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INTRODUCTION

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

A. Statement of Federal Financial Accounting Standard No. 1, “Accounting for
Selected Assets and Liabilities”, June, 2020;

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

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

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

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

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

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

https://www.ecfr.gov/cgibin/textidue&node=pt31.2.285&rgn=div5#sp31.2.285

E. Office of Management and Budget (OMB) Circular A-129 "Policies for Federal
Credit Programs and Non-Tax Receivables," January 2013;

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

F. “Debt Collection Improvement Act of 1996” [Public Law 104-134]

https://fiscal.treasury.gov/dms/about/about-
dcia.html#:~:text=The%20Debt%20Collection%20Improvement%20Act%200f
%201996%2C%200r,tasked%20Treasury%20with%20certain%20government
wide%20debt%20collection%20responsibilities.

G.26 CFR 1.6050P-1 (IRS 1099-C, Collection of Debt)
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H.United States General Ledger; Overview: US Standard General Ledger:
Publications & Guidance: Financial Management Service

|. Federal Acquisition Regulation (FAR); http://www.acquisition.gov/far/

J. Treasury Report on Receivables (TROR);

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

K. NASA Procedural Requirements (NPR):
http://nodis3.gsfc.nasa.gov/lib docs.cfm?range=9%5b0,1,2,3,4,5,6,7%5d
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PURPOSE

This SDG outlines procedures followed by the NSSC Service Provider (SP) and
Civil Servant (CS) as it relates to Accounts Receivable (AR) Reporting, Audit
support and reconciliations for all NASA Centers.

APPLICABILITY/SCOPE

NSSC AR executes required reporting, audit support and reconciliations for all
NASA Centers. These activities include but are not limited to:

e Compilation and consolidation of Agency reports

e Supporting Continuous Monitoring Program (CMP) activities
e Providing internal and external audit support

e Conducting analysis and reconciliations on receivables data

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

PRIVACY DATA

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

RECORDS

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

CANCELLATION/SUPERSESSION OF PREVIOUS DOCUMENTS

This document supersedes NSSDG-9200-0009 Revision 11.0.
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PROCESS - TREASURY REPORT ON RECEIVABLES (TROR)

COMPLETE TROR REPORT (Control Activity)

The TROR report is the Department of Treasury’s (Treasury) only
comprehensive means for periodically collecting data on the status and condition
of the Federal Government’s non-tax debt portfolio, in accordance with the
requirements of the Debt Collection Act of 1982 and the Debt Collection
Improvement Act of 1996 (DCIA).

STEP 1. AR-SP Account Maintainer — Complete TROR Report (Prepare,
Review, Approve and Submit the TROR)

Note: At the beginning of each month, the NSSC Account Maintainer
prepares the TROR for the prior month’s financial activity. This report
includes all Public (Non-Federal) Receivables. The NSSC Account
Maintainer submits the TROR to the AR-CS Accountant or designee for
approval.

Note: The TROR report is due by the close of business on the third
business day after month end to the L3. The TROR quarter end reports
are due no later than the 15™ of the month after quarter end and are
uploaded to NATS by the established due date.

Note: Treasury’s Instructional online workbook is located at
https://www.fiscal.treasury.gov/files/dms/fy18-tror-instructional-

workbook.pdf

Note: EPSS Job aid is located at
https://epss.nasa.qgov/gm/folder-
1.11.4731?mode=EU&primaryCSH=SGL%2CJA




NSSC

NSSDG-9200-0009 Revision 12.0

Number

Service Dellvery Guide Effective Date: December 17, 2021

Expiration Date: December 17, 2023

Page 17 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

A. Prepare schedules for New Receivables, Accruals, Write-Offs and
Interest/Penalty:

1. Go into Eéc_el and go to Accounts Receivable macro thread.

EHs Qv

HOME | INSER PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER ~ ACROBAT  ZEPY  CMPS  APIPAC  BP.A Accoun

Lo X Cut

Bookl [C:

~l=— 0. = - - & "8 (=== P—

ts Receivable V1.5

Note: For manual instructions on completing this process without
the macro, please see Appendixes C — F.

2. CEIClick on AR Misc Macros

£] - £X

Accounts Receivable V1.5

= =

SMNOW AR MISC

Search
osal | ServiceMow Searches | BB MISC MACROS

3. Select “ShowTRORForm” and click “Select”.

I

MISC AR MACROS . )

AR Misc Macros

Show TROR form -
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[ TROR Form =)

TROR Reports Form

Accruals

4. TROR Reports Form
a) Month = Reporting Month.
b) Year = Reporting Calendar Year.
c) Click each button individually (“New Receivables,”
“Accruals,” “Write-offs” and “Int. & Penalty”) to run each
report.
Note: See Appendices for instructions to process these reports in SAP:
Appendix C — Accruals, Appendix D — Write-offs, Appendix E — Interest
and Penalty and Appendix F — New Receivables.

Note: A master copy of each report (with all center information) will be
saved in the correct month/year TROR folder.

Note: A center-specific copy of each report will be saved in each center’s
correct TROR folder.

5. Naming Conventions (automatically named by macro):

a) New Receivables:
02 <CTR ABBREV> New Receivables FY20xx Pxx.xIsx.

b) Accruals:
03 <CTR ABBREV> Accruals FY20xx Pxx.xlsx.
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c) Write-offs:

05 <CTR ABBREV> Write Offs FY20xx Pxx.xIsx.

d) Interest and Penalty:

10 <CTR ABBREV> Int. & Penalty FY20xx Pxx.xIsx.

6. Enter the following values on the TROR:

Note: The “TROR Update” macro (see step J) will enter

these values for you.

a) New Receivables: Part |, Section A, Line (2).

New Receivables
51 - Goddard Space Flight Center
For the period 10/1/2014 to 3/31/2015

Total: 11,847,287.?6 zal I 120 I
Number of
New
Receivables ASSIGNMENT DOCUMENT# TYP DOCDATE AMOUNT CLEARING DOC BUSAREA TYPE CUSTOMER
80000044692015 8000004468 RV 10/31/14  $29,428.12 100191386 51 Clearing 101907
80000044692015 8000004469 RV | 10/31/14  (529,428.12) 100191386 51 Clearing 101907
80000102472015 8000010247 RV 02/18/15  $83204.61 100460874 51 Clearing 101907
80000102472015 8000010247 RV  02/18/15 (588,204.61) 100460874 51 Clearing 101907
80000023822015 8000002382 RV  10/31/14 $103,269.23 100191387 51 Clearing 101953
80000023822015 8000002382 RV  10/31/14 ($103,269.23) 100191387 51 Clearing 101953
80000100502015 8000010050 RV 01/28/15 $91,198.40 100386036 51 Clearing 101953
80000100502015 8000010050 RV  01/28/15  ($91,198.40) 100386036 51 Clearing 101953
b) Accruals: Part |, Section A, Line (3).
Accruals
51 - Goddard Space Flight Center
For the period 10/1/2014 to 3/31/2015
ASSIGNMENT DOCUMENT# TYP DOC DATE AMOUNT CLEARING DOC BUS AREA
18000081242015 1800008266 DR 03/16/15 ($0.85) 1800008266 51
18000081242015 1800011343 DR 03/16/15 $S0.85 1800008266 51
18000081242015 1800008267 DR 03/16/15 ($24.00) 1800008267 51
18000081242015 1800011346 DR 03/16/15 $24.00 1800008267 51
18000110942015 1800011342 DR 03/16/15 S0.17 51
18000110942015 1800011345 DR 03/16/15 $24.00 51

$694.54




NSSC

Service Delivery Guide

NSSDG-9200-0009 Revision 12.0

Number

Effective Date: December 17, 2021

Expiration Date: December 17, 2023

Page 20 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

c) Write-Offs: Part |, Section A, Line (6).

Note: Line (6) is a sum line of (A) and (B) entered from the “WO
/ CNC / CLOSED” report which should total this write off

report

Write-offs

51 - Goddard Space Flight Center
For the period 10/1/2014 to 3/31/2015

Total: $(2,136.08)

ASSIGNMENT DOCUMENT # TYP DOC DATE AMOUNT CLEARING DOC BUS AREA
4000000052015 400000005 WV 10/20/14 (51,812.65) 400000005 51
4000000062015 400000006 WV 10/20/14  (5314.61) 400000006 51
4000100012015 400010001 WO 02/25/15 (50.01) 400010001 51
4000100022015 400010002 WO 02/25/15 (58.81) 400010002 51

($2,136.08)

d) Interest & Penalties: Part |, Section B, Line (1)(E).

Interest and Penalty

51 - Goddard Space Flight Center

As of 3/31/2015

Total: I $635.69

ASSIGNMENT DOCUMENT # DOC DATE AMOUNT CLEARING DOC BUS AREA
18000041302015 1800003298 DR 12/16/14 524.00 51
18000041302015 1800007154 DR 01/15/15 $24.00 51
18000041302015 1800008151 DR 02/17/15 $0.01 51
18000041302015 1800008152 DR 02/17/15 524.00 51
18000041302015 1800008153 DR 02/17/15 50.03 51
183000080842015 1800011341 DR 03/16/15 $515.48 51
18000080842015 1800011344 DR 03/16/15 524.00 51
18000110942015 1800011342 DR 03/16/15 50.17 51
18000110942015 1800011345 DR 03/16/15 524.00 51

$635.69
B. “Collections by Treasury” Spreadsheet.

1. This spreadsheet is maintained by Account Maintainers as
collections are received from Treasury / CSNG throughout the
month.

2. Naming Convention: 04 <CTR ABBREV> Coll by Treas FY20xx
Pxx.xIsx.
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3. Data from the “Collections by Treasury” report is entered on the
TROR in the following sections:

a) Part |, Section A, Line (4)(D).

b) Part Il, Section C, Line (1)(G).

Note: Enter the amount as the opposite sign that is on the FedDebt report.
e.g. If the FedDebt report has 250.00 , enter -250.00 on this Report.

FEDDEBT COLLECTIONS

GSEC

FI0S

3AF vocument Overage/
No. IPACDate  Principal [Interest Penalty Admin  (Refund) IPACTOTAL IPACDRN

Customer#

#

1 0.00
2 0.00
3 0.00

C. “Write-offs, CNC & Closed” Spreadsheet.

1. This spreadsheet is maintained by Account Maintainers as write-offs
and waivers are completed throughout the month.

2. Naming Convention:
06 <CTR ABBREV> WO CNC Closed FY20xx Pxx.xIsx.
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GSFC Statused Debts
Fiscal Year 2015
As of March 31, 2015
Debts Written OFf Current Fiscal Year - CNC [Part 1. Section A, Line [6)(A)]
Commercial. Amount Principal
Customer Name | Customer # Bill & Consumer, State Written OFF Not Yet | Date of Debt | Date Written OFf | Current Status Type of Debt
or Foreign " Wiitten OFf
Total | | - - | |
—
Debts Written OFf Current Fiscal Year - CLOSED [Part 1. Section A, Line [6)(B
Commercial, Amount Principal
Customer Name | Customer # Bill # Consumer, State Written OFF Not Yet | Date of Debt | Date Written OFf Current Status Type of Debt
or Foreign ‘ritten OFF
1|HAMILTON, ANDREW | 304168 1B00002623 Cansumer 119.64 052314 2 DOl Waived Debt Health Benefits
2 [HAMILTON, ANDRE'W | 304168 1800000435 Cansumer 119.84 OR0E1 ) DOl Waived Debt Health Benefits
3 [HAMLTON, ANDREW | 304168 1800002753 Corisumer 113.84) (4244 w20 D0l WaivedDebt  |Health Benefits
4 [HAMLTON, ANDREW | 304168 1800003409 Corsumer 113.84) 4 w20 D0l WaivedDebt | Health Benefits
& [HAMLTON, ANDREW | 304168 800000292 Consumer 113.84) (¥2md w20 D0l WaivedDebt | Health Benefits
6 [HAMILTON, ANDREW | 304168 1900002612 Cansumer 119.84 0334 ) DOl Waived Debt Health Benefits
| 7 [HAMILTON, ANDRE'W | 304168 18000001 Cansumer 119.64 0242714 2 DOl Waived Debt Health Benefits
8 [HAMLTON, ANDRE'W | 304168 1800002531 Cansumer 119.84 0334 ) DOl Waived Debt Health Benefits
9 [HAMLTON, ANDREW | 304168 800003263 Corsumer 113.84) e w20 D0l WaivedDebt | Health Benefits
0 {HAMLTON, ANDREW | 304168 1800000080 Consumer 04.87 e w20 D0l WaivedDebt  |Health Beefits
1 [HAMILTON, ANDREW | 304168 1800002391 Cansurmer 04.87 Y024 2 DOl Waived Debt Health Benefits
12 [HAMILTON, ANDREW | 304168 1800003152 Cansumer 04.87 291 ) DOl Waived Debt Health Benefits
13 [HAMILTON, ANDREW | 304168 1B00002255 Cansumer 04.87 10513 g DOl Waived Debt Health Berefits
¥ |HAMILTON, ANDREW | 304168 1800002158 Cansumer 04.87 W ) DOl Waived Debt Health Benefits
T [HAMLTON, ANDREY | 304168 1800003086 Consumer 04.87 wedn3 20 D0l WaivedDebt  |Health Benefits
16 [HAMILTOM, ANDREY | 304168 1800003028 Corsumer 04.87 JIE] 20 D01 WaivedDebt  |Health Benefits
17 [HAMILTON, ANCREW | 304168 (R Cansumer 04.87 052613 2 DOl Waived Debt Health Benefits
18 |HAMILTON, ANDREW | 304168 1800007608 Cansumer 04.87 037213 ) DOl Waived Debt Health Benefits
19 [HAMILTON, ANDREW | 304168 “1B00005E6S Cansumer 04.87 OB2%13 2 DOl Waived Debt Health Benefits
1800079133 - Crigingal Bill
20 |ZURAY, MOMICA 13357 1300115579 - Residual Owed | Consumer 03zam 0255 "Write-off Per Center | Annual Leave Crverpayment
20 Total 2.136.08 -
20| TOTAL Write-Offs | Waived 213608 | A |

3. “CNC” (Currently Not Collectible) refers to debts that may have
been written-off but collection efforts are continuing at Treasury.

4. “Closed’” refers to debts for which all collection efforts have been
terminated (including by Treasury).

5. Data from this part of the “Write-offs, CNC & Closed” spreadsheet
is entered on the TROR in the following sections:

a) Debts Written Off Current Fiscal Year - CNC: Part |, Section A,
Line (6)(A).

b) Debts Written Off Current Fiscal Year - Closed: Part |, Section
A, Line (6)(B).
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Debts Classified as CNC [Part I, Sections B and D] [Currently at Treasury)
Commercial, Amount Principal
Customer Name Customer # Bill # Consumer, State Written OFf Mot Yet Date of Debt | Date Written Dff Current Status Type of Debt
or Foreign Written OFf
L {I | H 18000073441 Cansumer $ 1946582 ey 032509 Write-off per NPR |Purchase Card
2 §2 1800003440 Congumer i : eyl (B25%09 ‘write-off per NPR | Purchase Card
Pll, SECB, LINE (1(G]
DEPARTMENT OF JUSTICE 19.487.69 * |pu_ sEC b, LINE (D) MUST FODTNOTE
L1 8 1800014407 Congurmer T 072303 OE307 Wirite-off per NFR Annual Leave Overpayment
_2h 2 1800009376 Consurner § 136087 D3RS 307 ‘wirite-off per NPR Anrual Leave Dverpayment
_ 3h 2 1800003440 Consurmer k3 214140 OROE OB2509 ‘wirite-off per NFR Purchase Card
LA 1 1800003358 Congurmer ¥ B0B.1T 0¥408 O¥=03 Wirite-off per NFR Annual Leave Overpayment
.5 4 1800013040 Consurner § 888413 D708 0B2%09 ‘wirite-off per NPR Anrual Leave Dverpayment
| B8 il 1800000863 Commercial $ 3140899 01203 0e¥2%09 ‘wirite-off per NFR Wendor Oiverpaymment
Al 4 1800005228-1800005237 | Consunner ¥ 220 030303 032303 Wirite-off per NPR Annual Leave Overpayment
. 6ld 100007860 Commercidl § 3107.85 0R0703 142309 ‘wirite-off per NPR Flavalty
| 914 0 1B000N5EED Commercial $ 1021349 0710 0241 ‘whrite-off per NPR Royalty
Lo 0 1800005037 Consunner $ 03 I 0726 Wirite-off per NFR Annual Leave Overpayrnent
g 1 B0003212 Consurner § Rl 043012 w22 ‘wirite-off per NPR Health Benefits
| 12d 1 1800013211 Congurmer 4 22322 0430H2 w2en2 ‘wirite-off per NFR Health Benefits
_ 13 6 TR0004381 Consurmer ¥ T8.87 072303 OR3007 Write-off per NPR [FOIA Bill
61013 and at Health Berefits and
LY 2 1B00001368 Congurmer ¥ 124643 042333 OE307 Treagury for Annual Leave
B i 1800000985 Consurner § 30.02 142303 (OR3m07 ‘wirite-off per NPR Health Benefits
] ‘wihrite-off per WPR Health Benefits and
| B 1800004734 Consurngr ¥ 654160 OR1204 OB3007 9610135 and at Annual Leave
i 0 1800005418 Commercial ¥ 183,94 0525913 T Write-off per NPR [FOIA Bill
A 1800003236 Consumer k3 417 I UK Wite-off per NPR | Annual Leave Overpayment
E 1 1800002578 Congurmer ¥ 184.75 02004 OE1ad Wirite-off per NFR Salary Overpayment
e
Pll. SECB. LINE [2](G)
] AMOUNT TRANFERRED TO TREASURY 79.613.91 - Pll. SECB. LINE (3])(J]
Pll, SEC D, LINE [1)(B]
21 NET-TOTAL 99,101.60 - Pll, SEC B, LINE 1(B)

6. Data from the “Debts Classified as CNC” section of the “Write-offs,
CNC & Closed” spreadsheet is entered on the TROR in the

following sections:
a) Partll, Section B.

b) Part Il, Section D.

CNC Debts Closed Out During the Current Fiscal Year 2019 [RTA from Treasury] [Part Il, Section D, Line [2]]

Commercial or Criginal RTA  |Date Returned
Consumer . Balance |from Treasury
written off

Customer Name | Customer # Bill # amount Tupe of Debt

Reason

Total - -

7. Data from the “CNC Debts Closed Out During the Current Fiscal
Year 2015 (RTA from Treasury) of the “Write-offs, CNC & Closed”
spreadsheet is entered on the TROR in the following section:
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a)
b)

Part Il, Section D, Line (2).

Report ran monthly and saved on N:Drive: N:\\FM

Division\Accounts Payable_ Accounts

Receivable\Accounts Receivable\Fed Debt\RTA Reports.

Enter all debts listed on the report; paid in full, small

balance, etc.
Note: If a debt drops off the CSNG report for the following
reasons: paid in full, small balance, etc., the Account
Maintainer should remove the debt from “Debts Classified as
CNC” section on the “WO CNC Closed FYXXXX PXX”
spreadsheet and add it to the “CNC Debts Closed Out
During FYXXXX” section.

Note: Appendix G — How to run the CSNG "Return to Agency" (RTA)

Report.

c)

8. Data from the “1099” Sections of the “Write-offs, CNC & Closed”
spreadsheet is entered on the TROR in the following section:

a) Part ll, Section E, Line (1).

Any amount in Part Il, Section E, Line (1)(C) must be
footnoted in “Part Ill — Footnotes”.

Debts Closed in Calendar Year 2014 and Reported to IRS on Form 1039C [Part |1, Section E, Line [1)[A)]
; Commercial or Amount 1099-C Date
Reason
Customer Name Customer # Bill Consumer Wiitlen OFF | Amount | Cancelled Type of Debt
Total
Debts Closed in Calendar Year 20 and NOT Reported to IRS on Form 1099C [Part I, Section E, Line [1J(B] & [C]]
; Commercial or Amount 1099-C Date
Reason
Customer Name Customer # Bill Consumer Wiitlen OFF | Amount | Cancelled Type of Debt
] 1800005275 Commercial § B5.22 N (GTHH Wendor Dverpayrent Under $600
2 1800008276 Commercial § 145 HA, IR Yendor Dverpayrnent Under $600
3 1 B000410 Commercial 4 4 [RAm07 Yendor Dverpayment Under $600
3 it |1, Sec E 1B I 436.89 l - Under $600
1| pAMERRIED LAbg TP TRO0003460 | Cansumer ; 4, L Travel Overpayment | Tawes dlready Withheld by DO)
el L .
2 3 [0S |Corsumer 1 B oy | Tates Alzady Wit-heldby DO
1 Overpayment
Al L )
3 00003230 |Comsurer § 2B M 1 O Taves Ay Witkheldby DO
| Overpayrient
a1 4 MULTIPLE | Consumer § % NA, 20 Health Bengfits Taxes Already Withheld by DOI
7 rt |1, Sec E 1C 5,004.66 - Dther
7 | TOTAL CLOSED IN CALENDAR YE AR 2014 (NOT REPORTED TO IHS) 544156
7 GRAND TOTAL DF DEBTS CLOSED IN CALENDAR YEAR 2014 544155
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D. Write-Off Backup Report - Macro Instructions

PAGE LAYOUT ~ FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT  CMPS || Accounts Receivable

B 8 | &
te TROR Day To Day Recapture
rages | Reports | Postings Launcher | Audit Launcher

Day To Day Pnstirlgs

1. In Excel, select the “Accounts Receivable” tab at the top and

then select “TROR Reports TROR” Icon.

=

Process = Write Off Backup

Center = NASA Center

Reporting Month = Reporting Month

Calendar Year = Calendar Year of Reporting Month

Click “OK” button

The macro will pull the report in SAP and save it on the N Drive
(07 Center WO BACKUP FY20YY PXX).

8. Combine this SAP report and backup documentation (waiver
approvals, center-requested write-offs and other closed debt
backup) into a PDF packet.

NOoOORWNDN
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E. Write-Off Backup Report - Manual Instructions
1. Consists of the following:

a) SAP “Write-Off report.

b) Backup documentation for waivers, center-requested write-
offs and other closed debts.

2. SAP — FBL5N” — Write-Off Report

a) Select flag” icon to get to the dynamic selections screen

J=(|

Customer Line Item Display
@ [ )=(3 active [l Data Sources
» Ll Lustomer master sotimiaii bt _ L ]
» [CJ Company code Docurmen it Type wWOo =
» [ Documen ts Posting Key
Business Area s1
Amount in LC
Amount — 1 [&]
G/L Account =3
Payment Method =
Customer selection
Customer accoun t [ to =3
Company code NASA to
Selection using search help
Search help 1D [ ]
Search string
= Search help
Line item selection
Status
~Open items
Open at key date
I Cleared tems
Clearing date to
Open at key date
(=) Al items
Posting date 10/01/2014 to 03/31/2015 [=]
Type
[w|Normal tems
[« |Special G/L transa ctions

b) Select “All tems” Posting Date 1 = First Day of Fiscal Year.

c) Select “All Items” Posting Date 2 = Last Day of Reporting
Month.

d) Select Document Type = WO & WV.

e) Select Business Area = 10, 21, 22, 23, 24, 51, 55, 62, 64,
72 or 76.
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Note: The amount should match the “Write-Off” report earlier run with the
macro and the “Write-offs, CNC & Closed” report (“Debts Written off
Current Fiscal year” Section).

3. Combine this SAP report and backup documentation (waiver
approvals, center-requested write-offs and other closed debt
backup) into a PDF packet.

4. Naming Convention:
07 <CTR ABBREV> WO Backup FY20xx Pxx.pdf

F. CSNG- “Agency Reconciliation” Report

1. Using Chrome, enter the Artiva URL:

https://xservice.fiscal.treasury.gov/csp/prod/os.artiva.web.page.Mai
n.cls

2. Log into CSNG Website.
i~ SINGLE
< SIGNCON

Contact

By logging in with PIV, SecurlD, or User ID/Password, you acknowledge that you have read, understand, and agree to abide by the Rules of Behavior

PIV Card or iKey (2] SecurlD (2]
Please make sure your card/iKey is plugged into User ID
the reader

Passcode

e LOGIN WITH YOUR
PIV

LOGIN

WARNING WARNING WARNING

You have accessed a U.S. Government information system, which includes (1) this computer, (2) this network. (3) all computers connected
to this network, and (4) all devices and storage media attached to this network or to a computer on this network. U.S. Government
information systems are provided for the processing of official U.S. Government information only. Unauthorized or improper use of this
information system is prohibited and may subject you to disciplinary action, as well as civil and criminal penalties. All data contained on
U.S. Government information systems is owned by the U.S. Government and may, for the purpose of protecting the rights and property of
the U.S. Government, be monitored, intercepted, recorded, read, searched, copied, or captured in any manner and disclosed or used for
any lawful government purpose at any time. THERE IS NO RIGHT TO PRIVACY IN THIS SYSTEM. System personnel may give to law
enforcement officials any potential evidence of crime found on U.S. Government information systems. USE OF THIS SYSTEM BY ANY
USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES YOUR UNDERSTANDING AND CONSENT TC THIS MONITORING,
INTERCEPTION RECORDING READING COPYING OR CABTIIRING AND DISCT O&1IRE

3. Inthe Home Screen, select “Agency Reconciliation” from the
“Creditor Agency Reports.”
Note: Make sure to turn off the Pop-Up Blocker.
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I Artiva Web X  +

< c @& xservice fiscal.treasury.gov/csp/prod/os.artiva.web.page.Main.cls
==' Apps ﬁ CSNG Imported @ IPAC Today o General Dynamics |...

l

Ba00

| Creditor Agency Menu
g o
# Select Account
& Account Transaction Posting

& New Business

Creditor Agency Reports

% Agency Reconciliation Report
% Dispute Report

% New Case Entry Report

% POD Report

% RTA Report

5 IPAC Report

© crskpdb011 - PROD @ November 12, 2020 - 03:21PM
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4. User will be directed to the Agency Reconciliation Report Interface
page.

8 hitps//senvicedfiscal treasury.gov/reports/api/Visualize?report=AgencyReconciliation.vdm&Connection=ReportsPROD&Type=Visualize

~Google Chiome E X

AgencyReconciliation

Enter from date for report
Enter thru date for report

Inventory Type:
ALL

Return Reason, if including Inactive:
ALL

Agency
ALL

Bureau:
ALL

Office:
ALL

Program:

ALL

5. Enter the following parameters:
a) From date for report. (Note: To access debts that were

migrated from the FedDebt system, use a “from” date of
September 1, 2005.

b) “Thru Date”= Last day of reporting month

c) Inventory Type = All

d) Return Reason = All

e) Agency = 80 Nat’l Aeronautics & Space Administration.

f) Bureau: See table below.

g) Offices: See table below.

h) Programs: See table below.

i) Click “Finish” Button.
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AMES

Bureau Code = AR01
Office Code = CAM
Program = AR1A

ARMSTRONG
Bureau Code = DF01
Office Code = CAE
Program = DF1A

GLENN

Bureau Code = GR01
Office Code = QHO
Program = GR1A

GODDARD

Bureau Code = GS01
Office Code = MDG
Program = GS1A

HEADQUARTERS
Bureau Code = GS02
Office Code = MDG
Program = GS2A

JOHNSON

Bureau Code = JS01
Office Code = THX
Program = JS1A

LANGLEY
Bureau Code = LAO1
Office Code = VAH

Program = LA1A

KENNEDY

Bureau Code = KS0101

Office Code = FLK

MARSHALL
Bureau Code = MS01
Office Code = ALM

Program = MS1A

STENNIS

Bureau Code = STO1
Office Code = MSS
Program = ST1A

Program = KS1B (Space Flight Explore)
KS1E (Science, Aero & Explore)
KS1H (General Fund)

After the data displays, the report must be downloaded and saved.

