtotals
=1 Page break between groups
Summary below data

[r——— ] S——— ] ————

J. This will be the final report to show the amounts by “Org” used to record the
Funded Leave Source Entry.
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He& 3V o
FILE HOME | INSERT | PAGEL | FORMU | DATA | REVIEW | VIEW DEVELO ACROB  ZEPY | Accoun  CMPS LP_AP

& da s

GSFC Funded Leave October 2018.xlsx - Bxcel

LT Calibri 11 - === General - %Condltmnal Formatting = E‘“Iﬂsert v
0 D Bg-|B I U~ A A|=E=E= ~ | § - % QFormatasTalﬂle' E" Delete ~
aste | L. o vt
S ¥ | | D A EE |- b ’_:‘ Cell Styles - [=] Format =
Clipboard Font I Alignment =l Number & Styles Cells
1]2 A B C D E F G H [
Bureau [Org Mame Whole [A/LW REST |A/LW RSTR  |Leave CR DOLLARS |Total
HRS DOLLARS  |CreditHrs
1 Bal
7 51 1534 249.50( $12,365.22 0.00 £0.00
E 3 1594 Total 512,365.22 50.00| 512,365.22
a [51 210F 322.00 $15,517.18 g00[ 538552
5 [51 210F 340.50( $17,297.40 0.00 50.00
E 6 210P Tatal $32,814.58 $385.52| 533,200.10
7 51 7030 328.00| $24,714.80 0.00 50.00
g [51 7030 264,00 $17,619.36 0.00 $0.00 l:
g |51 7030 202.00 $11,461.48 0.00 £0.00
10 [51 7030 264.00 51884432 0.00 50.00
11 [51 7030 276.00| 521,715.68 0.00 50.00
E 12 7030 Total 594,355.64 50.00| 594,355.64
13 Grand Total 5139,535.44 5385.52( 5129,920.96
- 14
e =
’ BOB) | Total GSFC | GSFCFunded | BudgetScre .. () 1

K. Going back to the “Total GSFC” tab, subtract the Funded Leave total from the
overall GSFC total. This will be the amount to record the Unfunded Leave
Source Entry (reference Process 4 for Unfunded Leave).

A B C D E F G H
Bureau A/LWREST |A/LWRSTR Leave Credit | CR DOLLARS Bureau Leave Comp Avail |CTDOLLARS
HRS DOLLARS Hrs Bal Occ
fe1 595,783.00| 539,765,293.50 11,195.50| 5723,096.19(51 158.00 55,246.43
Grand Total | 595,783.00 539,765,293.50 11,195.50) 5723,096.19|Grand Total 158.00 §5,246.43

[= "R ¥ TR S TER AR S

GSFC Funded SEWP
GSFC Unfunded

Total

$40,493,636.12

-5139,920.96
£40,353,715.16
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STEP 3 — Account Maintainer - Check Available Budget for Funded Leave Source
Entry

A. Check available budget to post the Funded Leave Source Entry.
Note: The Funded Leave Source Entry posts to accounts that consume budget.
Therefore, it is very important to check to see if there is enough budget on the
SEWP Fund Labor line of budget.
Log into SAP and enter T-Code: ZF|_Budget
Enter the current SEWP Fund being used in the value field: e.g., SEWX02018R
Note: Working capital fund budget for one year is consumed prior to using the
new year’s fund. You will need to monitor the budget and validate with GSFC
Budget POC when it is time to use the next year’s working capital fund (e.g.,
switching from SEWX02018R to SEWX02019R). It does not always switch when
the new fiscal year changes.
Note: Don’t include the fund because it could change from year to year.
D. Enter 51 in the Funds Center value field
E. Enter 991564 in the Funded Program value field and click Execute

Budget Status-Non Full Cost: Selection

O w

@ [D Data Source...

Selection values
From Period b
"
To Period 16

| Selection groups

Fiscal Year

Or value(s) ] to ]
Fund

Or value(s) |SEWX02018R to
Funds Center

Or value(s) ] to
Funded Program

Or value(s) 1991564 to E

F. Determine if there is enough budget available by viewing the “Labor Budget” line
and the “Available Budget” column.

Budget Status-Non Full Cost Date: 08/13/2018 Page: 1/
..5E5E
1..1¢
SEWX02018R
pe ZNRSRBT1
Functional Area/Group 0. . Z2Z2228222228222
Fundad Prog/Pund Center/Commitment Item Budget Commitments obligations Cost pishursements |Available Budge
] |**** Total FR/FC/CT 24,789,085.00( 13,241,204.08 4,471,449 .08 5,443,676.73| 11,547,850.95
il www 301564 NASA SEWP Program 24,769,055.00 13,241,204.05 9,471,444.05 5,443,676.73 11,547,0850.95
1] bl £1 Geoddard Space Flight Center 5 13,241,204.05 9,471,444.05 5,443,676.73 11,547,850.9%
a * Allobjects a 0 o [i} 8,431,318.24
| Labor Budget 087,362.03 ae7,362.03 807,262.03 0e87,262.03 51Z;637.17
il Travel Budget 175, 000,00 T, 667,38 77, 687.38 £5,720.95 58,223.41 97,332, 84
| Allothers - Procurements 14,7682,736.76 12,276,173.86 6,506,413.86 4,562,449.03 4,450,090.45 2,506, 562.590
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G. The amount of available budget MUST be more than the amount of the Funded
Leave total in the Excel report to move forward with Source Entry.
H. Take a screenshot (snip) of the Available Budget and insert into a new tab on the
GSFC Funded/Unfunded Leave Spreadsheet. Rename tab “SAP Budget”
1. Change the Orientation to Landscape.
2. Adjust Margins to fit on one page.
3. Add a Custom Left Header stating “GSFC Funded Leave — Budget
Screen, current month and year”.
|. Send an email to the GSFC Labor Budget Analyst with the GSFC Excel
Spreadsheet attached and receive confirmation of concurrence with the SEWP
employee listing and validation of budget.
1. Sufficient Labor Budget — send GSFC Budget Analyst email using
template in Appendix C
2. Insufficient Labor Budget — send GSFC Budget Analyst email using
template in Appendix B
J. Once GSFC Budget Analyst concurs, the Source Entry can be parked and posted.

STEP 4 — Account Maintainer — Run GR55 Report

A. Run SAP GR55 Report with Account group ZAFC — execute
Execute Report Group: Initial Screen

(3» [)Data extracts  Multiple selection & ja

-
Report Group I_ze.:‘u:_I

B. Enter the following fields:

Fiscal Year

Company Code (NASA)

Period

Account number value: 2210.0000

Business area value: 51

Application of funds value: 80X4546 (this is the SEWP AOF)
Execute

Nooakwbh =
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NASA Acct by AOF Cumm.: Selection
& "o Data Source...

Selection values

Fiscal year 2019
Company code NASA
Period a8

Selection groups

Account number
Or value(s) 2210.0000 to

Business Area Set ID

Or value(s) 51 to
Fund Set ID
Or value(s) to

Funds center

Or value(s) to

Agency Location Code

Or value(s) to
Applic. of funds

g —
Or value(s) | BOX4546 _| to

Funded Program

HEEEEEE

Or value(s) to

C. Once the report has been executed, highlight current year SEWP fund.
NASA AOF Cum

Tz @ 85 == T k@M =% Mckmm K 4 b M a8 an o8 B
I ;
TEmr A 3 :ﬁepcri Ijame. I;I:ii Acct by AOF Cumm. Selection Date: 05/24/2018
. eport Group:
. Funded Program
o Agency Loc Cd Business Area: 51 Period: 8 / 2019
. Business Area ALC: * Page: 10f 1
* Fund Fund: *
Rccount: 2210.0000
Fund Center: *
|SGI. Lccount | Beg Balance | Debits | Credits | End Balance |
Variation: Fund
o e g2.83-
G |, o s | el s
* |E] SEWX02018R WCF SEWP = 4 . " R ! T
o €90, 934.57 837,417.39- 146,482.82-

% SEWX02019R WCF SEWP
# WCFX04546R NASA WCF 2
L WCNX04546R NASA WCF

D. Take a snip of the report results and save on a separate tab for the GSFC
Funded Leave Spreadsheet and rename the tab “GR55”.
1. Change the Orientation to Landscape.
2. Adjust Margins to fit on one page.
3. Add a Custom Left Header stating “GSFC Funded Leave — GR55, current
month and year”.
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STEP 5 — Account Maintainer - Park Funded Leave Source Entry

A. Park a Source Entry for Funded Leave using the following attributes:
1. Reference is the GSFC SEWP Funded Leave.
2. Doc Header Text: GSFC SEWP Funded Leave
3. Document Type - SY
4. Debit SGL Account 6100.1111 (Reg Salary) — Enter the following
a) Amount
b) Text — GSFC SEWP Funded Leave FY20YY PXX
c) Business Area - 51
d) Cost Center — The cost center is 51 + the org data from the Datamart
report.
) Order — FC000000
WBS - 991564.01.01
) Funds Center — 51
) Fund — SEWX020XXR (SEWP Fund currently available — approved by
center (see BOBJ report for fund where the employees charged their time))
5. Credit SGL Account 2210.0000 (Accrued Payroll Leave)
a) Amount
b) Text- GSFC SEWP Funded Leave FY20YY PXX
c) Business Area - 51
d) Funds Center — 51
) Fund — SEWX020XXR (SEWP Fund currently available — approved by
center (see BOBJ report for fund where the employees charged their time))
Pull the parked documents in SAP using SQO01.
Run the “Step1_Create Source Entry” macro for the document.
The description needs to be manually entered in “Explanation” field on
the template form itself: GSFC Funded Leave for FY20YY PXX.
Include the BOBJ Report, Funded Leave Excel report, GR55
screenshot, and available budget screenshot as the entry backup.
F. Create a Service Now Case/Task for the entry

SQ 0D

e

Cow

m

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

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

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

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

2. Access SAP T-code FV50

=g Document ings Enyironment System Help
(] - | &« e NNL I TR em
Park G/L Account Document: Company Code NASA

ﬁTree on [l; Company Code ESlmu\ate Save as Completed Post fPrucesslng Options

< Basic Data | Detals

= 2 —
USD 5

Document Date le Currency Total Dr.

Posting Date 03/17/2021 0.00 |USD

Reference

Amount Information

Doc.Header Text | Total Cr.
Document Type = 0.00 |USD
[ |Doc.currency

Company Code NASA NASA Washington DC O

0 Items ( No entry variant selected )
E: G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code
- 00
.00
- 00
- 00
- 00
- 00
- 00
- 00
.00
- 00

Assignment

0 0 O

4 40 44 44 444

(=R =R = = = = R = = = I =)

=
Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”

w
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= Document  Edt  Goto Extras Settings Environment System Help

-

Park G/L Account Document: Company Code NASA

EiTree on J Company Code ﬁSimulate Save as Completed Pust ,dPrucessing Options

. Basic Data | Detais |
| Amount Information
Document Date [ | Currency lusp | Total Dr.
Posting Date [03/17/2021] 0.00 USD
Reference |
Doc.Header Text Total Cr.
Document Type 4 0.00 USD
[JDoc.currency

Company Code NASA NASA Washington DC _ Qa0
[ Selection of Parked Documents ¢

i - Company code
| Oltems (| by
| Doc. Number —
B G/L acct Tax ... Tax jurisdictn code W Assignment
| Fiscal year =
0. i
| 0. i
| 0. 1
| 0. n
| 0. M
| 0. M
| 0. M
I - 0.00 ]
| - 0.00 n
| - 0.00 &
|

1

@
5. Enter Source Entry document number in the “Doc. Number” field and the fiscal
year then select “continue”

B. Review the following fields:
1. Document date
2. Ensure posting date is the same as the document date. If itis NOT the same,
update the posting date of the Source Entry to prevent a FBWT difference.
3. Review all other fields and validate information is the same in SAP as it is on the
Source Entry template.
4. Ensure total Dr. and total Cr. are the same and the icon is green.

" Amount Information
Total Dr.

1,250.00 |UsD

Total Cr.

1,250.00 |USD

B (—
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5. If everything is correct, attach signed copy of the Source Entry in SAP by

selecting the attachment icon. Another menu will appear. Select the paper
clip icon. If corrections are needed, return task to L2.

@ ==felitParked G/L Account Document 010014

o (ISR ~

6. Selecr{ “New”'
[

Ing Uate U3/ 1572021 |
{ [ Service: Attachment list

| [Cvew Jomiipiiiig) (2 S (&) @) (F) (SE JE

] AttachmentForNASA01001458592021
) Icon |Tilje

‘Creatur Name ‘Created On

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

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

N

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | ~l«H eae £hod SR o=

Edit Parked G/L Account Document 0100145859 NASA 2021

ﬁTree on @ﬁCompany Code Esmulate HSave as Completed B Post W
Bk o oo

| | Amount Information |

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

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

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

C. If the totals do not match, research, and make the necessary corrections.

D. Keep Service Now case/record open until reversals are completed in the
following month.

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

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

| Document Details

Document Number [1800010417|
Company Code |NASA
Fiscal Year 20149

C. Enter the Reversal Reason Code “02”

01 Reversal in current period
02 Reversal in closed period |
03 Actual reversal in current period

D. Enter current date in Posting Date.
Specifications for Reverse Posting

Reversal Reason 02
Document Date
Posting Date 11/02/2018 Tax Reparting Date

Posting Period

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

& Display Before Reversal
F. Click Post.
@ | v 4+H|lea@ HE | @

G. Run the GR55 report again t0 show that the entry has been reversed.
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H. Take a snip of the screen and attach to the SNOW task.
I.  Route task to AR L2 Supervisor for validation of reversal.

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

STEP 10 - CS Accountant — Review Reversal to ensure timely completion with code
02.

STEP 11 — Account Maintainer — Resolve task when returned from AR L3.
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PROCESS 2 - HQ SEWP FUNDED LEAVE PROCESS

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

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

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

A. Log into BOBJ via bReady at https://bready.nasa.gov/group/bready/home
(Note: A variant has been created and saved as HQ SEWP. It includes all the
information and formatting listed below. Prior to executing the report, update the
period to the current month by selecting the drop-down menu and selecting the last
pay period. After executing the report, double click on the pay period to select the
current pay period.)

B. Select My Systems

C. Select Information Delivery drop down

D. Select BW via BOBJ

MY SYSTEMS

7
o
]
3
T

m
]
m
b

BW via BOBJ

E. Select Analysis edition for OLAP




NSSC
Service Delivery Guide

NSSDG-9200-0011 Version 5.0

Number

Effective Date:  January 11, 2022

Expiration Date: January 11, 2024

Page 34 of 130

Responsible Office: Financial Management Services Division

SUBJECT: Funded and Unfunded Leave Source Entry Process

Applications = Preferences  Help
~* Anzlysis edition for OLAP
#y Lumira Disoovery

v Fallmine-

F. Select ALDS Detail Report

Open Data Source

S fnd |~ & Folders |

Wisa: [Rales iz |

+ |=) ALDS Detail Reports [Z:ALDS_MENU]

+ [=) ALDS Labor Reports [Z:ALDS_LABOR_MENU]
* L) BW - Authaorization to View Queries. [Z:VIEW_GQUERY]
* [C2) HOW FPPS/Workforoe/Gther NON-EEQ [Z:HCFPPSHONEEC]

G. Select ALDS Detail Report —

"
Open Data Source

FY2010 and Forward and hit “OK”

| »- Find | I Folders |

Viens

= ) ALDS Detail Reports [Z:ALDS_MENU]

57 ALDS Detail Report - FY2009 [ZML_ALDSDETAIL Vi01]

7 ALDS Dietail Repart - FYZ008 and Prior [ZML_ALDSDETAIL V100]

7| ALDS Labor Sansitive Report - FY2009 [ZML_ALDSSNSTIV_V103]
7 ALDS Labor Sensitive Report - FY2010 and Forvard [ZML_ALDSSNSTIV2010_V104]
% |=) To Be Deleted [0000000040]
% | ALDS Labor Reports [Z:ALDS_LABOR_MENU]
# [ BW - Authorization ko View Queries. [Z:VIEW_QUERY]
# | HOW FPPSWorkforoe/ Other NON-EED [Z: HCFPPSNONEED]

[4 Back | Met




NSSC

Service Delivery Guide

NSSDG-9200-0011 Version 5.0

Number

Effective Date:  January 11, 2022

Expiration Date: January 11, 2024

Page 35 of 130

Responsible Office: Financial Management Services Division

SUBJECT: Funded and Unfunded Leave Source Entry Process

H. Enter Business Area of 10

I. Select “View hidden optional prompts”
Select Period/Fiscal Year and enter the current period and year using
drop down
K. Click “Validate” and then click “OK”

[ — ' =]

-.' | Equal T |
& [z
"= Period/Fiscal Year (Interval. Optional)
. ﬁ""-
| 002.2031 ||j | il ”jl EI

Performance PeriodYear {Interval, Cpoonal)
Pay Code [Selection Options, Opsional)
WES Elernent

Cost Cen-ba'si:S-elecl:inn Dpﬁnns,Dpﬁonal]l
Fund

Projec e ndwes

Doc Typs

Co!nnirnentlta‘n

Py Period End Date

Fiscal Year Range - Optional

LAR SR AR SE S8 NE A G AL AR ]

o
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L. Remove “Object Class” from the layout section entitled “Rows”. (Remove by