T
Click the =

8 https/xservicefiscaltreasury.gov/reports/Reports/Visualize.aspx

SENSITIVE BUT UNCLASSIFIED

From: 09/01/2005 To: 09/30/2018

o|lo|g|e

Program

FS1A

oo (o] e

S eling... G 3
& 2018-0.. ||
& 2018-0.. ||
RE.. 2018-0.. || 2. | Z
| 2018-0.. ||
Accounts
26

Sum = 26

® 5 B P

CA | Top | M.. |Fou.| Cu| Cie| Cuf G
N[N [ $0. | $1u | $1| 0. | $0..
N [N $0.|$1. | $1. $0.|S0.. $0.
N NS0, S0 SO0 $0.. | $0.. | $0.
N[N |80, | 7. | $7. | $24 | 85 | 50,
Forgiven Amt Current Amt
000 $23885.31
Sum = $0.00 Sum = §23885.31

in the upper right corner of the results screen.

aspx - Google Chiome

3

e | $0u | 0. |
- §0.. $0.. ..

vr | $0.. | §0. | .

Returned Amt

$1382.00

Sum = §1382.00
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7. Select the format from the “Export To” pop up window.
th

pRPON

8. Click “Export” in the Export to Excel pop up window.

Export To Excel - SENSITIVE BUT UNCLA... X

SENSITIVE BUT LUINCLASSIFRED

XL5X

9. Save on the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\TROR\FYYY\PP — Current
Month\Center 08 <CTR ABBREV> CSNG FY20xx Pxx.

10. Filter the Location Column by CA and delete these lines.

11.Names remaining should match the names on the “Write-offs, CNC
& Closed” report (“Debts Classified as CNC” Section).

a) If a name has dropped off of this report, go into CSNG to
research why it dropped off (e.g., bankruptcy, “in
dispute,” etc.). See Appendix G for instruction on how to
run the “Return to Agency” report.
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b) Once the reason has been determined, check with your
L3 POC to see if they received any information on this
returned debt and if there are any further actions to take.

Note: If the reason is “PCA Timer Expired” no action is needed, and
nothing needs to be elevated to L3.

12.1f these debts are deemed closed and no action is needed, move
them on the “Write-offs, CNC & Closed” report to the “Debts Closed
in Calendar Year 20xx” at the bottom.

13.1f a debt has fallen off the CSNG “Agency Reconciliation” report
because it has been paid-off at Treasury (and NASA has received
the IPAC to reestablish the debt), then it can be removed from the
“Write-offs, CNC & Closed” report (“Debts Classified as CNC”
section). Itis paid in full and no longer needs to be tracked on this
report.

Note: Sometimes it will not be fully paid off with NASA (a small
residual amount may still be due, but once the principal of a debt
reaches $25 or less, Treasury ceases collection efforts so it is still
considered “paid in full,” and you will often see this as an “adjustment
on the CSNG report.

G. SAP -“GR55/ZTB6” (Trial Balance) Report Macro Instructions

PAGE LAYOUT FORMULAS DATA Developer REVIEW VIEW ACROBAT CMPS Accounts Receivable

i—. —
te TROR Day To Day Recapture

tages | Reports | Postings Launcher | Audit Launcher
Day To Day Postings | Recapture Audit

1. In Excel, select the “Accounts Receivable” tab at the top and
then select “TROR Reports TROR” Icon
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TROR

Process = GR55 - ZTB6

Center = NASA Center

Reporting Month = Reporting Month

Calendar Year = Calendar Year of Reporting Month

Click “OK” button

The Macro will run the report and save it on the N drive as 09
<Center Abbreviation> GR55 ZTB6 FY20YY PXX.

NOoOORWN

H: GR55/ZTB6 - Manual Process - This is the manual process to be
used only if macro is unavailable.
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Trial Balance L96 at SGL L95: Selection
[B EI Data Source...

| Selection values

Fiscal year 2015

Company code [nzsa|
To Period ™l
[ =]

| Selection groups
Applic. of funds

Or value(s) to
Fund
Or value(s) to

Funded Program

Or value(s) | to

Business Area
Or value(s) 51 to
Trading partner

Or value(s) | to

Federal Indicator

CRCRCRCRCAC

z|

Or value(s) to

1. Enter the following parameters:
a) Fiscal Year = Fiscal Year of Reporting Month.
b) To Period = Period of Reporting Month.
c) Business Area =10, 21, 22, 23, 24, 51, 55, 62, 64, 72
or 76.
d) Federal Indicator = N.
e) Click “Clock” icon to run.

GASS 2TB6
GSFC
January 2017
Total $125.075.39
96 Ledger Trial Balance Ledger 95
To Period 4 Fizcal Year 2017
Application: ™
Fund: =
Fed Ind: M
Trading Ftr: =
Entity. &2
Fund: =
Bus. Area: 51
SGL Account Beg Bal Debits Credtiz ¥TD Act Balance
4222 5201120 13.193.291.26 -12.271.010.14| 92838112 E.129.56113
4252 1,192.045.82 -2B1.182.60 10,910.863.22 10.910.863.22
4253 160.869.48 -8.26 6088122 B0.881.22
4972 2.502.087.94 -1.128.300.61 1.363.787.713 1.363.787.13
= Budgetary 5.201.180.01 27.054.474.50 =13.690.501.81 13.363.912.69 18.565.092.70
1310 120,1770.04 19.483.154.15 -19.484.251.13 4.902.96 125.073.00
1313 1.638.28 -2.668.51 -1.030.23 -1L030.23
1340 3.03 11.47 -12. 1) -0.64 239
* Pr v ‘ 797.59’2.“5.51' 10911385037 |-9,388,645,046.42|1,522,743,990.98|2,320,336,656.49
1310 5125,073.00
1340 $2.39
1360
1370
Total 5125,075.39
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2. Naming Convention:
09 <CTR ABBREV> GR55 Z6TB TROR FY20xx Pxx.xlIsx.

3. Data from this spreadsheet is entered on the TROR in the
following section:
a) Partl, Section A, Line (7).

4. Amount from this report should match the “Aging” report and
“List of Customer Line Items” report.

Note: If differences exist, use Footnotes section to explain.

Note: For Line (7) Part | Section A, count the number of ZCOM customers
(by customer number), not number of ZCOM debts (1310.0000s and
1310.3000s).

l. SAP — “ZCF_ARAGING” (Aging) Report Macro Instructions

PAGE LAYOUT FORMULAS DATA Developer REVIEW VIEW ACROBAT CMPS Accounts Receivable

i: !| _| ==

te TROR Day To Day Recapture
tages | Reports | Postings Launcher | Audit Launcher
Day To Day Postings | Recapture Audit

1. In Excel, select the “Accounts Receivable” tab at the top and
then select “TROR Reports TROR” Icon
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TROR

NOoO O

Process = ZCF_Aging

Center = NASA Center

Reporting Month = Reporting Month
Calendar Year = Calendar Year of Reporting Month
Click “OK” button
The Macro will run the report, update format, add the count of

debts, and save it on the N drive as 11 <Center Abbreviation>
Aging FY20YY PXX.

J. ZCF_ARAGING - Manual Process - This is the manual process to be
used only if macro is unavailable.

(CA

Account Group/Range

ZCOM

Business Area(s)

Customer Number

£l

Document Number

G/L Account/Range

1310.0000

Ee‘sas

Through Accounting Period

6|

Fiscal Year

2015

[|View for TROR

1. Enter the following parameters:
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a) Account Group = ZCOM & ZEPY

b) Business Area(s)

c) GL Account =1310.0000, 1310.3000, 1340.0000,
1360.0000, 1370.0000.

d) Through Accounting Period = Current Period

e) Fiscal Year = Current Fiscal Year

f) Check the “View for TROR” button

g) Export (List > Export > Spreadsheet>XXL
Format>Table).

2. Naming Convention: 11 <CTR ABBREV> Aging FY20xx
Pxx.xIsx.

3. Run “Aging_ TROR” Macro on Excel Raw Data.

Note: This Macro formats the Excel report run from T-Code
ZCF_ARAGING (see below for example of format).

AR-AGING
BAS1 - GSFC
FY2015 - PERIOD 06
13 CUSTS 4CUSTS 1CUST
16 DEBTS 4DEBTS 1DEBT
Refrd Days 0-30Days  1-90Days 91-180Days 181-365Days 366Days-2Years 2-6Years B-10Years Over 10 Years
Group DocumentN: Debt  GIL Posting Dt Amountin LC Old  Bline Date Non-Delinguent Delinquent Delinquent  Delinquent  Delinquent Delinquent  Delinquent  Delinquent
I heonormsd e | owezoe| o [ m m m um um ]
B T OM[180001142 13400000 U}'WE‘ZDWEl or ) uvnaml 000 01 0.00 0.00 000 000 000 .00
Ei T ([ 1800011345 13700000 nmzmﬁl 100 ) nvnﬂzmﬁl 000 2400 0.00 0.00 000 000 000 (.00
(O 1800008133 3000 | 4o FEET| 000 520 000 000 000 000 000 000
O 1800008 155 3000 | oma] uper| ] v 000 UEET 000 000 000 000 000 000
(O 1800011330 3000 | oa0ea] ETENET 230347 000 000 000 000 000 000 000
(O 1800011332 3000 | oa0sa| RN JA65 00 000 000 00 00 00 00
(O 1800011333 o000 | aesee] RN 1463 000 000 000 000 000 000 000
(O 1800011335 13000 | 0300 | W7 000 000 000 000 000 000 000
(O 1800011338 000 | o] am] 2 o 400 000 000 000 000 000 000 000
OM[1800008235 1310.3000 U}ZUZUWEl W5 i U}ZUZUWl 5% 000 0.00 0.00 000 000 000 000
OM[1800011369 1310.3000 U}Z#ZUWEl W76 g u}z:uzm&l 1K 000 0.00 0.00 000 000 000 000
B Ty OM[1800011367 1310.3000 U}Z#ZUWEl ik g u}z:uzm&l X 000 0.00 0.00 000 000 000 000
i Tresu OM[1800011368 T310.3000 u}zmzwl 3055 g U]Mzﬂﬁl 05 000 0.00 0.00 000 000 000 000
B Tod OM{1800007511 1310.3000 U]ZMDWEl 857 g U]Z?ﬁml 10357 0.00 0.00 0.00 000 (00 (00 (.00

4. ZCOM section: Copy amounts into correct corresponding
columns of the spreadsheet.

Note: Universities should be listed under “State and Local
Government” columns
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5. Data from the Aging report is entered on the TROR in the

following sections:
a) Part |, Section A, Line (7) — Ending Balance
Note: Count by ZCOM customer number

Note: Amount should match GR55-ZTB6 Report. If not,
footnote on TROR.

b) Part |, Section B — Additional Receivables Data
(Information Only)

Note: Count by number of ZCOM debts (1310.0000s and
1310.3000s).

c) Part |, Section C, Line (1) — Delinquencies by Age

Note: Count by number of ZCOM debts (1310.0000s and
1310.3000s).

d) Part I, Section C, Line (2) — Delinquencies by Category

Note: Count by number of ZCOM debts (1310.0000s and
1310.3000s).

e) Partll, Section A — Delinquent Debt 120 Days or Less

Note: Count by number of ZCOM debts (1310.0000s and
1310.3000s).
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L AR-AGING OVER 60 DAYS DELINQUENT I
Forma—a
FY2015 - PERIOD 06
TOTAL $ 12,119.37
Refrd Days
BusA Customer Name 1 Group DocumentNo Debt G/L Posting Dt AmountinLC Old Bline Date STATUS
'51 '114532 DELL FEDERAL SYSTEMS L.P. ZCOM '1800004130 '].3].0.3000 10/20/2014 1.94 | 163|10/20/2014
'51 114532  |DELL FEDERAL SYSTEMS L.P. ZCOM (1800003298 1370.0000 | 12/16/2014 24.00 | 163|10/20/2014
'51 114532 |DELL FEDERAL SYSTEMS L.P. ZCOM (1800007154 1370.0000 | 01/15/2015 24.00 | 163|10/20/2014 DUE PROCESS COMPLETE
'51 114532  |DELL FEDERAL SYSTEMS L.P. ZCOM (1800008151 1340.0000 | 02/17/2015 0.01 | 163|10/20/2014 WILL REFERTO TREASURY AT 120 DAYS
'51 114532  |DELL FEDERAL SYSTEMS L.P. ZCOM (1800008152 1370.0000 | 02/17/2015 24.00 | 163|10/20/2014 DELINQUENT
'51 114532 |DELL FEDERAL SYSTEMS L.P. ZCOM {1800008153 1360.0000 | 02/17/2015 0.03 | 163|10/20/2014
ZCOM Total 73.98
51 302598 |Barfknecht, Peter W. ZEPY {1800005323 1310.0000 | 12/12/2011 39.39 |1210| 12/08/2011|Health Benefits - COOP
'51 302598  |Barfknecht, Peter W. ZEPY 1800002227 1310.0000 | 11/28/2011 39.39 1220| 11/28/2011|Health Benefits - COOP
'51 302598  |Barfknecht, Peter W. ZEPY {1800005319 1310.0000 | 12/12/2011 39.39 |1224|11/24/2011|Health Benefits - COOP
'51 302598  |Barfknecht, Peter W. ZEPY {1800006013 1310.0000 | 10/27/2011 39.39 |125210/27/2011|Health Benefits - COOP
"'\1 302598 |Rarfknecht Peter W EPY 11800002097 1310.0000110/14/2011 3939 11265(10/14/2011Health Benefits - COQP

6. Create a new tab from your “Aging” tab with header “AR-Aging
Over 60 Days Delinquent”.

7. Delete all rows that are under 60-days delinquent (90 days).

Note: All debts on this tab should be listed with a status/reason
why they are over 60-days delinquent.

K. SAP —“GR&55 / ZAOF” (Allowance for Doubtful Accounts) Report Macro
Instructions

PAGE LAYOUT FORMULAS DATA Developer REVIEW VIEW ACROBAT CMPS I Accounts Receivable

| !
te TROR Day To Day Recapture

tages | Reports | Postings Launcher | Audit Launcher
Day To Day Postings | Recapture Audit

1. In Excel, select the “Accounts Receivable” tab at the top and
then select “TROR Reports TROR” Icon
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Process = GR55-ZA0OF

Center = NASA Center

Reporting Month = Reporting Month

Calendar Year = Calendar Year of Reporting Month
Click “OK” button

The Macro runs the report and saves it on the N drive 13
<Center Abbreviation> GR55 ZAOF FY20YY PXX

NOoOORWDN

L. GR55/ZAOF Manual Process - This is the manual process to be used
only if macro is unavailable.
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Accounts by AOF - Multiple Select.: Selection
@ EI Data Source...

Selection values

Fiscal year 2015
Company code NASE
Period [ |
Period G

| Selection groups

Accounts

Or value(s) 1319.0000 | to

=
Business Area Set ID
=1 —
IE= to )

Or value(s)
Or value(s) I to ] T = |

Fund Set ID
1. Enter the following parameters:

a) Fiscal Year = Fiscal Year of Reporting Month.
b) Period 1 =0.
c) Period 2 = Period of Reporting Month.

d) GL Accounts = 1319.0000, 1347.0000, 1367.0000 &
1377.0000.

e) Business Area = 10, 21, 22, 23, 24, 51, 55, 62, 64, 72 or
76.

f) Click “Clock” icon to run.
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ALLOWANCE FOR DOUBTFUL ACCOUNTS

GSFC

FY2017 - PERIOD 04

Total

Report Name: Accounts by AOF - Multiple Select.

-$1,030.23

Report Group: ZAOF

Business Area: 51

ALC: ™
Fund: *

Account: 1319.0000,

Selection Date: 2/1,/2017

Period: 4 / 2017
Page: 1 of 1

AOF/Account Amount|
1319.0000 Allow Loss Acct -1,030.23
* 8014/150120 Science -1,030.23
** Total -1,030.23
2. Naming Convention: 13 <CTR ABBREV> GR55 ZAOF FY20xx
Pxx.xIsx.
3. Data from the “Allowance for Doubtful Accounts” report is

entered on the TROR in the “Footnotes” section.

M. SAP - “S_ALR_87012173" — List of Customer Line Iltems Report Macro
Instructions.

PAGE LAYOUT

te
tages

TROR
Reports

FORMULAS DATA Developer
Day To Day Recapture
Postings Launcher | Audit Launcher
Day To Day Postings | Recapture Audit

REVIEW VIEW ACROBAT CMPS I Accounts Receivable
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1. In Excel, select the “Accounts Receivable” tab at the top and
then select “TROR Reports TROR” Icon.

TROR

—

Process = Customer Line Iltems

Center = NASA Center

Reporting Month = Reporting Month

Calendar Year = Calendar Year of Reporting Month

Click “OK” Button.

The Macro runs the report, prints to pdf, and saves on the N

drive 14 <Center Abbreviation> CUST LINE ITEMS FY20YY
PXX.pdf

NoOoOaRWN

N. List of Customer Line ltems Manual Process — This is the manual process
to be used only if macro is unavailable.
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1. Select “flag” icon to get to the dynamic selections screen

J=(]

List of Customer Line Items
@ @& )2(3 active [H Data Sources
/I"E Document Type [ ] | = ‘
+ [ Customer master Hostaigi ey - =
» I Company code Business Area il 2
» (I Documents Amount in LC | =
Amount
G/L Account 1310.0000 =3
Payment Method [iﬁ =
Dunning block i o
Contract Type o
Customer selection
Customer account to
Company code to
Selection using search help
Search help ID
Search string
= Search hep
Line Ttem Selection
Status
<)Open Items
Open at Key Date
2. Enter the following parameters:

a) “Open Iltems” Date = Last Day of Reporting Month.

b) Account Group = ZCOM and ZEPY.

c) Business Area = 10, 21, 22, 23, 24, 51, 55, 62, 64, 72 or

76.

d) GL Account = 1310.0000, 1310.3000, 1340.0000,
1360.0000 & 1370.0000.

e) Click “Clock” icon to run.
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NASA List of Customer Line Items Time 12:38:20 Date 04/01/2015
Wasnington OO RFDEPLOO/NS000360 Page 18
18000110942015 ‘uz;‘;s.fzu;s|un ‘;munsu:|;3/15::-:;5|51 | 1|JE| ‘ ‘ ‘ .00 |Ul.’U§/2015‘ 0 |U.JUU ‘J'_/JEJ:]'_5|Z 0.17 |usD 0.17 |usD

+  Customer 118301 0.17 |usD 0.17 |usD

Customer = 113372  Cofode MASRAcCEg

Hame
Stree
Post.
city
Reglo
ey dats | 03/31/2015 count
18000080842015 03/16/2015(DR (1800011341 |03/16/2015(51 1(os ‘ ‘ 0.00 (01/06/2015| © [0.000 |01/06/2015|Z 515.48 |USD 515.48 |USD
+  Customer 118372 515.48 |usD 515.48 |usD
4+ G/L Account 1340.0000 s515.¢¢ |usD 515.6¢ |usD
Customer = 114512  CoCode HASARCCLY
b
Stree
Post.
ity
Regio
Key date  03/31/2015 Count. y o
18000041302015 ‘nz;:1/zn:5|nn ‘:;a:nna:sz|a2«17:za:5|51 | 1|a9| ‘ ‘ ‘ a.0a |:t:25azn1:‘ ] |n oo ‘1n/zn4:c:a|y .03 (wsp 0.03 |UsD
+  Customer 114532 .03 |usn .03 |usD

18000080842015 03/16/2015|0R  |1B00011344|03/18/2015 |51 1|09 0.00 |01/06/2015) O |0.000 (01/08/2015(V .00 (USD 24.00 [USD
+  Customer 118372 .00 (USD 24.00 [USD
t+ G/L Account 1370.0000 120.00 |USD 120.00 |USD
t*r Company Code KASA 509,798.61 |USD 509,798.61 |USD
e I 509,798.61 |USD 508,798.€1 |USD

3. Naming Convention: 14 <CTR ABBREV> Cust Line ltems
FY20xx Pxx.xIsx.

4. Amount from this report should match the “Aging” report and
“‘GR55-ZTB6” report.

Note: If differences exist, use Footnotes section to explain.

0. Macro to Fill in the TROR Form

PAGE LAYOUT FORMULAS DATA Developer REVIEW VIEW ACROBAT CMPS I Accounts Receivable

= =] =2
te TROR Day To Day Recapture
tages || Reports | Postings Launcher | Audit Launcher

Day To Day Postings | Recapture Audit

1. In Excel, select the “Accounts Receivable” tab at the top and
then select “TROR Reports TROR” Icon
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TROR

Process = TROR Update
Center = NASA Center
Reporting Month = Reporting Month
Calendar Year = Calendar Year of Reporting Month
Click “OK” button
The Macro updates the TROR report with pertinent information
from the following reports:
a) New Receivables
b) Accruals
c) Collection by Treasury
d) Write-offs
e) CNC Closed
f) GR55 ZTB6
g) Interest and Penalty
h) Aging

NOoOORWN

Note: When you close the TROR form, be sure to save.

8. TROR Form Naming Convention:
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01 <CTR ABBREV> TROR FY 20xx PXxx.xls

9. Verify that the macro has entered the totals from the reports
listed above in the correct lines and update accordingly.

10. Update the Allowance for Doubtful Accounts in the footnote
section with the total from the GR55 ZAOF report.

11.Combining the TROR into a PDF Packet: The TROR report and
supporting schedules for each center are combined into a PDF
packet and reviewed by an AR-AM peer. After the peer-review
is complete, the TROR is then reviewed by either the AR-SP
Lead or AR-SP Supervisor. Lead/Supervisor review is indicated
by initialing and dating the first page of the TROR Report pdf

packet.

STEP 2. AR-CS Accountant — Validate TROR (Control Activity)

A. Validate TROR using the internal AR TROR checklist located on the
shared drive at N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\AR Forms and Templates\TROR
Templates (see Appendix B). If a TROR package contains errors, the
NSSC AR-CS Accountant returns the TROR package to the AR-SP
Account Maintainer for correction. See Appendix M for reporting
ServiceNow Quality Errors that are found in the review process.

B. Once all issues are resolved, the NSSC AR-CS Accountant submits
the package to the AR-CS Senior Accountant for final review,
annotating on review sheet and signing review sheet digitally.

STEP 3. AR-CS Senior Accountant — Final Review of TROR (Control

Activity)

A. The NSSC AR-CS Senior Accountant reviews the TROR package. If a
TROR package contains errors, the NSSC AR-CS Senior Accountant
returns the TROR package to the AR-CS Accountant. The AR-CS
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Accountant then returns the TROR package to the AR-SP Account
Maintainer.

1.  The TROR review sheet is annotated as final reviews are
performed and digitally signed once all reviews are complete.
A final validation of the TROR review sheet is signed and
placed on the “N” Shared drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\AR
Report Submissions\TROR\FYXX\Month\TROR Checklist
(Month)

STEP 4. AR-CS Lead — Validates the review sheet. (Control Activity)
A. The NSSC AR-CS Lead validates the review sheet and signs digitally.

STEP 5. AR-CS Senior Accountant and Accountants — Distributes TROR
report:
A. Once all reviews, corrections and validations are complete:

1. Each month, the final reviewed Center TROR reports are e-
mailed to each NASA Center’s designated points of contact.
2. AR L3 Treasury Liaison POC will upload the TROR reports to
TechDoc:_/EM/Agency Reports/TROR/FY20xx
a) Locate the file in the following path: N:\FM
Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Report
Submissions\TROR\ FYxx\PP — Month
b) AR L3 Treasury Liaison POC will drop the submitted
report in the Document Imaging folder: N:\Document
Imaging\TROR
i. Use the following naming scheme for the
spreadsheet file: TROR-CENTER-MON
YYYY~FY_20xx~CENTER

3. Each month, AR L3 Treasury Liaison will upload the digitally
signed TROR Review sheet to TechDoc:
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[FM/Agency Reports/TROR/FY 20xx/TROR Review and

Validation

a)

b)

Locate the file in the following path: N:\\FM
Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Report
Submissions\TROR\ FYxx\PP — Month
AR L3 Treasury Liaison POC will drop the signed AR
Review of TROR document in the Document Imaging
folder: N:\Document Imaging\TROR
i. Use the following naming scheme for the
spreadsheet file: Month YYYY AR Review of
TROR~FY_20xx~TROR Review and Validation

If a TROR Review and Validation Folder has not been
created, then create a folder within the TROR Fiscal
Year
i. On the left-hand side, click Create Folder
ii. Enter the applicable Name (e.g., TROR Review
and Validation)
iii. Enter the applicable Description (e.g., TROR
Review and Validation)
iv. Uncheck the box next to Check to add myself to
the Notification List
v. Enter the Reason
vi. Click Ok
vii. Click Next
viii. Select the following Access Lists by selecting a
list under the Shared Lists column and clicking
the Add button

i. Owners

(a) FM_AR_IG

(b) FM_FAB_IC_CS
(c) IT_DM

ii. Read

(a) FM_AR_SP

(b) FM-FSB2_SP
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iX.

X.
Xi.

(c) FM_FSB_SP
All lists selected should show in the Selected Lists
Column
Click Next
Click Ok

4. Each quarter, the final reviewed Center TROR reports are
consolidated into an Agency TROR by the AR-SP Account
Maintainer for submission to OCFO by the AR-Senior
Accountant or designee via the NASA Audit Tracking System
(NATS).

Note: See Appendix H for instructions on creating this
consolidated TROR report for OCFO.

B. AR-L3 inputs the TROR data into the Treasury Dashboard. After input
is finalized, AR-L3 submits finished TROR reports to OCFO via the

NATS system

1. Locate
Payabl

: https://nats.nasa.qgov/

the file in the following path: N:\FM Division\Accounts
e_Accounts Receivable\Accounts Receivable\AR Report

Submissions\TROR\TROR Consolidation for OCFO\FY20xx\Q#
FY 20xx.

2. AR-L3
folder:

will drop the submitted report in the Document Imaging
N:\Document Imaging\TROR

a) Use the following naming scheme for the spreadsheet
file: TROR FY20xx_PDxx_Consolidation_FINAL
Original~FY20xx

b) The file will be uploaded into TechDoc :
/FM/Agency_Reports/TROR/FY_2018/TROR
CONSOLIDATION

1. If a TROR Consolidation Folder has not been created,
then create a folder within the TROR Fiscal Year
a. On the left-hand side, click Create Folder
b. Enter the applicable Name (e.g., Return TROR
Consolidation)
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c. Enter the applicable Description (e.g., TROR
Consolidation)

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

e. Enter the Reason

f. Click Ok

g. Click Next

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

1. Owners
(a) FM_AR_IG
(b) FM_FAB_IC_CS
(c) IT_DM

2. Read
(a) FM_AR_SP
(b) FM-FSB2_SP
(c) FM_FSB_SP

i. All lists selected should show in the Selected Lists
Column

j. Click Next

k. Click Ok

Note: The AR-L3 accountant will occasionally need to adjust for penny
differences due to reconciliation while inputting data into Treasury
dashboard.