¥ Business Area = Bus %% Business Area > Busi
% Fund = Fund % Fund = Fund

% Object Class = Objec

M. Drag WBS Element to the “Rows” section

¥ Business Area = Busi
“ Fund = Fund
% WEBS Element = WES

W
£ >
N. Double click on the WBS Element icon, click on “Select Everything” to
deselect
Filter "WBS Element” x
@) Individual Selection
) Range Salaction
| Find Members. .. | ||H|| .-|
Display -
"] Salect Everything

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

&) Individual Selemtion

) Range Selection
| 531564.01.04] || # ]|
Display -

= - - . |
P. Select the WBS Code above by checking the box and clicking okay
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Member (Key = Text]
[+ 9591564.01.04 : HQ-WCF-Labaor

Sawe Filter Ok Canos]

Q. Drag Employee Name from the “Data” section to the “Rows” section
— Rows
¥ Business frea = Busi
# Fumd > Fund
WES Elament = WES

¥ Employes Name = B

{ >
R. Drag “Document Type” from “Data” to the “Background” section. Select
XD — Labor Disbursed
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%) Individusl Selection
(") Range Selection

| | Find Mambers... | ||H[| .-|
- . - |
" Background I || Select Everything
Member {Key : Taxt)

v Du-::l.l'neﬁtTvpe::[hhgl

#D : Labor Disbursed

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

— Rows
¥ Business Area > Busi
% Fund = Fund
" WES Element = WES
% Emgloyea Name = Ei
¥ GL Account = GIL A

T. Double click on G/L Account

and select any GL where the name begins

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

) Individuz] Selection

) Range Salection

| Find Mambers... | |ﬂh| -l
W] Select Everything

Member {Text : Key)

D FEGLI G5/GM FT Perm ¢ USGL/5400,1211
D FERS OASDI GS/GM FT : USGL/6400.1251
[] Fede Hosp InsurTax M : USGL/6400,1241
[] Health GS/GM FT Perm : USGL/6400.1221
Reg Sal GS/GM FT Per : USGL/6100.1111
[ Retiremnt GS/GM FT P | USGL/6400.1231
[ Soc Sec GS/GM FT Per : USGLE400.1246
D TSP Basic Contributi : USGL/6L00.1411
[] TSP Matching Contrib : USGL/6100.1421

U. Drag Functional Area from “Data” to “Rows” section.

Version 5.0
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— Rows
' Business Area = Busi
¢ Furnd = Fund
WES Element = WES

¢ Employes Name = B
GfL Account = GiL Ac

' Functional Area = Fu

V. The final order of elements in the “Rows” section should be:

Business Area

Fund

WBS Element

Employee Name

G/L Account

. Functional Area

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

SEOFRRYNI

(3} Individual Salection
[} Range Selection
| ¥ -

Diisplay = Show Selected

| " Background |+#] Select Everything
¢ Document Type = v § Member [Key)
¢ Pay Period YYYYIM : |7 201815

[#] 201220

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

X. In the Key Figures column across the top, drag the “Labor Hours Incl
Leave” column to the left in the first position.

Key Figures
Labor Hours Ind s Amount Exd Leave Amount

Y. Export spreadsheet to excel.

Select the Export data to Excel Icon on the top left toolbar.
The “Export to XLSX” box will appear — click OK.

Click Open

Delete all columns to the right of “Labor Hours Incl Leave”
Save to the shared drive: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts

Receivable\Debt

aobrwnN -~
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Management\Funded_Unfunded Leave\FYxx\HQ\SEWP\XX —
Current Month. Name the file “HQ Funded Leave Current Month

6. Label the first tab of the spreadsheet “BOBJ”, and
delete the second tab.
7. Add a Customer Left Header stating, “HQ Funded
Leave — BOBJ, Current Month and Year”.
8. Change the layout of the report to landscape.
Z. Calculate the percentage of hours each employee charged to SEWP
in the column to the right of “Labor Hours Incl Leave”.
Note: There are 80 hours per pay period. Therefore, if you have two pay
periods in the period, you will see 160 hours which will represent 100%.
Anything less than 100% can be derived by dividing the leave hours for that
employee by 160. For example, if an employee only had 70 hours charged to
this WBS, divide 70 by 160 (43.75%).

Year".
Background Filter: Document Type {XD : Labor Disbursed} Pay Period YYYYMM {201820; 201822}
Key Figures

Business Area Fund 'WBS Element Employee Name G/L Account Functional Area Labor Hours Incl Leave
Overall Result Result Result Result Result Result 640.00
51: Goddard Space Flight Center SEWX02018R Result Result Result Result 640.00
991564.01.01 : GSFC-Operations Result Result Result 640.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00
Result Result 80.00
Reg Sal GS/GM FT Per: USGL/6100.1111  Result 80.00
541B : SCIENTIFIC EQUIPMENT WORK 80.00

STEP 2 — Account Maintainer - Run the Unfunded Leave Report from OBIEE (Oracle

Business Intelligence Enterprise Edition)

A. Log into OBIEE (https://dmartportal.ibc.doi.gov/DMARTPORTAL/)
1. Click on OBIEE Login.
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You are cumentlynot logged intothe Portal.  Register or [IEEIEN
‘ U.S. Department of the Interior

IBC Datamart Portal S/

i Portsl Home

|
h

My Fortal| Galendar | Applications | FPPS |

Site Status (=[] Current File Data Dates EIE OBIEE Login EE
HCCTs *Note: Datzmart is one day behind FPPS. Files updated nightly will not have a Pay Period in colum n"Last PP Processed”. sothe date in
MOOEMS column "Date Last Updated™ w il reflect prior day’s date. Filkes updated bi-weekly will have a Pay Period in column "Last PP Processed”. OBIE E
5
MEtoME The Combined File is updated diffe rently the week of pay eake. For more information, refer tothe “When are files update d?” topic in the L H
mics rra ogin
HiFa Fle Procgssed Date Last Updated PP Gp Last PP PR
WOEBEE CASLAL PAY BITTI 72 5 A
S COMEINED FILE 5 AL A j
- COMEBINED FILE HISTORY AL 20117 NOTE You must first complete
COMEINED FILE HETCRY (Manihly) B 201808 OBIEE training prior to logging
DEET WGIT ALL WA into it.
Green indicates siteis up. Red FFFS SECURITY AL WA
indicates site 5 down. FPPS SUMMARY RECONCILIATION 1 20817 Datamart Helpful Links 2=
[FPF'S SUMMARY RECCHCILIATION 2z 201817
Click applicable URL link above b |FPPS SUMMARY RECCNCILIETION 3 201817 Click HERE b find your Bigency
login to an IBC Datamart Shaw More Pay Processing Group.
spplication.
—— LEGEND: ¥ UpdsteinFroaress M File notUpdsted Ml File Updated Click HERE I find cutwha is your

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

Warning

THIS IS A NOTICE OF MONITORING OF THE DEPARTMENT OF THE INTERIOR (DOI) INFORMATION SYSTENSS.

This is a Privacy Act System of Records

By accessing and using the computer syster, you are consentingto
0, this compLter systerr may subject you to disciplinary acton and

Interior
Business
Center

B. Run Unfunded Leave Report.

1.

Select NASA Combined History Dashboards.
z LT

semien

Home | Catzlog | Favorites -

“ombined History Dashb...

More=

shboard - page 1
Edit | More ~

lgmt Mew Systems Debts
Edit | More»

lgmt Closed Debts
Edit | More ~

lgmt Interest Penalty an...

Edit | More

lgmt Waived Debts Rep...

Edit | More -

lewrms Plarad Piabe-

v e T - e e —

Dachboards = | [E Mew ~ | B% Open ~ | Signed In A= NASJAMS ~

E]}_ﬁ Most Recent{Debt Management - 10 Debt Management Reports)

@ My Dashboard
= Com ponents
5 Combined File
[@ Combined History
([ Debr Management
(@ FPPS Reports
Labor Cost
B Performance Metrics
Position Reports
Eiﬁl Table Reports (A - L)
5 Tablz Reparts (M - Z)
Time and Attendance
[@ Trans Maintenance
Transaction Deleted Actions
E]}_ﬁ Transaction File / Transaction Status History
(@) T=P Errors
@] Velunteers
= MASA Agency Dashboards

@ MASA Agency Counts
5 MASA Combined File Dashboards

MASA Combined History Dashboards

(@ MASA Labor Cost Detail Dashboards
Eiﬁl MASA Transaction Dashboards

F——1 Nkt MarmE B Corfneme [ T .

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

NASA Combined History Dashboarts

Unfunded Leave User or Lose Leave

-

Unfunded Leave

To run for one pay period enter the same pay period in both pay period areas.

* Bureau |10
* Pay Period Betwesn 201822
Org begins with

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

“! Unfunded Leave Balances

[AJL W REST HRS[A/L W RSTR DOLLARS | Leave Credn Hrs Bal |CR DOLLARS |

322.00| 525,334.95
304.00 522,306.40
208.50 £10.979.61
124.50|

261.00|

Anghzg - Ediv - Bafrash - Pring - Report - add 1o Briefing Bock - Copne

6. Click on Criteria Tab.

T 5 Rows1-50

515,652.80|
511.851.10]
576,001.43
$22,738.52
54327063
 5630.54 |
52135778
-51.626.30
516,552.90
512.663.64|
51380771
529,461.85
520.051.85
57459 .68
$1,617.12
511,979.22
525,488.80
s512,792.78 |
. 519,553.33
10.00 786,80 |
235,00 $13,277.16 |
65.75 $1.941.84|
_15.35 352413
“a54.00] $18,592.80
__85.00|
31200 5 ol
_L50.00| _33.609.00
166.00| §12.508.10
2B5.75 §17.782.22
25200 516,143.12
156,00 510,12148
26100 £19,666.35
127.00 | $9,569,45
246,00 $9,163.60
21300 §15,092.15

0| 50.00 |
245 51.608.40 |
24| $1,263.84)
24| ssedda)

|u=

-

1 SH91.89 |
z $1,473.38 |
50.00 |
$0.00
24| s1.860.00(

P

H | | |
a mimaleolnjojojojoo|- oo o oooloolkloooonooosloownooon-oooooo
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Unfunded Leave- Query 1
Criteria Results Prompts Advanced
¥| Subject Areas [ ] Eﬁ m-*%
- S I B N | = = 2
7. Select button next to SSN and delete column from layout.
=l =N
.gov/analytics/saw.dil?Answersgcritt O ~ @ & ||m Fgruaru:eTzkslNAS_|CIBC Datamart Portal | (2 Oracle BI Answe_ X | | Aok
Iige;nce Search [all [v] (%] Advancad Help - Sign 0wt O
Home | Catzlog | Favorites = | Dashboards ~ [ Mew ~ | B® Open ~ | Signed In A= NASJAMS ~
i 8&a @
FRs
G w

¥ Selected Columns
Double click on column names in the Subject Areas pane to add them %o the anzlysis. Once added, drag-and-drop columns to reorder them. Edit 2 column's properties, forr

 Orngznization Hist ) Employes Hist i : Other - PE Leave Hist
H Dept 55 B Bureau S5 H subBur 5. H org 5| H Name Whole 55 H 558 1= B Flsa Category 5[ B Employes Status History Typz 5| B Pe Leave Seq Mbr §

@ Sort
@ Edit formulz

< Bi Column Properties >
P Fifeer F % >

| Filters

Add filtars to the analysis critaria by clicking on Filter option for the specific column in A Delete
header, Add a saved filier by clicking on 2dd button after selecting its name in the catalog pane.

by clicking en the filter button in the Filter pane

[ Deptis equal to [ isin NN
AND"J Employee Status History Type is equalto [ isin A; C: F; LL; M; S
AMD' [ Pay Period is between 201816 and 201816
AND'7 Bureau is equal to [ is in 51

8. Click Results to see the report.

prewT——

Criteria Results Prompts Achvanced
9. Export to Excel by selectiﬁg Export - Excel - Excel 2007+

S- -l B-8% &

Compe [ 5OF
= Excel v B Eemion G
- B Powespoin: v [ Excel 2007+
i@ web archive [.mhs)
Bure [ Dats v [A/L W REST HRS !a.-;
BT e s

10. Select Open.

Do you want to open or save Unfunded Leave - Query Laxdsx from obiee.ibc.doi.gov?

Open Save |¥ Cancel
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11. Copy and move tab to HQ Funded Leave Spreadsheet.

B | C D E F G
Mame Whaole A/LW RSTR  |Leawve |CR
DOLLARS Credit | DOLLARS
Hrz
Bal
510,484.11| 0.00| 50.00

$23,472.60| 0.00| S50.00
$11,162.76| 0.00| 50.00
$32,460.73| 0.00| S50.00

52,384.64| 000 5000
521,879,326 0.00 50.00
$14,720.72| 0.00| S0.00
£15,476.00| 0.00 50.00
$26,090.32| 0.00| S0.00

12. Rename the tab to HQ Funded.
13. Change the Orientation to Landscape.
14. Add a Custom Left Header stating, “HQ Funded Leave — OBIEE, current
month and year”.
C. Filter the OBIEE report to select only the employee names with more than
50% of their time charged to SEWP determined by the BOBJ report in STEP
D. Include the Org value in the filtered report.
E. Save these names and totals in another new tab using the BOBJ excel report.
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Highlight the data in the cells and click on “Data” and then “Subtotal” in Excel.
. Select “Org” for the field called “At each change in:”

Check the box next to “A/L W RSTR DOLLARS” in the field called “Add
subtotal to:”

Click OK

Subtotal

Te

At each change in:
Org

Use function:

Sum

Add subtotal to:

S R

(=]
(=]

[ lorg

:| MMame Whole

| A/L W REST HRS

------- Leave Credit Hrs Bal
I | cr DOLLARS

(i »

Replace current subtotals

=1 Page break between groups

Summary below data

|

[ BRemowve All

Ok

J |

Cancel

J. This will be the final report to show the amounts by “Org” used to record the

Funded Leave Source Entry.
' A | B C D E F| G H |
Bureau |Org MName Whole AW AJLWRSTR  |Leave |CR Total
REST HRS | DOLLARS Credit | POLLARS
Hrs
Bal
10 LPO13 281.00| 510,484.11| 0.00 50.00
10 LP313 284.00( 523,472.60( 0.00 S0.00
10 LPO13 205.50( 511,162.76| 0.00 50.00
10 LP313 392.75( 532,480.79( 0.00 S0.00
10 LPO13 43.00 52,324.64| 0.00 50.00
10 LP313 288.00( 521,B79.35( 0.00 S0.00
10 LPO13 271.00| 51472072 0.00 50.00
10 LP313 292.00( 515,476.00( 0.00 S0.00
1 [10 LPO13 40400 526,090.32| 0.00 50.00
=
LPO13 5158,131 .30 S0.00
L Total 5158,131.320
Grand £152,131 .30 S0.00
2 Total 5158,131.30
3
|
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STEP 3 — Account Maintainer - Check Available Budget for Funded Leave Source
Entry

K. Check available budget to post the Funded Leave Source Entry.
Note: The Funded Leave Source Entry posts to accounts that consume budget.
Therefore, it is very important to check to see if there is enough budget on the
SEWP Fund Labor line of budget.
Log into SAP and enter T-Code: ZFI_Budget

. Enter the current SEWP Fund being used in the value field: e.g., SEWX02018R
Note: Working capital fund budget for one year is consumed prior to using the
new year’s fund. You will need to monitor the budget and validate with SEWP
Budget POC when it is time to use the next year’s working capital fund (e.g.,
switching from SEWX02018R to SEWX02019R). It does not always switch when
the new fiscal year changes.
Note: Don’t include the fund because it could change from year to year.
Enter 10 in the Funds Center value field

. Enter 991564 in the Funded Program value field and click Execute

Budget Status-Non Full Cost: Selection

% [ Data Source...

<r

oz

Selection values

]

From Period IJ.
fmn

To Period 16

Sel_ec_t\_orj aroups

Fiscal Year

Or value(s) [ to ’E
Fund

Or value(s) ] to ’E
Funds Center

Or value(s) 10 to ’E
Funded Program

or value(s) 951564 | to @

P. Determine if there is enough budget available by viewing the “Labor Budget” line
and the “Available Budget” column.

I
Budget Status-Non Full Cost Date: 11/08/2021 Page: 1/ 1
Fiscal Year . .9999
Period 1..16
Fund/Group SEWKO02021R
Budget Type ZNASRBT1
Functional Area/Group 0..ZZ2ZZ27227277272222
Funded Prog/Fund Center/Commitment Item Budget Commitments Obligations Cost Disbursements |Availabkle Budge
** Total FB/FC/CI 10,000,000.00 2,950,419.22 1,950,419.22 1,950,419.22 1,950,419.22 1,045,5380.78
* 951564 NASL SEWP Program 10,000,000.00 £, 950,415.22 1,4950,415.22 1,550,415.22 1,550,415.22 1,045,580.78
10 NASAE Headquarters 10,000,000.00 8,950,419.232 1,950,419.22 1,950,419.22 1,950,419.22 1,04%,580.78
Allokjects 0.00 0.00 0.00 0.00 0.00 0.00
Labor Budget 2,564,000.00 1,514,419.22 1,514,419.22 1,514,415.22 1,514,419.22 1,045,580.78
Allothers — Procurements 7,436,000.00 7,436,000.00 436,000.00 436,000.00 436,000.00 0.00
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Q. The amount of available budget MUST be more than the amount of the Funded
Leave total in the Excel report to move forward with Source Entry.

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

1. Change the Orientation to Landscape.

2. Adjust Margins to fit on one page.

3. Add a Custom Left Header stating, “HQ Funded Leave — Budget
Screen, current month and year”.

S. Send an email to the SEWP Labor Budget Analyst with the HQ Excel
Spreadsheet attached and receive confirmation of concurrence with the SEWP
employee listing and validation of budget.

1. Sufficient Labor Budget — send SEWP Budget Analyst email
using template in Appendix C
2. Insufficient Labor Budget — send SEWP Budget Analyst email
using template in Appendix B
T. Once SEWP Budget Analyst concurs, the Source Entry can be parked and posted.

STEP 4 — Account Maintainer — Run GR55 Report

A. Run SAP GR55 Report with Account group ZAFC — execute
Execute Report Group: Initial Screen

(3» [)Data extracts  Multiple selection & ja

-
Report Group I_ze.:‘u:_I

B. Enter the following fields:

Fiscal Year

Company Code (NASA)

Period

Account number value: 2210.0000

Business area value: 10

Application of funds value: 80X4546 (this is the SEWP AOF)
Execute

Nooakwbh =
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Selection values
Fiscal year
Company code

Period

Selection groups.
Account number
Or value(s)
Business Area Set ID
Or value(s)
Fund Set ID
Or value(s)
Funds center
Or value(s)
Agency Location Code
Or value(s)
Applic. of funds
Or value(s)
Funded Program

Or value(s)

TR

'buzéﬁ.
e
NASA/
=
[2210.0000 to | g
10 to 1
0 ;
t0
to
S0X4546 to
to

C. Once the report has been executed, highlight current year SEWP fund.

NASA AOF Cum
T G Ba 22 T RI &%

M 4 » M

Variation: Characteristics
. Funded Program
o Agency Loc Cd

. Business Area

. Fund

Variation: Fund
~ [ * Fund Set ID
= [2] NCCX02021R WCF NCCIPS
- MSCX0D2021R WCF NS5C
] SEWX02021R WCF SEWP
« [] WCFX04546R NASA WCF 2006
= WCHX04546R NASA WCF

=
] =

&4 an S8 5

}Epcrt Name: NASA Acct by AOF Cumm. Selection Date: 11/08/2021
Report Group: ZAFC

10 Pericd: 2/ 2022
x

Page: 1 of 1

2210.0000
*

Beg Balance ‘ Debits | Credits | End Balance |
222, 686.82- 1404,631.02 181,944.20-
222,68 404,631.02 181,944.20-
222,686,582 £04,631.02 181,944.20-

D. Take a snip of the report results and save on a separate tab for the HQ
Funded Leave Spreadsheet and rename the tab “GR55”.
1. Change the Orientation to Landscape.
2. Adjust Margins to fit on one page.
3. Add a Custom Left Header stating, “HQ Funded Leave — GR55, current
month and year”.
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STEP 5 — Account Maintainer - Park Funded Leave Source Entry

A.

Cow

m

Park a Source Entry for Funded Leave using the following attributes:
1. Reference is the HQ SEWP Funded Leave.
2. Doc Header Text: HQ SEWP Funded Leave
3. Document Type - SY
4. Debit SGL Account 6100.1111 (Reg Salary)
a) Amount
b) Text—HQ SEWP Funded Leave FY20YY PXX
c) Business Area - 10
d) Cost Center — The cost center is 10 + the org data from the Datamart report
e) Order — FC000000
f) WBS -991564.01.04
g) Fund Center —10
h) Fund - SEWX020XXR (SEWP fund currently available — approved by
Center (see BOBJ report for fund where the employees charged their time))
5. Credit SGL Account 2210.0000 (Accrued Payroll Leave)
a) Amount
b) Text—HQ SEWP Funded Leave FY20YY PXX
c) Business Area — 10
d) Funds Center — 10
e) Fund - SEWX020XXR (SEWP fund currently available — approved by
Center (see BOBJ report for fund where the employees charged their time))
Pull the parked documents in SAP using SQO01.
Run the “Step1_Create Source Entry” macro for the document.
The description needs to be manually entered in “Explanation” field on
the template form itself: HQ Funded Leave for FY20YY PXX.
Include the BOBJ report, Funded Leave Excel report, GR55 screenshot,
and available budget screenshot as the entry backup.
Create a Service Now Case/Task for the entry

Note: Each month OCFO DAB will request copies of the Funded Leave entries via

email.

Email the Funded Leave entries monthly.

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

Now task.

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

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

2. Access SAP T-code FV50

=  Document ings Environment System Help

@ | | < ae NnToan AR o=
Park G/L Account Document: Company Code NASA

aaTree on  [lfJCompany Code [%#3Simulate Save as Completed [EPost & Processing Options

< Basic Data | Detals

- r !
Document Date Jj Currency uUsD Total Dr.

e Bl
Posting Date 03/17/2021 0.00 |USD
Reference

Amount Information

Doc.Header Text | Total Cr.
Document Type .~ 0.00 |USD
[ |Doc.currency

Company Code NASA NASA Washington DC (@i el

0 Items ( No entry variant selected )
B G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code Assignment
- 00
oo
- 00
oo
- 00
oo
- 00
oo
.00

44 4 4 404

O =

L=Ri =R =R = = = = = = = |

L

=
3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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=y Document  Edt  Goto Extras  Settings Environment ~ System  Help
Park G/L Account Document: Company Code NASA
ﬂTree on ﬂCumpany Code @S\mulate Save as Completed Pust fPrucessing Options
. BasicData * Detals |
= | Amount Information
Document Date I | Currency lusp | Total Dr.
Posting Date [03/17/2021] 0.00 |USD
Reference |
Doc.Header Text Total Cr.
Document Type ch 0.00 USD
[JDoc.currency

Company Code NASA NASA Washington DC _ [®'L'9]
[ Selection of Parked Documents <

: | T
i - Company code NASA
| 0Iems (| el ,L4-IIL
| Doc. Number —
B G/Lacct| — — Tax ... Tax jurisdictn code W Assignment
(. Fiscal year =
| 0.00 il
| 0. M
I 0. M
I 0. i
1 0. M
I 0. [
I 0.00 i
I - 0.00 il
| - 0.00 il
| - 0.00 O
i

i

ey
5. Enter Source Entry document number in the “Doc. Number” field and the fiscal
year then select “continue”

D. Review the following fields:
1. Document date
2. Ensure posting date is the same as the document date. If itis NOT the same,
update the posting date of the Source Entry to prevent a FBWT difference.
3. Review all other fields and validate information is the same in SAP as it is on the
Source Entry template.
4. Ensure total Dr. and total Cr. are the same and the icon is green.

" Amount Information
Total Dr.

1,250.00 |UsD

Total Cr.

1,250.00 |USD

B (—
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5. If everything is correct, attach signed copy of the Source Entry in SAP by

selecting the attachment icon. Another menu will appear. Select the paper
clip icon. If corrections are needed, return task to L2.

@ ==felitParked G/L Account Document 010014

o (ISR ~

6. Selecr{ “New”'
[

Ing Uate U3/ 1572021 |
{ [ Service: Attachment list

| [Cvew Jomiipiiiig) (2 S (&) @) (F) (SE JE

] AttachmentForNASA01001458592021
) Icon |Tilje

‘Creatur Name ‘Created On

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

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

~

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | ~l«H eae £hod SR o=

Edit Parked G/L Account Document 0100145859 NASA 2021

ﬁTree on @ﬁCompany Code Esmulate HSave as Completed B Post W
Bk o oo

| | Amount Information |

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

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

B. Once the report has been executed, verify that the total in SAP matches
the amount on the HQ Funded Leave tab of the backup documentation.
If the totals do not match, research, and make the necessary corrections.
Keep Service Now case/record open until reversals are completed in the
following month.

OO

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

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

| Document Details

Document Mumber 1200010417
Company Code |HASA
Fiscal Year 2019

C. Enter the Reversal Reason Code “02”

01 Reversal in current period
02 Reversal in closed period |
03 Actual reversal in current period

D. Enter current date in Posting Date.
Specifications for Reverse Posting

Reversal Reason 02
Document Date
Posting Date 1170272018 Tax Reporting Date

Posting Period

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

&~ Display Before Reversal
F. Click Post.
& v | 4 e2ae ]

G. Run the GR55 report again t0 show that the entry has been reversed.
H. Take a snip of the screen and attach to the SNOW task.
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I. Route task to AR L2 Supervisor for validation of reversal.

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

STEP 10 - CS Accountant — Review Reversal to ensure timely completion with code
02 and route the task back to AR L2 for resolution

STEP 11 — Account Maintainer — Resolve task when returned from AR L3.
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PROCESS 3 - HEADQUARTERS FUNDED LEAVE PROCESS

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

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

STEP 1 — Account Maintainer - Run the Unfunded Leave Report in OBIEE for
Headquarters and separate data by Organization (Org).
A. Log into the OBIEE system Select NASA Combined History Dashboard.
B. Select BA 10
C. Enter last Pay Period that was fully processed in the month. Pay Periods are
entered as 20YYPP (i.e. 201816).
D. Enter “X” in the Org Filter.

yeysewrm———"m,

Unfunded Leave User or Lose Leave

o

Unfunded Leave
Ta run for one pay period enter the same pay period in bath pay peried areas.

* Bureau [10 =
¥ Pay Period Betwesn201B22 -201822
Org begins with X

Apply | Resstw
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Click Apply.

nm

report into an excel spreadsheet.
. Click Export > Excel - Excel 2007 +.
Click Open.

IO

Once the reports have been executed, export Unfunded Leave Summary

De you want te open or save TABLE with leave summary Part 1.xdsx (6.04 KB) from obiee.ibc.doi.gov? Open Save |¥

Cancel

Total”.
Change the Orientation to Landscape.

A&

current month and year”.
Copy the exported information into the NSSC Total Tab.

spreadsheet.
Click Export > Excel > Excel 2007+.
Click Open.

oz =r

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

Add a Custom Left Header stating “NSSC Total Funded Leave — OBIEE,

Export Unfunded Leave Summary report for Comp Time into an excel

Do you want to open or save TABLE with leave summary Part 1.xlsx (6.04 KB) from obiee.ibc.doi.gov? Open Save |¥

Cancel

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

the NSSC Funded leave report.

o

o

1 |Bureau AJL'W RESTHRS | A/LW RSTR DOLLARS  |Leave CreditHrs Bal |CRDOLLARS |Leave Comp Avail Occ |CT DOLLARS

Tatal |

7 |10 37,317.25 52,083,729.35 1,264.00| 568,576.39 0.00

50.00

3 |Grand Total 37.317.25 52,083,719.35 1,264.00) 568,576.39 50.00

$0.00| 57 152,305.74

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

summary.

Q. Add the balances together for A/JL W RSTR DOLLARS, CR DOLLARS, and

CT DOLLARS.

Note: Due to rounding issues, make sure that the totals are correct.

R. Click Analyze in the Unfunded Leave Balances.
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| Unfunded Leave Balances
Bureau |Org  |S5M [Mame Whale [A/L W REST HRS [4/L W R5TR DOLLARS | Leave Credit Hrs Bal|[CR DOLLARS
10 HADDO 422,00 532,793.62 0.00 50.00
10 HADDD 263.00 515,353.43 17.00) 5125137
10 HADDO 248,75 521,551.70 0.00 50.00
10 HA000 -3.00 -280.10 0.00 30,00
10 ¥AD0Q 353.00 523,248.58 0.00 50.00
10 #0000 192.00 514,133.12 0.00 30.00
10 RARII 341.50 527.466.85 0.00 50.00
10 RARIi 321.50 518,531.26 24.00) s1,383.36
10 D010 258.00 517.590.34 4.50 5313.79
10 EAR 280.50 515.242.37 0.00 30.00
10 HDOLA 294.25 520,518.05 21.75| 5§1,516.63
10 AR 207.75 58.033.65 23.00 5889.41
10 HDOLA -17.50 -5656.25 1.25 546.94
10 HDOLA 105.50 53,956.25 0.00 50.00
i0 ¥DO1Y 236.00 57.615.72 0.00 30,00
10 ¥DO1A 134.00 5565348 2.00 584,38
10 HDOLA 257.00 516.083.06 24.00| 51,501.92
10 HDOLA 218.75 510.060.31 0.00 50.00
10 HD01Y 304.50 516.545.53 0.00 30,00
10 ¥DOLA 260.25 510,063.87 0.00 50.00
10 HDO1A 226.00 59,006.10 0.00 30.00
10 ¥DOLA 132.75 54.822.31 0.00 50.00
10 HD01Y 68.25 52,719.75 3.00 5119.55
10 HDOLA 155.75 56.366.04 0.00 50.00
10 ¥DO1R 263.00 512,095.37 0.00 30.00
10 RAR D 260.00 516,619.20 1.00 563.92
10 ¥DD1R 67.50 53.334.50 15.50 5765.70
10 ¥D01R 105.00 53,5593.10 0.00 50.00
i0 ¥D01R 308.50 511,568.75 0.00 30,00
10 D018 257.00 512,536.46 23.00| 51,121.94
10 ¥D01R 282.00 512,965.18 0.00 30.00
10 RAR DL 289.50 514,121.81 1.00 548.78
10 ¥D01g £9.00 52,281.53 5.75 §222.35
10 pAR I 281.00 514,097.77 24.00| 51,204.08
i0 ¥D018 283.00 515,373.22 0.00 30.00
10 #0020y 277.00 519,852.59 0.00 50.00
10 X000y 433.75 528,565.78 13.00| 51,514.73
10 ¥D023) 228.00 511,121.84 0.00 50.00
i0 D02y 232.00 512,226.40 14.00) 5126480
10 D02y 283.75 511,6353.43 24.00 5984.48
10 ¥D021 326.00 516,355.42 23.75| &§1,191.54
1D ¥D021) -32.50 -51,333.15 1.00 541.02
10 ¥D021 240.00 510,405.40 14.00) 5104064
i0 ¥po2y 279.50 511,138.07 24,00 5956.40
10 D02y 237.00 510,893.63 19.50 5896.81
10 ¥D023 178.00 59.674.30 0.00 30.00
10 ¥D023 234.25 512,729.15 24.00| 5130418
i0 ¥D02 96.50 54.302.94 9.50 542361
10 HD023 200.00 54,390.00 15.50 5340.23
10 ¥D02 = = = 330.50 5943247 24.00 s684.96
39T Rows1-50
Anzlyze - [dit - Rafresh - Print - Export - Add 1o Brisfing Bogk - Copy
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S. Click on Criteria Tab.
pre——
Criteria Resuls Prompts Advanced
¥ Subject Areas & W m*i
o = IO T | = 2 :
T. Select button next to SSN and delete column from layout.
=l §
.gov/analytics/saw.dli?Answers#crit O ~ & & || m Finance Tasks | Ngs_| c' 1BC Datamart Ports! '_":' Oracle BI Answe_ X | e f::hg' c::}
Help
Iigence Search |All [~] || Advanced Help ~ Signout O
Home | Catalog | Favorites ~ | Dashboards ~ [ Mew - BS Open ~ | Signed In As NASIAMS ~
dvanced aga @
FAas
~| Selected Columns B
Double click on column names in the Subject Areas pane to add them to the anzlysis. Once added, drag-and-drop columns to reorder them. Edit = column’s propertiss, forr
° Organization Hist ) Employes Hist ) : Other - PE Leawe Hist
H pepr = B Bureau S H subBur 5[ B org = B Name Whole 5'H ssn 1= B Fisa Category 5[ H Employee Status History Type 5| B Pe Leave Seq Nbr §
@ Sort
@ Edit formula
< aﬂ Column Properties >
«| Filters P Filcer T MR e
Add fifters to the analysis criveria by clicking on Filter option for the specific column in ¥ Del=t= by clicking on the filter button in the Filver pane
header, Add a saved filver by clicking on add button after selecting its name in the catalog pane.

U. Click Results to see the report.

pre—

Criteria Results Prompts Advanced

V. Export to Excel by selécting Export = Excel - Excel 2007+

G- - @ G- &
Compe |- POF '
[ Excel , B Excal 2003 —
; ﬁ Powerpoint ¥ E Excel 2007+
E Web Archive [.mht)
Ee 3 Duta " [A/L W REST HRS !a.-;
SN e, TR | T A

W. Select Open.

Do you want to open or save Unfunded Leave - Query 1.xlsx from obiee.ibc.doigov?

Open Save | ¥ Cancel

X. Save Spreadsheet as “NSSC Funded Leave” in N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Debt
Management\Funded_Unfunded Leave\FY20XX\HQ\XX — Current Month\NSSC.
1. Change the orientation to Landscape.

2. Add a Custom Left Header stating “NSSC Total Funded Leave — OBIEE,
Current month and year”.
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Y. Click Analyze in the Unfunded Leave Balances — Comp Time (if any)

*| Unfunded Leave Balances - Comp Tima

Burezu|Org  |SS [zme Whole ! Comp Avail Occ|CT DOLLARS
10 [¥D022 |42 41.00  51,350.13

—  Anatyze - Edit - Refresh - Print - Export - Add to Brisfing Book - Copy

Z. Click on Criteria Tab.

nfunded Lesve - Query

Criteria Results Prompts Advanced
¥| Subject Areas fi ] Eﬁ m-*%
o oS I BT N | = = z
AA. Select button next to SSN and delete column from layout.