C. AR-L3 accountant will save the TROR Consolidation report with
adjustments as: TROR FY20xx_PDxx_Consolidation_FINAL Original
— OCFO in the following path: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\AR Report
Submissions\TROR\TROR Consolidation for OCFO\FY20xx\Q# FY
20xXx.
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1. Go to TechDoc: /[FM/Agency_Reports/TROR/FY_20xx/TROR
CONSOLIDATION

2. Click on the White paper of the original document for the
Quarter/Period:

a)
b)
c)
d)
e)

f)

9)
h)

k)

On the left-hand column, click Reserve

Type Reason (e.g., AR-L3 Adjustment) and click ok
In the left had column, click Replace

Type Reason (e.g., AR-L3 Adjustment) and click next
Click Browse and navigate to the saved TROR
Consolidation folder on the shared drive

Click ok

In the left had column, click Release

Type Revision number (e.g., will be the same as the
generation number)

Type Reason (e.g., AR-L3 Adjustment) and click next
Uncheck the box next to Render the Generation to a
watermarked PDF file

Click Ok

STEP 6. AR-CS Accountant — Explanation of TROR Report Variance:

A. Each quarter, Treasury compares various TROR totals in the current
quarter of the current year with the same quarter of the previous year.
They will request an explanation for any variance change of 20 percent
or higher. NSSC receives this request from Treasury via OCFO ERB in

an email.

1. Review TROR section in which variance is notated from
Treasury. Determine which Center(s) the variance affects
and review those monthly TRORs. For example:

a) New Receivables total in Section 1 - you would look
at the previous year’s quarter TROR and compare it
to the current year’'s quarter TROR’s at the Center
level to determine where the variance(s) exists. You
would then look at the backup reports for that to find
the detail and understand why the variance is there.
It may be that a large vendor overpayment was
identified, and bill was issued in one year when
there are low dollar amount employee bills in the
other year.
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b) You may need to review the CMP to determine what
caused the variances. For example, go to CMP 3.2
for a Center and review the delinquent debts to
determine if we had a large amount of vendor debts
that quarter etc. that could possibly explain the
variance.

c) Continue this process for each section with a
variance. Note that the reason for an identified
variance in one section total of the TROR may be
the same reason for other section variances.

2. Document identified variances in a Word document and
save at N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\AR Report
Submissions\TROR.

3. Submit the identified variances to the AR CS Lead for
review.

4. Once AR CS Lead reviews and concurs, submit an email
to the OCFO ERB POC and Treasury POC with the
response.
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PROCESS - TROR QUARTERLY TREASURY DATA ENTRY

Entering the Quarterly TROR Data to Treasury System
At each quarter end, NSSC CS is responsible for submitting the TROR quarterly
reporting data to Treasury.

Note: You will need access to Treasury’s reporting website and the
consolidated TROR report.

STEP 1. AR CS Accountant — Execute the following steps to access and
enter data to Treasury’s website.

A. When completion email for TROR consolidation is received from
L2, open spreadsheet and review for accuracy
N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\TROR\FY19.

1. Save a working copy of consolidated TROR to current
quarter’s folder (file name example: TROR FY20xx_Qx
PDxx_Consolidation_FINAL) N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Receivable\AR
Report Submissions\TROR\TROR Consolidation for
OCFO\FY2019.

2. Compare TROR Line 7 total of SAP report to Line 7 of
Consolidated Agency-TROR report (should match).

3. Add footnotes to footnotes section of “Agency’ tab only
(Part llI-Footnotes for Part 1, Section C, (3)C, Part Il,
Section D, (1)D, and Part Il, Section E, (1)C).

a) For Part 1, Section C, (3)C:, the following
statement should be added” NASA classifies all
delinquent debts greater than 120 days as CNC,
refers them to Treasury, and has delegated all
Credit Bureau Reporting (CBR) to Cross-
Servicing. Thus, NASA is compliant with the CBR
requirements, but debts less than 120 days
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b)

delinquent may not be reflected in the Credit
Bureau Reporting section. As a result, Part 1
Section C is not a true measure of NASA’s CBR
compliance.

For Part Il, Section D, (1)D: View each center’s
report. Take the highest amount from each
center’s tab and take that comment and remove all
dollar amounts. Enter the total dollar amount
listed in the report on line 150 (section D line D)
(example: Part Il, Section D, (1)D: $42,504.00 -
Debt at DOJ being offset).

For Part I, Section E, (1) C: the same process for
section D above is followed. Leave comment for
highest dollar amount and remove dollar values.
Enter the total dollar amount in the report on line
157 (section E line C) (example: Part Il, Section E,
(1) (C): $88,152.00 - DOI - Taxes withheld at time
of payment).

B. Log into Treasury’s website —
https://tror.fiscal.treasury.gov/tror/home.faces

1. Log in using Treasury single sign on ID and Password

O 0 v scmsniogtomsisoses

50 - B 0] 0us epsrmentotve s e N

eeeeeeeeeeeeeeeeeeeeeee

SINGLE 1
SIGNON
ForgotPassword  Change Password  Forgot UserlD  Contact

PIV Card or iKey

©  Securd ©  UserID & Password )
Please make sure your cardiKey s plugged nto | UserID User 0 ()
reader |
ssssssssssssss rd

LOGIN LOGIN

nnnnnnnn

2. Select “Enter Receivables”
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-~ i —
le Fdit View Favories Tools Help

N f—
\‘\[ Fiscal Service

RTASURY REPSRT ON RECEIVABLES

nnnnnnnn

Welcome to the Treasury Report on Recelvables

Fiscal Year (FY) 2019 Reporting Schedule

*Bureau of The F questing that all Federal Teport Quarterly.

Suggestions to mprove the system: Cck here and fl out the form

For reporting assistance, please contact;
Prone e A

Note: Every line in the Treasury site must match Consolidated
AGENCY-TROR report.

C. Begin entering New Receivables data from Part [-Section A of
the Quarterly Consolidated TROR report.

Note: Ending balance from last fiscal year will be the beginning
balance for current fiscal year. Grayed areas are auto populated.

D. Enter data for Part | — Status of Receivables, Part || — Debt
Management Tool and technique Performance Data, and Part Il|
— Footnotes.

Note: CNC totals must be the same throughout the template
Part 2 Section B 1(b)
Part 2 Section B 2(b)
Part 2 Section D 1(e)

E. Review your totals and save as you complete each section.

F. Enter Footnotes

a) Part lll — Footnotes is a line-by-line detail
b) If there is no input for each line enter “$0.00”.
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STEP 2.

STEP 3.

G. After all data is entered, select “2 Perform Edit Check”.

a) View each line to ensure totals match each section.
b) Make necessary corrections as needed.

Note: Adjustments for differences of $1 or less is allowed to
consolidated TROR report due to rounding. Adjustments cannot be
made to Treasury’s data input site.

c) Ensure message is received stating “No Errors”.

AR CS Accountant — Prepare report to send to next reviewer.

A. Save a copy of Trial balance, Treasury system report, and

TROR Summary (received from OCFO) to the following
location: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Report
Submissions\TROR\TROR Consolidation for OCFO

for current fiscal year and quarter.

. Create SNOW case to submit to reviewer

. Create PDF package for reviewer (cover page, TROR Agency

Report-including footnotes, Treasury system report, Trial
balance, and quarterly Summary Activities report.

. Combine package and attach to SNOW Task (send to AR Lead

to review)

. When reviewer (Lead) completes — SNOW task is received

stating “okay to transmit”.

Note: 4" quarter TROR data (TROR Agency Report-including
footnotes, Treasury system report, Trial balance, and quarterly
Summary Activities report) should be sent to ERB POC for approval
or questions before transmitting.

AR CS Accountant — Transmit TROR report to Treasury.

A. Transmit report to Treasury
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. Transmit report

. Attach transmittal page to PDF package (after cover sheet)

. Sign package using digital signature

. Save on “N” drive: N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Receivable\AR
Report Submissions\TROR\TROR Consolidation for
OCFO\FY2019

5. Forward task back to Lead (“File transmitted-package ready

for your signature)

A ON =

STEP 4. AR CS Accountant — Submit NATS request to ERB.

A. Once all reviews, corrections, and approvals are complete,
reports can be transmitted per NATS request:

1. Access NASA Audit Tracking System
https://nats.nasa.gov

2. Select the quarter that should be reported

NASA Audit Tracking System
nwox Seurs Rapors

WAT AT en T s T e W on

3. Select “Supporting Documents”
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KR o mooieciicecminio o 0 - O o b RRTRGRGS & o oo oo | (5.5

file Edil View Fawiles Toos Help

NASA Audit Tracking System

Inbo Searth Repots

P RequestID (Grand Child): 2019-000073-001-001
“Remenber o save yourwork evry 10 mnutes

It TRORREFORI - CONSOL DA H)FORFI 06 FY 19
Pease, submt your FO06,FY 19
7

»
Descrpon 2Tl Bolces 3.

ecty,Feelfree to contact Tamara Chapren, at 202-358-1125
St Pracessor IProcessing

Locaton: NSSG

Cegory. External Reporig Banch Reest

Response Dae (MWDDYYYY): 41172019

Response Requred: Y

InernalUse: Yes

4. Browse and upload documents for FY and quarter being
reported:

a) TROR consolidated package for OCFO - N:\FM

Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Report
Submissions\TROR\TROR Consolidation for
OCFO

b) TROR consolidated Excel spreadsheet - N:\FM

Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Report
Submissions\TROR\TROR Consolidation for
OCFO\FY2019\Q1 FY2019\TROR FY2019 Q1
PD03 Consolidation FINAL.xIsx

) NASA Audit Tracking System - Ver. 4.1 - Internet Explorer = (= ) [
file Edit View favorites Tools Help
» Supporting Documents for Request ID (Parent): 2019-000073 (and Children)
Filenam iptic By: Date (mm /ddiyyyy):
[ ] [-aL-v| [ ] [Filter ] [Resat]
No Record:
» New D for 1D ( ): 2019-000073 (and Children)
Warning: Documents beingwgloaded to the database must not contain these symbols & %+ #:\1:* 2" <>|
“File: \ iptic Characters
wee... |[| 2000
Browse... 2000
Browse... 2000
Browse... 2000
roves [eniel |
[Close Window 1

5. Final step is to submit reports to “Processor |”
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Fle Edit View Fovites Tools Hap

NASA Audit Tracking System

Inbox Seanth Repots Admin
» RequestID (Grand Child): 2019-000073-001-001 [Your Role: Processor ll]
Remerther to save your work every 10 mines 5 [
2] soponng Docuenss
Tie: ‘TROR REFORT - CONSCLIDA TED FORFD 06 FY 19 Zl
Pease, subnil you D08, FY19, Comments
‘suppor, inchding but ot mte o, thecerters TROR repots and Tria balnces (1 Consobdated TROR-POF and |2 View PventRomest |
Descrigon %
Also, nd are.
‘caculting comeetly. Feelfree to contact Tanara Chapren, at 212-358-1125
Status: Processor Il rocessng
Location: NSSC
Cdegury External Reporing Banch Request
Response Date (MMDDYYYY) 04112018
Respanse Requied ¥
Iternal Use: Yes
Roles: [ Contact o] Originator: Baluator: Processor | Processor Ii:
“Primary: Chapren, Tamera Chapran, Tamara Bastdas, Kimberly Hlard Rose

*Secondary: ¢ Tiiope:

*Aternate: Dyt 3

Save, Tiope: Herrng Lisa
Oryant, Sraron lerkns,lchele

Note: For TROR user access during the established reporting
timeframe, please contact DMS at (202) 874-6810 or by email
at DMS.TROR@fiscal.treasury.gov.

If you have questions regarding the TROR, you can contact your
agency liaison at DMS.TROR@fiscal.treasury.gov.
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PROCESS — CONTINUOUS MONITORING PROGRAM (CMP)

Note: CMP’s are due to the CS team COB on the 6'" Calendar Day.

CMP CONTROL ACTIVITY 2D.3B

CMP 2d.3b - NON 6500 funds review.

Purpose of reconciliation: Review Deposit Fund (NON6500) to ensure
appropriate use of Fund and proper use of general ledger accounts.

STEP 1. AR L2 Designee — Quarterly Run report in SAP

A. This report is executed with a Macro in Microsoft Excel.

1. Go to CMPS Macro Thread and Select AR CMP Download.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS

8 83 ] B £ T

CMP Fix AP CMP ARCMP IPAC Download Prebilling = CMP
Form Download | Download  Report MATRIX

CMPFix | Accounts Payable Accounts Receivable CMP Matrix
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.
e e

—
Select “2D.3B”

Select Reporting Month.

Select Fiscal Year.

Click Ok.

The Macro will run the report for the CMP.

Once the report has been executed, the macro will format and

save the file on the N drive in the current month and year for

each center. (e.g., N:\FM Division\Accounts Payable_Accounts

Receivable\Accounts Receivable\CMPs\AFRC\FY2019\6 -

March 2019\2019_3 _2D.3B_24 xlIsx).

8. An email is then sent to AR L2 employees notifying them the
report has been executed and saved on the N drive.

9. Proceed to Step 2.

NOoOOakWDdD

B. CMP 2d.3B Raw Data. Manual process. Run the SAP GR55 ZFUN (Trial
balance by fund). This is the manual process to be used only if macro is
unavailable.

1. Login to SAP.
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a) Type GR55 in the SAP Easy access box.
b) Click the green Check mark.

c) Type ZFUN in the Report Group box.

d) Click the Execute button.

e) The FY and Company code fields should
automatically be updated. Manually update the
Period fields to appropriate period reporting.
Period 0 to Current Reporting Period.

f) On the Selection Groups tab, enter the
appropriate Center number in the Business
area (Or Values) text box. Example: 72 (JSC)
Run for each Business Area separately OR run
wide open and save each individual Center file
separately.

g) On Selection groups tab, enter NON6500 the Fund Set
value(s) field.

h) Click the execute button to generate the
report.

i) To Export File: Click System, List, Save,
Local File, Spreadsheet and Save file as:
N\FM Division\Accounts Payable_Accounts
Receivable\Accounts
Receivable\CMPs\Center\FY20YY\X —
Current Month Year.

STEP 2. Account Maintainer - Update Control Certification approval cover
sheet for CMP Activity 2d.3B.

A. In the Preparer’s section put a check mark beside No
Exceptions or Exceptions statement.

Note: All exceptions should be listed on the Cover sheet, even if you
have to continue listing them on a second page. All variances should
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be noted in detail in the “Description of Exceptions” area at the bottom
of the page. The exception type should be provided for any exception
according to the CMP manual standards (e.g., exception type 2 -
yellow and 3 —red). All exceptions should then be summarized /

totaled at the end.

B. Update the preparer’s and reviewer’s names, and prepared

date.

C. Update any other necessary information, including description of
necessary exceptions and exception type.

D. Total all exceptions on coversheet.

E. Once completed, select CMP Fix Form on the CMP Macros.
Select the correct CMP, Month, Center, Year (Calendar Year),

Preparer, and Approver.

-

h

-
CMP AUTOPOPULATION AND FORMATTING M

2D.38 -

Ceer JHQ ]
2016 :

Jennifer A. Myers ©
Leslie L. Anderson ©

F. Click OK to save a PDF copy on N: Drive at N:\ Reports\CMPs
Paperless\2 AR CMP Electronic Signature Folder\1 FY## AR
INDIVIDUAL CMPs\P##\CENTER NAME AND BA. File name
format for each CMP should be: # Center's Name_CMP# _
Original. Example: 00 JSC_CMP 2d.3b_0Original.pdf
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G. SP preparer will attach report into Agency Tool (see Agency

CMP Tool Process) and route for approval (see Route CMP for
Approval Process).
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CMP CONTROL ACTIVITY 2D.4A, 2D.4B & 2D.4C AGENCY CMP
TOOL PROCESS

Purpose of reconciliation: To determine that all postings to the
miscellaneous receipt accounts are valid, that accounts 2985, 5993, and

5994 received the correct trading partner assignment, and to ensure that
the total of each general fund appropriation (801435; 801099; 803200;

803220) agrees with Treasury’s General Fund for NASA.

STEP 1. AR L2 Payment Process — Verify Reports in Agency Tool

A. Log into Agency CMP Tool.

B. Select Center and Current month.
NSSC Glenn Research Center v

Select a Reporting Period: October 2020 v Select a center:

o~ v [ g v Pagev Safetyv Tools~ (@~

SFFAS 39 - Subsequent Events Review
by NIN anG [ 110172020 - 112922020

11 NASA Shared S EXPAND ©
NSSC Ames Rese: enter

NSSC Glenn Research Center .

UPDATED: No Year Funds - OMP Impacts - Chaptr 13

NSSC Armstrong Flight Research Center

NSSC Goddard Space Flight Center

NSSC NASA Management Office

NSSC Marshall Space Flight Center

NSSC Stenni EXPAND ©

o

NSSCIKERREMSH No Year Funds - CMP Impacts - Chapter 10

NSSC Headquarters Ay -

Ireasury USSGL
NISM

EXPAND @

EPSS
FASAB
NODIS Library
OoMB.

CMP Control Activities - Yellow Status FY21
Activity 4.2 by SONUAHILL (] 09730 021

Version: 1.10.0
Buid: 07/0872020 155458 UTC

Revision: -1

C. Double Click on Chapter 2: Fund Balance with Treasury/Cash
Outlays/Suspense and Investments
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@ https://

nasa.gov/?ACSREQUESTID=Kabe 166220205605 2e4db56d4d1de5ae008211ec8ACSREQL

@ Continuous Monitoring Pro... % | L

TID=K81e508d63edaef23a588809b63e6e0f6ccbec3SEACS v @ &

7= @ Continuous Monitoring Pro.. " For NSSC Employees - NSS... © General Dynamics Informat... @ Home - bReady - Enterpris... = Lockheed Martin Retiremen... @ MAX Home Page @ NEF Home

Search...

% v B -2 @ v Pagev Safetyv Toolsv @+

R —

Select a Reporting Period: - October 2020 ~  Selectacenter  NSSC Ames Research Center -

Center: NSSC ARC / October 2020

/ Center Approved

Center Select
NSSC Ames Research Center |7 Exception Summary Attachments 7] Approval Document. [] Add Comments [ Activity Log

Agency View Name CMP Status Preparer Signature | Approver Signature Center Reviewer

CenienView Chapter 2: Fund Balance with o d | ]

Center Matrix Control Activity 2a.2: Reconcile Treasury Account Data to SAP Statement of Transactions Report

Cefer Daghiicar) &1 Control Activity 2a.3: Reconcile FBWT balances between SAP and Treasury (Cash Template) [ ] v v v

NSSC Dashboard &4 Control Activity 2b.1: Validate HHS drawdown postings to IDOC (Intermediate document) postings in SAP [ ] v v v

RequeELGUKIancE Control Activity 2b.2: Reconcile Disbursements between HHS and SAP -Business Objects (BOBJ) [ ] v v v

14 Control Activity 2d.3b: NON 6500 funds review

MBAR Reports 1 Control Activity 2d.4: NON 1435, 1099, 3200 and 3220 funds review for Treasury reconciliation | | v v v
+ I Chapter 3: Accounts Receivable/Advances from Others/Revenues n

CMP Manual + I Chapter 4: Prepaid n

Treasury FM Manual + I Chapter 6: Accounts Payable and Expenses u

Treasury USSGL + [ Chapter 7: Other Liabilities | |

NiSM I Chapter 12: Review for Blank and Mismatched Accounting Dimensions ]

EPSS

FASAB

NODIS Library

oms

Activity 42

@ users Guide:

D. Double Click on “Control Activity 2d.4: NON 1435, 1099, 3200

AND 3220 funds review for Treasur reconciliation
(<]

| @ continuous Monitoring Pro... |

@  https/cmp.nasagov/?ACSREQUESTID=Kabe 166220245605 2e4db56d4d1de5ae008211ec&ACSREQUESTID=K81e508d63edaef23a5888090b63e6e0ffbecbec3SEACSE ~ @ & || Search..

7= @ Continuous Monitoring Pro.. " For NSSC Employees - NSS... © General Dynamics Informat... @ Home - bReady - Enterpris... = Lockheed Martin Retiremen... @ MAX Home Page @ NEF Home

@ -

Control Activity 2d.4: NON 1435, 1099, 3200 and 3220 funds review for Treasury reconciliation

A
Select a data run: 11/02/2020 06:45 AM CST | MS0280165 *  ~ Al ~ My Runs NSSC GRC / October
2020
Approvals/Signatures
Home Designated Output
onr Saeel
NSSC Glenn Research Center = | Report Name: Copy of 20CF 195 Selection Date: 11/02/2020 A
Report Group: ZGAF A
Aoy View
Center View Business Area: 22 zerxnd: :;20:1 e — )
age:
Center Matrix s g
Center Dashboard Account: - Control Activity Certification PDF
NSSC Dashboard |20F/Account I Amount 1 View Full Activity Report
REfesCIkiEnc: ! Execute Control Activity
Report Neme: Copy of ZOCF L95 Selection Date: 11/02/2020
Report Group: ZGAF M | Attachments
MBAR Reports
Activity Log
Add Comments
CMP Manual
Treasury FM Manual LG
Treasury USSGL Audit Report
NS Description of Exceptions for Threshold A: Balances in Non-Fund Misc. Receipt Accounts.
EPSS
FASAB
NOBISIEI Item Amount | Type Explanation Resolution Resolution Date CRQReference = PersonResp... = Noted ltem
omB
Activity 4.2
v

1100
Buld: 07/08/2020 1554:58 UTC.

E. Click on “View Full Activity Report” on the right side of the screen-
all reports-all reports available will be displayed for the current

month.
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- 58 x
o @  hitps://cmpinasagov/?ACSREQUESTID =Kabe1662202056052e4db56a4df 1de52e008211ecACSREQUESTID=K81e508d63edaef23a588809b63e6e0ff6ccbec3SEACSF ~ @@ & || Search. F-RARO R~ D
@ Continuous Monitoring Pro... % | L
» — = a. >

J= @ Continuous Monitoring Pro... " For NSSC Employees - NSS... © General Dynamics Informat... @ Home - bReady - Enterpris... = Lockheed Martin Retiremen... @ MAX Home Page @ NEF Home [ v [ dm v Page~ Safety~ Toolsv @~

View Full Activity Report [~

4% CMP Activity 2D.4A *+* N

Report Name: Copy of ZOCF L35 Selection Date: 11/02/2020

Report Group: ZGAF

Business Area: 22 Period:  1/2021

Page: 1

Fund:

Account:

|A0F/Account | Amount. 1

| 1010.5100 1010.5100 | 34,125.75 |

| 1360.0000 1360.0000 | 49018~

| 1367.0000 1367.0000 | 290.18 |

| 1370.0000 1370.0000 | 102.00-

| 2985.0000 2985.0000 | 34,023.75-|

| 5320.0000 5320.0000 | 26,356.92-1

| 5324.0000 5324.0000 | 7,700.83-1

| 5325.0000 5325.0000 | 68.00-

| 5329.0000 5329.0000 | 102.00 |

| 5993.0000 $993.0000 1 34,125.75 |

| 5994.0000 5994.0000 | 102.00-

I+ 801095 801099 | 1

| 1010.5100 1010.5100 | 4,740.00 |

| 130.0000 1340.0000 1 32.27 |

| 2985.0000 2985.0000 | 4,772.27-1

| 5310.0000 5310.0000 | 3,354.72-]

| 5319.0000 5319.0000 | 1,417.55-1

| 5993.0000 5993.0000 1 4,740.00 | e

| 5994.0000 5994.0000 | 32.27 |

4= Close [ Export
< >

F. Verify that the

G. Any discrepancies should be investigated, researched and resolved.

H. Any exceptions will be listed in the Descriptions of exceptions field.
1. Click on Add.

Description of exceptions

(& Add

Ik Am... Type Explanation Resolution Resolution... CRGQ Re... Person... MNote._ ..

2. Enter the following for each exception(s):
a) Item number
b) Exception amount
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c) Exception type (The exception type should be provided for
any exception according to the CMP manual standards
(e.g., exception type green, yellow and red)

d) Description/Explanation (What caused the exception)

e) Resolution (What will correct the exception)

f) Resolution Date (When the exception will be
corrected)

g) CRQ Reference (if applicable)

h) Person Responsible (Center, Customer, or NSSC).

3. Click Save.

Exception Detail Entry

ltermn: 0
Exception Amount: 0
Exception Type:
Descrplion/Explanation:
Resolution:

Resolution Date:

CRC Reference:

Person Responsible:

Moted ltem

k= save @™ Close

06

I.  Once exceptions (if any) have been entered, select Activity Status.

Gray - |
Gray

Zreen
Red
Yellow

White

J. Select cog icon on Preparer to sign activity.



NSSC NSSDG-9200-0009 Revision 12.0

' H H Number
Service Dellvery Guide Effective Date: December 17, 2021

Expiration Date: December 17, 2023

Page 70 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Approvals/Signatures

K. Add comments and click Save to complete.
Prepare CMP Activity

= Preparer Complete

Comments

Ready for review|

e Save 4 Close

L. Route for approval (See Route CMP for Approval Process).
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CMP CONTROL ACTIVITY 2D.4A

CMP 2d.4A - NON 1435, 1099, 3200 and 3220 funds review for Treasury
reconciliation.

Note: This process is only followed if no data is available in the CMP Agency
Tool.

Purpose of reconciliation: To determine that all postings to the miscellaneous
receipt accounts are valid, that accounts 2985, 5993, and 5994 received the
correct trading partner assignment, and to ensure that the total of each general
fund appropriation (801435; 801099; 803200; 803220) agrees with Treasury’s
General Fund for NASA.

STEP 1. _AR L2 Designee — Monthly. Run Report from SAP

A. . This report is executed with a Macro in Microsoft Excel.

1. Go to CMP Macro thread and click on AR CMP Download.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS

CMPFix | APCMP ARCMP IPAC Download Prebilling | CMP
Form Download | Download  Report MATRIX

CMP Fix | Accounts Payable Accounts Receivable CIMP Matrix

o Ny
AR CMP= ﬁ
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2.

3.

Select 2D.4A

Select Reporting Month.

Select Fiscal Year.

Click Ok.

The Macro will run the report for all centers and will save them on

the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 2D .4A.

. After the report has been executed and the files saved, the macro

will then copy the files and paste them into the CMP Auto process
folder on the N drive N:\FM Division\CS\AutoCMP\PROD\AR.

When macro has completed the process, the files have been
imported into the CMP tool.

Export File in the NSSC CMP Tool.
a) Click on Chapter 2.

b) Under Criteria Choose Year, Month, CMP 2d.4A and
select a center from the drop-down boxes.

c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green
checkmark.

e) Repeat letters b —d for all Centers.

10.An email is sent to AR L2 employees notifying them the report is

available in the NSSC CMP tool.

11.Proceed to Step 2.

B. CMP 2d.4A Raw Data Manual process. Run the SAP GR55 Z6AF
(Trial balance by fund). This is the manual process to be used only if
macro is unavailable.
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1. Login to SAP.

a) Type GR55 in the SAP Easy access box.

b)

c)

Click the green Check mark.

Type Z6AF in the Report Group box.

d) Click the Execute button.

e)

9)

h)

The FY and Company code fields should
automatically be updated. Manually update the
Period fields to appropriate period reporting.
Period 1 to Current Reporting Period.

On the Selection Groups tab, enter the
appropriate Center number in the Business
area (Or Values) text box. Example: 72 (JSC)
Run for each Business Area separately OR run
wide open and save each individual Center file
separately.

Accounting period to be analyzed enter 1 in the
“From” period field (first period field) and the
appropriate period in the “To” period field
(second period field).

On Selection groups tab, update the Fund Set

values by clicking on the multiple
selections arrow next to the “Applic Of funds”
and enter 801435,801099,803200, and 803220
as the range of Funds.

Click the execute button to generate the report.

To Export File: Click System, List, Save, Local
File, Spreadsheet and Save file as: N\FM
Division\Accounts Payable Accounts
Receivable\CMP\Month Year\CMP 2d.4A.
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Note: Balances should only be included in the following:

1010.XXXX
1310.XXXX
1319. XXXX
1340.XXXX
1347 XXXX
1360.XXXX
1367 . XXXX
1370.XXXX
1377 XXXX
2985 .XXXX
5310.XXXX
5319.XXXX
5320.XXXX
5324 XXXX
5325 XXXX
5329.XXXX
5900.XXXX
5909.XXXX
2993 . XXXX
5993 . XXXX
5994 XXXX

File Name: CMP 2d.4A GR55-ZFUN FY## P## BA##.xIxs.

B. Run CMP 2d.4A Automation Tool Import Report.

1. Access link: https://cmp.nssc.nasa.qov

a) Click on Input.

b) Under the CMP drop down box select
2d.4A.

c) Under the Report drop down box select
GR55.

d) Under the Year drop down box select
Calendar Year.

e) Under the Month drop down box select
Report Month.
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f) Under the Center drop down box select a
Center.

Note: Repeat step “f” to run each Center.

g) Click Chapter 2.

h) Under criteria choose Year, Month, CMP
2d.4A and a Center from the drop-down
boxes.

i) Click on Import.
j) Click on Process.
k) Click 2d.4A (in blue).
C. CMP 2d.4A Automation Tool Export Report
1. Click on Chapter 2.
a) Under Criteria Choose Year, Month, CMP
2d.4A and All Centers from the drop-down

boxes.

b) Click on the Import box. You will get a green
checkmark.

c) Click on the Process box. You will get a green
checkmark.

d) Click the blue 2d.4A next to the green
checkmarks.

e) Save file as Excel.

STEP 2. Payment Processor - Update a Control Certification
approval cover sheet for CMP Activity 2d.4A.

A. In the NSSC CMP Tool, Click on Chapter 2.
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B. Under Criteria Choose Year, Month, CMP 2d.4A, and
seleg_L correct center.

L TR TR A P )

Version: 1.4
Build 18.05.09.1

Dashboard Chapter2 Chapter3 Chapterd Chapter6 Chapter7 Chapter12 Input Lists

Chapter 02 Reports

Criteria

Year Month CMP Center
P R MAY ¥ 2d 48 NASA Hesdguarters v
| |

Repork

S WSt
| Fies  mport Process CMP FleDate  Te
E] 20 44 gﬁ'ﬂlim NON 1435, 1098, 3200 and 3220 funds review for Treasuryreconciliaticn

C. Verify there are three green checkmarks. If there are
not, notify AR Designee.

D. Click the blue 2d.4A next to the green checkmarks.

E. Save file as Excel on N drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P - Month 20YY

F. In the Preparer’s section place a check mark beside No
Exceptions or Exceptions statement.

G. Update any other necessary information, including
description of necessary exceptions and exception type.

H. Total all exceptions on coversheet.

Note: All exceptions should be listed on the Cover sheet, even if you must
continue listing them on a second page. All variances should be noted in
detail in the “Description of Exceptions” area at the bottom of the page.
The exception type should be provided for any exception according to
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the CMP manual standards (e.g., exception type 2 - yellow and 3 —
red). All exceptions should then be summarized / totaled at the end.

I.  Once completed, select CMP Fix Form on the CMP
Macros. Select the correct CMP, Month, Center, Year

Jennifer A. Myers o
Leslie L. Anderson <

(Calendar Year), Preparer, and Approver.
) B

CMP AUTOPOPULATION AND FORMATTING

o :
ot

C
2015 :

J. Click OKto save a PDF copy on N: Drive at N:\
Reports\CMPS Paperless\2 AR CMP Electronic
Signature Folder\P##\Center Name\CMP. File name
format for each CMP should be: # Center’s
Name_CMP#_Original. Example: 01 JSC_CMP3.1_

Original.

K. SP preparer will attach report into Agency Tool (see Agency
CMP Tool Process) and route for approval (see Route CMP for

Approval Process).
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CMP CONTROL ACTIVITY 2D.4B

CMP 2d.4B - NON 1435, 1099, 3200 and 3220 funds review for Treasury
reconciliation.

Note: This process is only followed if no data is available in the CMP Agency
Tool.

Purpose of reconciliation: To determine that all postings to the
miscellaneous receipt accounts are valid, that accounts 2985,
5993, and 5994 received the correct trading partner assignment,
and to ensure that the total of each general fund appropriation
(801435; 801099; 803200; 803220) agrees with Treasury’s
General Fund for NASA.

STEP 1. AR L2 Designee — Monthly. Run SAP Report.

A. This report is executed with a Macro in Microsoft Excel.
1. Go the CMP’S Macro Thread in excel and click
on the AR CMP Download

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS

= = =) 5| R

= : E

= S e | @

CMP Fix AP CMP AR CMP IPAC Download Prebilling CMP
Form Download Download Report MATRIX

CMP Fix | Accounts Payable Accounts Receivable CMP Matrix
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o il
e, [

2. Select 2D.4B

3. Select Reporting Month.

4. Select Fiscal Year.

5. Click Ok.

6. The Macro will run the report for all centers and will save them
on the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 2D.4B.

7. After the report has been executed and the files saved, the
macro will then copy the files and paste them into the CMP Auto
process folder on the N drive N:\FM
Division\CS\AutoCMP\PROD\AR.

8. When macro has completed the process, the files have been
imported into the CMP tool.

9. Export File in the NSSC CMP Tool.
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Click on Chapter 2.

Under Criteria Choose Year, Month, CMP 2d.4A and
select a center from the drop-down boxes.

Click on the Import box to get a green checkmark.

Click on the Process box to get another green
checkmark.

Repeat letters b — d for all Centers.

10.An email is sent to AR L2 employees notifying them the report
is available in the NSSC CMP tool.

11.Proceed to Step 2.

B. CMP 2d.4B Raw Data — Manual process. Run the SAP
GR55 Z6AF (Trial balance by fund). This is the manual
process to be used only if macro is unavailable.

1. Login to SAP.

a) Type GRS55 in the SAP Easy access box.

b) Click the green Check mark.

c) Type Z6AF in the Report Group box.

d) Click the Execute button.

e) The FY and Company code fields should
automatically be updated. Manually
update the Period fields to appropriate
period reporting. Period 1 to Current
Reporting Period.

f) On the Selection Groups tab, enter the
appropriate number in the Business Area
(Or Values) text box. Example: 72 (JSC)
Run for each Business Area separately
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OR run wide open and save each
individual Center file separately.

g) On Selection groups tab, update the
Fund Set values by clickion the

multiple selections arrow next to the
Applic. Of funds and enter 801435,
801099, 803200 and 803220 as the
range of Funds.

h) Click the execute button to generate the
report.

2. CMP 2d.4B Raw Data.

a) Scroll to the bottom of the report and drill down (i.e., double
click) on the “**Total line.

b) Click on the “Characteristic View” icon.
This will drill down into the report by period.

c) Once the drill data is returned, highlight the
“Account column”, then click on the “Filter”
icon and select only accounts 2985.0000,
5993.0000, and 5994.0000.

d) Once the filtered data is returned, click on
the “Change Layout” icon to add trading
partner.

e) Once the data is displayed to include the
trading partner, sub-total the report by
AOF.

f) To Export File: Click System, List, Save,
Local File and Spreadsheet and save file
as: N\FM Division\Accounts
Payable_Accounts Receivable\CMP\Month
Year\CMP 2d.4B.
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B. Run CMP 2d.4B Automation Tool Import Report.

1. Access link: https://cmp.nssc.nasa.qov

Click on Input.

Under the CMP drop down box select
2d.4B.

Under the Report drop down box select
GR55.

Under the Year drop down box select
Calendar Year.

Under the Month drop down box select
Report Month.

Under the Center drop down box select a
Center.

Note: Repeat step “f” to run each Center.
Click Chapter 2.

Under criteria choose Year, Month, CMP
2d.4B and a Center from the drop-down
boxes.

Click on Import.

Click on Process.

Click 2d.4B (in blue).

C. CMP 2d.4B Automation Tool Export Report

1. Click on Chapter 2.

a)

Under Criteria Choose Year, Month, CMP
2d.4B and All Centers from the drop-down
boxes.
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b) Click on the Import box. You will get a
green checkmark.

c) Click on the Process box. You will get a
green checkmark.

d) Click the blue 2d.4B next to the green
checkmarks.

e) Save file as Excel.

STEP 2. Payment Processor - Update a Control Certification
approval cover sheet for CMP Activity 2d.4B.

A. Inthe NSSC CMP Tool, Click on Chapter 2.

B. Under Criteria Choose Year, Month, CMP 2d.4B, and
select correct center.

Dashboard Chapter2 Chapter3 Chapterd Chapter& ChapterT Chapter12 Input Lists

Chapter 02 Reports

Criteria

ear Month CMP Center
B oY —

Reports

S oPsts
| Fles  import Process CMP  FileDate  Te
2d.48 gi?ﬂal?ﬂm MNON 1435, 1089, 3200 and 3220 funds review for Treasuryreconciliation

C. Verify there are three green checkmarks. If there are not,
notify AR Designee.

D. Click the blue 2d.4B next to the green checkmarks.
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D. Save file as Excel on N drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P — Month 20YY

E. In the Preparer’s section place a check mark beside No
Exceptions or Exceptions statement.

F. Update any other necessary information, including
description of necessary exceptions and exception type.

G. Total all exceptions on coversheet.

Note: All exceptions should be listed on the Cover sheet, even if you must
continue listing them on a second page. All variances should be noted in
detail in the “Description of Exceptions” area at the bottom of the page.
The exception type should be provided for any exception according to
the CMP manual standards (e.g., exception type 2 - yellow and 3 —
red). All exceptions should then be summarized / totaled at the end.

H. Once completed, select CMP Fix Form on the CMP
Macros. Select the correct CMP, Month, Center, Year
(Calendar Year), Preparer, and Approver.

CMP AUTOPCPULATION AND FORMATTING M

95 :

C
2016 :

Jennifer A. Myers ©
Leslie L. Anderson <

|. Click OK to save a PDF copy on N: Drive at N:\
Reports\CMPS Paperless\2 AR CMP Electronic Signature
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Folder\P##\Center Name\CMP. File name format for each
CMP should be: # Center's Name_CMP#_Orriginal.
Example: 01 JSC_CMP3.1_ Original.

J. SP preparer will attach report into Agency Tool (see
Agency CMP Tool Process) and route for approval (see
Route CMP for Approval Process).
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CMP CONTROL ACTIVITY 2D.4C

CMP 2d.4c - NON 1435, 1099, 3200 and 3220 funds review for

Treasury reconciliation.

Note: This process is only followed if no data is available in the CMP Agency

Tool.

Purpose of reconciliation: To determine that all postings to the
miscellaneous receipt accounts are valid, that accounts 2985,
5993, and 5994 received the correct trading partner assignment,
and to ensure that the total of each general fund appropriation
(801435; 801099; 803200; 803220) agrees with Treasury’s

General Fund for NASA.

STEP 1. AR L2 Designee — Monthly. Run SAP Report.

A. This report is executed with a Macro in Microsoft Excel.

1. Go to CMPS Macro thread in excel and click on AR CMP

Download.

FILE HOME INSERT PAGE LAYOUT

2 3 X B

CMP Fix AP CMP AR CMP IPAC Download Prebilling
Form Download Download Report

CMP Fix | Accounts Payable Accounts Receivable

REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS
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AR CPMP=

2. Select 2D.4C.
3. Select Reporting Month.

4. Select Fiscal Year.

5. Click Ok.

6. The Macro will run the report for all centers and will save them on
the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 2D .4C.

7. After the report has been executed and the files saved, the macro
will then copy the files and paste them into the CMP Auto process
folder on the N drive N:\FM Division\CS\AutoCMP\PROD\AR.

8. When macro has completed the process, the files have been

imported into the CMP tool.

9. Export File in the NSSC CMP Tool.

a) Click on Chapter 2.

b) Under Criteria Choose Year, Month, CMP 2d.4A and
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select a center from the drop-down boxes.
c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green
checkmark.

e) Repeat letters b —d for all Centers.

10.An email is sent to AR L2 employees notifying them the report is
available in the NSSC CMP tool.

11.Proceed to Step 2.

B. CMP 2d.4C Raw Data - Run the SAP GR55 Z6AF (Trial
balance by fund). This is the manual process to be used
only if macro is unavailable.

1. Login to SAP.

a) Run the SAP GRS55 Z6AF (Trial balance by fund) Login to
SAP.

b) Type GRSS5 in the SAP Easy access box.
c) Click the green Check mark.

d) Type Z6AF in the Report Group box.

e) Select variant “GEN FND REC”.

f) Manually update the period fields to appropriate period
reporting. Period 0 to current reporting period.

g) Click the Execute button.
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h) The FY and Company code fields should automatically be

j)

updated. Manually update the Period fields to appropriate
period reporting. Period 0 to Current Reporting Period.

On the Selection Groups tab, enter the appropriate
number in the Business area (Or Values) text box.
Example: 72 (JSC) Run for each Business Area
separately OR run wide open and save each individual
Center file separately.

Click the execute button to generate the report.

k) To Export File: Click System, List, Save, Local File and

Spreadsheet and save file as: N\FM Division\Accounts
Payable_Accounts Receivable\CMP\Month Year\CMP
2d.4C.

C. Run CMP 2d.4C Automation Tool Import Report.

1. Access link:

a)

b)

c)

d)

https://cmp.nssc.nasa.qov

Click on Input.

Under the CMP drop down box select
2d.4C.

Under the Report drop down box select
GR55.

Under the Year drop down box select
Calendar Year.

Under the Month drop down box select
Report Month.

Under the Center drop down box select a
Center.

Note: Repeat step “f” to run each Center.
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9)
h)

Click Chapter 2.

Under criteria choose Year, Month, CMP
2d.4A and a Center from the drop-down
boxes.

Click on Import.

Click on Process.

Click 2d.4C (in blue).

D. CMP 2d.4C Automation Tool Export Report

1. Click on Chapter 2.

a)

e)

Under Criteria Choose Year, Month, CMP
2d.4C and All Centers from the drop-down
boxes.

Click on the Import box. You will get a
green checkmark.

Click on the Process box. You will get a
green checkmark.

Click the blue 2d.4C next to the green
checkmarks.

Save file as Excel.

STEP 2. Payment Processor - Update a Control Certification

approval cover sheet for CMP Activity 2d.4C.

A. In the NSSC CMP Tool, Click on Chapter 2.

B. Under Criteria choose Year, Month, CMP 2d.4C,
and select correct center.
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Version: 1.4
Build 18.05.05.1

Dashboard Chapter2 Chapter3 Chapterd Chapterf Chapter7 Chapter12 Input Lists

Chapter 02 Reports

Criteria

Year Month cMP Center
BV e —

Repok

S oPSas
(Fles mpat Process CVP FleDate  T#e
@ E] 2d.4C i NON 1435, 1098, 3200 and 3220 funds review for Treasuryreconciliation

T BADZ3AM

C. Verify there are three green checkmarks. If there
are not, notify AR Designee.

D. Click the blue 2d.4C next to the green checkmarks.

E. Save file as Excel on N drive (N:\FM
Division\Accounts Payable_Accounts

Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P - Month 20YY.

F. In the Preparer’s section place a check mark beside
No Exceptions or Exceptions statement.

G. Update any other necessary information, including
description of necessary exceptions and exception

type.

H. Total all exceptions on coversheet.

Note: All exceptions should be listed on the Cover sheet, even if you must
continue listing them on a second page. All variances should be noted in detail in
the “Description of Exceptions” area at the bottom of the page. The exception
type should be provided for any exception according to the CMP manual
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standards (e.g., exception type 2 - yellow and 3 — red). All exceptions should
then be summarized / totaled at the end.

I.  Once completed, select CMP Fix Form on the CMP
Macros. Select the correct CMP, Month, Center,
Year (Calendar Year), Preparer, anﬁ rover.

CMP AUTOPOPULATION AND FORMATTING

2D :

[
2016 :

Jennifer A. Myers ©
Leslie L. Anderson v

J. Click OKto save a PDF copy on N: Drive at N:\
Reports\CMPS Paperless\2 AR CMP Electronic
Signature Folder\P##\Center Name\CMP. File
name format for each CMP should be: # Center’s
Name_CMP#_Original. Example: 01 JSC_CMP3.1_
Original.

K. SP preparer will attach report into Agency Tool (see Agency
CMP Tool Process) and route for approval (see Route CMP
for Approval Process).
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CMP CONTROL ACTIVITY 3.1

CMP 3.1 - Reconcile source documents to accounts receivable (AR) reports

Purpose of reconciliation: To validate Reimbursable Accounts Receivable billing
transactions to ensure that the total accounts receivable have been properly
recorded and cleared/liquidated in accordance with Agency policy and
procedures.

Note: CMP 3.1 is performed during the Reimbursable Process, second to the
last day of the month. Files are combined at the beginning of the following
month, during CMP reporting.

STEP 1. Account Maintainer — Monthly. Run SAP Report.

A. 3.1 Raw Data — Run ZFI_AR_BILLING Preliminary Billing Report
(PBR).

1. Login to SAP.
a) Type ZFI_AR_BILLING in the SAP Easy Access box.
b) Input the Business Area.
c) Input the Sales Order Number Range.

d) Click the arrow next to the range fields to enter
Sales Order to be excluded, if any.

e) Check the “Do Not List $0.00 to Be Billed”.

f) Execute by clicking the clock icon in the top left
portion of the screen.

g) To Export File-in SAP go to List / Export Spreadsheet
/ All Available Formats/Excel (In Existing XXL
Format)/Table.
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h) Save file to N:\FM Division\Accounts

Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing\BA — Center
Billing\FY20XX\PP — Month and save file as Center
PBR FY## P##.xIxs.

B. Run S_ALR 87012173 List of Customer Line items.

1.

Log into SAP.

a) Type S_ALR 87012173 in the SAP Easy Access box.

b) Click green arrow.

c) Click the Dynamic Selections Icon to input criteria to
the report.

d) Document type “RV” and “DC”.

e) Enter date of Billing and Click the “All ltems Posting Date”
Radio Button.

f) Execute by clicking the clock icon in the top left portion of
the screen.

g) To Export File-in SAP go to List / Export Spreadsheet / All
Available Formats/Excel (In Existing XXL Format)/Table.

h) Save file to N:\FM Division\Accounts Payable_Accounts

Receivable\Accounts Receivable\Monthly Billing\BA —
Center Billing\FY20XX\PP — Month and save file as Center
LOCLI FY## P##.pdf.

C. Run ZFI_AR_R BRQ_NBIL Unbilled billing Requests report.

1.

Log into SAP.
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a) Type ZFI_AR_R_BRQ_NBIL in the SAP Easy Access
box.

b) Enter Sales Organization.

c) Execute by clicking the clock icon in the top left portion of
the screen.

d) To Export File-in SAP go to List / Export Spreadsheet /
All Available Formats/Excel (In Existing XXL
Format)/Table.

e) Save file to N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing\BA —
Center Billing\FY20XX\PP — Month and save file as
Center UBBR2 FY## P##.xIxs.

D. CMP 3.1 Raw Data Run ZAR_VF04 Billing —Billing Breakdown.
1. Log into SAP.

a) Type ZAR_VF04_BILLING in the SAP Easy Access box.

b) Click the arrow next to the “SD Billing Document”. Copy
and Paste all Invoice Numbers into the “Select Single
Value” fields.

c) Enter the Billing Date.

d) Enter the Sales Organization.

e) To Export: Select the Export Icon, Select Spreadsheet/All
Available Formats/Excel (In Existing XXL Format)/Table.

f) Save file to N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing\BA —




NSSC

Service Delivery Guide

NSSDG-9200-0009 Revision 12.0

Number

Effective Date: December 17, 2021
Expiration Date: December 17, 2023
Page 96 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Center Billing\FY20XX\PP — Month and save file as
Center VF04-Billing Breakdown FY20XX PXX.xIsx.

E. Update Control Certification approval cover sheet for each CMP

. In the Preparer’s section place a check mark beside No

Exceptions or Exceptions statement.

. Update the preparer’s and reviewer’'s name, and prepared

date.

. Update any other necessary information, including

description of necessary exceptions and exception type.

. Total all exceptions on coversheet.

Note: All exceptions should be listed on the Cover sheet,
even if you must continue listing them on a second page.
All variances should be noted in detail in the “Description of
Exceptions” area at the bottom of the page. The

exception type should be provided for any exception
according to the CMP manual standards (e.g., exception
type 2 - yellow and 3 —red). All exceptions should then
be summarized / totaled at the end.

. Once completed, save each CMP cover sheet with backup

documentation on N: Drive at N:\Reports\CMPs
Paperless\2 AR CMP Electronic Signature Folder\ 1 FY##
AR INDIVIDUAL CMPs\P##\CENTER NAME AND BA\.
File name format for each CMP should be: # Center’s
Name_CMP#_date OriginalExample: 04 JSC_CMP3.1
Original.pdf.
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6. SP preparer will attach report into Agency Tool (see
Agency CMP Tool Process) and route for approval (see
Route CMP for Approval Process).
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CMP CONTROL ACTIVITY 3.2

CMP 3.2 - Validate aging of AR

Purpose of reconciliation: Validate the balances by period in the accounts receivable
aging report and review the aging report to identify delinquent balances which require
additional follow-up action or referral to the Department of Treasury.

Note: Reconcile the total balance of the aging report to the trial balance.
Review balances over 45 days and determine whether they are collectible.

STEP 1. AR L2 Designee — Monthly Run report in SAP

A. This Report is executed with a Macro in Microsoft Excel.
1. Go to CMPS Macro thread and click on AR CMP Download.

313 HOME  INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ACROBAT  ZEPY | CMPS

1R B £

=) S el r@

CMP Fix AP CMP ARCMP IPAC Download Prebilling | CMP
Form Download Download Report MATRIX

CMP Fix | Accounts Payable Accounts Receivable CMP Matrix

( |

AR CMP=

2019
—

L

2. Select 3.2.
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3. Select Reporting Month.

4. Select Fiscal Year.

5. Click Ok.

6. The Macro will run the report for all centers and will save them on
the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 3.2.

7. After the report has been executed and the files saved, the macro
will then copy the files and paste them into the CMP Auto process
folder on the N drive N:\FM Division\CS\AutoCMP\PROD\AR.

8. When macro has completed the process, the files have been

imported into the CMP tool.

9. Export File in the NSSC CMP Tool.

a) Click on Chapter 3.

b) Under Criteria Choose Year, Month, CMP 3.2 and select
a center from the drop-down boxes.

c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green

checkmark.

e) Repeat letters b —d for all Centers.

10.An email is sent to AR L2 employees notifying them the report is
available in the NSSC CMP tool.

11.Proceed to Step 2.

B. CMP 3.2 Raw Data - Run the SAP GR55 ZTB6 (Trial Balance)
Raw Data. This is the manual process to be used only if macro is

unavailable.

1. Login to SAP.
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a) Type GRS5 in the SAP Easy access box.
b) Click the green Check mark.

c) Type ZTB6 in the Report Group box.
d) Click the Execute button.

e) The FY and Company code fields should
automatically be updated. Manually update
the “To” Period field to appropriate period
reporting.

f) On the Selection Groups tab, enter the
appropriate Center number in the Business
area (Or Values) text box. Example: 72
(JSC)

Note: Run for each individual business
area separately.

g) Click the Execute button.

h) To Export File Click:
System/List/Save/Local file/Spreadsheet.

i) Save on N\FM Division\Accounts
Payable_Accounts Receivable\CMP\
Month Year\CMP 3.2 and Save file as:
CMP 3.2 GR55 FY## P## BA## .xIxs.

C. CMP 3.2 Raw Data Run the Accounts Receivable
aging report (ZFI_AGING1310).

1. In SAP, Type ZFI_AGING1310 in the easy access box.

a) Enter all* of the Centers by clicking on
the arrow next to the text box and
enter: 01, 10, 21, 22, 23, 24, 51, 55, 62,
64, 72, and 76 for Business area.
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Note: You will need to enter the 15t Center in the area then
click the arrow.

b)

Enter the G/L Accounts* by clicking on
the arrow next to the text box and
entering the accounts 1310.0000,
1310.3000, 1340.0000,

1360.0000, and 1370.0000.

Note: You will need to enter the 1st GL
Account in the area then click the arrow.

c)

Enter Open Items as period being
analyzed. The last day of the report
month.

Enter Customer range from 1 to
999999.

In report section, click on detail report.

In the Output make sure Create ALV
Report (online) is checked.

Click the execute button.

Export the file to an Excel
spreadsheet by clicking on List>
Export > Spreadsheet. Click the
green check mark on the subsequent
information boxes and choose Table
and Microsoft Excel.

Note: Status should indicate collection
efforts taken to date, status of the debt if
not being actively collected, i.e., “in
dispute” or “waiver requested”.

D. CMP 3.2 Automation Tool Import Reports
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1. Access Link: www https://cmp.nssc.nasa.qov

9)

h)

Click Input.

Under the CMP drop down box select
3.2.

Under the Report drop down box
select ZFI_AGING1310.

Under the Year drop down box select
Calendar Year.

Under the Center drop down box
select All Centers.

Under Field, Click on Browse, choose
file and submit.

Under CMP drop down box select
3.2.

Under the Report drop down box
select GR55.

Under the Year drop down box select
Calendar Year.

Under the Month drop down box
select Report month.

Under the Center drop down box
select a Center (Input each Center
separately).

Under Field, Click Browse, choose file
and Submit.

m) Click Chapter 3.

n)

Under Criteria choose Year, Month,
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CMP 3.2 and All Centers.

o) Click Import, Click Process (may have

to choose Center prior to process).

E. CMP 3.2 Automation Tool Export Reports.

1. Click on Chapter 3.

a)

b)
c)

d)

Under Criteria choose Year, Month,
CMP 3.2 and a Center.

Click the Import box.

You will get a green checkmark.
Click the Process box.

You will get a green checkmark.

Click the blue 3.2 next to the green
checkmarks.

Save file as Excel.

Under Criteria choose Year, Month,
CMP 3.2 and a Center.

Click the Import box. You will get a
green checkmark.

Click the Process box. You will get a
green checkmark.

Note: By the last business of the reporting month, the AR
SP team is to provide the current status of ZFED
receivables aged over 45 days. The AR SP is to have
followed up with Federal Customers or Center POCs to
determine the current status.
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STEP 2. Account Maintainer - Update Control Certification approval cover sheet
for CMP Activity 3.2.

A. In the NSSC CMP Tool, click on Chapter 2.

B. Under Criteria, choose Year, Month, CMP 3.2, and
select correct center.

Version: 1.4
Build 18.05.09.1

Dashboard Chapter2 Chapter3 Chapterd Chapterf Chapter7 Chapter12 Input Lists

Chapter 03 Reports

Criteria

Year Month CMP Center
Repok

VI ¥ M =

C. Verify there are three green checkmarks. If there
are not, notify AR Designee.

D. Click the blue 3.2 next to the green checkmarks.

E. Save file as Excel on N drive (N:\FM
Division\Accounts Payable_Accounts
Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P - Month
20YY).

F. In the Preparer’s section put check mark beside No
Exceptions or Exceptions statement.

G. Update any other necessary information, including
description of necessary exceptions and exception
type.
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H. Total all exceptions on coversheet.