.gow/analytics/saw.diI?AnswersZcrit O ~ @& & || m Finance Tasks | MAS_| C IBC Datamart Portal | (23 Oracle BI Answe_ X

Help

ligence search [all [~] [(#] Advanced Help - Signowt O
Home | Catalog | Favorites ~ | Dashboards ~ [ New ~ | B% Open » | Signed In As MASJAMS ~
dvanced B& @
FA L
B W

~| Selected Columns
Double click on column names in the Subject Areas pane to add them %o the analysis. Once added, drag-and-drop columns to reorder them. Edit 2 column's properties, forr

Organization Hist Employee Hist : Other - PE Leave His!

"H pept = B Bureaw 5 H sub Bur = B 0g 5| B tame whole 5 H 550 = B Flsa Category 5. B Emplayes Status History Type 5| B Pe Leave Seq Nbr §
@ sort .
@ Edit formula
< %i Caolumn Propertiss >
“F Filer P N >

| Filters

Add filters to the analysis criteria by clicking on Filter option for the specific column in A Delete
header. Add 2 saved filter by clicking on 2dd button after selecting its name in the catzlog pane.

BB. Click Results to see the report.
Unfunded Leave - Query 1 *
Criteria Results Prompts Advanced
CC. Export to Excel by selecting Export & Excel a Excel 2007+

by clicking on the filter button in the Fileer pans

G- - & @ & @ &
Compe |2 £OF !
= Excel v B Excel 2003 =
" [ Powarpoin: b B el 2007+
é Web Archive [.mhz)
Burt [ Dats . |&/L W REST HRS ia.'i
e o s o ekt | ]

DD. Select Open.
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Do you want to open or save Unfunded Leave - Query 2.xlsx (5.99 KE) from obiee.ibc.doi.gov?

Open

-

Save

Cancel

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

Note: Not all employees will have Comp Time. Line up the actual comp time

with the employee’s name on the first leave report.

LY

L

Bureau |Org AL'W RESTHRS AfL'W RSTR DOLLARS Leave Credit Hrs Bal  |CR DOLLARS Bureau |Org Leave Comp Avail Occ |CT DOLLARS
L
7 10 xDozz 178.00 59,674.30 0.00 50,00
g (10 xDo22 319.00 51E,004.23 5.50 5275.94
g |10 XDoz2 200.00 54,380.00 15.50 53402310 xXDoz22 41.00| 51,350.13
[E XDoz2 178.00 55,916.72 0.00 50.00
110 XDoz2 96.50 54,302.54 9.50 542361
2110 XDoz2 23425 512,725.15 24.00 51,304.18
FF.Create subtotal for Dollars by Org.
1. Click on Data.
E E?’ @ A:f' )7 age. ,_r.ga. =
FILE HOME  INSERT PAGE LAYOUT FORMULAS DATA
2. Click on Subtotal.
= = =] +*= =
—} (—E]F FEII?T = Show Detail
L e EEE = e Detail
Group Ungroup Subtotal
Cutline I
3. Select Org for ‘At each Change in:” and Sum in ‘Use Function’.
4. Check Add subtotal to: A/L W RSTR DOLLARS, CR DOLLARS, and CT
DOLLARS.
5. Check Replace current subtotals and Summary below data.
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Subtotal | :E'] 2 J
1| At each change in: i
]
Use fundion: |
Sum Izl l
| | Add subtotal to: L
[¥] A/L W RSTR DOLLARS ~
|:| Leave Credit Hrs Bal
[Fdl CR DOLLARS
[ Leave Comp Avail Occ | |
[¥] cT DOLLARS
] (Column 5 -
Replace current subtotals
|:| Page break between groups
summary below data
[ Eemove All ] [ Ok J [ Cancel ]

-

6. Click Ok.

GG. Remove the NCCIPS employees from the Organization X data according to
the detailed organization to which they belong (e.g., XF020), add a tab to the
NSSC Funded Leave spreadsheet and label it NCCIPS Funded Leave.

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

Current Month and Year.”

HH. Copy the information on a separate spreadsheet as “NCCIPS Funded Leave”
in N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Debt Management\Funded_Unfunded Leave\FY20XX\HQ\XX —

Current Month\NCCIPS.

II. In NSSC Funded Leave spreadsheet, click on the second function of the

subtotals and hide blank columns.
JJ. Add a new column labeled Total.

KK.Add the dollars for each org. This provides the breakdown for each cost center.
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e | [ wa (] -

Iﬂrg IMLW RSTR DOLLARS | CR DOLLARS | CT DOLLARS | Total
| XAD0O Total $96,873.23| 51,251.37|0 $98,124.60
| xD000 Total 560,131.23| 51,383.36/0 $61,514.59
| | XDO10 Total 533,232.71| 5313.730 $33,546.50
} | XDO1A Total 5120,789.40| 54,15876(0 $124,948.17
[|%D01E Total 5118,555.28| 53,42 5.??.9 $122,022.66
| | XD020 Total 548,413.37| 51,514.780 $49,934.15
| | XD021 Total 582,454.04| S56,375.68(0 588,829.72
| | XD022 Total $72,227.33| $3,21874| 1350.13  $76,796.20
| XD023 Total 536,792.03| 52,412.08 0 $39,204.11
| %0040 Total 535,086.85  5627.57 0 535,714.42
| XD041 Total 5142,106.05| 53,965.33 0 $146,075.37
) | XD042 Total 576,308.97| 53,812.47 0/ $80,721.44
2| XD044 Total £105,057.81| 55,008.22 0 %110,066.02
5/XDO50 Total S50,216.68| 5$2,706.00 0 $53,522.68
3| XFODO Total 518,451.27| 5367.32 0| 518,819.18
5 XFO10 Total 547,962.78| 5$1,350.23 0 $49,319.12
3| XF020Total 5127,188.71| 53,860.27 0 $131,049.98
5| XFO30 Total 599,912.88 $2,323.80 0 $102,236.68
Ir'_ Grand Total 1373014.22 48081.22 1350.13 51,422,445.57

LL. I_?epeat this for the NCCIPS tab.

STEP 2 — Account Maintainer - Check budget in SAP for the NSSC Working Capital
Fund
Log into SAP — Tcode ZF|_Budget_ClI
Enter Periods 1 — 16
Enter the Funded Program Value of 384161
Enter the current year fund for NSSC Working Capital (see GR55 report for current
year fund).
Once the report shows up, filter on the Funds Center of 10-HQ.
Determine if there is enough budget to cover the amount of Org X less the
NCCIPS amount
G. Capture in a screen shot using the view with the Fund displayed and save to a
tab on the NSSC Funded Leave Spreadsheet.
1. Label the tab Budget Screen Shot.
2. Change the orientation to Landscape.
3. Update the margins to fit to one page.

oW

nm
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H.

Varistion: Characterstics

Varistion: Furds Center

4. Add a Custom Left Header stating “NSSC Funded Leave — Budget Screen,
Current Month and Year.”

If there is insufficient budget, send an email to NSSC BAD POC with the amount
of your proposed entry and let them know there is not enough budget.

Budget Status by CI-Non Full Cost

HOGTT O RH AT Hown W4 PN AXENG

B Fund

+ (B Funds Center

= [ Funded Program
- [ percd

- B Fscal Year

* 2 * Funds Center

+ [B) 01 Comporate/tgency

- B 10ng

+ [2) 10-380161 NSSC+HG

« [B 10-HQOP HO Operations
[ 21 80

+ [B 22GRC

+ [B 231aRC

« [ 24 arnc

+ [ 384160 NSSC

+ [B) 51 G5FC

« B 62 Msre

* [B 4550

~Bnnc 44

+ B 2 xsC B |+ sabor Budges| 16

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

Fund

oo

nm

Log into SAP — Tcode ZFI_Budget CI

Enter Periods 1 — 16

Enter the Funded Program Value of 350359

Enter the current year fund for NCCIPS Working Capital Fund (see the GR55 report
for the current year fund)

Once the report shows up, filter on Funds Center of 10-HQ

Determine if there is enough budget to cover the amount of the NCCIPS

amount

Capture in a screen shot using the view with the Fund displayed and save to the
NCCIPS Funded leave spreadsheet.

1. Label the tab Budget Screen Shot.

2. Change the orientation to Landscape.

3. Update the margins to fit to one page.

4. Add a Custom Left Header stating “NCCIPS Funded Leave — Budget Screen,
Current Month and Year.”

If there is insufficient budget, send an email to NSSC BAD POC with the amount
of your proposed entry and let them know there is not enough budget. They will
provide guidance.
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Budget Status by CI-Non Full Cost

U RE &F flow W4 » W 0SS

1..16
NCCXOZ018R

ZHASANTL
350359

WVartion: Funds Center

= B * Funds Center
« [ 01 Corporate/Agency
- B 1ong

- B edssc

Cost Disbursements |Available Budge

.E72.575. 3.754,058.00 3,383, 566,48

o g i}

3,463, 615,72 3,093,423.20

STEP 4 — Account Maintainer — Run GR55 Report
A. Run SAP GR55 Report with Account group ZAFC — Execute.

Execute Report Group: Initial Screen

(% (MiData extracts  Multiple selection ® Ja

—
Report Group LZP;FC_I MASA Acct by AOF Curnm.

B. Enter the following fields:

Fiscal Year

Company Code (NASA)

Period

Account number value: 2210.0000
Business area value: 10

Application of Funds value; 80X4546
Execute

Nogakwh =
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NASA Acct by AOF Cumm.: Selection
(% [ Data Source...

Selection values

7 [ =1
Fiscal year po1g
ot
Company code NRSA
Period il

| Selection groups

Account number

Or value(s) 2210.0000 to ’EJ
Business Area Set ID

Or value(s) 10 | to j— ‘EJ
Fund Set ID

Or value(s) | — fo ’EJ

Funds center

Y

Or value(s) . to

Agency Location Code

or value(s) fo "?J
Applic. of funds
Or value(s) B0K4546 to =

Funded Program

Or value(s) to

8. For NSSC Funded leave, click on current year NSSC fund and take a snip it
of the screen.
NASA AOF Cum
T B I BRE &FT fokm KM 4 a5 78 F

Report Name: NASA Acct by ROF Cumm. Selection Date: 05/24/2019

Variation: Characteristics
Report Group: ZAFC

+ [3 Funded Program

* I Agency Loc Cd Business Area: 10 Period: 8 / 2018
i @ Business Area ALC: * Page: lof 1
4 Fund Fund: *

Account: 2210.0000

Fund Center:

‘SGL Account ‘ Beg Balance ‘ Debits | Credits | End Balance ‘

Varition: Fund
~ B5 * Fund Set D 2210.0000 9,012,550.83 10,585,602.97- 1,573,052.14-
B |+ soxasss 9,012,550.83 10,585, 602.97- 1,573,052.14-
) NCOXO2018R WCF HCCIPS @ [ 9,012,550.83 10,585,602.97- 1,573,052.14-

|2 MCCX02019R WCF NCCIPS

L NSCX02018R WCF NSSC

L NSCX02019R WCF NSSC

. WCFX04546R NASA WCF 2006
L WCHX04546R NASA WCF

9. Save it to a separate tab on the NSSC Funded Leave spreadsheet.
a) Label the tab “GR55”.
b) Change the orientation to Landscape.
c) Adjust the margins to fit to one page.
d) Add a Custom Left Header stating “NSSC Funded Leave — GR55, current
month and year.”
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10. For NCCIPS funded leave, click on the current year NCCIPS fund and take a

snip it of the screen.
NASA AOF Cum

@G EL T RM &F | Hobm 44 M i en 8 58
[ 5 : o
ST L }};epcrz };Iame‘ };:‘;é Acct by ROF Cumm. Selection Date: 05/24/2019
eport Group:
+ [B Funded Program e e
- B Agency Locd Business Area: 10 Period: &/ 2019
+ [@ Businass Area LG ¥ Fage: Tof 1
» [ Fund Fund: *
Account: 2210.0000
Fund Center: =
|SGL Account ‘ Beg Balance | Debita ‘ Credita ‘ End Balance ‘
Variation: Fund
~ [ * Fund Set ID 2210.0000 280,946.38 330,392.00- 49,445.64-
B |+ soxesse 280,946.36 330,392.00- 49,445, 62-
(2] NCCXO2018R VICF NCCIPS 1 280,946.36 330,392.00- 49,445, 64-

+ [21 NCCX02019R WCF NCCIPS.

+ [21 NSCX02018R WCF NSSC

+ [31 NSCX02019R WCF NSSC

* [E] WCRX04546R NASA WCF 2006
+ [B WCNXD4546R NASA WCF

11.Save it to a separate tab on the NCCIPS Funded Leave spreadsheet.
a) Label the tab “GR55”.
b) Change the orientation to Landscape.
c) Adjust the margins to fit to one page.
d) Add a Custom Left Header stating “NCCIPS Funded Leave — GR55,
current month and year.”

STEP 5 — Account Maintainer - Email the NSSC BAD POCs to request validation of
employees charging to NCCIPS Working Capital Fund (see Appendix D)

A. Provide list of NCCIPS employees from previous month, include the dollar amount per
fund to be posted (see NSSC Funded Leave Tab and NCCIPS Funded Leave Tab for totals)
and request validation

STEP 6 - Account Maintainer - Park the Funded Leave Source Entry for NSSC
Working Capital Fund
A. Enter the following criteria:
1. Reference is WCF Funded Leave
2. Document Type — SY
3. GL Accounts
a) Debit 6100.1111
1) Amount — Debit lines are broken out by cost center.
2) Text — WCF Funded Leave FY20YY PXX
3) Business Area — 10
4) Cost Center — 10 + org date from Datamart report
5) WBS - 384161.06.01.01
6) Fund Center — 10
7) Fund — NSCX020XXR (current Fund (see GR55 report) being used
per BAD guidance — this will change as the budget is consumed))
b) Credit 2210.0000
1) Amount — NSSC Funded Leave less NCCIPS Funded Leave
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2) Text — NCCIPS Funded Leave FY20YY PXX

3) Business Area — 10

4) Fund Center— 10

5) Fund — NSCX020XXR (current Fund (see GR55 report) being used

per BAD guidance — this will change as the budget is consumer))
Pull the parked documents in SAP using SQO01.
Run the “Step1_Create Source Entry” macro for the document.
The description needs to be manually entered in “Explanation” field on the template
form itself: WCF Funded Leave for FY20YY PXX.
Include the Funded Leave Excel report and available budget screenshot as the entry
backup.
F. Create a Service Now Case/Task for the entry and route task to AR L3 for review and
posting.

Cow

m

STEP 7 - AR L3 CS — Review and Post Source Entry

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

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

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

2. Access SAP T-code FV50
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=g Document Settings Enyironment System Help
) ee DNON TFA @m
Park G/L A wunt Document: Company Code NASA
ﬁTree on E; Company Code ESlmu\ate Save as Completed Post IPrucesslng Options
< Basic Data | Detals
| Amount Information
Document Date T =] Currency usp | Total Dr.
Posting Date 03/17/2021 0.00 |USD
Reference [
Doc.Header Text | Total Cr.
Document Type = 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC O
0 Items ( No entry variant selected )
5_ G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code W Assignment
- 0.00 [
- 0.00 ]
- 0.00 [
- 0.00 ]
- 0.00 [
- 0.00 ]
- 0.00 [ ]
- 0.00 ]
- 0.00 [ ]
" 0.00 ]
1k

Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”

w
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=g Document  Edt  Goto Extras  Settings Environment  System  Help

-

Park G/L Account Document: Company Code NASA

ﬂTree on iﬂCumpany Code ﬁSimulate Save as Completed Pust fPrucegsing Options

< 'BasicData | Detals |
| Amount Information
Document Date [ | Currency lusp | Total Dr.
Posting Date [03/17/2021] 0.00 |USD
Reference |
Doc.Header Text Total Cr.
Document Type ch 0.00 USD
[JDoc.currency

Company Code NASA NASA Washington DC _ oD
[ Selection of Parked Documents <

i e é Company code Eﬁjﬂ_' .

|BL G/L acct dioshnniidind . — Tax ... Tax jurisdictn code W Assignment
I Fiscal year R =
f 0. O
| 0. W
| 0. 0
| 0. [
' . il
| 0.00 [
| - 0.00 [
| - 0.00 a
| - 0.00 ]
|

&
5. Enter Source Entry document number in the “Doc. Number” field and the fiscal
year then select “continue”

B. Review the following fields:
1. Document date
2. Ensure posting date is the same as the document date. If it is NOT the same,
update the posting date of the Source Entry to prevent a FBWT difference.
3. Review all other fields and validate information is the same in SAP as it is on the
Source Entry template.
4. Ensure total Dr. and total Cr. are the same and the icon is green.

" Amount Information
Total Dr.

1,250.00 |UsD

Total Cr.

1,250.00 |USD

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

7 ==felitsParked G/L Account Document 010014

(SR

6. Selecr{ “New”'

bng Date U3/ L1o/ 2021 I
T

: AttachmentForNASA01001458592021
) Icon |T'lje ‘Creatnr Name ‘Created On

7. Sel_ect “Create Attachment”

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

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

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | -l«H @@ Phoan NR eE

Edit Parked G/L Account Document 0100145859 NASA 2021

&5 Tree on @ﬂ&}mpany Code ES'rnulate HSave as Completed E Post W
B sk ot _
|

| | Amount Information

C. Attach signed Source Entry template with supporting documentation to the Service Now
task and return to AR L2.
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STEP 8 — Account Maintainer — Validate ending balance.