Note: All exceptions should be listed on the Cover sheet, even if you
have to continue listing them on a second page. All variances should
be noted in detail in the “Description of Exceptions” area at the bottom
of the page. The exception type should be provided for any
exception according to the CMP manual standards (e.g., exception
type 2 - yellow and 3 — red). All exceptions should then be
summarized / totaled at the end. Do not include AR over 60 days that
can be supported, and dunning notices were sent.

I.  Once completed select CMP Fix Form on the CMP
Macros. Select the correct CMP, Month, Center,

Year (Calendar Year), Preparer, and Approveg.

CMP AUTOPOPULATION AMD FORMATTING

o
2016 :

Jennifer A. Myers <
Leslie L. Anderson ©

J. Click OK to save a PDF copy on N: Drive at N:
\Reports\CMPs Paperless\2 AR CMP
Electronic Signature Folder\1 FY 2016 AR
INDIVIDUAL CMPs\ P#H\CENTER. File name
format for each CMP should be: # Center’s
Name_CMP#_Original.

- Example: 05 JSC_CMP3.2_Original.pdf.

K. SP preparer will attach report into Agency Tool (see Agency
CMP Tool Process) and route for approval (see Route CMP

for Approval Process).
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CMP CONTROL ACTIVITY 3.3

CMP 3.3 - Validate allowance for doubtful accounts and compliance with
Treasury policies.

Purpose of reconciliation: To prepare and maintain a work paper that list
detailed balances in the Allowance for Doubtful Accounts and amounts that
have been transferred to Treasury.

Note: Allowance for Doubtful Accounts Analysis and Schedules are
located at N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Allowance For Bad Debts.

STEP 1. AR L2 Designee — Quarterly. Run report in SAP.

A. This report is executed with a Macro in Microsoft Excel.

1. Go to CMPS Macro thread and click on AR CMP Download.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS

=l = j HE

g R B = @

CMP Fix AP CMP AR CMP IPAC Download Prehilling CcMp
Form Download Download Report MATRIX

CMP Fix | Accounts Payable Accounts Receivable CMP Matrix
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2.

3.

Select 3.3A2

Select Reporting Month.

Select Fiscal Year.

Click Ok.

The Macro will run the report for all centers and will save them

on the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 3.3A2.

. After the report has been executed and the files saved, the

macro will then copy the files and paste them into the CMP
Auto process folder on the N drive N:\FM
Division\CS\AutoCMP\PROD\AR.

When macro has completed the process, the files have been
imported into the CMP tool.

Export File in the NSSC CMP Tool.
a) Click on Chapter 3.

b) Under Criteria Choose Year, Month, CMP 2d.4A and select
a center from the drop-down boxes.

c) Click on the Import box to get a green checkmark.
d) Click on the Process box to get another green checkmark.

e) Repeat letters b —d for all Centers.

10.An email is sent to AR L2 employees notifying them the report

is available in the NSSC CMP tool.

11.Proceed to Step 3.

B. CMP 3.3a Raw Data - Run the GR55 ZAOF report. This is the
manual process to be used only if macro is unavailable.
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. Login to SAP.

a) Type GRS5 in the SAP Easy access box.
b) Click the green arrow.

c) Type ZAOF in the Report Group box.

d) Click the Execute button.

e) The Fiscal year and Company code should be
automatically updated.

f) Accounts are from inception, so enter O in the
“From” period field (first period field) and the
appropriate period in the “To” period field (second
period field).

g) Enter all* of the Centers by clicking on the arrow next
to the text box and enter: 01, 10, 21, 22, 23, 24, 51,
55, 62, 64, 72, and 76 for Business area.

h) In the GL Accounts* Or Value(s) field, click on the

for multiple selections and on separate lines,
enter 1319.0000, 1347.0000, 1367.0000 and
1377.0000

Note: Enter the 1st GL Account then click the arrow.

Note: Enter the 1st Center in the area then click the
arrow.

Note: Run each individual business area separately. If
you don’t run separate reports, the automation will not
work.

i) Click the execute button to generate the report.

j) To Export File, click System\List\Save\Local
file\Spreadsheet.
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k)

Save the report on the N\ FM Division\Accounts
Payable_Accounts Receivable\CMP\Month
Year\CMP 3.3A2 and Save file as: 3.3A AFDA
GRS55 FY## P## BA##.xIxs.

Note: Balances over 120 days delinquent should be
transferred to Treasury.

C. CMP 3.3A Automation Tool Import Report.

1. Access Link: https://cmp.nssc.nasa.qgov

a)

b)

Click Input.

Under the CMP drop down box select 3.3A2.

Note: Select 3.3A2 for the actual CMP preparation.
3.3A is used to run and hold the quarterly allowance
reports.

c)

d)

Under the Report drop down box select GR55
ZAOF.

Under the Year drop down box select Calendar
Year.

Under the Month drop down box select Report
Month.

Under the Center drop down box select a Center.
Under the File, Click on Browse, Choose File: 3.3A
AFDA GR55-ZAOF FY## P## BA##.xls and
Submit.

Click on Chapter 3.

Under Criteria choose Year, Month, CMP 3.3A2, a
Center.

Click Import and Click Process.

Page 109 of 365
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D. CMP 3.3A Automation Tool Export Reports.
1. Click on Chapter 3.

2. Under Criteria choose Year, Report Month, CMP 3.3A2
and a Center.

3. Click the Import box. You will get a green checkmark.
4. Click the Process box. You will get a green checkmark.
5. Click the blue 3.3A2 next to the green checkmark.

6. Save file as Excel.

STEP 2. AR L2 Designee — Quarterly._ Run report in SAP.

A. This report is executed with a Macro in Microsoft Excel.
1. Go to CMPS Macro thread and click on AR CMP Download.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS
= = = B |
=l : E
= S : g |
CMP Fix AP CMP AR CMP  IPAC Download Prebilling CMP

Form Download Download Report MATRIX
CMP Fix | Accounts Payable Accounts Receivable CMP Matrix
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o Il
o e

2. Select 3.3B

3. Select Reporting Month.

4. Select Fiscal Year.

5. Click Ok.

6. The Macro will run the report for all centers and will save
them on the N drive N:\FM Division\Accounts
Payable_Accounts Receivable\CMP\Month Year\CMP 3.3B.

7. After the report has been executed and the files saved, the
macro will then copy the files and paste them into the CMP
Auto process folder on the N drive N:\FM
Division\CS\AutoCMP\PROD\AR.

8. When macro has completed the process, the files have been
imported into the CMP tool.

9. Export File in the NSSC CMP Tool.

a) Click on Chapter 3.
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b) Under Criteria Choose Year, Month, CMP 2d.4A
and select a center from the drop-down boxes.

c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green
checkmark.

e) Repeat letters b —d for all Centers.

10.An email is sent to AR L2 employees notifying them the
report is available in the NSSC CMP tool.

11.Proceed to Step 2.

B. CMP 3.3B Raw Data - Run the AR aging report
(ZF1_ARAGING1310). This is the manual process to be used only
if macro is unavailable.

1. Login to SAP.
a) Type ZFI_AGING1310) in the easy access box.

b) Enter all the Business areas.

c) Enter the GL Accounts® Or Value(s) field, click on

the for multiple selections and on separate
lines, enter 1310.0000, 1340.0000, 1360.0000 and
1370.0000.

Note: Enter the 15t GL Account in the area then click the
arrow.

d) Enter Customer range from 100000 to 2999999.
e) Enter the appropriate Open items as of date.

f) In report section, click on detail report.
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g) Click the execute button.

h) Export the file to an Excel spreadsheet by clicking
on List > Export > Spreadsheet. Click the green
check mark on the subsequent information boxes
and choose Table and Microsoft Excel.

i) Save file on: N\FM Division\Accounts
Payable_Accounts Receivable\CMP\Month

Year\CMP 3.3B and Save file as: 3.3B Aging FY##
P## All Centers.xIs.

2. CMP 3.3B Automation Tool Export Reports.
a) Click on Chapter 3.

b) Under Criteria choose Year, Month, CMP 3.3B, and a
Center.

c) Click the Import box. You will get a green checkmark.

d) Click the Process box. You will get a green checkmark.

e) Click the blue 3.3B next to the green checkmarks.

f) Save file as Excel.

g) Anything that has not been sent to Treasury after 120
days delinquent (Aged 150 days) that is not being
currently collected on is classified as an exception.

STEP 3. Account Maintainer - Update Control Certification approval cover

sheet for each CMP Activity 3.3A, and B.
A. Inthe NSSC CMP Tool, click on Chapter 3.
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B.

mo

Under Criteria, choose Year, Month, CMP 3.3A2, and select
correct Center.

Version: 1.4
Build 18.05.05.1

Dashiroard Chapter2 Chapter3 Chapterd Chapter6 Chapter7 Chapter 12 Input Lists

Chapter 03 Reports

Criteria

Year IMonth CMP Center
CET e —

Reports

S PsEs
| Fies  impot Process CMP Fielate Te
E] 3343 Tﬁgm Allowance for Bad Debts

Verify there are three green checkmarks. If there are not, notify
AR L2 Designee.

Click on blue 3.3A2 next to the green checkmarks.

Save file as Excel on N drive (N:\FM

Division\Accounts Payable_Accounts

Receivable\Accounts

Receivable\CMPs\Center\FY20YY\P - Month 20YY).

In the Preparer’s section put a check mark beside No Exceptions
or Exceptions statement.

Update any other necessary information, including description of

necessary exceptions and the exception type.

. Total all exceptions on coversheet.

Note: All exceptions should be listed on the Cover sheet, even if you must
continue listing them on a second page. All variances should be noted in
detail in the “Description of Exceptions” area at the bottom of the page.
The exception type should be provided for any exception according to
the CMP manual standards (e.g., exception type 2 - yellow and 3 —
red). All exceptions should then be summarized / totaled at the end.
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I. Once completed, select CMP Fix Form on the CMP Macros. Select
the correct CMP, Month, Center, Year (Calendar Year), Preparer,
and Approver.

-
CMP AUTOPOPULATION AND FORMATTING M

C
2016 :

Jennifer A. Myers M
Leslie L. Anderson M

A

J. Click OK to save a PDF copy on N: Drive at N: Reports\CMPs
Paperless\2 AR CMP Electronic Signature Folder\1 FY## AR
INDIVIDUAL CMPs\P##\CENTER NAME AND BA. File name
format for each CMP should be: # Center’s
Name_CMP#_Original Review. Example: 05 JSC CMP3.3A
_Original. Pdf

K. Go back to the NSSC CMP Tool and click on Chapter 3.
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L. Under Criteria, choose Year, Month, CMP 3.3B, and select

correct center.

NSSC Contact Center
National Aeronautics and Space Administration
1-877-NSSC123
NASA SHARED SERVICES CENTER TIET D ‘

G ' Version: 1.4
- il Build 18.05.09.1

Dashboard Chapter2 Chapter3d Chapterd Chapter& Chapter7 Chapter12 Input Lists

Chapter 03 Reports

Criteria

Year Month CMP Center
e 7

Reports

e gap-
(Fles mpat Rrocess OWP Felate T
E] ek Validate allowanc for doubtful sccount and complisnce with Tressury

l-.‘ L‘ o polides

. Verify there are three green checkmarks. If there are not, notify

AR L2 Designee.

. Click the blue 3.3B next to the green checkmarks.

. Save file as Excel on N drive (N:\FM Division\Accounts

Payable_Accounts Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P - Month 20YY).

. In the Preparer’s section place a check mark beside No

Exception(s) or Exception(s) statement.

. Update description of exceptions and exception type.

. Total all exception(s) on coversheet.
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Note: All exceptions should be listed on the Cover sheet, even if you must
continue listing them on a second page. All variances should be noted in
detail in the “Description of Exception” area at the bottom of the page.
The exception type should be provided for any exception according to
the CMP manual standards (e.g., exception type 2 - yellow and 3 —
red). All exceptions should then be summarized / totaled at the end.

S. Once completed, select CMP Fix Form on the CMP Macros.
Select the correct CMP, Month, Center, Year (Calendar Year),
Preparer, and Approver.

CMP AUTOPOPULATION AND FORMATTING M

o
2015 -

Jennifer A. Myers =
Leslie L. Anderson id

T. Click OK to save a PDF copy on N: Drive at N:\
Reports\CMPS Paperless\2 AR CMP Electronic
Signature Folder\P##\Center Name\CMP. File name
format for each CMP should be: # Center’s
Name_CMP#_Original. Example: 01 JSC_CMP3.1_
Original.
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U. SP preparer will attach report into Agency Tool (see Agency CMP
Tool Process) and route for approval (see Route CMP for
Approval Process).
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CMP CONTROL ACTIVITY 4.4A

CMP 4.4A - Validate Customer and Vendor Trading Partners

Purpose of reconciliation: Confirm trading partner and description in report
reconciles with the Treasury FMS Agency Trading Partner Codes. Any variances
must be corrected prior to any IPAC submissions, SAP billing and cost posting.

STEP 1. AR L2 Designee— Quarterly. Run report in SAP.

A. This report is executed with a Macro in Microsoft Excel.
1. Go to the CMPS Macro thread and click on AR CMP Download.

HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ACROBAT  ZEPY ~ CMPS

= B j =0

=) N = @

CMP Fix AP CMP ARCMP IPAC Download Prebiling ~ CMP
Form Download Download Report MATRIX

CMP Fix | Accounts Payable Accounts Receivable CMP Matrix

L B
AR CMPs ﬁ

2. Select 4 .4A.

3. Select Reporting Month.
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4.

5.

Select Fiscal Year.

Click Ok.

The Macro will run the report for all centers and will save them on
the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 4.4A.

After the report has been executed and the files saved, the macro
will then copy the files and paste them into the CMP Auto process
folder on the N drive N:\FM Division\CS\AutoCMP\PROD\AR.

When macro has completed the process, the files have been
imported into the CMP tool.

Export File in the NSSC CMP Tool.
a) Click on Chapter 4.

b) Under Criteria Choose Year, Month, CMP 4.4A and
select a center from the drop-down boxes.

c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green
checkmark.

e) Repeat letters b —d for all Centers.

10.An email is sent to AR L2 employees notifying them the report is

available in the NSSC CMP tool.

11.Proceed to Step 2.

B. CMP 4.4A Raw Data: Run the Intra-Governmental Trading Partner
Report (T-Code ZFI_INTRAGOV). This is the manual process to be
used only if macro is unavailable.

1.

Login to SAP.

a) Type (ZFI_INTRAGOV) in the easy access box.
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b) Enter the FY.
c) Enter the Period being analyzed.
d) Enter Trading Partner Range from 0 to NONFED.

e) Enter the Business areas for all the appropriate centers
(01, 10, 21, 22, 23, 24, 51, 55, 62, 64, 72, 76 and 77).

f) Excluded cancelled funds should be checked.

g) Enter Customer / Vendor accounts range by clicking on
the arrow next to the text box and entering the accounts
1310.xxxx, 1340.xxxx, 1360.xxxx and 1370.xxxXx.

h) Filter Posting Date column to current month transactions.

i) Click the execute button.

j) Go to the change Layout button in SAP to add
Customer, Trading Partner, and Fund to report.

k) Export the file to an Excel spreadsheet by clicking on
List> Export > Spreadsheet. Click the green check
mark on the subsequent information boxes and choose
Table and Microsoft Excel.

[) Save file as YYYY PP 4.4A ZFI_INTRAGOV .xlIsx. at:
N:\FM Division\CS\AutoCMP\PROD\AR.

C. CMP 4.4A Automation Tool.

1. Access Link: https://cmp.nssc.nasa.qgov

2. Click Input.
3. Under the CMP drop down box select 4.4A.
4. Under the Report drop down box select INTRAGOV.

5. Under the Year drop down box select Calendar Year.
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9.

. Under the Month drop down box select Report Month.

. Under the Center drop down box select a Center.

Under Field Click Browse choose file and submit.

Click Chapter 4.

10.Under Criteria choose, Year, Month, CMP 4.4a and a

Center.

11.Click Import and click Process.

D. CMP 4.4A Automation Tool Export Report.

1.

2.

5.

6.

Click on Chapter 4.4A.

Under Criteria choose Year, Month, CMP 4.4A and a
Center.

. Click the Import box. You will get a green checkmark.

. Click the Process box. You will get a green checkmark.

Click the blue 4.4A next to the green checkmarks.

Save file as a PDF.

STEP 2. Payment Processor - Update Control Certification approval cover

sheet for CMP Activity 4.4A.
A. Inthe NSSC CMP Tool, click on Chapter 4.

B. Under Criteria, choose Year, Month, CMP 4.4A, and select correct

center.

Page 122 of 365
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Version: 1.4
Build 18.05.09.1

Dashboard Chapter2 Chapter3 Chapterd Chapter& Chapter7 Chapter12 Input Lists

Chapter 04 Reporis

Criteria

Year

CMP

Month Center

Report

S owPSEes
| Fies Wmpot Frocess CWP | FleDate =~ Tee
E] 444 ?T?;gm Cus tomer and Vendor Trading Parner Agency ldentifier Review

H.

. Verify there are three green checkmarks. If there are not,

notify AR L2 Desginee.

Click the blue 2d.4A next to the green checkmarks.
Save file as Excel on N drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P — Month 20YY).

In the Preparer’s section put a check mark beside No
Exceptions or Exceptions statement.

. Update any other necessary information, including description

of necessary exceptions and the exception type.

Total all exceptions on the coversheet.

Note: All exceptions should be listed on the Cover sheet, even if you
must continue listing them on a second page. All variances should be
noted in detail in the “Description of Exceptions” area at the bottom of
the page. The exception type should be provided for any exception
according to the CMP manual standards (e.g., exception type 2 -
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yellow and 3 — red). All exceptions should then be summarized /
totaled at the end.

I. Once completed, select CMP Fix Form on the CMP Macros.
Select the correct CMP, Month, Center, Year (Calendar Year),
Preparer, and Approver.

CMP AUTOPOPULATION AND FORMATTING &’

—or Jam

C

Jennifer A. Myers @
Leslie L. Anderson z

J. Click OK to save a PDF copy on N: Drive at N:\
Reports\CMPs Paperless\2 AR CMP Electronic Signature
Folder\1 FY## AR INDIVIDUAL CMPs\P##\CENTER NAME
AND BA. File name format for each CMP should be: #
Center’'s Name_CMP#_ Original. Example: 09
JSC_CMP4.4A_Original.pdf

K. SP preparer will attach report into Agency Tool (see Agency
CMP Tool Process) and route for approval (see Route CMP
for Approval Process).
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CMP CONTROL ACTIVITY 7.4

CMP 7.4 - Validate recording of custodial liabilities and liabilities for non-
entity assets

Purpose of reconciliation: Review ZFUN report to ensure that there are only
balances against NON1099, NON1435, NON3220, and NON3200, to validate

recording of Custodial Liabilities and Liabilities for Non-Entity Assets are recorded
for deposit with Treasury.

STEP 1. Account Maintainer - Verify Reports in Agency Tool.
A. Log into Agency CMP Tool.

B. Select Center and Current month.

Select a Reporting Period:  May 2018 - Select s center: NSSC Headguarters Centar: NSSC HQ [ May 2018

Executive Dashboard

|| Exception Summary Attachments 7| Approval Document 7] Add Comments /7] Activity Log

Name CMP Status Preparer 5i... Approver Si__. Center Revi...
Chapter 2: Fund Balanca with Treasury/Cash Outlays/Suspense and Investments
Chapter 3: Accounts Receivable/Advances from Others/Revenues
Chapter 4: Prepaid Advances/Intralintergovernmental Transactions

|
|
|
i Chapter G: Accounts Paysble and Expenses
t Chapter 7: Other Lisbilites

|

Chapter 12: Review for Blank and Mismatchad Accounting Dimensions

| C. Seleqt Chap_ter 7.

Chapter 7: Other Liabilites [ |
Control Activity 7.4: Validate recording of custodial liabilities and lisbilities for n... | ] (¥4 ¥4
Control Activity 7.5: Validate posfings to Treasury custodial accounts
Control Activity 7.12: Validate unfunded leave
Control Activity 7.17: WValidate funded leave

t Chantar 17- Review for Rlank and Mismatehad &rcnontina Nimensinns [ |

D. Select Control Activity 7.4.
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Control Activity 7.4: Validate recording of custedial liabilities and liabilities for non-entity assets Activity Status:
Selects dats run: | 06/03/2018 12:02 PMGDT ~ | Al v ||| My Runs MESESRICMay Gt N Exception= I8
2018

ApprovalsiSignatures.

Designated Output

Report Name: HNASA Accounts by Fund - Period Selection Date: 06/03/3

Report Group: ZETM Approver

Business Area: 10 Pericd: 8 / 2019 Center Revie-:

ALC: - Page: 1o 1

Fund: -

Account: 29890.0000, Control Activity Certification PD
View Full Activity Report

|Fund/Account Amount | Execute Control Activity

1 = 1

< > =

Add Comments

Description of exceptions Send Nofification

" Audit Report
_4 Add . Remove 3
H._. Am._. Type Explanation Resolution Resolution.... CRGRe... Person... Note...

E. Click on View Full Activity Report.

Report Name: MNASA Rccounts by Fund — Pexicd Selecticon Date: o603 2018
Repore Group: ZETN

Business &Rxea: 20 FPeziod: 8 4 zoais
ALC: - Page: 1 == ES
Fund: -

Account: zga0._oo00,

| Fund/Account 1 Amount
S ——— |
1 289E85.0000 Liablty—NonEnt Nol

1~ ESANZZODED SAE FgmAct Z00S|

1 Z2280_0000 Cusesodial Lizksl|

1 285 _.0000 Liablocy—NnEntc Nol Z2,653.15 1
1 SS92.0000 Cffset—NomEnt Col sza.7E 1
1 S=222_ 0000 Gffssc—NonEns 2| a,177.53—1
1+ womiass REC. From Fenal]

1 Z22850_0000 Cusesodial Lizksl |

1 Z2855_0000 Liakleoy—NnEns Ne| ses_26 1
1 S222_ 0000 Gffssc—NonEns = | ss_=7 1
1 SS92.0000 Cffset—NomEnt Acl sss.z2z—1
1+ womiaas Interes=t Reo=ip|

1 289E85.0000 Liablty—NonEnt Nol 2es.ss5=E.37—1
1 SS92.0000 Cffset—NomEnt Col 2ss.485.70 1
1 SS92_0000 Offset—NonEnt A s66.67 1
1~ wmwomzzoo Coll Fxom Canx |

1 28SE0.0000 Custodial Lizbill

1 Z2855_0000 Liakleoy—NnEns Nel 17,8572z _13—1
1 SS92.0000 Cffset—NomEnt Col 2B.202.57 1
1 SS92.0000 Cffset—NomEnt Ac! szs_as—1
1+ womazzo Semeral Fund Rel

1 Z22850_0000 Cusesodial Lizksl )|

1 Z2855_0000 Liakleoy—NnEns Nel

1+ womez7Ts Szate and Los=al]

I*++ Tow=l I 1

201906021202 S0100085 06/02/201% 1Z:0F PM CDT MIOZEHO1E6S

Company cod= B wERSA
Fexica 2 ooz

Pericd B oo

Fimeal ypeax B 2018
Cutput Tepors 2 =

Master data date E= oo/So0/ D000
Cutput medium 2 e

Cutput format 2 e

Data =ourae 2 E]

O= walme (=) s I EQ 1o

O= walme (=) S I EQ ZoEo_oo00o
Sx walume (=) s T EQ@ 2985 0000
O walm= (=) s I E@ S290_0000
O= walme (=) s I EQ sSsSz_oooo
Sx walume (=) s T EQ@ SS54_ 0000
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F. Velrify that the balances only apply to Treasury funds (NONXXXX)
only.

G. Any discrepancies should be investigated, researched and resolved.

H. Any exceptions will be listed in the Descriptions of exceptions field.

1. Click on Add.
Description of exceptions
_a& Add
e Am... Type Explanation Resolution Resolution... CRG Re... Person... MNote_..

2. Enter the following for each exception:

a) ltem number

b) Exception amount

c) Exception type (The exception tépe should be provided for
any exception according to the CMP manual standards (e.g.
exception type green, yellow and red))

d) Description/Explanation (What caused the exception)

e) Resolution (What will correct the exception)

f) Resolution Date (When the exception will be corrected)

g) CRQ Reference (if applicable).

h) Person Responsible (Center, Customer, or NSSC).
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3. Click Save.

Exception Detail Entry

ltem: 0
E=ception Amount: 0
Exception Type:
Descrnplion/Explanation:
Resolution:

Resolution Date:

CRQ Referenca:

Person Responsibla:

Moted ltem

Il save

4= Close

08

I.  Once exceptions (if any) have been entered, select Activity Status.

Gray

- |

Gray
‘ Green
Red

| Yellow

" White

J. Selectzjaco_n on Preparer to sign activity.

Approvals/Signatures

Preparer ©| £} |2
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K. Add comments and click Save to complete.

Preparer For CMP Control Act... €3

Prepare CMP Activity

= Preparer Complete

Comments

Resdy for review|

H Save = Close

L. Route for approval (see Route CMP for Approval Process).

STEP 2. AR L2 Designee — Monthly. Run report in SAP.

A. This report is executed with a Macro in Microsoft Excel. This is to
be used only if the report is not available in the Agency CMP Tool.

1. Go to CMPS Macro thread and click on AR CMP Download.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS

CMPFix = APCMP AR CMP IPAC Download Prebilling | CMP
Form Download | Download ~ Report MATRIX

CMPFix | Accounts Payable Accounts Receivable CMP Matrix
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AR CMPs M

2. Select 7.4.

3. Select Reporting Month.

4. Select Fiscal Year.

5. Click Ok.

6. The Macro will run the report for all centers and will save them
on the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 7 .4.

7. After the report has been executed and the files saved, the
macro will then copy the files and paste them into the CMP Auto

process folder on the N drive N:\FM
Division\CS\AutoCMP\PROD\AR.

8. When macro has completed the process, the files have been
imported into the CMP tool.

9. Export File in the NSSC CMP Tool.
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a) Click on Chapter 7.

b) Under Criteria Choose Year, Month, CMP 7.4 and
select all centers from the drop-down boxes.

c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green
checkmark.

10.An email is sent to AR L2 employees notifying them the report
is available in the NSSC CMP Tool.

11.Proceed to Step 3.

B. CMP 7.4 Raw Data Run the GR55 ZFUN account reconciliation
tool for accounts 2980.0000, 2985.0000, 5990.0000, 5993.0000,
and 5994.0000). This is the manual process to be used only if the
macro is unavailable.

. Login to SAP.

a) Type GRS5 in the SAP Easy access box.
b) Click the green arrow.

c) Type ZFUN in the Report Group box.

d) Click the Execute button.

e) The FY and Company code should be
automatically updated.

f) Accounts are from inception so enter 1 in the
“From” period field (first period field) and the
appropriate period in the “To” period field (second
period field).

g) In the Accounts Or value(s) selection field click El
to open the multiple selections screen.
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h) On different lines enter the different account
numbers 2980.0000, 2985.0000, 5990.0000,
5993.0000, and 5994.0000.

i) On the Business area or value(s) tab, enter the
appropriate business area.

j) Click the Execute button.

k) Verify that the balances only apply to Treasury
funds (NONXXXX) only.

[) Any discrepancies should be investigated,
researched and resolved.

C. CMP 7.4 Automation Tool Import Report.

1. Access link: https://cmp.nssc.nasa.gov.

2. Click Input.

3. Under the Report drop down box select BGDATA.

4. Under the Year drop down box select Calendar Year.
5. Under the Month drop down box select Report Month.
6. Under the Center drop down box select All Centers.
7. Under Field, Click on Browse, Choose File and Submit.
8. Under the CMP drop down box select 7.4.

9. Under the Report drop down box select GR55FUN.
10. Under the Year drop down box select Calendar Year.
11. Under the Month select Report Month.

12. Under the Center drop down box select a Center.

13. Under Field, Click on Browse, choose file and Submit
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(Repeat for each Center).

14. Click on Chapter 7.

15. Under Criteria choose Year, Month, CMP, and a Center.

16. Click Import and Click Process (Must choose Center prior

to Import and Process).

D. CMP 7.4 Automation Tool Export Report.

1.

2.

Click on Chapter 7.

Under Criteria choose Year, Month, CMP 7.4, and a
Center.

Click the Import box.

You will get a green checkmark.

. Click the Process box. You will get a green checkmark.
. Click the blue 7.4 next to the green checkmark.

. Save file as a PDF (Do not include background Data

Tab).

STEP 3. Account Maintainer - Update Control Certification approval cover

sheet for CMP Activity 7.4.
A. In the NSSC CMP Tool, click on Chapter 7
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B. Under Criteria, choose Year, Month, CMP 7.4, and select
correct center.

— ! =i r=pIi=£143

Version: 1.4
Build 18.05.08.1

Dashboard Chapter2 Chapter3 Chapterd Chapterf Chapter7 Chapter 12 Input Lists

Chapter 07 Reports

Criteria

Year Month CMP  Center
Reports

S PSs
(Fies mpot Process CUP Fleate  T#e
E] 74 Siops “alidste recording of custodial liabiliies and liabiliies for non-entityas sek

10:53:31 AM

—r B F_
C. Verify there are three green checkmarks. If there are not,

notify AR Designee.
D. Click the blue 7.4 next to the green checkmarks.

E. Save the file as Excel on N drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P — Month 20YY).

F. In the Preparer’s section put a check mark beside No
Exceptions or Exceptions statement.

Note: All exceptions should be listed on the Cover sheet, even if to the
exceptions continue to a second page. All variances should be noted in
detail in the “Description of Exceptions” area at the bottom of the page.
The exception type should be provided for any exception according to
the CMP manual standards (e.g., exception type 2 - yellow and 3 —
red). All exceptions should then be summarized / totaled at the end.
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G. Update any other necessary information, including

description of necessary exceptions and exception type.

. Total all exceptions on coversheet.

Once completed, select CMP Fix Form on the CMP Macros.
Select the correct CMP, Month, Center, Year (Calendar Year),
Preparer, and Approver.

-
CMP AUTOPOPULATION AND FORMATTING @

[
2016 :

Jennifer A. Myers ©
Leslie L. Anderson v

. Click OK to save a PDF copy on N: Drive at N:\

Reports\CMPs Paperless\2 AR CMP Electronic Signature
Folder\1 FY## AR INDIVIDUAL CMPs\P##\CENTER NAME
AND BA. File name format for each CMP should be: #
Center’'s Name_CMP#_ Original. Example: 10
JSC_CMP7.4_Original.pdf

. SP preparer will attach report into Agency Tool (see

Agency CMP Tool Process) and route for approval (see
Route CMP for Approval Process).
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CMP CONTROL ACTIVITY 7.5

CMP 7.5 - Validate postings to Treasury custodial accounts

Purpose of reconciliation: Review Transactions in G/L accounts 2980.0000 and
2985.0000 and validate to source documents to ensure that the transactions have
been properly recorded in the appropriate fund symbol.

STEP 1. Account Maintainer — Quarterly. Run SAP Report.
A. Log into Agency CMP Tool.

B. Select Center and Current Month.

Select 3 Reporting Period:  March 2018 v Select s center:  M35C Headguarters b Center: NSSC HQ / March 2019

v Center Approved

Executive Dashboard

|| Exception Summary || Appr D (| Add Comments | Activity Log

Name CMF Status Preparer 5i.. | Approver Si... | Center Revi...

i Chapter 2: Fund Balance with Treasury/Cash Outlays/Suspense and Investments

I Chapter 3: Accounts Receivable/Advances from Others/Revenues |

I Chapter 4: Prepaid Advances/Intra/intergovernmental Transactions |

| Chapter &: Accounts Payable and Expenses | |

I I Chapter 7: Other Lisbilities | ]

i Chapter 12: Review for Blank and Mismatched Accounting Dimensions [ ]

C. Select Chapter 7.
Chapter 7: Other Liabilites | [ ]

Contral Activity 7.4: Validate recording of custodial liabilities and liabilities for n... | | 4 4 4
Control Activity 7.5: Validate postings to Treasury custodial accounts [ | s s s
Control Activity 7.12: Validate unfunded leave [ | ¥ ¥ ¥
Control Activity 7.17: Validate funded leave [ | ¥ ¥ ¥

D. Select Control Activity 7.5.
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Caontrol Activity 7.5: Validate postings to Treasury custodial accounts

Select a data run: 04/01/2019 03:37 AM CDT = Al v || MyRuns NSSC HQ / March
2018

Approvals/Signatures.

Designated Qutput

|

|Salaction fiald |Valua | [
| |

IFiscal Year 12018 | =1

|Pesting pariod 58 |00E 11l

|IPosting Date [V | I Control Activity Certification PD
|Document Date (I | [

|Funds Center 110% | 11
|Businass Rraa 110 | I= 1
lccount Number 12880.0000] =1 v

] 12985 0000] =1

< > =

|

Descripfion of exceptions.

%
§

:
i

It... | Am.. Type il Resoluti R i CRQ Re... Person... Note._..

E. Click on View Full Activity Report.
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|Selection field 1Valoe 1 1
| I
|Company Code 1MASE 1 1= 1
|Fiscal Year 12018 1 1= 1
|Posting pericd 1001 1006 1
|Pas=ting Date [ A | (|
|Document Date [ A | 1
|Funds Center 110 1 151
|Business Area 110 I =1
|kecount Number 129800000 1= 1
1 1298500001 1= 1
|Layout 1/CHET .05 | 1

|3ort criteria|Ascdg|Descnd|Subtotal|
| I

| Fund [ I X I
|Data statistics |Humber of|
| |
|Records passed 1 131]
|Calculated total records| 4]
04/01/201% Federal Transacticn Registe: z

Federal Transaction Register

| Ref. Doc |Froc.Doc. | Year|Cold|Period|Pstng Date|Doc. Date |Documentlo|Fund |Funds Ctr|Cmmt Item|Account | Debit| Credit|Creyl
| |
1+ I | 1 | 1 I | |BON1089| ] I 14,203.54 | 4,2375.17 |U3D |
| 0100073%88-1| 12019 |KA3R| 1110/16/2018|10/16/2018 100073998 |NON1099|10-HQOP |LIAE 12885.00001 | 34.00 |USD |
| 0100074004-1| 12019 |KA3R| 1]10/16/2018|10/16/2018 100074004 |NON1099|10-HQOP |LIAE 12885.00001 | 34.00 |USD |
| 0100074012-1| 12019 |KA3R| 1]10/16/2018|10/16/2018 100074012 |NON1099|10-HQOP |LIAE 12885.00001 | 34.00 |USD |
| 0100108784-1| 12019 |KA3R| 2111/16/2018|11/16/2018|100108784 |NON1099|10-HQOP |LIAB 12885.00001 | 4.43 |USD |
| 0L0010878E-1| 12019 |KA3R| 2111/16/2018|11/16/2018|10010878€ |NON1099|10-HQOP |LIAB 12885.00001 | 12.05 |USD |
| 0100108788-1| 12019 |KA3R| 2111/16/2018|11/16/2018|100108788 |NON1099|10-HQOP |LIAB 12885.00001 | 0.08 |USD |
| 0100108782-1| 12019 |KA3R| 2111/16/2018|11/16/2018|100108792 |NON1089|10-HQOP |LIAB 12885.00001 | 0.25 |USD |
| 0100108788-1| 12019 |KA3R| 2111/16/2018|11/16/2018|100108792 |NON1099|10-HQOP |LIAB 12885.00001 | 7.51 |USD |
| 0100108780-1| 12019 |KA3R| 2111/16/2018|11/16/2018|100108790 |NON1089|10-HQOP |LIAB 12885.00001 | 0.74 |USD |
| 0100108786-1| 12019 |KA3R| 2111/16/2018|11/16/2018|10010879€ |NON1099|10-HQOP |LIAB 12885.00001 | 7.02 |USD |
| 0100108784-1| 12019 |KA3R| Z111/16/2018111/16/2018 100108784 |KON1098|10-HQOP |LIAB 12885.00001 | 3.38 |USD |
| 0100108300-1| 12019 |KA3R| 2111/16/2018|11/16/2018 100108600 |NON1089|10-HQOP |LIAB 12885.00001 | 2.65 |U3D |
| 0100109304-1| 12019 |KA3R| 2111/16/2018|11/16/2018 100100804 |NON1099|10-HQOP |LIAB 12885.00001 | 34.00 |USD |
| 0100108302-1| 12019 |KA3R| 2111/16/2018|11/16/2018 100108802 |NON1099|10-HQOP |LIAB 12885.00001 | 2.25 |USD |
| 0100109806-1| 12019 |KA3R| 2111/16/2018|11/16/2018 100100806 |NON1099|10-HQOP |LIAB 12885.00001 | 34.00 |USD |
| 0100155374-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155374 |NON1099|10-HQOP |LIAE 12885.00001 | 57.€1 |U3D |
| 0100155382-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155382 |NON1099|10-HQOP |LIAE 12885.00001 | 27.71 |USD |
| 0100155376-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155376 |NON1099|10-HQOP |LIAE 12885.00001 | 28.E0 |U3D |
| 0100155378-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155378 |NON1099|10-HQOP |LIAE 12885.00001 | 57.€1 |U3D |
| 0L00155380-1| 12019 |KA3R| 2112/17/2018|11/17/2018 |100155380 |NON1099|10-HQOP |LIAE 12885.00001 | 27.71 |USD |
| 0100155384-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155384 |NON1099|10-HQOP |LIAE 12885.00001 | 27.71 |USD |
| 0L00155386-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155386 |NON1099|10-HQOP |LIAE 12885.00001 | B2.87 |USD |
| 0L00155388-1| 12019 |KA3R| 2112/17/2018|11/17/2018 |100155388 |NON1099|10-HQOP |LIAE 12885.00001 | B6.41 |U3D |
| 0100155386-1| 12019 |KA3R| 2112/17/2018|11/17/2018 |1001553%6 |NON1099|10-HQOP |LIAE 12885.00001 | 28.85 |U3D |
| 0100155380-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155390 |NON1099|10-HQOP |LIAE 12885.00001 | 28.E0 |U3D |
| 0100155382-1| 12019 |KA3R| 2112/17/2018111/17/2018 100155352 |NON1099|10-HQOP |LIAE 12885.00001 | 28.88 |U3D |
| 0100155388-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155398 |NON1099|10-HQOP |LIAE 12885.00001 | 28.85 |U3D |
| 0100155384-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155354 |NON1099|10-HQOP |LIAE 12885.00001 | §.62 |USD |
| 0100155400-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155400 |NON1099|10-HQOP |LIAE 12885.00001 | 57.70 |USD |
| 0100155404-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155404 |NON1099|10-HQOP |LIAE 12885.00001 | 34.00 |USD |
| 0100155402-1| 12019 |KA3R| 2112/17/2018|11/17/2018 100155402 |NON1099|10-HQOP |LIAE 12885.00001 | 27.6€2 |U3D |

F. Verify that the custodial accounts (2980.0000 and
2985.0000) have valid treasury related transactions in
the proper funds (NONXXXX).

G. Any discrepancies should be investigated, researched,
and resolved.

H. Any exceptions will be listed in the Descriptions of
Exceptions field.
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1. Click on Add.

Description of exceptions

It... | Am... Type Explanation Resolution Resolution... | CRGRe... | Person... Mote...

2.  Enter the following for each exception.
a) ltem number.
b) Exception amount
c) Exception type (The exception type
should be provided for any exception
according to the CMP manual standards
(e.g., green, yellow, red)).

d) Description/Explanation (what caused the
exception)

e) Resolution (what will correct the
exception)

f) Resolution Date (when the exception will
be corrected)

g) CRQ Reference (if applicable)

h) Person Responsible (Center, Customer,
or NSSC)

i) Click Save.
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Exception Detail Entry

ltem:

Exception Amount:
Exception Type:
Description/Explanation:
Resolution:

Resolution Date:

CRQ Reference:
Person Responsible:

Maoted Item

k= save 4= Close

00

Once exceptions (if any) have been entered, select

Activity Status.

Gray

Gray
Graen
Red

| Yallow

" White

J. Select cog icon on Preparer to sign activity.

K. Add comments and click Save to complete.

3

Approvals/Signatures

Preparer | 3 ' D
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Preparer For CMP Control Act... £

Prepare CMP Activity

= Preparer Complete

Comments

Ready for review|

H Save = Close

L. Route for approval (see Route CMP for Approval
Process).

STEP 2. AR L2 Designee — Quarterly. Run SAP Report

A. This report is executed with a Macro in Microsoft Excel. This is to be
used only if the report is not available in the Agency CMP tool.

1. Go to CMPS Macro thread and click on AR CMP Download.
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT ZEPY CMPS

CMPFx  APCMP ARCMP IPAC Download Prebilling | CMP
Form Download | Download  Report MATRIX

CMPFix | Accounts Payable Accounts Receivable CMP Matrix

'AR CMPs M1
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2. Select7.5.
3. Select Reporting Month.

4. Select Fiscal Year.

5. Click Ok.

6. The Macro will run the report for all centers and will save them on
the N drive N:\FM Division\Accounts Payable_Accounts
Receivable\CMP\Month Year\CMP 7.5.

7. After the report has been executed and the files saved, the macro
will then copy the files and paste them into the CMP Auto process
folder on the N drive N:\FM Division\CS\AutoCMP\PROD\AR.

8. When macro has completed the process, the files have been

imported into the CMP tool.

9. Export File in the NSSC CMP Tool.

a) Click on Chapter 7.

b) Under Criteria Choose Year, Month, CMP 7.5 and select a
center from the drop-down boxes.

c) Click on the Import box to get a green checkmark.

d) Click on the Process box to get another green checkmark.

10.An email is sent to AR L2 employees notifying them the report is
available in the NSSC CMP tool.

11.Proceed to Step 3.

B. CMP 7.5 Raw Data Run the Transaction Register Report in SAP
(FMFG_E_TRANS_REG). This is the manual process to be used only

if macro is unavailable.

1. Login to SAP.
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a)

b)

c)

d)

9)

h)

i)

Type FMFG_E_TRANS_REG in the SAP Easy
access box.

Click the execute icon.

Enter the posting periods from 1 to the current
period in the proper text field.

Under the Specific Options Tab, enter the
appropriate number for the center in the Business
Area Field.

Under the Specific Options tab, on the Account
Number field, click the Multiple selections icon )

On separate lines, enter the account numbers
2980.0000 and 2985.0000.

Click the execute button on that screen to include
the accounts, then click the execute button on the
Transaction register screen to run the report.

Click the Change Layout Icon and add G/L Account
Short text and Text fields to the Displayed Columns
by double clicking on them.

Click the green check mark to add the selected
columns.

Verify that the custodial accounts (2980.0000 and
(2985.0000) have valid treasury related
transactions in the proper funds (NON1099,
NON1435, and NON3220).

Investigate and correct any discrepancies.

Save report as local file to N: drive as a .txt format.

C. CMP 7.5 Automation Tool Import Report.

Page 143 of 365
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1. Click Input.

2. Under the CMP drop down box select CMP 7.5.

3. Under the Report drop down box select TRANSREG.
4. Under the Year drop down box select Calendar Year.
5. Under the Month drop down box select Report Month.
6. Under the Center drop down box select All Centers.

7. Click Submit.

D. CMP 7.5 Automation Tool Export Report.
1. Click on Chapter 7.

2. Under Criteria choose Year, Month, CMP 7.5, and a
Center.

3. Click the Import box. You will get a green checkmark.
4. Click the Process box. You will get a green checkmark.
5. Click the blue 7.5 next to the green checkmarks.

6. Save file as a PDF.

STEP 3. Account Maintainer - Update Control Certification approval
cover sheet for CMP Activity 7.5.

A. In the NSSC CMP Tool, click on chapter 7.

B. Under Criteria, choose Year, Month, CMP 7.5, and select
correct center.
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Version: 1.4
Build 18.05.09.1

Dashboard Chapter2 Chapter3 Chapterd Chapter& Chapter7 Chapter12 Input Lists

Chapter 07 Reports

Criteria

Year Month CMP  Center
Report

S PsEs
| Fles import Process CWP FleDae  Te
E] 75 ?02?2205;1;“1 Validate pos tings to Treas ury cus todial acoounts

C. Verify there are three green checkmarks. If there are not, notify
AR L2 Designee.

D. Click the blue 7.5 next to the green checkmarks.

E. Save file as Excel on N drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
Receivable\CMPs\Center\FY20YY\P - Month 20YY).

F. In the Preparer’s section put check mark beside No Exceptions
or Exceptions statement.

Note: All exceptions should be listed on the Cover sheet, even if to
the exceptions continue to a second page. All variances should be
noted in detail in the “Description of Exceptions” area at the bottom
of the page. The exception type should be provided for any
exception according to the CMP manual standards (e.g., exception
type 2 - yellow and 3 — red). All exceptions should then be
summarized / totaled at the end.

G. Update any other necessary information, including description of
necessary exceptions and exception type.

H. Total all exceptions on coversheet.
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I. Once completed, select CMP Fix Form on the CMP Macros.
Select the correct CMP, Month, Center, Year (Calendar Year),
Preparer, and Approver.

CMP AUTCPOPULATION AND FORMATTING @

I
2016 v

Jennifer A. Myers ©
Leslie L. Anderson s

J. Click OK to save a PDF copy on N: Drive at N:\ Reports\CMPs
Paperless\2 AR CMP Electronic Signature Folder\1 FY## AR
INDIVIDUAL CMPs\ P##\CENTER NAME AND BA. File name
format for each CMP should be: # Center’s
Name_CMP#_Original Example: 11 JSC_CMP7.5_ Original.pdf

K. SP preparer will attach report into Agency Tool (see Agency
CMP Tool Process) and route for approval (see Route CMP for
Approval Process).
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CMP CONTROL ACTIVITY 7.12

CMP 7.12 - Validate Unfunded Leave

Purpose of reconciliation: Review Source Entry Transactions in G/L account
2220.9996 and validate to source documents to ensure that unfunded leave
accruals are supportable.

STEP 1. Account Maintainer — Monthly — Process Unfunded Leave
Source Entries.

1. Park and post Source Entries for Unfunded Leave (see
NSSDG-9200-0011 Unfunded and Funded Leave Source
Entry Process, Process 5 — Unfunded Leave Accrual
Processing)

2. After each Source Entry has been posted, execute GR55
report to validate posting.

3. Insert Account group ZAFC and execute.
4. Enter the following fields:
a) Fiscal year
b) Company Code (NASA)
c) Period (as of the current month)
d) Account Number value: 2220.9996
e) Business Area value: 10
5. Execute Report

6. Obtain the Ending Balance for SSMX fund (Appropriation) and
the OIG Fund (Appropriation).

7. Save a copy on the N drive: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Debt
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STEP 2.

Management\Funded_Unfunded Leave\FYXXXX\Center\PP-
Current Month.

Account Maintainer — Quarterly — Combine Source Entry
Files into one Report

. Copy all Agency and OIG Source Entry back up files and final

GR55 screen shot for the entire Quarter.

. Paste all files in N:\FM Division\Accounts Payable_Accounts

Receivable\Accounts Receivable\CMPs\HQ\FY XXXX\P-
Current Month\7.12.

. Combine files chronologically.
. Create cover sheet and add to file.

. Save completed file N:\Reports\CMPs Paperless\2 AR CMP

Electronic Signature Folder\1 FY XXXX AR INDIVIDUAL
CMPs\P Current Month\HQ_NSSC 10\12 HQ CMP 7.12.

. SP preparer will attach report into Agency Tool (see

Agency CMP Tool Process) and route for approval (see
Route CMP for Approval Process).
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CMP CONTROL ACTIVITY 7.17

CMP 7.17 - Validate Unfunded Leave

Purpose of reconciliation: Review Source Entry Transactions in G/L account
2210.0000 and validate to source documents to ensure that funded leave
accruals are supportable.

STEP 1. Account Maintainer — Monthly — Process Funded Leave Source
Entries.

A. Park and post Source Entries for Funded Leave (see
NSSDG-9200-0011 Unfunded and Funded Leave Source
Entry Process, Processes 1 - 3 - GSFC SEWP Funded
Leave Process, HQ SEWP Funded Leave Process and
Headquarters Funded Leave Process)

B. After each Source Entry has been posted, execute GR55
report to validate posting.

1. Insert Account group ZAFC and execute.
2. Enter the following fields:
a) Fiscal year
b) Company Code (NASA)
c) Period (as of the current month)
d) Account Number value: 2210.0000
e) Business Area value: 10 or 51
3. Execute Report
4. Take a snip of the report results.

5. Save a copy on the N drive: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
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Receivable\Debt Management\Funded_Unfunded
Leave\FYXXXX\Center\PP-Current Month.

STEP 2. Account Maintainer — Quarterly — Combine Source Entry Files

into one Report

A.

Copy all Source Entry back up files and final GR55
screen shot for the entire Quarter.

Paste all files in N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts
Receivable\CMPs\HQ\FYXXXX\P-Current Month\7.17.

Combine files chronologically.

. Create cover sheet and add to file.

Save completed file N:\\Reports\CMPs Paperless\2 AR
CMP Electronic Signature Folder\1 FY XXXX AR
INDIVIDUAL CMPs\P Current Month\Center BA\13
Center CMP 7.17.

SP preparer will attach report into Agency Tool
(see Agency CMP Tool Process) and route for
approval (see Route CMP for Approval Process).
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SUBMITTING CMP REPORTS IN AGENCY TOOL

Submit CMP reports in agency tool.
Purpose: AR SP to submit CMP reports in agency tool.

STEP 1. AR SP - Monthly — Submit Reports to Agency CMP Tool

A. SP preparer will log into Agency CMP Tool via https://cmp.nasa.gov/.

B. SP preparer will select Center for processing.

Note: Each Center will begin with NSSC for CMP reports completed
by NSSC.

Home
Center Select
MWSSC Ames Fe -

Agency View
Center View
Center Matrix
Center Dashboard
M55C Dashboard

Request Guidance
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C. Expand chapter for CMP processed.

+-[ Chapter 2: Fund Balance with Treasury/Cazh Qutlaysi/Suspense. ..
—-mw Chapter 3: Accounts Receivable/Advances from Otherz/Revenues

Control Activity 2.1: Reconcile source documents to account...
Control Activity 2.2: VValidate aging of accounts receivable

Control Activity 2.3.a: Validate allowance for doubiful accoun...

Control Activity 3.3.b: \Validate allowance for doubtful accoun...

+- Chapter 4: Prepaid Advances/intralintergovernmental Transacti...
+- Chapter 6: Accounts Payable and Expenses

+-0 Chapter 7. Other Liabilities

+-0 Chapter 12; Review for Blank and Mismatched Accounting Dime. ..

D. Select CMP activity processed.

+-[ Chapter 2: Fund Balance with Treasury/Cash Outlays/Suspense._..
—-mw Chapter 3: Accounts ReceivablefAdvances from Otherz/Revenues

I-- Control Activity 3.1: Reconcile source documents to account. .

Contral Activity 3.2: VValidate aging of accounts receivable
Control Activity 2.3.a: Validate allowance for doubiful accoun...
Control Activity 2.3.b: Validate allowance for doubtful aceoun...
+- Chapter 4: Prepaid Advances/intralintergovermmental Transacti...
+- Chapter 6: Accounts Payable and Expenses
+-0 Chapter 7. Other Liabilities
+-0 Chapter 12: Review for Blank and Mismatched Accounting Dime. ..

E. Select Attachment to attach CMP activity.
I—————

Attachments

F. Select Browse to select file for processing.

Attachments
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G. Select file from N:\Reports\CMPs Paperless\2 AR CMP Electronic

Signature Folden\1 FY 20XX AR INDIVIDUAL CMPs\X Current Month
20XX\Center BA\CMP Activity

. Select Attach to add attachment to CMP tool

Attachments (o ]

Attachmenis

File: NAReportsiCh

Attach

Attachment Name Attach Date Owmner

4 Close

Select Activity Status

Gray -

Gray
Green

Red

| Yallow
" White

Note: For CMP activities completed quarterly, select “White” on the
months the activity is not completed.

. For CMP activities with multiple thresholds (CMP 2d.4 and 3.3), an

activity status will need to be updated for each threshold.

a) Click on each tab.

Description of Exceptions for Threshold A: Balances in Non-Fund Misc, Receipt Accounts
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b) Select the correct Status for that Threshold.
Description of Exceptions for Threshold A: Balances in Non-Fund Misc. Receipt Accounts

& Add 1 Gray -

K. Select the cog icon on Preparer to sign activity.

Preparer ' {3

¥
‘ Approvals/Signatures

L. Add comments and click Save to complete.

Preparer For CMP Control Act... £3

Prepare CMP Activity

* | Preparer Complete

Comments

Ready for review|

‘i: —
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ROUTING CMP FOR APPROVAL

Route CMP reports for review and correction.

Purpose: AR SP to route CMP reports for review and correction prior to
submission to CS.

STEP 1. AR SP - Monthly — Route CMP for review.

A. AR Payment Processor (PP) will create a ServiceNow (SN) case/task
per center once all respective reports have been completed.

B. The SN task will be routed to center backup for review and correction.

C. Once center backup has completed review, the SN task will be routed
to AR AM to complete reports and route for review.

D. Once reports have been completed, the SN task will be routed to
center backup for review and correction.

E. When review is completed, the SN task will be routed to AR Supervisor
for review.

F. The AR Supervisor will review and enter “Reviewed” in the “Add
Comments” box in the CMP Agency Tool.

G. Once AR Supervisor has completed review, the SN task will be routed
to AR CS for review.
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CS CMP CONTROL ACTIVITY REVIEW

Review CMP Control Activity Documentation and Prepare Packages for
Further Approval

Purpose: CS receive CMP documentation from AR SP for final review, and
forward to appropriate person for final review, approval, and signature.

STEP 1. AR CS — Monthly (Control Activity) — Review CMP Activity —
Control Activity

A. Receive notification via SNOW Task from SP and review CMP
documentation using Agency Tool for each CMP Activity completed.

1. Review all documentation for each CMP activity for accuracy
and completeness. See Appendix M for reporting ServiceNow
Quality Errors that are found in the review process.

2. Navigate to Agency CMP Tool website - https://cmp.nasa.gov.

3. In left windowpane under “Center Select”, use drop-down menu
to select assigned center to be reviewed.

4. Ensure reporting period and center is correct.

5. Click on CMP Chapter and select Control Activity being
reviewed.

6. Ensure “Preparer Signature” has a green checkmark.
7. Click on “Attachments” on the right pane to review attachments

8. Ensure correct CMP is attached by verifying center and month.

9. Validate noted variances are accurate and documentation
completely supports all variances.

10.Validate that all calculations on documentation are accurate.
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11.Ensure all documentation has been reviewed and approved by
SP Supervisor by selecting “Activity Log” in the right pane.

12. Ensure review of the Activity status for each threshold, if
applicable (i.e., CMP 2d.4a, 2d.4b, and 2d.4c).

13.Ensure exceptions are completed in the Description of
Exceptions portion of the Agency Tool — right pane “Control
Activity Certification PDF”.