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

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

C. If the totals do not match, research, and make the necessary corrections.

D. Keep Service Now case/record open until reversals are completed in the
following month.

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

A. Enter the following criteria:
1. Reference is NCCIPS Funded Leave
2. Document Type — SY
3. GL Accounts
a) Debit 6100.1111

1) Amount

2) Text — NCCIPS Funded Leave FY20YY PXX

3) Business Area — 10

4) Cost Center — 10 + org date from Datamart report

5) WBS - 350359.01

6) Fund Center — 10

7) Fund — NCCX020XXR (current Fund (see GR55 report) being used

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

1) Amount — Total NCCIPS Fund Leave

2) Text — NCCIPS Funded Leave FY20YY PXX

3) Business Area — 10

4) Fund Center— 10

5) Fund — NCCX020XXR (current Fund (see GR55 report) being used

per BAD guidance — this will change as the budget is consumer))
Pull the parked documents in SAP using SQO01
Run the “Step1_Create Source Entry” macro for the document.
The description needs to be manually entered in the "Explanation” field on the
template form itself: NCCIPS Funded Leave for FY20YY PXX.
Include the Funded Leave Excel report and available budget screenshot as the entry
backup.
F. Create a Service Now Case/Task for the entry and route task to AR L3 for review and
posting.

Cow

m

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

STEP 10 — AR L3 CS — Review and Post Source Entry

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

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

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

2. Access SAP T-code FV50

=g Document ings Enyironment System Help
(] - | « e NNL I TR em

Park G/L Account Document: Company Code NASA

.é;a,Tree on ElﬂCompany Code ESlmu\ate Save as Completed Pust fPrucesslng Options

< Basic Data | Detais
Amount Information
—_— —
Document Date L le Currency USD Total Dr.
Posting Date 03/17/2021 0.00 |USD
Reference
Doc.Header Text Total Cr.
Document Type = | 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC OO
0 Items ( No entry variant selected )
E: G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code W Assignment

- 00
oo
- 00
oo
- 00
oo
- 00
oo
.00
- 00

URIKIRIKIR IR IR
0 0 0

(=R =R = = = = R = = = I =)

a »

H EEE BE B mE (&
3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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= Document  Edt  Goto Extras  Settings Environment  System  Help

-

Park G/L Account Document: Company Code NASA

f‘aTree on ;ﬂtumpany Code ESimulate Save as Completed Pust ,dPrucessing Options

~'BasicData | Detais |
| Amount Information
Document Date ] Currency lusp | Total Dr.
Posting Date 03/17/2021 0.00 |USD
Reference = |
Doc.Header Text Total Cr.
Document Type & 0.00 |USD
[CJDoc.currency

Company Code NASA NASA Washington DC _ Qa0
[ Selection of Parked Documents 4

- Company code
| OItems (| £y
| Doc. Number - :
B G/L acct — Tax ... Tax jurisdictn code W Assignment
= Fiscal year =
| 0.00 il
I 0. i
I 1 M
j 21 il
I (o1 M
I 0- M
I 0.00 il
I - 0.00 i
‘ - 0.00 il
\ - 0.00 7
i

Y]
5. Enter Source Entry document number in the “Doc. Number” field and the fiscal
year then select “continue”

B. Review the following fields:
1. Document date
2. Ensure posting date is the same as the document date. If it is NOT the same,
update the posting date of the Source Entry to prevent a FBWT difference.
3. Review all other fields and validate information is the same in SAP as it is on the
Source Entry template.
4. Ensure total Dr. and total Cr. are the same and the icon is green.

" Amount Information
Total Dr.

1,250.00 |UsD

Total Cr.

1,250.00 |USD

cm (e—



NSSC NSSDG-9200-0011 Version 5.0
Service Delivery Guide Number

Effective Date:  January 11, 2022
Expiration Date: January 11, 2024
Page 76 of 130

Responsible Office: Financial Management Services Division
SUBJECT: Funded and Unfunded Leave Source Entry Process

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

2 e==FelitParked G/L Account Document 010014

rmpdrn a0

ocument NASA010014

(ISP ——

6. Select “New”
ong Date U3/ 1572021 |
| [T~ Service: Attachment list

 [Cvew i) (2] (&)= 5 () (S JEL

: AttachmentForNASA01001458592021
) Icon |T'lje

‘Creatur Name ‘Created On

7. Sel_ect “Create Attachment”

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

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

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | l«B eae £hod AR o=

Edit Parked G/L Account Document 0100145859 NASA 2021

iq.Tree on Eﬁ(jm‘npany Code ESmulate HSave as Completed B Post m
B Do | vt

| | Amount Information |

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

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

. Once the report has been executed, verify that the total in SAP matches

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

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

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

A.
B.

C.

D.

Log into SAP TCode FB08
In the document Number field type in the original document number for the
accrual entry posted

| Document Details

Document Number [1800010417|
Company Code |HASA
Fiscal Year 2019

Enter the Reversal Reason Code “02”

01 Reversal in current period
02 Reversal in closed period |
03 Actual reversal in current period

Enter current date in Posting Date.

Specifications for Reverse Posting

Reversal Reason 02

Document Date

Posting Date 11/02/2018 Tax Reporting Date

Posting Period

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

reversed.

&~ Display Before Reversal

Click Post.
@ | | «|H |@ @@ HE @&

. Rerun the GR55 for the current period.

Save the screen shot and attach to the Service Now task for review.
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I. Route task to AR L2 Supervisor for validation of reversal.

STEP 11 — AR L2 Supervisor — Review reversal to ensure timely completion and
route to AR L3 for review.

STEP 12 — CS Accountant — Review reversal to ensure timely completion
and utilization of code 02.

STEP 13 — Account Maintainer — Resolve task when returned from AR L3.




NSSC
Service Delivery Guide

NSSDG-9200-0011 Version 5.0

Number
Effective Date:  January 11, 2022
Expiration Date: January 11, 2024
Page 79 of 130

Responsible Office: Financial Management Services Division

SUBJECT: Funded and Unfunded Leave Source Entry Process

PROCESS 4 — OIG UNFUNDED LEAVE PROCESS

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

A. Log into OBIEE.

1. Click on OBIEE Login.

IBC Datamart Portal

You are curentlynot logged in tothe Portsl.  Register or WEZILE |

‘ U.S. Department of the Interior
” Interior
Jﬂuﬂness
- Center

s Portal Home

M Portal| Calendar | Applications | FPPS|

Site Status =6 Current File Data Dates BE OBIEE Login aE
MCCTS *Note: Detamart is one dzy behind FPPS. Files updated nightly will not have a Pay Period in colum n "Last PP Processed”, sothe date in
HCOEMS column “Oste Last Updsted™ will reflect prior day’s data. Files updated bi-weekly will have 2 Pzy Period incolumn "Last PP Processed”. OBIE E
MEEOMDTS ' . : . . —— =
Z The Combined File is updated diffe rently the week of pay cak. For more information, refertothe “When are files updated?” topic in the Lo In
mics Support Forum
HiPA Fie Processed FP G Lasi FP PRG.
HOEBEE CASUAL FAY 5 )
[T COMEINED FILE AL A }
- [COMBINED FILE HISTORY AL 201817 HOTE You must first complete
COMEINED FILE HISTORY (Monthiy) & 201808 ‘OBIEE training prior to logging
IDEET MGT AL i) into it
Green indicates site is up. Red IFPPS SECURITY = ALL oA
indicates site i down. FPPS SUMMARY RECONCILIATION 808118 - 17 1 201817 Datamart Helpful Links =&
FPPS SUMMARY RECONCILIATION 8/08/18 - 1730 2 201817
Click applicable URL link above i | [FPPS SUMMARY RECCNCILIATION 8/08/113 - 1730 3 BT, Click HERE b find your Agency
login o an IBC Datamart Show Mbre Py Proces i Groags
spplication
—=— LEGEND: UodateinFrooress Il File notUcdated I File Undaied Glick HERE o find outwhao is your

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

A\RNING TO USERS OF THIS SYSTEM
Warning

THIS IS A NOTICE OF MONITORING OF THE DEPARTMENT OF THE INTERIOR (DOI) INFORMATION SYSTEMS.

This is a Privacy Act System of Records

ISCLOSURE

NOTE: Thisisa U. rnment System. This st s for the use of authorized users only. By accessing and using the computer system, you are consenting to
system monitori uding the monitoring of okes. Unauthorized use of, or access to, this computer system may subject you to disciplinary action and

criminal prosecution.

Interior
Business
Center

B. Run Unfunded Leave Report.

1. Select NASA Combined History Dashboard.
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Unfun

bt |

JEmici | mn

Home | Catalog | Favorites -

Dashboards -

E tew ~

BS Open ~

Signed In A= NASJAMS ~

Zombined History Dashb...
More-

shboard - page 1
Edit | Mare -

lgmt Mew Systems Debts
Edit | More+

lgmt Closed Debts

Edit | More ~

lgmt Intarest Penalty an...
Edit | More»

lgmt Waived Debts Rep...
Edit | More -

ﬁﬁ' Most Recent{Debt Management - 10 Debt Management Reports)

i My Dashboard

= Com ponents
5 Combined File
@] Combined History
([ Debr Management
@ FPPS Reports
Labaor Cost
@) Performance Metrics
Position Reports
[[E) Tabl= Reparts (A - L)
@) Table Reports (M - Z)
Time and Attendance
@ Trans Maintznance
Transaction Deleted Actions
I-f@ Transaction File / Transaction Status History
@ TSP Errors
& Volunteers
= NASA Agency Dashboards

@ MASA Agency Counts
@) MASA Combinad File Dashbaards

@) MASA Combined Hisnory Dashboards
@ MASA Labor Cost Detail Dashboards
E’@ MASA Transaction Dashboands

L e P

2. Select BA 10.

=1 Nl Mo Bl Cuonmtmene P

3. Enter last Pay Period that was fully processed in the month. Pay
Periods are entered as 20YYPP (i.e., 201816)
4. Enter “W” in the Org Filter.

———— gy ————————

ded Leave User or Lose Leave

Unfunded Leave

To rum for one pay period enter the same pay period in both pay period areas.

* Pay Period Between 201822

* Burezu 10 =l

Org begins with W

5. Click Apply.

-201822
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6. Once the reports have been executed, export Unfunded Leave
Summary report into an excel spreadsheet.
7. Click Export - Excel - Excel 2007+

*| Unfunded Leave Summary

(

® No Results
AfLW R (AJLW RSTR Leave Cradit

Bureau HRS DOLLARS Hr= Bal CR DOLLARS

i0 33,342.B0 52,116,543.58 177.50| $10,885.40

Grand 33,942.80| $2,116,543.58 177.50|510,885.40

Total

Anzhze - Edit - Refresh - Print - Export - Add o Brisfing Book - Copy

@ Powerpaint 3
[@ ek Archive (.mht)

|:| Data ¥

8. Click Open.

E:nd Leave Comp Avail Doc Totzl is g
“ind Pay Period is bebween 201822 and 201822
nd Buresu i equal to 10

The specified criteria didn't result in any data. This is often caused by applying filters and/or selections that
are too restrictive or that contain incorrect values. Please check your Analysis Filters and try again. The filters
currently being applied are shown below.

Dept is equal to f is in NN

peisequalto A G FRLLMS

and Leave Comp Houwrly Rate (Average) is greater than 0
and Org begins with W

Analyze - Edit - Refrech

Do you want to open or save TABLE with leave summary Part Laxdsx (6.03 KB) from obiee.ibc.doi.gov?

Open Save | ¥ Cancel

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

spreadsheet.

10. Click Export > Excel - Excel 2007+

¥ Unfunded Leave Summary

Bursau AL W REST HRS |A/L W RSTR DOLLARS |Leave Credit Hrs Bzl |CR DOLLARS Bursau Leave Comp Awail Occ |CT DOLLARS
10 26,766.25 $1,373,014.22 965,50 548.081.22 10 41.00f $1350.13
Grand Total 26, 768.25 $1,373,014.22 965.50 |$48,081.22 Grand Total 41.00| 51,350.13
Anzhyze - Edit -Refresh - Print - Export - Add o Brisfing Book - Cooy Analyze - Edit -Refresh - Print - Export - Add o Brisfing Book - Comy
& roF I
*| Unfunded Leave Balances 3 s ; .
*| Unfunded Leave Balances - Comp Time Gi Powerpaint p E Excal 2007+

11. Click Open.

@ wib Archive [.mht)

3 Data ]
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Do you want to open or save TABLE with leave summary Part 2.xlsx (5.95 KB) from obiee.ibc.doi.gov?

Open

-

Save Cancel

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

Bureau A/L'W REST HRS | A/L W RSTR DOLLARS |Leave Credit Hrs Bal |CR DOLLARS Total |

10 33,942 80 53,116,543 58 177.50 510,385.40

Grand Total 33,542.80 $2,116,543.58 177.50 $10,885.40| 47 127,428.98
GR55 Balance -$2,133,956.63
Total IV -$6,527.65

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

STEP 2 — Account Maintainer — Determine Total Balance of Unfunded Leave
A. Add the balances together for A/IL W RSTR DOLLARS, CR DOLLARS,

and CT DOLLARS for all OIG.

Bureau ASLW REST HRS | A/LW RSTR DOLLARS |Leave Credit Hrs Bal |CR DOLLARS Total |

10 33,942.80 52,115,543.58 177.50 510,885.40

Grand Total 33,942.80 $2,116,543.58 177.50 $10,885.40) &) 177,428.98
GR55 Balance -52,133,956.63
Total IV -56,527.65

STEP 3 — Account Maintainer — Run the SAP GRS55 report to obtain the
current balance of unearned leave posted.

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

2. Company Code (NASA)
3. Period (as of the previous month completed)
4. Account number value: 2220.9996

5. Business area value: 10
C. Execute report
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D. Obtain the Ending Balance for the OIG Fund (Appropriation) — copy into Excel
document.
STEP 4 — Account Maintainer — Calculate amount to be posted in SAP.

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

Bureau A/LW REST HRS | &/L W RSTR DOLLARS |Leave Credit Hrs Bal | CR DOLLARS Total

10 33,942 80 $2,116,543.58 177.50 $10,885.40

Grand Total 33,542.80 52,116,543.58 177.50 $10,885.40) &) 177,428.98
5R55 Balance -52,133,956.63
Total 1V -56,527.65

1. Decrease: If there was a decrease from the previous month to the current
month, your source entry will be as follows:
a) Debit 2220.9996
b) Credit 6800.9996

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

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

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

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

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

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

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

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

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

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

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

2. Access SAP T-code FV50

= Document ings Environment System Help
@ v« ae Dha S0 @

Park G/L Account Document: Company Code NASA

&2 Tree on E!;l Company Code Esimu\ate Save as Completed Post & Processing Options

< Basic Data | Detais
Amount Information
Document Date [__ jﬁ Currency UsD .Tm:al Dr.
Posting Date 03/17/2021 0.00 |USD
Reference
Doc.Header Text Total Cr
Document Type =N | 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC (@i'e]

0 Items ( No entry variant selected )
B G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Assignment

0 -

LA R BB B A I B O |

wH BEE BE +E @mh E]F]
3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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= Document  Edt  Goto Extras Settings Environment System Help

-

Park G/L Account Document: Company Code NASA

EiTree on J Company Code ﬁSimulate Save as Completed Pust ,dPrucessing Options

. Basic Data | Detais |
| Amount Information
Document Date [ | Currency lusp | Total Dr.
Posting Date [03/17/2021] 0.00 USD
Reference |
Doc.Header Text Total Cr.
Document Type 4 0.00 USD
[JDoc.currency

Company Code NASA NASA Washington DC _ Qa0
[ Selection of Parked Documents ¢

i - Company code
| Oltems (| by
| Doc. Number —
B G/L acct Tax ... Tax jurisdictn code W Assignment
| Fiscal year =
0. i
| 0. i
| 0. 1
| 0. n
| 0. M
| 0. M
| 0. M
I - 0.00 ]
| - 0.00 n
| - 0.00 &
|

1

@
5. Enter Source Entry document number in the “Doc. Number” field and the
fiscal year then select “continue”

B. Review the following fields:
1. Document date
2. Ensure posting date is the same as the document date. If itis NOT the same,
update the posting date of the Source Entry to prevent a FBWT difference.
3. Review all other fields and validate information is the same in SAP as it is on the
Source Entry template.
4. Ensure total Dr. and total Cr. are the same and the icon is green.

" Amount Information
Total Dr.

1,250.00 |UsD

Total Cr.

1,250.00 |USD

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

2 e==FelitParked G/L Account Document 010014

imula

NASA01001458592021

‘ ~

6. Select “New”'

tlng Date U3/ Lo/ 2U02l | |

e pnimecis
| [Covew et (3] (&5 FFL 2EJEL

| AttachmentForNASA01001458592021
) Icon |T'lje ‘Creatur Name ‘Created On

-~ . (ISP —— -~ o

Select “Create Attachment”

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

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

“Post” Icon.