14.Coordinate with AR SP for any needed corrections, additional
documentation, explanations, etc.

15.For each completed CMP activity, select “Add comments”
located in right pane.

16.Enter “Reviewed” and select “Save/Submit”.

17.0nce all assigned centers’ CMPs are reviewed by AR CS,
submit CMP SNOW Task to CS AR Lead for review.

Note: Reference N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\AR Forms and Templates\CMP
Templates L3 for Accounts Receivable Reviewer Checklist.

STEP 2. CS AR LEAD ACCOUNTANT - Monthly (Control Activity) — Receive
CMP Control Activity Documentation for Approval and Signature

A. Final review, approval, and signature of CMP Control Activities.

1. Receive SNOW notification from AR CS that Center CMP
package is ready for final review and approval.

a) Log into the Agency CMP Tool and select the Center and
Control Activity to be reviewed.
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b) Ensure AR CS Review and the SP Supervisor Review is
noted in the Activity Log.

c) Click on “Attachments” to view reports for Control
Activities where the NSSC Tool is used to generate the
report. Click on “View Full Activity Report” to see report
for Control Activities where the Agency CMP Tool is used
to generate the report. Review each report for
completeness and accuracy and to determine whether
there are exceptions.

d) Validate noted exceptions, exception types or other
variances.

e) Validate calculations are accurate.

f) If there are questions, the CMP package is returned to
AR CS Accountant to get explanation or correction from
preparer.

g) If there are no questions, AR Lead clicks the Approval
button in the Approvals/Signature section on right side of
screen.

h) Complete the “NSSC Chief, FMD Review of Accounts
Receivable CMPs” spreadsheet to notate CMP’s with
exceptions. The Chief FSB is notified to sign
spreadsheet.

i) Chief, FSB reviews exceptions, discusses with AR Lead
as necessary, and signs.

j) FSB Chief notifies AR Lead that exception review is
complete via email.
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k) AR Lead or designee updates Case/Task previously sent
to AR by FBWT and notates completion of all CMP’s and
Exception sheet. The task is sent back to FBWT L2.

I) AR Lead sends SNOW tasks for the Center CMP Review
to AR L2 to indicate CMP approval is complete.
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PROCESS - RECAPTURE AUDIT PROCESS

The Recapture Audit is a review of vendor accounts and SAP invoice
documentation to determine if erroneous payments (e.g., duplicate payments,
payments to wrong vendor, etc.) were made to a vendor. The Recapture
Auditors perform this audit by completing two primary activities:

1) Contact certain NASA vendors and request they review their accounts to
determine if they have been erroneously paid (e.g., overpaid via duplicate
payment).

2) ldentify a sample of invoices from SAP, request the NSSC to provide
invoice documentation and review the documentation to identify erroneous
payments. The sample is sent to the NSSC via the NASA Audit Tracking
System (NATS) and NSSC IC forwards this request to NSSC AP. NSSC
AP pulls the appropriate audit documentation and NSSC IC sends back to
the auditors via NATS.

Note: If NSSC AP discovers an erroneous (e.g., duplicate) payment, a bill
of collection will not be generated at this time. For purposes of the
Recapture Audit only, an erroneous payment discovered during the
process outlined in item #2 above is not considered a valid item for
collection until it is approved by the Center CFO.

Once both the information from the NASA vendors and the requested AP invoice
documentation is reviewed, the Recapture Auditors and QAD compile a package
documenting the possible overage. The package is then forwarded to the Center
CFO for concurrence or non-concurrence. The Center forwards the signed
package to OCFO QAD POC. The QAD POC attaches the NSSC Recapture
coversheet (below) to those packages that were approved for collection by the
Center CFO and forwards to the NSSC IC POCs.
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NSSC IC receives a collection package via NATS from OCFO QAD. NSSC IC
documents the collection package in the “Tracking of Recapture credits”
spreadsheet located at N:\Financial Accounting Branch\Audit\Recovery
Audit\Tracking of Recapture Credits.

Company

Amount

Date Received

Sent bo

Resolved Date

Mational Instruments

£1,547.51

2/22/2013

Global Science & Tech

$2B5.23

3/14/2003

Dassault Systems Simulia

£0,888.00

3/14/2013

Mikki Tubbs
Mikki Tubbs

3D Systems Inc

PLB Piezotronics Inc

B57_80 E60.00

$527.97

£2,020.00

A41/2013

5/2/2013

5/6/2013

Lisa Herring

Lisa Herring | 435465
440141
440118

MA

IDR Form created on 3/12/13

IDR Form created on 3/21/13

IDR Form created on 3/21/13

Sent back to Jill on 4/02/13
because it is a purhase card
credit as opposed toa BOC

Lisa Herring

Lisa Herring

INC 1025605 and INC 992512
submitted for this collection
package

The following actions are taken:

NSSC IC creates a ServiceNow (SNOW) case (hereafter referred to as “case”)
that includes the collection package, marks it as high priority and forwards to
NSSC AR L3 for processing.

A. NSSC AR L3 reviews the package, forwards a SNOW task (hereafter

referred to as “task”) to NSSC AP L3, requests the package be reviewed

and an IDR form be completed (if required).
B. AP L3 reviews the package and forwards to AP L2 for analysis.

C. AP L2 analyzes the erroneous payment and determines whether a Bill of

Collection (BOC) is required (i.e., the vendor may have sent in a

correction via a subsequent invoice, therefore it would not require a bill

because it has already been “collected”.)
1. If a bill is required, an Invoice Data Requirements (IDR) form
should be created and attached to the task. The IDR should

include “FOR RECAPTURE AUDIT” in the “Explanation of Debt”
section and should include the appropriate indicator for Recapture
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o

T o

Audit.

2. If abill is not required (i.e., a credit was issued by vendor on
subsequent invoice), AP L2 will update the notes of the task by
documenting the subsequent invoice where the correction was
made and attach a copy of it to the task.

3. NSSC AP L2 sends to NSSC AP L3.

NSSC AP L3 reviews and sends the task to NSSC AR L2.
NSSC AR L2 receives the task and performs the following:

1. If a bill is required - creates a Bill of Collection in SAP and sends
the bill to the vendor/customer. Updates the AR Improper
Payments Audit.xls spreadsheet with new receivable.

2. If a bill is not required because the amount has already been
credited through the AP invoice process, the AR Improper Payment
Audit.xIs spreadsheet is updated with the credited invoice
information.

NSSC AR L2 forwards the task to AR L3 for validation of the spreadsheet.

. NSSC AR L3 forwards the task to NSSC IC.

NSSC IC updates the IC “Tracking of Recapture credits” spreadsheet and
resolves the task and closes the case.
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Monthly Recapture Tracking Actions:

NSSC AR L2 updates the Improper Payments Audit.xls spreadsheet monthly to
reflect those bills and/or collections processed each month related to the
Recapture Audit. If there were no changes during that month, a file for that
month is still created. The following process is followed and tracked via a
ServiceNow case:

A.

AR L2 updates the spreadsheet, creates a case, marks it High Priority
and forwards it to AR L3 for review.

B. AR L3 validates the spreadsheet and forwards the task to AP L3.
C.
D. AP L2 analyzes the spreadsheet and determines whether a collection has

AP L3 reviews the spreadsheet and forwards to AP L2 for analysis.

been received via invoice credit.

1. If collection has been received via invoice credit, AP L2 makes a
note in the log indicating which bills received a credit, attaches
backup documentation to the task and forwards to AP L3 for
validation.

a) AP L3 sends the task to AR L2 for spreadsheet update.
b) Once update is complete, the spreadsheet is attached to the
task and forwarded to AR L3.

2. If no collection has been received via invoice credit, AP L2 updates
the task noting that there are no credits and returns to AP L3.

AP L3 reviews the results and forwards to AR L3.
AR L3 validates and forwards task to NSSC IC.

. IC reviews spreadsheet, ensures clarity, forwards to OCFO QAD and

resolves the task and closes the case.

Note: Rescissions of Bills of Collection related to recapture audit will only
originate from the QAD POC. Notification of these rescissions will route
from NSSC FBWT/IC to NSSC AR L3.
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RECAPTURE AUDIT DATA COLLECTION SPREADSHEET

This spreadsheet is to assist OCFO QAD and the centers to identify
overpayments and collections on overpayments made to vendors /

employees. This spreadsheet will be provided to all centers annually. OCFO
QAD will initiate this process annually through NSSC Internal Controls by
requesting the NSSC pull the data for the previous fiscal year. NSSC AR will
need to meet with OCFO QAD to discuss any data changes that may impact the
macro code.

STEP 1 - Macro Instructions
A. Open SAP in bReady.
B. Open Microsoft Excel.

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  Develop:

=) =) Fom

[ [E ! £t

= | 48 = = ‘ Bg
Monthly = SSC Billing SSC Create TROR Day To Day DOITO SAP

Billing Compare Billing Packages | Reports | Postings Launcher | RECON Launcher JAudit Launche|
Billing TROR | Day To Day Postings | DOITO SAP RECON

VIEW  ACROBAT  CMP

ZEPY Quarterly
Analysis Launcher
Recapture Audif | ZEPY QUARTERLY ANALYSIS

C.Go to “Accounts Receivable” tab and select “Recapture Audit Launcher”
from ribbon.
Note: To download “Accounts Receivable” tab with the “Recapture Audit
Launcher,” go to the path below and select “AR-Billing.xlam”:
N:\FM Division\Accounts Payable_Accounts Receivable\Macros

Recapture Audit Selection @
Fiscal Year
2017 | i I
OK

Note: The macro will default to the current fiscal year, however, you can select
the fiscal year desired from the drop-down box.

D. Click the “OK” button.

1. The following files are saved to the path below:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Audits\Non-Recapture Activities
a) FBL5N_FY20##.xIsx
b) LOCI_FY20##.xIsx
c) TRANS_REG_FY20##.xls
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d) FY20## Recapture Audit Data Collection Sheet.xlsx
= This is the final spreadsheet that is provided to the centers.

STEP 2 - Manual Instructions (to be completed if STEP 1 is unavailable)

Run Federal Transaction Register (SAP T-Code: FMFG_E_TRANS_REG)

Federal Transaction Register
& o [i] 5[4 active @7

| General
Company Code NASA to
Fiscal Year 2017 to
Posting period o) to
Posting Date L | to
Document Date . to
Ref. document number - to
Entry Date [ ] to
Time of Entry 00:00:00 to
User name 3| Gs* E

| Specific Options
Funds application to
Fund - to
Funds Center to
Funded Program to
Functional Area to
Business Area 10 to
Profit Center T to
Account Number 1310.0000 | to

| Option
|/|Show by Original Document
[/|Fil Text Descriptions
[ |Use Secondary Derivation

| Reporting
Layout

= £
=l
E5 o
- | ]
i=d
]
fud
00:00:00 =2
=]
i=d
]
fud
g
e 3
- Ed
1310.3000 i

A. Federal Transaction Register (SAP T-Code: FMFG_E_TRANS_REG)

Criteria
1. Company Code = NASA
2. Fiscal Year = Current Fiscal Year
3. Posting Period =1 to 12
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4. User Name = Exclude “GS*”

Select Single Values | Select Ranges p! Exclude Single Values (1) L

i 0.. Single value

|4b nf B

5. Business Area =10 to 76

6. Account Number = 1310.0000 to 1310.3000

7. Option
a) Select “Show by Original Document” radio button.
b) Select “Fill text Descriptions” radio button.

8. Select “Dynamic Selections” icon at top of page.
9. Trading Partner = NONFED
10.Document Type = DR, DG, DX and DW

Select Single Values (4) | Sele]

0..|5..

11.Customer: Exclude Budget & Accounting Division (BAD)

Customers listed below:

a) 1784, 1785, 1816, 1817, 1818, 1819, 1820, 1821, 1822,
1823, 3578, 3586, 3587, 3589, 3590, 3591, 3592, 3594, 3618,
3619, 4881, 4931, 5102, 5103, 5104, 5105, 5116, 5117, 5297,
5553, 5851, 5852, 5853, 5854, and 5855
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Select Single Values - Select Ranges /Exd.lde Single Values (21) l’_

O.. Single value
| Jazs4
[ Ji7ss
[ Jis1e
[ Jre17
[ Jrets
[ Jis19
[ Jie2o
[ 1821

1 LI

| Dynamic selections

Actual ine item table for US Federal Government.

Trading Partner NONFED|
Document Type ‘DR

User name | Gs*

Customer B 1784 N

to
to
to
to

SE

l b Apply Selected Items “ﬁ Delete Selected Objects “ Single Values Only “ Hide Field Selection IE

12. Save
@

13. Run

14.Select the “Change Layout”

[E- Change Layout

icon.

Displayed Columns. ]’ Sort Order | Fiter | View 'stplay
(R [~ ~]2]=] () [F a1
Displayed Columns Column Set
Column Name = Column Name -
Reference Document = [Customer ] =
Fiscal Year - Debit/Credt Ind. -

Company Code

Posting period

Posting Date

Document Date

Document Number

Fund

Funds Center

Commitment Item

Account Number

Debit Amount ]

Defense Indicator

Definite/Indef Ind
Department partner
Document Number

Document Type
Document Type
Ending Period of Avalabiity
Ending Period of Avalabiity (TP)
a Entity indicator
- Entry Date

g/
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15.Add the following from the “Column Set” to the “Displayed
Columns” layout using the arrow button circled above:

a) Customer

b) Fund center name

c) Text
d) Document Type
e) Trading Partner

16.Move items in “Displayed Columns” so that they appear in the

following order:
a) Fund Center
b) Fund center name

c) Reference Document

d) Fiscal Year

e) Posting period
f) Posting Date
g) Document Date

h) Document Number

i) Document Type
j) Fund

k) Commitment Item
[) Account Number
m) Debit Amount

n) Credit Amount
o) Currency

p) Customer

q) Text

r) Document Type
s) Trading Partner

17.Select “check” button.

18.To Export: List > Export > Local File > Text with Tabs
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Save As

Savein.

| Non-Recaplure Activities

-| @EFEm

<
Recent Places

Deskiop

wewl

Libraries

Computer

@

Name

4

Date modified Type

No items match your search.

Network

File name

Save astype

TRANS_REG_FY2017.xls

'EXCEL Files ("xls)

x ancel

19.Save as “TRANS_REG_FY20##.xls” at the following path:

a) N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Audits\Non-Recapture
Activities

List of Customer Line Items (SAP T-Code: F.21)

(PI [.C' fEL [i] Data Sources

Customer selection
Customer account

Company code

ISR L L
Search help 1D
Search string
@ Search help |

Line Item Selection
Status
(JOpen Items
Open at Key Date

() Cleared Items
Clearing Date
Open at Key Date

() Al Items

Posting Date

lyre
|v|Standard documents
[ |Parked documents
| INoted tems

Further Selections
Master record recon. account
Line item reconciliation acct
Accts recble pledging ind.
Offsetting acct determination

o to 999999 = |
NASEA to 5
(04/18/2017|
to -
[10/01/2016] to 9/30/2017 |
0
1 5
to
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B. List of Customer Line Items (SAP T-Code: F.21) Criteria
1. Customer Account = 0 to 999999
2. Company Code = NASA
3. All items Posting Date = Range of entire Current Fiscal Year

(e.g., 10/01/2016 to 09/30/2017)

4. Type

5. Run

6. Select the “Change Layout”

a) Select “Standard documents” option.

&

i3

icon.

Lnei ! Lne2 |Line3 |

Line 1
Column content
.-C\eanng Document
\Cash discount amount
\Special G/L ind.
‘Amount in doc. curr.
-:Currency
\Amount in local currency
'-Currem_y
fTexts avalable
|Customer
EName 1

Line width

List width

| Hidden fields
Pos. Length &3 L] 1 Col. content Lngth
13 10 - | |Name 2 35 o
14 1e .~ | IName3 35 *
5 2 | Name 4 35
16 20 ] I EName of Accounting Clerk 30
17 5 @ I fNet due date 10
18 20 ] | (Offsett.account type il
19 5 I |Offsetting acct no. 10
20 3 | |One-ine short form of formatt..80
21 10 | One-tme account 8
22 35 | |P.O. Box city 35
- | |P.O. Box Postal Code 10 -
- | |Postal Code 10 -
EERY EX [
[233]
b _conr | B )

Add the following from “Hidden Fields” to the “Line 1” layout
using the arrow button circled above:

a) Customer

b) Name 1

Select “Copy” button. |@ Copy :

To Export: List > Export > Spreadsheet > Excel (In Existing XXL
Format) > Table > Microsoft Excel

10. Save as “LOCI_FY20##.xIsx” at the following path:
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a) N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Audits\Non-Recapture
Activities

Customer Line Item Display (SAP T-Code: FBL5N)

Customer Line Item Display

(% [ )&( [i] Data Sources

Customer selection

Customer account to

*
E@

Company code NASE to

Selection using search help
Search help ID

Search string

=5 Search help

Line item selection
Status
") Open tems
Open at key date 04/18/2017

(")Cleared items

Clearing date to g

Open at key date

(&) Al tems

Posting date 10/01/2016 to 9/30/2017 ,5?
Type

[#|Normal items

[¢¥|Special G/L transactions
[ INoted items

[ IParked items

| IVendor items

List Output
Layout

Maximum number of items

C. Customer Line Item Display (SAP T-Code: FBL5N) Criteria
1. Company Code = NASA
2. All items Posting Date = Range of entire Current Fiscal Year
(e.g., 10/01/2016 to 09/30/2017)
3. Type
a) Select “Normal items”
b) Select “Special G/L transactions”

4. Select “Dynamic Selections” ! Icon at top of page.
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5. Document type = DR, DG, DW and DX

Select Single Values

0./s..
3=
DG

[ |Jow

[ Jox

6. GL Account = 1310.3000 & 1310.0000
Select Single Values (2) ||

0.. Single value
 |1310.3000

| ]1310.0000
]

—

@

7. Run

8. To Export: List > Export > Spreadsheet > Excel (In Existing XXL
Format) > Table > Microsoft Excel

9. Save as “FBL5N_FY20##.xIsx” at the following path:
a) N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Audits\Non-Recapture
Activities

Formatting the Federal Transaction Register

1. Open “TRANS _REG_FY20##.xls” and save as “FY20##
Recapture Audit Data Collection Sheet.xIsx” at the following
path:

a) N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Audits\Non-Recapture
Activities

2. Name the first tab “TRANS_REG_FY20##”

3. Create a 2" tab and name it “Doc_Type_Combined_Data”.
4. Create a 3™ tab and name it “Customer Data”.

5. Create a 4" tab and name it “FBL5N Text”.
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On “Customer Data” tab
6. Go into “LOCI_FY20##.xIsx” and copy columns “M” (Customer)
and “N” (Name 1) and paste into “Customer Data” tab on
“FY2017 Recapture Audit Data Collection Sheet.xIsx”.
7. Column Headers
a) A1 = “Customer Number”
b) B1 = “Customer Name”

On “FBL5N-Text” tab
8. Go into “FBL5N_FY20##.xIsx” and copy data from columns “C”
(DocumentNo) and “H” (Text) and paste into “FBL5N Text” tab

on “FY2017 Recapture Audit Data Collection Sheet.xIsx”.
9. Column Headers
a) A1 = “DocumentNo”
b) B1 = “Text”

10. Select Column A.

PR—
DATA

ertes

LINKS

n

—_— _
nections | 5 [Z|A Clear
k!
Reapply

il Sort Filter

Sort & Filter

Developer REVIEW  VIEW  ACROBA

T Advanced || columns

Textto W

11.Go to Data on Excel Ribbon.
12.Select “Text to Columns”.
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Convert Text to Columns Wizard - Step 1 of 3 ? Y

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type
Choose the file type that best describes your data:
'@‘ Delimited - Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

1 pocumentNo
l 800001094
l 800005000

L] »

[6heocoos3sz <

)

13.Select “Next”.

Convert Text to Columns Wizard - Step 2 of 3 f’] PS
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

Delimiters
Tab

Semicolon |1 Treat consecutive delimiters as one
[] comma .

Text gualifier: | " E

[l space
|:| Other:

Data preview

ocumentNo
800001054
800005000
800005073
800005075
800005332

4 )

[ Cancel I I < Back ] Mext > ] Finish

l

14.Make sure “Tab” is selected as the Delimiter and select “Next”.
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Convert Text to Columns Wizard - Step 3 of 3 7

=%

This screen lets you select each column and set the Data Format.
Column data format
0 General

‘General converts numeric values to numbers, date values to dates, and all
1L Text remaining values to text.

T

[ ! Do not import column (skip)

Destination: | §A31

Data preview

1 »

b
P
[ Cancel l ’ < Back ] Finish

15.Select “Finish”. On “TRANS_REG_FY2017" tab

16.Delete blank column C.
17.Delete “Crcy” column P.
18.Delete blank row 7.

19.Column Headers (and color to highlight each header cell)
Note: You will have to manually enter all yellow and orange cell

header names.
a) A6 = Center (Yellow)

b) B6 = Funds Ctr (Blue)

c) C6 =FC name (Blue)

d) D6 = Ref.Doc (Blue)

e) E6 = Year (Blue)

f) F6 = Period (Blue)

g) G6 = Posting Date (Blue)
h) H6 = Doc.Date (Blue)

i) 16 = Document No (Blue)
j) J6 =D (Blue)

k) K6 = Fund (Blue)

[) L6 =Commtltem (Blue)
m) M6 = Account (Blue)

=}

N6 = Debit (Blue)

06 = Credit (Blue)

P6 = Customer (Blue)
Q6 = Text (Blue)

O

0O T
N— N N
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r)
s)
t)
u)
v)

R6 = Doc Type (Blue)

S6 = Trading Partner (Blue)

T6 = Category Override (Dropdown) (Orange)
U6 = Category (Yellow)

V6 = Debit/Credit (Yellow)

w) W6 = Customer # (Trim) (Yellow)

X)
y)
z)

X6 = Customer Name (Lookup) (Yellow)
Y6 = Include? (Dropdown) (Orange)
Z6 = Contract Type (Dropdown) (Orange)

aa)AA6 = Comments (Orange)

20.Add “Filter” on all column header rows (row 6).

T

Filter

21.Enter Worksheet Header Information below:

a)
b)
c)

d)
e)

B1 = Date Federal Transaction Register was run (today)

C3 = “Federal Transaction Register — Accelerated”

C4 = “Dynamic Selection (Document Types — DG, DR, DW &
DX)”

G2 = Blank (Blue Fill)

G3 = Blank (Yellow Fill)

G4 = Blank (Orange Fill)

H2 = “From SAP”

H3 = “Formula”

H5 = “User Input”

M1 = “Note: Filtered to include 1310.0000 & 1310.3000
transactions only”

M2 = “Note: Filtered to include NONFED Trading Partners only”

22.Update text column with correct text information from “FBL5N Text”

tab.
a)

Overwrite text in Q7 with the following:

=VLOOKUP(I7,'"FBL5N Text'!A:B,2,FALSE)

Copy formula down to all cells in column Q.

23.Enter formulas in columns with a yellow-highlighted column header.

a)

A7
=IF(LEFT(C7,2)<>"HQ",C7,IF(LEFT(K7,3)="I3P","NSSC",IF(LE
FT(K7,3)="NSC","NSSC","HQ")))
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= Copy formula down to all cells in column A.

b) U7
=IF(COUNTIFS(T7,"*")>0,T7,IF(COUNTIFS(Q7,"*PP*")>0,"
Payroll",IF(COUNTIFS(T7,"")>0,T7,IF(COUNTIFS(Q7,"*S
F182*")>0,"Procurement",IF(COUNTIFS(W?7,"3*")>0,"Payr
oll",IF(COUNTIFS(Q7," Travel*")>0,"Travel",IF(COUNTIFS
(Q7,"TA
*>0,"Travel",IF(COUNTIFS(Q7,"*Vendor*)>0,"Procureme
nt",IF(COUNTIFS(Q7,"*AP*")>0,"Procurement",|IF(COUNTI
FS(Q7,"*Vendor*")>0,"Procurement”,IF(COUNTIFS(Q7,"*P
C*")>0,"Procurement”,IF(COUNTIFS(Q7,"*FOIA*")>0,"Proc
urement", IF(COUNTIFS(Q7,"*Contract*™)>0,"Procurement”
JF(COUNTIFS(Q7,"*TA*™)>0,"Travel","" )IN)))N))))

= Copy formula down to all cells in column U.

c) V7
=IF(N7>0,N7,(-1*O7))
= Copy formula down to all cells in column V.

d) W7
=TRIM(P7)
= Copy formula down to all cells in column W.

e) X7
=VLOOKUP(P7,'Customer Data"'A:B,2, FALSE)
= Copy formula down to all cells in column X.

On “Doc_Type_Combined_Data” tab

f

INSERT

? B

PivotTable Becommended Table
PivotTables
Tables

24.Go to “Insert” on the Excel Ribbon and select “PivotTable” icon.
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r

Create PivotTable

EE—)

he data that you want to analyze
@) sflact a table or range
Table/Range:

| Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
(C) New Worksheet
'.é-' Existing Worksheet

Location: | Doc_Type_Combined_Data!$E$28

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

o et ]

25.Select “Browse” icon circled above

to browse to the

“TRANS_REG_FY20##” tab and select all data so that it shows as the

Table/Range.

-

Create PivotTable -

EE—)

Choose the data that you want to analyze

(@) select a table or range

Ta l\ejRange: TRAMNS_REG_FY2017!$A%6:5A4% 3996|

| Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
() New Workshest
@ Existing Worksheet
Location:  Doc_Type_Combined_Data!$A$1
Choose whether you want to analyze multiple tables

D Add this data to the Data Model

[I QK
b )

) ]

26.Click “OK” button.
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PivotTable Fields ™ *

Choose fields to add to
report:
Category Override (Dropdo...
v| Category
¥| Debit/Credit
Customer # (Trim)
Customer Name (Lookup)
¥ Include? (Dropdown)
v| Contract Type (Dropdown)
Comments

MORE TABLES...

-

Drag fields between areas below:

FILTERS COLUMNS
Include? (.. ~ Doc Type
ROWS 2 VALUES

Center ¥ |
Categ.. ¥

Contra.. ¥ | ™

-

Sum of De... ¥

Defer Layout Upda.. UPDATE

The above “PivotTable Fields” will show on the right of the spreadsheet.
27.Drag “Include?” to “Filters” section.
28.Drag “Center,” “Category,” and “Contract Type” to “Rows” section.
29.Drag “Debit/(Credit”)” to “Values” section.
a) If your “value” default to “Count” instead of “Sum,” click arrow
next to “Count of Debit/(Credit” and select “Sum” on the
“‘Summarize Values By” tab and then the “OK” button (see

below).




NSSC

Service Delivery Guide

NSSDG-9200-0009

Revision 12.0

Number

Effective Date:

December 17, 2021

Expiration Date: December 17, 2023

Page 180 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Value Field Settings

L5

Source Mame: Debit/(Credit)

Custom Name: | Sum of Debit/(Credit)

;. Summarize Values By Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize

Mumber Format

oK ]]l Cancel )

PivotTable Fields ™ *

Choose fields to add to

report: had

v Center a
Funds Ctr
FC name
Ref. Doc
Year
Period
Pstng Date
Doc. Date
DocumentNo
D

-

Drag fields between areas below:

T FILTERS Il COLUMNS

Include? (. Doc Type ~

ROWS 2 VALUES
Center ¥ * SumofDe.. ¥

Categ.. ™

Contra.. ™ |+

30.Choose the arrow next to “Include? (Dropdown)”.
31.Select “Field Settings”
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Field Settings

=

Source Name: Include? (Dropdown)

Custom Name:  Include? (Dropdown)

Subtotals & Filters ‘ Layout & Print

Subtotals

'j.-' Automatic
L) Custom

Select one or more functions:

Sum
Count
Average
Max
Min
Product

Filter

|:| Include new items in manual filter

[ oK

Cancel

32.Go to “Subtotals & Filter” tab.