N

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | -l«H @@ Phoan NR eE
Edit Parked G/L Account Document 0100145859 NASA 2021

&5 Tree on @ﬁ&mpany Code ES'mulate HSave as Completed H Post W

Basc Data | Detals | Workfow |

| Amount Information |

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

A. Run GR55 report again (see Step 4 for parameters).
B. Once the report has been executed, verify that the total in SAP
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matches the amount on the OIG Summary tab of the backup

documentation.

C. If the totals do not match, research, and make the necessary

corrections.
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PROCESS 5 — UNFUNDED LEAVE ACCRUAL PROCESS

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

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

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

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

You are currentlynotlogged intothe Portal.  Reqgister or L
_C U.S. Department of the Interior

i Fortsl Home

Wy Prtal| Calendar | Applications | FPPS|

Site Status =E Current File Data Dates (=1[E3] OBIEE Login =[]
HCCTS *Note: Datamart is ane day behind FPPS. Files updated nightly will not have 2 Pay Period in colum n "Last PP Processed”, sothe date in
HOOEMS column "Date Last Updated™ will reflect prior day's data. Files updated bi-weekly will have a Pay Period incolumn™Last PP Processed™. 0 BIE E
=
SECOME The Combined File is updated differently the week of pay cal. For more information, referto the When are files updated?” topic in the L H
mics Support Forum. _Ogm

HirA [Fie Processed

BOBEE (CASUAL FAY

COMBINED FILE

COMEINED FILE HISTORY
ICOMEINED: FILE HISTCRY (Monthhy

PP G Lt PP PRG.
B

ALL NA

ALL 20817 HNOTE You must first complete
B 201508 ‘OBIEE fraining prior to logging

ALL NA into it.

ALL NA
1 201817 Datamart Helpful Links EE

WPCS

DEET WEHT
Green indicates siteis up. Red FPPS SECURITY

indicates site & down. FPPS SUMMARY RECONCILIATION
FPPS SLMMARY RECONCILIATION 2
Click applicable URL link sbave o | |FPPS SLMMARY FECONGILIAT 0N B08/18 1730 z 201817 Click HERE o find your Agency
login to an IBC Datsmart Show Nore Pay Processing Group
application.

== LEGEND: UpdateinProgress I File notUpdated Il File Updated Click HERE o find cutwho s your
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2. Enter Username and Password.

HRMSD OBIEE Login

3. Click Continue to OBIEE.

INING TO USFRS OF THIS SYSTEM

Warning

THIS IS A NOTICE OF MONITORING OF THE DEPARTMENT OF THE INTERIOR (DOI) INFORMATION SYSTEMS.

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

JT@ien |mn

Home | Catalog

“ombined History Dashb...
More»

shboard - page 1

Edit | More -

Igmt New Systems Debts
Edit | More=

Igmt Closed Debts

Edit | More -

Igmt Intarest Penzlty an...
Edit | More~

Igmt Waived Debts Rep..
Edit | More -

L ™l Al Pl b

Dashboards ~

Favorites =

E Mew ~

BS Open ~

Signed In As MASJAMS ~

EE' Most Recent{Debt Management - 10 Debt Management Reports)

i) My Dashboard

= Com ponents
(5} Combined File
(@) Combined History
[[F) Debr Management
(@) FPPS Reports
Labor Cost
(5] Performance Metrics
Position Repors
E‘i;_;‘| Tabde Reports (A - L)
(5 Tablz Reparts (M - Z)
Time and Attendance
(@) Trans Maintanance
Transaction Deleted Actions
Eiﬁ' Transaction File [ Transaction Status Histary
(@ TSP Errors
(@ Voluntesrs
= NASA Agency Dashboards

MASA Agency Counts

(&} NASA Combined File Dashboards

(5} NASA Combined History Dashboards
NASA Labar Cost Detail Dashboards
[} MASA Transaction Dashboards

=1 Fimke Momms Bl Soomsmmmem P b

Select all Business Areas as the Bureau except 10 and 51.

MASA Combined History Dashboards

Unfunded Leave

T

User or Lose Leave

Unfunded Leave

Home

To run for one pay period enter the same pay period in both pay period areas.

* Buresu |--Seiscr Maile-

* Pay Pericg 22
Org b4
S
kA &2
e
B 72
78
{

Gearch...

Apply Resst =
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3. Enter last Pay Period that was fully processed in the month. Pay Periods
are entered as 20YYPP (i.e., 201816)

Unfunded Leave

|

User or Lose Leave

Unfunded Leave
To run for one pay period enter the same pay period in both pay period areas.

* Bureau _11',22;13',24:61',54:?2ﬂ
* Pay Period Between|201822
Org begins with

-|201B22

Reset =

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

6. Click Export > Excel - Excel 2007+
! Unfunded Leave Summary
Burezu AIL'W REST HRS |A/L W RSTR DOLLARS |Leave Credit Hrs Bzl |CR DOLLARS Bureau Leave Comp Avail Occ|CT DOLLARS
21 211,524.00 $15,228.825.01 3,215.50 £231,644.81 21 83.00| 2442459
22 292,472.00 £17,855,261.41 10,566.00 £5B3,429.27 22 158.25| 311,192.04
3 375,068.25 $27,890,600.32 13,525.00 £B01,767.21 23 53.75| 33,026.02
24 96,903.25 £5,529,200.95 2,818.50 £170.452.99 24 53.00 £2.BE231
62 457,283.25 $28,814,538.13 4,093.00 $243,854.11 62 174.25) %6,020.39
b4 59,225.50 5343491444 1,716.00 £51,550.55 72 250.00| 32645651
7l 552,532.00 $318,922,273.81 23,084.00 | $1,471,535.10 76 440.50| $21,012.57
76 373,708.00 $22,083,601.24 10,237.50 $554,255.37 Grand Total 1,223.75|574,984.42
Grand Total 469,116.25 155,169,205.33 69,643.50 |54,145,019.42 : . glose

rand Total, 2, 3 2 dnzhze - Edi - Refresh - Print - Bxport - Add to Brisfing Book - Gopy
Analyze - Edit - Refresh - Print - Export - Add to Briefing Book - Copy
*| Unfunded | S '
#| Unfunded Leave Balances EI Eel ol
*| Unfunded Leave Balances - Comp Ti [ Powersaint b (B Ecel 2007+
@ web archive {.mht)
D Data ¥
7. Click Open

Do you want to open or save TABLE with leave summary Part 1.xlsx (6.04 KB) from obiee.ibc.doi.gov?

Open Save

-

Cancel

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

| Unfunded Leave Summary

Burzau A/L'W REST HRS |A/L W RSTR DOLLARS |Lezve Credic Hrs Bzl |CR DOLLARS Burezu Lezave Comp Avail Oce|CT DOLLARS

il 211,524.00 £15,228,825.01 3,219.50 £231,644.81 21 39,00, 442458

i 25247200 $17,855,261.41 10,566.00 $083.429.27 22 158.25| 311,192.04

3 375,068.25 £27,830,600.32 13,929.00 $B01,767.21 23 53.75| $3,026.02

4 #6,903.25 55,925,290.95 2,816.50 $170.462.99 24 58.00| 352,852.31

62 457,283.25 £7B.814,538.13 4,093.00 £243,954.11 62 174.25| £6,020.39

&4 59,225.50 $3434.914.44 1,716,00 £01,950.55 i 250.00| £26,456.51

7z 552,532.00 $36,522,273.61 23,064.00 | $1,471,535.10 76 440.50| £21,012.57

76 373,708.00 £22,092,601.24 18,237.50 $554,255.27 Grand Total 1,223.75|574,984.42

Grand Total 469,116.25 155,169,305.33 69,643.50 | $4,149,019.42 - y st

rand Towall % . = finzlyze - it - Refresh - rin - Export - Add o Brisfing Biok - Gopy
sz - i -Refesh -Prin - Export - Addto Bifing Book - Gopy 0 oo
*| Unfunded Leave Balances @ £
@ Powerpaint

*| Unfunded Leave Balances - Comp Time

10. Click O

pen.

@ web archive (.mbe)

D Datz

Do you want te open or save TABLE with leave summary Part Z.xlsx (595 KB) from obiee.ibc.doi.gov?

Open

Save | T

Cancel x

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

L U E r u ] A
Bureau AfLW RESTHRS | A/L'W RSTR DOLLARS | Leave CreditHrs Bal |CRDOLLARS  |Bureau Leave Comp | CT DOLLARS

1 Avail Occ

7 |21 211,924.00 £15,228,825.02 3,2183.50| 5231,644.81(21 89.00 54,424,559
3 (22 292,472.00 517,855,261.41 10,566.00| 5583,429.27(22 158.25 511,192.04
q |23 375,068.25 £22,890,600.32 13,929.00| 5801,787.21|23 53.75 53,026.02
5 |24 96,903.25 $5,929,290.95 2,818.50| 5170,463.00(24 58.00 52,852.31
g |82 467,283.25 528,814,538.13 4,093.00| 5243,954.11(82 174.25 56,020.39
7 |64 59,225.50 53,434,914.45 1,716.00| 591,950.56

g |72 £92,532.00 $38,922,273.81 13,084.00| 51,471,535.10(72 250.00 526,456.51
g |78 373,708.00 522,093,601.25 10,237.50| 5554,255.37(76 440.50 521,012.57
|0 |GrandTotal | 2,469,116.25|  $155,169,305.33 £9,643.50| 54,149,019.42 | Grand Total 1,223.75 $74,984.42

12. Save Spreadsheet as Center Unfunded Leave OBIEE FY20YY PXX on N
drive N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Debt Management\Funded_Unfunded Leave\FY20XX\Agency
SE\XX — Current Month

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

A. Add the balances together for A/IL W RSTR DOLLARS, CR DOLLARS,
and CT DOLLARS for all Centers
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- — - = = L
Bureau A/L'W REST HRS | A/L'W RSTR DOLLARS |Leave Credit Hrs Bal [CRDOLLARS  |Bureau Leave Comp | CT DOLLARS Total
Avail Occ
21 211,924.00 515,228,825.02 3,219.50| 5231644.81[21 89.00 5442459
22 292,472.00 517,855,261.41 10,566.00| 5$583,429.27(22 158.25 511,192.04
23 375,068.25 522,890,600.32 13,929.00| 5801,787.21|23 5375 £3,026.02
24 9,903.25 55,528,280.85 2,818.50| 5170,463.00(24 52.00 52,852.31
62 467,283.25 528,814,538.13 4,093.00| 5243,954.11(82 174.25 $6,020.39
g4 58,225.50 53,434,914.45 1,716.00| 591,950.56
2 592,532.00|  5$38,922,273.81 23,064.00| 51,471,535.10(72 250.00 £26,456.51
3 373,708.00)  522,093,601.25 10,237.50| 5554,255.37(76 440,50 521,012.57
| |Grand Total | 2,469,116.25 5155,169,305.33 £9,643.50| 54,149,019.42 | Grand Total 1,223.75 574,984.42 3159,393,309.1?

Leave totals must be calculated as shown in the steps below.

Add HQ and GSFC Unfunded Leave to totals. HQ and GSFC Unfunded

Bureau AfLW RESTHRS | A/L W RSTR DOLLARS | Leave Credit Hrs Bal | CR DOLLARS Bureau Leave Comp |CT DOLLARS Total I
Avail Oce
21 21192400/  $15,228,825.02 3,218.50| 52316448121 22.00 54,424,589
22 219247200  $17,855,261.41 10,566.00) $583,429.27(22 158.25 $11,192.04
23 375,088.25  $22,890,600.22 13,929.00( S801,787.21[23 53.75 $3,026.02
24 96,903.25 §5,929,290.95 2,81850| 5170,463.00[24 58.00 $2,852.31
62 467283.25|  528,814,538.13 4,083.00| 52433541182 174,25 $6,020.38
64 59,225.50 $3,434,914.45 1,716.00  $91,950.56
2 592,532.00)  $38922,273.81 23,064.00| $1,471,535.10(72 250,00 526,456.51
6 37370800  $22,093,601.25 10,237.50 $554,255.37/76 44050 $21,012.57
GrandTotal | 2,469,116.25| $155,169,305.32 69,643.50| 54,149,019.42|Grand Total | 1,223.75 §74984.42 $159,393,309.17
GSFC Unfunded $40,353,715.16
| _| HQ Unfunded 418,784,314.31
| Total Agency Unfunded  $218,531,338.63
1. For HQ BA10, subtract the total NSSC Funded Leave (NSSC

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

A B C D E F G H
Bureau AJLW RESTHRS |A/LW RSTR DOLLARS |Leave Credit Hrs Bal | CR DOLLARS | Leave Comp Avail Occ |CT DOLLARS Total ‘
10 452,374.35 534,136,603.69 4,337.25) 5330,295.56 498.25 543,167.76
Grand Total 452,374.35 534,186,603.69 4,337.25| 5330,295.56 458.25 543,167.76 $34}5&5}057.01

i NSSCFunded  -$2,217,591.04

| HQSEWP Funded  -$149,709.71

0IGUnfunded  -$2,826,752.69
HQ Unfunded | $29,3?1,013.5?.|

a) Run HQ total Unfunded leave report.

Log into OBIEE

Select NASA Combined History Dashboard.
Select BA 10.
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iv.  Enter last Pay Period that was fully processed in the month.
Pay Periods are entered as 20YYPP (i.e., 201816)

NASA Combined istory Dazhbosrd=

Unfunded Leave Us=r or Lose Leave

v

Unfunded Leave
To run for one pay period enter the same pay period in both pay period arass.

* Buresu (10 =l
* Pay Period Betwesn 201822 _201B822
Org begins with
_Ppply | Resst- |
v.  Click Apply.

vi.  Once the reports have been executed, export Unfunded Leave
Summary report into an excel spreadsheet.
vii. ~ Click Export - Excel - Excel 2007+

*! Unfunded Leave Summary

Burzau AL W REST HRS [A/L W RSTR DOLLARS |Leave Credit Hrs Bzl |CR DOLLARS Burzau Leave Comp Avail Occ |CT DOLLARS
10 26,76E.25 $1,373,014.22 9650500 | 548,081.22 10 41.00 $1,350.13
Grand Total 26, 768.25 $1,373,014.22 965.50 |$48,081.22 Grand Total 41.00| $1,350.13
Anziyze - Edit - Refrech - Print - Exoort - Add tp Brisfing Book - Copy Anzlyze - Edit - Rafrach - Print - Export - Add tp Brisfing Book - Copy
& POF !
*| Unfunded Leave Balances Frat o e
[# Excal b i B Excel 2003
Bttt SR
*| Unfunded Leave Balances - Comp Bi Powerpoint i 1 Evcal 2007+

E Web Archive [.mht)

L Data 3

vii. ~ Click Open.

Do you want to open or save TABLE with leave summary Part Lxlsx (6.02 KB) from obiee.ibc.doi.gov?

Open Save b Cancel

ix. Copy and move tab to Agency Unfunded Leave Workbook.
Label tab “HQ Unfunded”
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X.

Xi.

¥ Unfunded Leave Summary

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

Bursau AL W REST HRS |A/L W RSTR DOLLARS |Leave Credit Hrs Bzl |CR DOLLARS Bursau Leave Comp Awail Occ |CT DOLLARS
10 26, 766,25 $1,373,014.22 965,50 548.081.22 10 41000 $1.350.13
Grand Total 26,768.25 $1,372,014.22 965.50 | $48,081.22 Grand Total 41.00| $1,350.13
Anzhyze - Edit - Refrash - Print - Exgort - Add to Brisfing Bock - Cony Analyze - Edit - Refrach - Print - Export - Add 1o Brisfing Book - Copy
& eor ;
?| Unfunded Leave Balances 3 s ; E-EKI:-EHEI(]] """"
*| Unfunded Leave Balances - Comp Time Gi Powerpaint p LEEx:ellﬂﬂﬂ ------
@ wib Archive [.mht)
3 Data ]
xii. ~ Click Open
Do you want to open or save TABLE with leave summary Part 2.xlsx (5.95 KB) from obiee.ibc.doi.gov?
Open Save |¥ Cancel
xii.  Copy and paste to HQ Unfunded tab in Agency Unfunded Leave
Workbook.
xiv.  Add the balances together for A/L W RSTR DOLLARS, CR
DOLLARS, and CT DOLLARS
Bureau ASLW REST HRS | A/L W RSTR DOLLARS | Leawve Credit Hrs Bal |CR DOLLARS |Leave Comp Avail Occ |CT DOLLARS Total |
10 337,250.55 524,179,375.66 3,609.70| 5243,774.40 60.75 56,520.83
GrandTotal |  337,250.55  §24,179,375.66 3,609.70| 5243,774.40 £0.75 56,520.83| 424 429,670.89
XV. Subtract total NSSC (NSSC and NCCIPS), HQ SEWP and OIG

from total to find the true HQ unfunded leave balance.
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A

B

L

]

E

F

& ]

Bureau

AfL'W RESTHRS

AL\ RSTR DOLLARS

Leawve Credit Hrs Bal

CR DOLLARS

Leave Comp Avail Occ

CT DOLLARS

10

452,374.35

£34,186,603.69

4,837.25

5330,295.56

498.25

548,167.76

Grand Total

452,374.35

534,186,603.69

4,337.25

5330,295.56

4938.25

548,167.76

MNSSC Funded
HO SEWP Funded

Total

$34,565,067.01
-$2,217,591.04
-$149,709.71

016 Unfunded
HO Unfunded

-$2,826,752.69
$29,371,013.57

b) The NSSC WCF and NCCIPS WCF balances for Organization
beginning with “X” need to be removed from the total. These WCF
balances are entered separately as Funded Leave entries. See
Process 2 to determine the breakdown of Funded Leave.

For HQ BA10, the amount for Organization “W” will need to be

removed and entered separately as OIG Unfunded Leave. OIG
funds must be kept separate. See Process 3 to determine the OIG
total.

HQ SEWP Funded Leave must be removed from the Unfunded

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

For GSFC SEWP WCF, the balances need to be removed
because they will be entered separately as a Funded Leave entry.
See Process 1 to determine the amount to be removed.

Bureau

AfLW REST
HRS

A/LW RSTR
DOLLARS

Leave Credit
Hrs Bal

CR DOLLARS Bureau

Leave Comp Avail
Ooo

CT DOLLARS

51

595,733.00

$39,765,293.50

11,135.50

5723,096.19|51

158.00

$5,246.43

Grand Total

585,733.00

539,765,293.50

11,185.50

5723,096.19 | Grand Total

153.00

55,246.43

C.

GSFC Funded SEWP
GSFC Unfunded

Total

$40,433,636.12
-$139,920.96

$40,353,715.16

Insert headers for the OBIEE Report screen shots to describe what the data

represents and what amounts are being added or subtracted from the totals (+/-).
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STEP 3 — Account Maintainer - Run the SAP GR55 report to obtain the current
balance of unearned leave posted.

A. Insert Account group ZAFC and execute
B. Enter the following fields:
1. Fiscal year
2. Company Code (NASA)
3. Period (as of the previous month completed)
4. Account number value: 2220.9996
5. Business area value: all centers
C. Execute report
D. Obtain the Ending Balance for the SSMX Fund (Appropriation) — copy into
Excel document.
Note: The SSMX fund was selected by the NASA Labor Process Champion
team as the fund used to post Unfunded Leave.

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

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

v v L r ] 11 1 1

Bureau AJLW REST AJLW RSTR DOLLARS |Leawe CreditHrs | CR DOLLARS Leave Comp Avail Occ|CT DOLLARS Total | GR35 ‘Diﬁerence ‘
1 291,821.25 $21,851,268.00 3,977.50 $295,380.78| 18.00] §1,563.29 $ 22,148,212.07 s 21,864,773.49 S 283,438.58
2 340,544.83 $21,631,601.77 11,323.00 $681,955.91 31775 $25,878.94 $ 22,339,436.62 s 22,104,506.80 s 234,929.82
3 43476675 $28,358,516.48 14,205.50 $886,475.91 92,00/ §7,925.09 5 29,252,917.48 s 28,853,976.08 s 398,941.40
4 112,655.00 57,258,989.87 2,575.50 $164,093.58 175 §2,255.12 s 7,425,338.57 s 7,416,899.35 s 8,439.22

62 567,535.33 $36,749,635.42 8,060.50 $499,057.91 168.75 $11,202.08] 5 37,259,895.41 s 37,294,209.31 -$ 34,313.90

54 67,601.25 $4,176,100.15 213735 $12299210 0.00 54100| $4,299,092.25 § 4,223,538.17 $75,554.08
2 738,590.42 $51,721,581.28) 27,72225|  51,866,586.19 135 50‘ 513,087.38r 5 53,601,255.35 s 52,687,263.60 $ 913,991.75
6 503,606.00 531,141,494.&5| 1567600 $89L818.04 zmuu‘ 59,741.4s| $32,143,054.37 $ 31,649,929.55 $493,124.82

| |Grand Total | 3,057,120.83 5202.939.1.87-32| 85,6750 $5,408,36042 959-75‘ 571:‘*5333| $ 208,469,202.12 $206,095,096.35 '$ 2,374,105.77
GSFC Unfunded Leave $52,903,619.73  $52,103,492.98 4 800,126.75
HQ Unfunded 529,744,200.86 § 29,402,612.69 $341,628.17
$291,117,062.71 §287,601,202.02  $3,515,860.70
| I

1. Decrease: If there was a decrease from the previous month to the
current month, your source entry will be as follows:
a) Debit 2220.9996
b) Credit 6800.9996

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

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

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

STEP 5 — Account Maintainer - Park the Source Entry

A. Park with the following fields:

1. Reference: Source Entry number (i.e. NSSC20190123)

2. Doc Header Text: Agency Unfunded Leave

3. Document Type SX

4. Trading Partner NONFED

5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76

Note: Each Business Area will have a debit and credit for it's respective balance
and will have separate SAP entries.
6. Fund — SSMX Fund for Agency (see GR55 report).

Note: Supporting documentation should include the OBIEE report totals
with adjustments removing the Funded Leave Source Entry amounts,
GRb55 “Before” balance and the computation showing the amount of the

Source Entry.
B. Create Service Now case/task and route to AR CS for posting.
STEP 6 — AR L3 CS — Review and Post Source Entry

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

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

Note: Supporting documentation should include the OBIEE report totals,
GRb55 “Before” balance and the computation showing the amount of the

entry.
2. Access SAP T-code FV50
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=g Document Settings Enyironment System Help
@ ae NDNOH EEH e
Park G/L A unt Document: Company Code NASA

ﬁTree on E; Company Code ESlmu\ate Save as Completed Post IPrucesslng Options

< Basic Data | Detals

. Amount Information
—_—r !
Document Date Currency usD Total Dr.

———— Mwmedtd
Posting Date 03/17/2021 0.00 |USD
Reference [

Doc.Header Text | Total Cr.
Document Type = 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC OO
0 Items ( No entry variant selected )
E: G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code W Assignment
] - 0.00 ]
- 0.00 ]
> 0.00 [
- 0.00 ]
> 0.00 [
- 0.00 ]
> 0.00 [ ]
- 0.00 B
> 0.00 [ ]
" 0.00 ]
1k

3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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= Document  Edt  Goto Extras Settings Environment System Help

-

Park G/L Account Document: Company Code NASA

EiTree on J Company Code ﬁSimulate Save as Completed Pust ,dPrucessing Options

. Basic Data | Detais |
| Amount Information
Document Date [ | Currency lusp | Total Dr.
Posting Date [03/17/2021] 0.00 USD
Reference |
Doc.Header Text Total Cr.
Document Type 4 0.00 USD
[JDoc.currency

Company Code NASA NASA Washington DC _ Qa0
[ Selection of Parked Documents ¢

1 T m——
: = d NASA
[ 0 q ompany code L 7

| Doc. Number
| B G/L acct Tax ... Tax jurisdictn code W Assignment

Fiscal year

o0 O O gEo Q9 o O O

I
I
I
I
I
I
I
I -
I

@
5. Enter Source Entry document number in the “Doc. Number” field and the
fiscal year then select “continue”

B. Review the following fields:

1. Document date

2. Ensure posting date is the same as the document date. If itis NOT the
same, update the posting date of the Source Entry to prevent a FBWT
difference.

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

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

"~ Amount Tnformation
Total Dr.

1,250.00 |USD

Total Cr.

1,250.00 |UsD

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

@ ¢==SefitsParked G/L Account Document 010014

JIT1D Al =

ocument NASAD10014

~ (ISR ~

6. Select"‘rl\\léw”

ong Date U3/ Lo/ 2U21 ) ]
e —
| i i) ()5 (2% ) (L) (BRI

] AttachmentForNASA01001458592021
) Icon |Tilje ‘Creatur Name ‘Created On

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

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

“Post” Icon.

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | -l«H @@ Phoan NR exE

Edit Parked G/L Account Document 0100145859 NASA 2021

gaTree on @ﬁ(jm\pany Code ES'mulate HSave as Completed H Post m

cData | Detals | Workflow |

| Amount Information |

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

STEP 7 — Account Maintainer — Validate ending balance.
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w >

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

matches the amount on the OIG Summary tab of the backup

documentation.

C. If the totals do not match, research, and make the necessary

corrections.
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PROCESS 6 — RECONCILE WITH OCFO DAB

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

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

A. OCFO DAB will send an email showing the balances available in SAP.
Open the attachments in the email from OCFO DAB.
Open Funded Leave Spreadsheets.

Compare totals on both spreadsheets.

m o o W

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

L

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

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

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

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

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

A. Log into SAP and enter Tcode GR55.
B. Enter Report Group ZAFC and Execute.
C. Enter the following fields:
1. Fiscal Year (previous FY)
2. Company Code NASA
3. Period 12
4. Account number value — 2220.9996
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76
Note: Each Business area will have a debit and credit for its respective balance
and will have a separate SAP entry.
D. Enter

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

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

A. Debit  2220.9996
B. Credit 6800.9996
C. Document type: SX (Transfer Posting)
1. Park Source Entry and complete the template (Appendix E) per
normal process.
2. Route Source Entry template to the NSSC AR CS to post.

Note: The JV template will need to be updated for the Source Entry. Remove any

reference to JV and replace with Source Entry. Remove all approvals except
preparer's and AR CS (Appendix E-example).

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

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

Note: Supporting documentation should include the OBIEE report totals,
GRb55 “Before” balance and the computation showing the amount of the
entry.

2. Access SAP T-code FV50

= Document ings Environment System Help
@ v« ae Dha S0 @
Park G/L Account Document: Company Code NASA

&2 Tree on E!ﬂCompany Code Esimu\ate Save as Completed Post & Processing Options

< Basic Data | Detais
Amount Information
—_— —
Document Date le Currency USD .Tm:al Dr.
Posting Date 03/17/2021 0.00 |USD
Reference
Doc.Header Text Total Cr.
Document Type =] [ 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC (@i'e]

0 Items ( No entry variant selected )
B G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code W Assignment
- 00
-00
- 00
.00
- 00
.00
- 00
.00
- 00
- 00

4 4 4 4 4 44 49
oo lololo|e olelals
0O O

wH BEE BE +E @mh E]F]
3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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= Document  Edt  Goto Extras Settings Environment System Help

-

Park G/L Account Document: Company Code NASA

EiTree on J Company Code ﬁSimulate Save as Completed Post ,d Processing Options
. Basic Data | Detais |
| Amount Information
Document Date Currency |usp Total Dr.
Posting Date [03/17/2021] 0.00 USD
Reference
Doc.Header Text Total Cr.
Document Type 4 0.00 USD
[JDoc.currency
Company Code NASA NASA Washington DC Qa0
[ Selection of Parked Documents
i T a Company code CIE\L
| Doc. Number —
| B G/L acct Tax ... Tax jurisdictn code W Assignment

Fiscal year

0.
0
0
0.
0
U.
0
015
0
018

(=

5. Enter Source Entry document number in the “Doc. Number” field and the

fiscal year then select “continue”

B. Review the following fields:
1.
2.

Document date

Ensure posting date is the same as the document date. Ifitis NOT the
same, update the posting date of the Source Entry to prevent a FBWT

difference.

Review all other fields and validate information is the same in SAP as it is on

the Source Entry template.
Ensure total Dr. and total Cr. are the same and the icon is green.

"~ Amount Tnformation
Total Dr.

1,250.00 |USD

Total Cr.

1,250.00 |UsD

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

@ ==felitParked G/L Account Document 010014

(ISR ~

6. r:SeIect Nréw
[

Ing Uate U3/ 1572021 |
{ [ Service: Attachment list

| [Cvew Jomiipiiiig) (2 S (&) @) (F) (SE JE

] AttachmentForNASA01001458592021
) Icon |Tilje

‘Creatur Name ‘Created On

N 1

Select “Create Attachment”

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

“Post” Icon.

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | ~l«H eae £hod SR o=
Edit Parked G/L Account Document 0100145859 NASA 2021

ﬁTree on @ﬁCompany Code Esmulate HSave as Completed B Post W
Bk o oo

| | Amount Information |

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

Once back on “Edit Parked G/L Account Document XXXX screen” select the
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STEP 4 — Account Maintainer - Validate ending balances for prior fiscal year funds are
zero.
A. Log into SAP and enter Tcode GR55.
B. Enter Report Group ZAFC and Execute.
C. Enter the following fields:
1. Fiscal Year (current FY)
2. Company Code NASA
3. Period 01
4. Account number value — 2220.9996

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

Business Areas may be entered on one entry.

D. Enter

E. Ensure all ending balances are zero for prior fiscal year funds (SSMXand
OIG).

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

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

A. Credit  2220.9996

B. Debit 6800.9996

C. Document Type: SX

D. Route Source Entry template to AR CS to post.

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

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

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

Note: Supporting documentation should include the OBIEE report totals,
GRS55 “Before” balance and the computation showing the amount of the
entry.

2. Access SAP T-code FV50
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=g Document Settings Enyironment System Help
@ ae NDNOH EEH e
Park G/L A unt Document: Company Code NASA

ﬁTree on E; Company Code ESlmu\ate Save as Completed Post IPrucesslng Options

< Basic Data | Detals

. Amount Information
—_—r !
Document Date Currency usD Total Dr.

———— Mwmedtd
Posting Date 03/17/2021 0.00 |USD
Reference [

Doc.Header Text | Total Cr.
Document Type = 0.00 |USD
[ |Doc.currency
Company Code NASA NASA Washington DC OO
0 Items ( No entry variant selected )
E: G/L acct Short Text D/C Amount in doc.curr. Loc.curr.amount Tax ... Tax jurisdictn code W Assignment
] - 0.00 ]
- 0.00 ]
> 0.00 [
- 0.00 ]
> 0.00 [
- 0.00 ]
> 0.00 [ ]
- 0.00 B
> 0.00 [ ]
" 0.00 ]
1k

3. Select “Document” as shown above — a drop-down menu will appear
4. From the drop-down menu select “Select Parked Document”
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= Document  Edt  Goto Extras Settings Environment System Help

-

Park G/L Account Document: Company Code NASA

EiTree on J Company Code ﬁSimulate Save as Completed Pust ,dPrucessing Options

. Basic Data | Detais |
| Amount Information
Document Date [ | Currency lusp | Total Dr.
Posting Date [03/17/2021] 0.00 USD
Reference |
Doc.Header Text Total Cr.
Document Type 4 0.00 USD
[JDoc.currency

Company Code NASA NASA Washington DC _ Qa0
[ Selection of Parked Documents ¢

1 T m——
: = d NASA
[ 0 q ompany code L 7

| Doc. Number
| B G/L acct Tax ... Tax jurisdictn code W Assignment

Fiscal year

o0 O O gEo Q9 o O O

I
I
I
I
I
I
I
I -
I

@
5. Enter Source Entry document number in the “Doc. Number” field and the
fiscal year then select “continue”

B. Review the following fields:

1. Document date

2. Ensure posting date is the same as the document date. If itis NOT the
same, update the posting date of the Source Entry to prevent a FBWT
difference.

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

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

"~ Amount Tnformation
Total Dr.

1,250.00 |USD

Total Cr.

1,250.00 |UsD

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

@ ==felitParked G/L Account Document 010014

(ISR ~

(2

6. Select"‘rl\\léw”
tlng Date U3/ 15724021 |

e it
| Cinew -Jeimadines (2 &) (250 FL ESE )=

] AttachmentForNASA01001458592021
) Icon |Tilje ‘Creatur Name ‘Created On

7. Select “Create Attachment”

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

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

“Post” Icon.

= Edit Parked G/L Account Document 0100145859 NASA 2021
9 | -l«H @@ Phoan NR exE

Edit Parked G/L Account Document 0100145859 NASA 2021

gaTree on @ﬁ(jompany Code ES'mulate HSave as Completed Q Post m
B0 e ik
| Amount Information |

C. Attach signed Source Entry template with supporting documentation to the Service
Now task and return to AR L2.
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STEP 7 — Account Maintainer - Validate transferred balances for new fiscal year
funds are equal to the prior fiscal year ending balance.
A. Log into SAP and enter Tcode GR55.

B. Enter Report Group ZAFC and Execute.
C. Enter the following fields:
1. Fiscal Year (current FY)
2. Company Code NASA
3. Period 01
4. Account number value = 2220.9996
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76
Note: Each Business area will have a debit and credit for its respective balance.
D. Enter
E. Ensure transferred balance for new fiscal year funds have the same
balance as the previous fiscal year fund.
F. Save a screen shot of the transferred balance amounts for each Fund
(SSMX and OIG).
G. Route Service Now task to AR Civil Servant to Validate GR55 Unfunded
Leave Balance.

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

A. Log into SAP and run the GR55 Report for Report Group ZAFC.
B. Enter the following fields:
1. Fiscal year
2. Company Code (NASA)
3. Period (as of the current month)
4. Account number value: 2220.9996
5. Business Area value: 10, 21, 22, 23, 24, 51, 62, 64, 72 and 76
C. Validate the GR55 total for each fund matches the OBIEE report totals as
expected.
D. Save screen shot of GR55 Balances.
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PROCESS 8 — FISCAL YEAR CLOSE RECONCILIATION

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

STEP 1 — AR Account Maintainer — Run the OBIEE report for all Center BA’s and
save report.
A. Log into OBIEE.
1. Click on OBIEE Login.

You are cumentlynct logged infothe Portal.  Register or [ ‘

‘ U.S. Department of the Interior

s Portel Home |

My Pertl| Calend | Applictions | PP |

Site Status BE Current File Data Dates [=[E] OBIEE Login (=}
| [de:3 *lote: Datamart is one day behind FPPS. Files updated nightly will nct have 2 Pay Period n colum n”Last PP Processed”, sothe date in
MOOENS column "Dete Last Updated™ il reflect prior day's data. Files updated bi-weekly will have a Pay Period incolumn "Last PP Proces sed”. OBIE E
MEECHDTIS : . .
3 The Combined Fie & updated differently the w eek of pay cale. For more information, refer tothe “When are files update d?" topic in the Lo in
Hics Support Forum g
HirA Fle Processed PP G Lasl PP PG
WoBEE (CASUAL PAY 5 NA
o CONENEDFLE AL NA i
h [COMEINED FILE HSTORY AL 200817 HOTE You must first com plete
CONEINED FILEHETCRY Manthiy [ 201508 OBEE training prior to logging
IDEET WGAT AL VA intot
Green ndicates steisup.Red | FFRSGECURTY AL WA
indicates site s down PR3 SUMMARY RECONCILIATION 201817 Datamart Helpful Links &
FEFS SLMIARY RECONCILITION 20818 - 1730 2 201817
Click spplicable URL link sbove to  FPPS ELNIARY FECONGILITICN SO 170 3 20T Cick HERE i i your Agency
login © &n[BC Datamart Show hore Py Fhasssiio Groags
spplication
== LEGEND: UndateinProoress I File notUndated M FieUndoted Ciick HERE o find outwho is your
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2. Enter Username and Password.

HRMSD OBIEE Login

3. Click Continue to OBIEE.

RNING TO USERS OF THIS SYSTEM
Warning

THIS IS A NOTICE OF MONITORING OF THE DEPARTMENT OF THE INTERIOR (DOI) INFORMATION SYSTEMS.

cy Act System of Records

Interior
Business
Center
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Run Unfunded Leave Report.

JEmien | An

1. Select NASA Combined History Dashboards.
= =

=1

Home | Catzlog

“ombined History Dashb...
More»

shboard - page 1

Edit | More ~

lgmt Mew Systems Debts
Edit | More»

lgmt Closed Debts

Edit | More ~

lgmt Interest Penalty an...
Edit | More

lgmt Waived Debts Rep...
Edit | More -

lewrms Plarad Piabe-

Faworites -

Dashboards = | B MNew ~

BS Open ~

Signed In A= NASJAMS ~

E]}_ﬁ Most Recent{Debt Management - 10 Debt Management Reports)
@ My Dashboard
= Com ponents

5 Combined File

[@ Combined History

([ Debr Management

(@ FPPS Reports

Labor Cost

Performance Metrics

@ Position Reports
Eiﬁl Table Reports (A - L)
5 Tablz Reparts (M - Z)
Time and Attendance
[@ Trans Maintenance
Transaction Deleted Actions
E]}_ﬁ Transaction File / Transaction Statues History
(@) T=P Errors
@] Velunteers
= MASA Agency Dashboards

@ MASA Agency Counts
5 MASA Combined File Dashboards

(5 MASA Combinad History Dashboards
(@ MASA Labor Cost Detail Dashboards
Eiﬁl MASA Transaction Dashboands

= [ 5 TR0 S ¥ (R Y S p— T R

2. Select all Business Areas as the Bureau.

Unfunded Leave

-

* Burzau

NASA Comtined History Dashbosrds L

Usar or Lose Leave

Unfunded Leave

To run for one pay period enter the same pay period in both pay pericd aress.

z

* Pay Periog
Org

(&l Colurnn Valu -
il ]
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3. Enter last Pay Period that was fully processed in the month. Pay Periods
are entered as 20YYPP (i.e., 201816)

Unfunded Leave User or Lose Leave

|

Unfunded Leave
To run for one pay period enter the same pay period in both pay period areas.

* Bureau _21',22;23',24:-51',54:?2ﬂ
* Pay Period Betwesn 201822
Org begins with

-|201822

s

Click Apply to execute the reports.

5. Once the reports have been executed, export Unfunded Leave Summary
report into an excel spreadsheet.
6. Click Export - Excel - Excel 2007+

*| Unfunded Leave Summary

Analyze - Edit - Refresh - Print - Export - Add to Briefing Book - Copy

& ror I
#| Unfunded Leave Balances B e :
?| Unfunded Leave Balances - Comp Ti 8 powerpoint ' @ Excel 2007+

7. Click Open

@ Web Archive {mht)

D Data

Bureau AJL W REST HRS [A/L W RSTR DOLLARS |Leave Credit Hrs Bal |CR DOLLARS Buraau Leave Comp Avail Occ|CT DOLLARS
21 211,524.00 $15,228,825.01 3:215.50 £231,644.81 21 8300 3442459
12 29147100 $17,B55,261.41 10,556.00 £583,429.27 22 158.25| 311,192.04
23 375,068.25 £22,850,600.32 13,525.00 £B01,787.21 23 5375 33026002
24 96,903.25 55,529,2490.95 2,818.50 £170,462.99 24 58.00) 3285231
62 467,283.25 £28,614,538.13 4,053.00 £243,5954,11 B2 174.25| 36,020.39
&4 55,225.50 £3,434,914.44 1,716.00 £51,550.55 72 250.00| 32645651
72 552,532.00 £3E,922,273.81 23,064.00 | $1,471,535.10 76 440.50| 32101257
76 373,708.00 £22,0593,601.24 10,237.50 £554,255.37 Grand Tatal 1,223.75|574,984.42
Grand Total | 2,469,116.25| $155,169,305.33 69,643.50 |$4,149,019.42

Do you want to open or save TABLE with leave summary Part Lxlsx (6.04 KB) from obiee.ibc.doi.gov?

Open Save

v Cancel

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

| Unfunded Leave Summary

Burzau A/L'W REST HRS |A/L W RSTR DOLLARS |Lezve Credic Hrs Bzl |CR DOLLARS Burezu Lezave Comp Avail Oce|CT DOLLARS
il 211,524.00 £15,228,825.01 3,219.50 £231,644.81 21 39,00, 442458
i 25247200 $17,855,261.41 10,566.00 $083.429.27 22 158.25| 311,192.04
3 375,068.25 £27,830,600.32 13,929.00 $B01,767.21 23 53.75| $3,026.02
4 #6,903.25 £5,929,290.95 2,816.50 $170.462.99 24 58.00| 352,852.31
62 457,283.25 £7B.814,538.13 4,093.00 £243,954.11 62 174.25| £6,020.39
&4 59,225.50 $3434.914.44 1,716,00 £01,950.55 i 250.00| £26,456.51
7z 552,532.00 $36,522,273.61 23,064.00 | $1,471,535.10 76 440.50| £21,012.57
76 373,708.00 £22,092,601.24 10,237.50 $554,255.27 Grand Total 1,223.75|574,984.42
Grand Total 469,116.25 155,169,305.33 69,643.50 | $4,149,019.42 - y st
rand Total_2 £ B41430 finghze - it - Refresh - Pt - Export - Add o Brsfing Bok - Cogy
Analyze - Edit - Refrach - Brint - Export - Add to Briefing Book - Cogy 4 o
*| Unfunded Leave Balances @ B
T @ Powerpoint
*| Unfunded Leave Balances - Comp Time
Web Archive (ambe)
D Datz 3
10. Click Open.
Do you want te open or save TABLE with leave summary Part Z.xlsx (595 KB) from obiee.ibc.doi.gov? Open Save | Y Cancel x

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

L U E r u ] A
Bureau AfLW RESTHRS | A/L'W RSTR DOLLARS | Leave CreditHrs Bal |CRDOLLARS  |Bureau Leave Comp | CT DOLLARS

1 Avail Occ

7 |21 211,924.00 £15,228,825.02 3,2183.50| 5231,644.81(21 89.00 54,424,559
3 (22 292,472.00 517,855,261.41 10,566.00| 5583,429.27(22 158.25 511,192.04
q |23 375,068.25 £22,890,600.32 13,929.00| 5801,787.21|23 53.75 53,026.02
5 |24 96,903.25 $5,929,290.95 2,818.50| 5170,463.00(24 58.00 52,852.31
g |82 467,283.25 528,814,538.13 4,093.00| 5243,954.11(82 174.25 56,020.39
7 |64 59,225.50 53,434,914.45 1,716.00| 591,950.56

g |72 £92,532.00 $38,922,273.81 13,084.00| 51,471,535.10(72 250.00 526,456.51
g |78 373,708.00 522,093,601.25 10,237.50| 5554,255.37(76 440.50 521,012.57
|0 |GrandTotal | 2,469,116.25|  $155,169,305.33 £9,643.50| 54,149,019.42 | Grand Total 1,223.75 $74,984.42

12.Save Spreadsheet as FY YE Balances on N drive N:\FM
Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Debt Management\Funded_Unfunded Leave\FY20XX
13.Label Tab as “OBIEE”

STEP 2 — AR Account Maintainer — Run GR55 ZAFC to obtain the 2220.9996 balance
for the OIG and SSMX appropriations.
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A. Insert Account group ZAFC and execute
Execute Report Group: Initial Screen

(t» (liData extracts  Multiple selection &

I F—
Report Group LZE.fC-_I Budget Status by CI-Mon Full Cost

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

% [0 Data Source...

| Selection values
Fiscal year 12019|
Company code WASA
Period [ 12]

| Selection groups

Account number

Or value(s) 2220.9996 to @
Business Area Set ID

T —
Or value(s) L'10 J to
Fund Set ID
Or value(s) to @

Funds center

Or value(s) ' to

Agency Location Code

1
\

Or value(s) - to

Applic. of funds

Or value(s) ' to

Funded Program

Or value(s) to

C. Execute report
D. Obtain the Ending Balance for the OIG Fund (Appropriation) and Agency
Fund (Appropriation) — copy into separate tabs in the FY YE Exceldocument.

STEP 3 — AR Account Maintainer — Run a Transaction Register to obtain the Funded
Leave portion posted to the Working Capital Funds.
A. Run T Code FMFG_E_TRANS_REG
1. Document Type SA
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NOo kWD

a. Click on Dynamic Selection.

b. Scroll to second “Document Type”

Federal Transaction Register
& [0 G )= €2

+ [ st Conter

* [ WS Eement

+ B Functional Arma

* B hund

« B Commement Rem

+ |8 Funds Centar

- B Ouder
<Bmmﬂw«

+ [ Agency Loczton Code
« [ Funds applcation

+ B Logeasistem

- [ FHRG Subiey

+ [ Budgery Lodgur .
+ B} Irensacton Gumency
+ B Locd cwrency
BTt

* B Document Type

* | Dynamic slactons
i Actual ine ftem tatle. for S Fedenl Govemment.

Documest Type

o B Benes Trmmtin

[

2B o Seecteg e T Dee Socted Otiecs | g Vaes Ony | i P Seechon [

IO L

c. Enter Document Type “SA

W ™

Account2210.0000
Fund (NSSC Working Capital Fund)
Business Area (10)
Period 12/FYxxxx

Execute.
Click on Account Column.

» and Click Save.

UH00543576-1 7

Federal Transaction Register

R, Docaeent * PeocDor.  Year Cocd * Period Pusting Dt Dow Dele Dot Fend

2019 NASA

12 09/00/2019
12 09032019
12 09/03/2019
12 09032019
12 090302019
12 09032019
12 03032019
12 09/03/2019
12 09030201
12 09832019
12 09032019
12 09032019
12 09632019
12 D920

08272018 J0ISAI5TE  NSOMROLIR
08272018
08272018
08/27/2m8
t8/27/2m1e
t8/27/2me
te/a7jne
08/27/2m8
18272018
082772018
08272018
08272018
18272018
()

10
10
10
1
10
10
10
10
10
10
10
10
10
10

* Funds Ol Ok

1110
1110
110
1110
1110
1110
1110
1110
1110
1110
1110
1110
1110
1110

ALLour

61001111

' Dbt Amvurl © - Credi Anunlt Gy
+ ,024,100.64 « 1,324,180.64 USD
50,605.70 UsD
23,564.56 UsD
4,30371 USD
151,39135 U0
131,25384 03D
1,086.56 USD
11481959 USD
71,2088 USD
442007 USD
4952077 USD
31,564.35 USD
046045 USD
156,209.78 UsD
10543154 UsD

8. Click on Subtotal to sort by account number.
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9. Collapse the totals.

.. Account “|E
2210.00000% =

B. Save screen shot of balance on an NSSC tab in FY YE Balance spreadsheet.

C. Repeat steps for each Working Capital Funds for NCCIPS, HQ SEWP and GSFC

SEWP.

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

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

STEP 5 — AR Account Maintainer - Reconcile it to the OBIEE Center Total Report.
Document the reconciled totals in a screen shot. STEP 6 — AR Account Maintainer -
Once reconciled, create a Case/Task in SNOW and send to AR L3 for review with the
attached screenshots showing the reconciliation.
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METRICS
Deliverable (Output) Receiving Metric
Initiating Office/Entity
Office/Entity

Accounts Receivable

Source Entries and
CMP Reports

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

IT System Title

IT System Description

Access Requirements

Business Objects Analysis
for Office (BOBJ)

Warehouse of financial
data from SAP and other
systems

NAMS Process

Oracle Business
Intelligence Enterprise
Edition (OBIEE)

Warehouse of Personnel
and Payroll information
from FPPS

NAMS Process

reporting and documenting
data

SAP Integrated Financial NAMS Process
Management System

ServiceNow System for receiving and User role at NSSC
tracking customer inquiries
and routing actions

TechDoc System for storing, User role at NSSC
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CUSTOMER CONTACT CENTER STRATEGY

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

A/L Annual Leave

ALDS Agency Labor Distribution System
BOBJ Business Objects

BW Business Warehouse

CMP Continuous Monitoring Program

CR Credit

CRE Credit Hours Earned

CS Civil Servant

CT Compensatory Time

FY Fiscal Year

GSFC Goddard Space Flight Center

HQ Headquarters

JV Journal Voucher

MRI Master Records Index

NAMS NASA Access Management System
NASA National Aeronautics and Space Administration
NSSC NASA Shared Services Center
OBIEE Oracle Business Intelligence Enterprise Edition
SAP Systems Applications and Processes
SDG Service Delivery Guide

SP Service Provider

YTD Year To Date
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APPENDIX B — SEWP EMAIL CORRESPONDENCE — SUFFICIENT BUDGET

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

(SEWP POC for Labor — Name),

Please review the attached report and validate the following:

1) The employee names listed have been correctly identified as charging more than

50% of their time to SEWP WBS

2) Enough labor budget exists to process the Source Entry. According to our
review, there appears to be valid budget to post Source Entry — please note your

concurrence.

Please provide a response by (date).

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

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

(SEWP POC for Labor — Name),

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

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

Please provide a response by (date).

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

Email the NSSC BAD POCs requesting validation of employees charging to the NCCIPS
Working Capital Fund.

Good morning/afternoon,
I’'m preparing the Funded Leave entry for the NSSC; however, | wanted to verify that the
following people are to be included in NCCIPS:

(name)
(name)

Do you concur with this list, or are there any changes?
Also, | wanted to verify the funds to be used for the entry.

NSSC — NSCX020XXR (current year fund) - $(current month total)
NCCIPS — NCCX020XXR (current year fund) - $(current month total)

If you need anything else from me, please let me know.
Thanks,

NSSC Accounts Receivable Team
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APPENDIX E - SOURCE ENTRY TEMPLATE EXAMPLE

NASA Shared Services Source Entry

CASEFINANCE REQUEST FMCO294666

a
Conter Cost Center Fund Order | WES Elemant P | Business Area Document Header Text Reference
71 SEMX220210 30 |21 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
(164,502.65 [ S5MN220210) 5021 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
336,874.43 FF] S5MX220210, 202 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
RONFED |22 SSMXZZ0Z10) 50|22 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
7/25/2021 NONFED |23 SEME220210) 4028 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
7i25/2021 253,289, 15| NONFED |23 55MX220210] 5023 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
7/28/2021 $4,323.01 |NONFED | 28 a0 24 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100335841 7/25/2011 RONFED | 24 50|24 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339842 7252021 151,203.53 | NONFED |62 a0 | &2 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339842 7i25/2021 1151,203.53) 62 50 |62 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339843 7/29/2021 HONFED | 64 | S5Mx220210, EED AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339843 7/25/2021 187.586.20] NONFED | 64 ]@ 50 64 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339844 7/25/2021 NONFED |72 SEMN220210) 49|72 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
100339844 1399,912.02 72 SSMAZZ0Z1D, 50|72 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FBS0_|100339845 7/28/2021 RONFED | 76 [ssMxzz0210 3076 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FBS0_| 100339845 7/28/2021 |sX RONFED | 76 SSMXZ20210 50|76 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50 [100339845 7/25/2021 [S%  |2220.9956 SSMX220210) 40| 8 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FB50_|100339846 7/29/2021 |5X__[6600.9995 | (595,900.69] NONFED |S5Mx220210! 505 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FBS0_| 100339847 7/28/2021 |SX__| 6800.9996 93,728 31 | NONFED SSMX220210 401 AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
FOS0 [100339847 7252021 [S%  |2220.9956 153,728 31| NONFED SEMXI20210) [ E AGENCY UNFUNDED LEAVE | AGENCY UNFUNDED
I I I I I
Explanation FBLMCY UNFUNDED LEAVE SOURCE ENTRY FOR JULY 2021
Correcting Entry Source Entry il
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