33.Select “None”.

Field Settings

Source Name: Include? (Dropdown)

Custom Name: Include? (Dropdown)

Layout & Print

Subtotals & Filter:

Layout

( 7 ) Show item labels in autline form

jeplay ch group
'é' Show item labels in tabular form

|:| Repeat item labels
|:| Insert blank line after each item label
|:| Show items with no data

Print

[ insert page break after each item

Display labels from the next field in the same column (compact form)

[ oK

Cancel ]

34.Go to “Layout & Print” tab.

35.Select “Show item labels in tabular form” radio button.

36.Click “OK” button.

Page 181 of 365
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PivotTable Fields ~ *

Choose fields to add to
report:

-

v| Center a
Funds Ctr
FC name
Ref. Doc
Year
Period
Pstng Date
Doc. Date
DocumentNo
D -

Drag fields between areas below:

FILTERS COLUMNS
Include? (..B Doc Type ~
ROWS Z VALUES

Center ¥ * SumofDe. ¥
Categ.. ¥

Contra.. ¥ |«

37.Choose the arrow next to “Doc Type”.
38.Select “Field Settings”
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Field Settings

=

Source Name: Doc Type

Custom Name: Doc Type

Subtotals & Filters Layout & Print

Subtotals
'-é-' Automatic
() Nong

@) custom

Select one or more functions:

Sum
Count
Average
Mlax
hin
Product

Filter

D Include new items in manual filter

oo ]

Cancel

39.Go to “Subtotals & Filter” tab.
40.Select “Automatic’.

Field Settings

=X

Source Name: Dot Type

Custom Name:

[r—
otals & Filters. n yout & Print |

Doc Type

Layout

'f' Show item labels in outline form

Display subtotals at the top of each group
l'é' Show item labels in tabular form l

|:| Repeat item labels
|:| Insert blank line after each item label
|:| Show itermns with no data

Print

[ msert page break after each item

Display labels from the next field in the same column (compact form)

Lo ]|

Cancel l

41.Go to “Layout & Print” tab.

42 .Select “Show item labels in tabular form” radio button.

43.Click “OK” button.
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PivotTable Fields ™ *

Choose fields to add to
report:

-

V| Center a
Funds Ctr
FC name
Ref. Doc
Year
Period
Pstng Date
Doc. Date
DocumentMNo
D -

Drag fields between areas below:

FILTERS COLUMNS
Include? (.. ¥ Doc Type ™

ROW! 2 VALUES
Center fv | = SumofDe.. ¥
Categ..fj ™~

Contra vl ~

44 Choge the arrow next to “Center” from “Rows”.

45.Select “Field Settings”
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Field Settings

=X

Source MName: Center

Custom Name: | Center

' Subtotals & Filters !ayout 8 Print

Subtotals

i _ ) Automatic
@) MNone

) Custom

Select one or more functions:

Sum -
Count

Average

Max

hin

Product .

Filter

D Include new items in manual filter

J |

[ oK Cancel

)

46.Go to “Subtotals & Filter” tab.
47. Select “None”.

Field Settings

==

Source Mame: Center

Center

| Layout & Print I

Custom Name:

Subtotals & Filter

Layout
't | Show item labels in outline form

Display labels from the next field in the same column (compact form)

'6-‘ Show jtemn labels in tabular form

each group

D Repeat item labels
D Insert blank line after each item label
D Show items with no data

Print

[ msert page break after each item

] e

)

48.Go to “Layout & Print” tab.

49.Select “Show item labels in tabular form” radio button.

50.Click “OK” button.

51.Repeat steps above for “Category” and “Contract Type.
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Percentage
Fraction
Scientific
Text
Special
Custom

Negative numbers:

e
|| —
| ‘ Alignment | Font | Border | Fill | Protection ‘

Category:

General - Sample

Decimal places: |2 =
Date = P -
Time Symbol: | § |ZI

-$1,234.10
$1,234.10

in a column,

Currency formats are used for general monetary values. Use Accounting formats to align decimal points

52.Highlight total rows.

a) Right click.
b) Select “Format Cells”

c) On “Number” tab, select “Currency” from left.

d) On “Number” tab, select last currency option showing credits in
red and in parentheses from box on right.

e) Click “OK” button.
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Include? (Dropdown) (All) -

Sum of Debit/Credit Column Labels -~

Center ~ | Category Contract Type (Dropdown) DG DR DW DX Grand Total

= AFRC 8 (blank) ($24.00) $2,543.30 ($2,172.21) $347.09
= Payroll (blank) (59,758.13) $12,394.09 52,635.96
= Procurement (blank) ($5,544.00)  (584,063.81) ($118.15) (589,725.96)
= Travel (blank) (53,147.03) $1,204.63 (51,942.40)

= ARC c) {blank) (640,000.00)  $756,105.60  ($6,048.24) $710,057.36
= Payroll (blank) ($11,089.31) $6,475.36  ($12,111.35) ($1,070.30)  ($17,795.60)
= Procurement (blank) $220,721.03  (52,689.97) $218,031.06
< Travel (blank) ($4,255.11) $5,046.62  ($1,412.74) ($621.23)

=GRC =) {blank) $197.53 $4,255.35 $825.54  (52,179.39) $3,099.03
= Payroll (blank) ($8,977.48)  $10,528.53  ($9,225.14) ($7,674.09)
= Procurement (blank) $52,624.58 (551,760.43) 5864.15
o Travel (blank) ($10,960.54)  $10,550.50 ($898.85) ($1,308.89)

=GSFC =] (blank) (5438.33) (52,289.84) $670,296.93  ($2,385.14)  $665,183.62
= Payroll {blank) (626,594.87)  $31,556.22  (51,133.61) $3,827.74
=/ Procurement (blank) ($1,132,141.89)  $496,092.23 (510,807.03) ($222.24) (5647,078.93)
= Travel {blank) (610,401.78)  $13,972.93 (6170.17) $3,400.98

—“HQ 8 (blank) ($617.91)  $28,136.50  ($2,982.96) ($2,389.27)  $22,146.36
= Payroll {blank) ($6,667.38)  $18,735.66  (51,646.29) $10,421.99
= Procurement (blank) $1,334.78 51,334.78
= Travel {blank) (623,119.35)  $30,054.53 (534.21) $6,900.97

=JsC 8 (blank) ($634.53)  $39,774.43 ($10,368.65) ($2,516.38)  $26,254.87

53.Save spreadsheet and close.

STEP 3. Validate Recapture Spreadsheet

A. Ensure the text field data is complete and correct.

B. Validate that the filter works.

C. Validate that you can highlight an entire row.
D. Validate Doc_Type Combined_Data tab is populating correctly
when updates are made in the Trans_Reg_FY2018 tab (i.e.,

Include Y/N field).
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PROCESS - ZEPY DEBT QUARTERLY ANALYSIS PROCESS

The purpose of this instruction is to outline the steps for Quarterly Analysis of
Aging ZEPY (Employee debt). This instruction will assist in analyzing and
monitoring Center Employee debt to determine if DOI is appropriately collecting
debts on active employees.

STEP 1. AR Account Maintainer/Payment Processor - Run SAP Aging Report
A. Login to SAP.
B. Open Excel.
C. Use the ZEPY Quarterly Analysis Launcher Macro Tab
1. Choose the Center from the Dropdown Menu.
2. Choose the Quarter from the Dropdown Menu.
3. Choose the Fiscal Year from the Dropdown Menu.
4. Click “OK”.

ZEPY QUARTERLY ANALYSIS

4TH QUARTER -~

D. Once the Marco has finished running the report, name the file
and save to N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Debt Management\ZEPY
Quarterly Analysis\FY20XX\Quarter X.

Note: If macro is unavailable, run the SAP report manually using the
process in Steps D through | below.

E. Run report manually using Transaction code ZCF_ARAGING
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afhor each Center.

* ¥¥ VF11 - Cancel Biling Document
* 37 SQO01 - SAP Query: Maintain queries
* 31 GRS55 - Execute Report Group
* ¥¢ ZFI_INTRAGOV - Intra-gov Trading Partner Rpt
* 3¢ ME33K - Display Contract
* ¥ ME23N - Display Purchase Order
+ 37 ZCF_ARAGING - AR AGING
- 3y ZFL_AGING1310 - AR 1310 Account Aging
SAP Menu

F. Input the following information:
1. “Account Group/Range” — ZEPY.
2. “Business Area” — applicable Center (e.g., 24).
3. “Through Accounting Period” - XX (e.g., 05).
4. “Fiscal year” — YYYY (e.g., 2015).

Accounts Receivable Aging by Periods

® o

Data Selection
Account Group/Range ﬁ to ]
Business Area(s) 24 fo ]
Customer Number to
Document Number to

G/L Account/Range

Through Accounting Period 7
Fiscal Year 2018

[ |View for TROR

G. Click Execute (clock with the green check) to process report.
® |

H. Once the report is issued, on toolbar click List.

|. Hover over Export; select Spreadsheet; Click continue (green
check) through filter information; select Table and click continue
then continue again through Microsoft excel.
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STEP 2.

STEP 3.

1. Name the file and save to N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Debt
Management\ZEPY Quarterly Analysis\FY20XX\Quarter X.
J. Once you have run and saved the aging reports for your Centers,
log out of SAP.

AR Account Maintainer/Payment Processor - Format the ZEPY
Report (it is helpful to refer to the previous quarter’s report)

A. Hide the following columns:
1. Column E (Custmr Typ).
2. Column F (Reim).
3. Column | (Refrd Debt).
4. Columns P through W (Days and Years Delinquent).
B. Add a new column after Column Y (Debt ID).
1. Name this new column (Column Z) Review Comments.
C. Format to show one employee debt by grouping the debts together.
1. If an employee has more than one debt, select all of the rows
under the first debt entry row (e.g., If rows 2 thru 10 list Jon Doe’s
debts, click Row’s 3 thru 10 to select all rows but the first debt
entry).
2. Once all rows (except the first debt entry row) has been
highlighted, select the Data tab.

a) Click the Group button.
b) This will add a subtraction button on the left-hand side of the
spreadsheet.
c) Click the subtraction button to hide the other debt entries.
D. Add columns for AR L2 Supervisor Review and AR L3 Review
1. Merge columns for each customer

AR Account Maintainer/Payment Processor - Research in Federal
Personnel/Payroll System (FPPS) for debts to establish whether
employee is still in an active status

A. Log into FPPS (https://webfpps.ibc.doi.gov/FPPS-xhtml.html).
B. Click Acknowledge.
C. Click FPPS Production.
D. Access the Pay Detail (PDVW) screen.
1. Type PDVW in the FPPS field.
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a. Click “Go”.

Or
2. Hover over the “Employee & Position Views” tab

a. Select Pay Detail (PDVW) screen. Click “Ok”.

E. Once that screen appears, click the radio button next to Last
Name.

F. In the Last Name field, enter the employee’s Last Name.

Note: If unable to locate employee by name (due to name
change, etc.), locate the employee’s SSN in the SAP customer
file and enter the SSN in FPPS rather than the employee’s Last
Name.

G. In the Processing Pay Period field, enter the most recent pay
period (e.g., for Pay Period 20 in FY 2016 the entry would be
1620).

H. Check the box next to “Time and Attendance”.

l. Click Ok.

J. In the Name/SSN Search pop-up box, input the following:

1. Department =NN.
2. Bureau = the applicable Business Area (e.g., 64 for
Stennis).
3. Click “Ok”.
K. A list of employees with that last name from that Center will
appear.
1. Select the radio button next to the correct name.
2. Click “Ok”.

L. Once you have the correct employee, look at their current Pay
Calculate Detail to see if they were paid.

1. View the Pay Code to determine what the employee time
is coded to (e.g., 010 equals Regular Time and 020
equals Annual Leave)

2. To see what a Pay Code represents, enter TBLS in the
FPPS Command field (located in the upper right of the
screen).

a) Click “Go”.
b) In the Start List From: field, type Pay Code.

i. Click “Ok”.
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c) In the box next to Pay Code, type X.
i. Click “Ok”.

d) In the “Start List From”: Code field enter the
unknown code (e.g., 050).

i. Click “Ok”.
e) View the description of that code to determine the
code on the timesheet (e.g., 050 has a Holiday-

Not Worked description).
f) Go back to the PDVW command as necessary.

3. To get out of the Pay Detail screen, click “Cancel”.
M. To see if any deductions were taken from an employee’s pay,
select the Pay Calculate Detail box under the PDVW command.
1. Click the “Ok” button to scroll through the screens.
2. Under Current “Deductions/Wages/Government Additives,
look for Pay Codes 61B or 61C (annotates debt recovery
deductions).

Note: The FBL5N screen can also be used to determine if
collections have occurred within the last few pay periods.
Remember that SAP might not have the most recent pay period
information for that customer and FPPS has the most current, up-
to-date information.

’ 1]

N. To see the employee’s “official” work status, access the “Track
SF52/SF50 (TRAC)” screen.
1. Type TRAC in the FPPS field.

a) Click “Go”.
Or
b) Hover over the “Employee & Position Views” tab

i. Select “Track SF52/SF50 (TRAC)".
2. Under Track List Types — SF52 Types: check the box next
to “Separated”.
3. Click the radio button next to “SSN”.

a) Enter the SSN for the applicable employee.
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b) If the employee’s SSN was last entered under the
PDVW or TRAC commands, it can be recalled.
c) At the bottom of the page, click the “RSSN” tab
(SSN Previous Command) or “PLST” tab (Last 10
SSN’s).
4. A list of HR actions (SF50/52) processed for that
employee will appear.

Note: In FPPS, actions are listed from most recent to oldest.

5. Review actions to determine whether the employee is
active, separated, in an LWOP status, and/or Returned to
duty (RTD).

a) The effective date (start date) of the actions are
listed next to the action.
i. To see any estimated not-to-exceed dates
(LWOP completion date), view the action.
b) To view any information/notes on this action, type
V in the field next to that action.
i. Click “Ok”
c) In the pop-up box, check the box next to Select All
Screens.
i. Click “Ok”
d) Continue to click the “Ok” button to view any
necessary information (e.g., not-to-exceed date of
the action).

Note: Notate any helpful information on spreadsheet under the
Comments column.

Note: Student Trainee’s with a career or career-conditional
appointment, participating in the Student Career Experience Programs
(5 CFR 213.3202(b)) can elect by law to continue health benefit
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enrollment during periods of leave without pay status.

'./ 5. lelect to have payroll deductions after my return to work or upon pay becoming sufficient to cover the premium
Payroll Operations will deduct, in addition 1o the current pay period’s premium, an amount equal 10 one pay period's
health benefit premium. This payroll deduction will continue until the debt is recovered in full. 1 further agree that i
| do not return to work or that the debt cannot be recavered in full, the debt will be recovered from whatever other

source 15 available for recovery of a debt owed 1o the United States

STEP 4. AR Account Maintainer/Payment Processor - ZEPY Customer

review/Analysis of Data.

The goal of this analysis is to monitor collection of debt from current
NASA employees and to ensure that for those employees who have
separated that the debt has been transferred from DOI to NASA,
removed as a ZEPY customer and established as a ZCOM customer in
SAP. This analysis is due by COB of the last business day of the
month following quarter end.

A. Gather, analyze, and notate all information collected for each
employee.
B. Inquire on the status of the debts via e-mail to the Department of
Interior (DOI) as necessary
1. Interior Business Center (IBC), Debt Management Branch

C. Below are some examples of Employee status (There may be
additional statuses not shown below):
1. Active Employee — COOP
Active Employee — LWOP USA
Active Employee — LWOP Other
Active Employee — Waiver Request
Active Employee — Collecting
Separated Employee
7. Deceased Employee

ok LD

D. The following are a few examples where DOl may need to be
contacted:

1. If employees are in an active status but debts are not
being collected against.

2. If employees are no longer with NASA and a transferred
debt has not been received after two Pay Periods.
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3. If older debts are not being collected first before more
recent debts. Notate any emails sent and received in a
new tab within the ZEPY Spreadsheet.

E. Additional Helpful Information Areas
1. SAP transaction code FBL5N can be used to review the
employee’s record of debts.

a) Doc Type-DR are debts.

b) Doc Type- DG are collections that have been
received (the text field will include the pay period
of the payment).

2. FPPS DataMart reports

a) Located on the shared drive in the Debt
Management folder
N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\Debt
Management

i. Biweekly DataMart Postings folder which
are auto posted biweekly by NSSC AR L2
into SAP.

ii. Monthly SAP to DOI Reconciliation Folder
which has Center folders with saved DOI
reports. These contain the files and reports
from DOl related to
debts/payments/cancellations, etc.

STEP 5. AR SP - Account Maintainer/Payment Processor — Route for review.
A. Create ServiceNow (SNOW) case/task when analysis is
completed with the following fields.
Category- AR
Subcategory- AR
Assignment group- FM-AR L2
Assign case to self
Short description/ work notes- # quarter ZEPY Analysis for
BA complete/ ready for review
Save
7. Assign task to AR supervisor
B. Route the task to AR L2 Supervisor.
C. AR L2 Supervisor will review and initial spreadsheet.

abowbd-~

o



NSSC NSSDG-9200-0009 Revision 12.0

] . . Number
Service De“very Guide Effective Date: December 17, 2021

Expiration Date: December 17, 2023

Page 196 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

D. AR L2 Supervisor will route task to AR L3 for final review.

STEP 6. AR CS Accountant — Review the analysis for accuracy and quality.
A. Review the following items:

1. Review if the comments align with the Employee Status
legend.

a) Add a CS Note column at the end of the last column.

b) Annotate CS concurrence on the CS column.

c) Annotate, if necessary, when further research is
required.

2. Ensure Pll (SSN) column is hidden.

3. Review (if necessary) if DOI has been contacted for debts not
transferred or for payments not being collected from Active
employee.

a) Review the FPPS DataMart reports according to the
affected Fiscal Year and Center:
N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Debt Management
b) Validate collection and annotate in the CS notes if
additional research/action is needed.

4. Review SAP to validate collection history coincides with
employee status (e.g., active employee should show regular
collections).

a) Execute FBLSN in SAP for validation.

B. Route Task back to AR L2 once review is complete.

STEP 7. AR Account Maintainer/Payment Processor — Follow up on any
questions from AR CS and save final version of analysis.
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PROCESS - 1010/5993 MONTHLY ACCOUNT RECONCILIATION

The purpose of this reconciliation is to ensure that cash postings to a NON-fund
have the appropriate offset account. The offset account is posted manually via a
second part JV posting; therefore, a reconciliation is necessary. This
reconciliation is performed by AR CS on billing day each month.

STEP 1. AR CS - Run and format report

A. Enter transaction code FMFG_E_TRANS_REG in the transaction code
field.
k Enter.

: e

nnnnnn

The foIIowinggc‘re_én is displayed:
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C. Enter thé IE—is‘cé_I. Year.
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D. Enter the Posting periods 1-current period being analyzed.
E. Delete “10” from the Funds Center block
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F. Select the multiple selection icon on the right hand side of the Fund

fields.

ProgiamEGt Golo System _Help.

s

@ 2 0 ¢c6e CHE B6hs BE @8

Federal Transaction Register

=) © 9)
12615 o E
[1] o [ 9 )|
to B2
1 E
16 B
1 =
160:00:00| 1 09:00:00)] =)
o
® %
0 | [2)
o E
o | [5]
] w [ E
to E
) I
Opion
" O show by Original Document
il Text Descriptions
[0 Use Secondary Derivation
Reporting
’:um. —

P01 (1)(600) B[ namspota0s [Ns [ - [/

e W e

The following screen will appear:

I = muttiple Selection for Fund

Select Single Values (2)

E Single value
| € N
i =
| ]
[ (][]
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G. Enter NON3220, NON3200, NON1435 and NON1099.

I = muttipie Selection for Fund

Select Single Values (2) SelectRanges | Exclude Single Values | Exclude Ranges

0..|Single value |
| |nonaz20 ]
| |non143s

| |non1oag

- []
_ ]
LDl (D]

@ v oo ]

H. Click the copy icon.

|. Enter applicable Business Area
|I:thngarr Ecit G Sictem Help EEW

) 1 D) R e

Federal Transaction Register
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s o
B o
| v 9
T
b
—1 5 ]
o
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Funa w5
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o
o
o
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J. Click on the arrow (multiple selection) on the right-hand side of the

Account Number fields.

=
| Pregram Ecit Geto Sictem Help.

e tliBieee QR 9000 HEISR

m@zw

Federal Transaction Register

i
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[gs|z|s |5 |5
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The following field screen is displayed.

IE?MuItipIe Selection for Account Number

Select Single Values SelectRanges | Exclude Single Values | Exclude Ranges

E Zingle value
| € N
] B
_ [+]
[J[]] |[4][]
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K. Click on the Select Ranges Tab.
IE:'MuItiple Selection for Account Number

Select Single Values Select Ranges i m| Exclude Ranges

e

1Single value

=]

L
@

[

1]

[]] [

L. Enter the following ranges: 1010.0000-1010.9999 and 5993.0000-
5993.9999.

IE?MuItipIe Selection for Account Mumber

Select Ranges Exclude Single Values i Exclude Ranges
0.|Loweriimit Jupperiimit |
| |1010.0000 |1010.9999 C— :
| |5993.0000 5993.9999|
- 4]
L (~]
[l 4[]

M. Click on the copy icon.
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The following screen will appear:
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N. Ensure that the “Show by Original Document” box under Option is

unchecked as seen above.

O. Click the execute icon.
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The following screen will appear:

=
[t £ _cun vews_somms_ssom i

le T sliBiece BRE S044 BE @B

Federal Transaction Register

Sl

=B

Federal Transaction Register - Accelerated

Ret Document 1" Year| CoCa | Pertod | Posting Dte [ Doc. Date | Documenthio | Fund ] Funds G| Cmmtem|Account = Debi]= _Crea| crey |
T100017395-1 57 2015 WASA —waz (5]
T 10082014 | 10062014 [ 20004 NON3220 |72J5C [NOWR (50930000 | 8642 uso
01000176031 7 - 20 uso
11077201 | 10082014 [A000TTE0TT| NON3Z20 [72SC [NONR 59930000 | 24250 uso
1000324851 7 - 185285 uso
110072014 | 100772014 [H0003248EIT| NON3Z20 [720SC [NONR 59930000 | 185285 uso
1000347801 7 - 18086 uso
1 10142014 1011422014 | 100034780 NON3220  72-JSC | NONR 5993.0000 180.96 usD
100037631 P uso
110272014 102422014 | 100035763 NON3220 | 72-JSC |NONR 5993.0000 19.91 usD
1000387641 B uso
1101272014 1022412014 | 100035764 NON3220  72-JSC | NONR 5993.0000 19.26 usD
010003808711 . 28600 uso
T 10R2201 | 102172014 400038081 NON3Z20 [72SC [NONR 69930000 | 26600 Uso
01001889951 7 . 18800 uso
2[1ii62014 11042014 |00188096 | NONG220 |72:06C [NONR  [6993,0000 | 18800 Uso
01001524801 - 30000 uso
21122014 |11/22014 |H00162480) | NONG220 |7205C |[NONR  [5983.0000 | 300,00 Uso
1001949541 -z uso
2[1iR4R014 | 11722014 | 00404064 NONG2Z0 |72:06C [NONR  [59930000 | 2412 Uso
1001954761 . w20 uso
2[1iMoR014 | 11052014 |A00498476) | NONG220 |7205C [NONR  [5993.0000 | 24250 i)
01001956091 7 - 240250 Uso
2[11202014 | 11052014 |400498600 | NON3220 | 725G |NORR |69930000 2250 [USD
01001956101 7 - 20 uso
211202014 | 11052014  |100195610 NON3220  72-JSC  |NONR 5993.0000 24250 usD
01001960701 7 - 25545 uso
2[ 132014 111132014 [A00I90707 T NONG2Z0 |72:0SC [NONR  [5993,0000 | 25545 uso
1002798161 7 + 830881 uso
3[12iti2014 | 1207201 |A00ZZ9BHEI NONG220 |72:0SC [NONR  [5993.0000 | 830861 uso
1002670251 7 3140 uso
3 120042014 | 120022014 | 100287025 NON3220  72-JSC | NONR 5993.0000 313.10 usD
00267331 2310 uso
3 120052014 | 120042014 | 100287334 NON3220 | 72-JSC |NONR 5993.0000 263.10 usD
01002876531 - 220 uso
3 12312014 | 120082014 | 100287653 NON3220  72-JSC | NONR 5993.0000 24250 usD
oi00287658 1 7 . 140 uso
3 12312014 | 127232014 | 100287658 NON3220 | 72-JSC |NONR 5993.0000 75.40 usD
1002876541 + 655736 uso
3[f202014 | 121t22014 | 00287664 | NONG220 |72:05C [NONR  [5993.0000 | 655736 Uso
01002999891 7 + Tastiss uso
40132015 | 12312014 | 0029908811 NONG220 [72:06C [ NONR [6993,0000 | 745198 Uso

P01 (1) (600) B nomspota0a [INs | - [/
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P. Click the change layout icon.

=
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Federal Transaction Register - Accelerated

Ref. Document |~ Year| cocd | Period| Posting Date [ Doc. Date | Documentiio [ Fund ] Funas ctr| cmmt item| Account il Debit]z  credit| crey |
0100017395-1 7 2015 MASA - 8642 usD
1[10/06/2014 [ 10/06/2014 | 100017365 NON3220 | 72-JSC | NONR 59930000 86.42 usD
01000176031 7 - 24250 usD
1[10/17/2014 [ 10/08/2014 | 100017603 NON3220  [72-JSC | NONR 59930000 242 50 usD
0100032485-1 7 = 1,852.85 usD
1[10/07/2014 [ 10/07/2014 | 100032485 NON3220 | 72-JSC | NONR 59930000 1,852.85 usD
0100034780-1 7 - 18086 usD
1[10/14/2014 [ 10/14/2014 | 100034780 NON3220  [72-JSC | NONR 59930000 180.96 usD
0100035763-1 7 = 1981 usD
1[10/27/2014 [ 10/24/2014 | 100035763 NON3220 | 72-JSC | NONR 59930000 19.91 usD
0100035764-1 T = 1926 usD
1[10/27/2014 | 10/24/2014 | 100035764 NON3220  |72-JSC | NONR 59930000 1926 usD
0100038081-1 T3 - 286.00 usD
1 [10/22/2014 [ 10/21/2014 | 1000360681 NON3220  [72-JSC | NONR 58930000 286.00 usD
0100188996-1 7 - 1s88.00 usD
2 11/06/2014 [ 11/04/2014 | 100188996 NON3220 [72-JSC | NONR 58930000 188.00 usD
0100192480-1 7 - 30000 usD
2[11/12/2014 [1142/2014 | 100192480 NON3220  [72-JSC | NONR 58930000 300.00 usD
0100194964-1 T3 - 2432 usD
2 11/24/2014 [ 11/22/2014 | 100194964 NON3220 [72-JSG | NONR 59930000 2412 usD
0100195476-1 7 - 24250 usD
2[11/19/2014 [ 11/05/2014 | 100195476 NON3220 [72-JSG | NONR 59930000 24250 usD
0100195609-1 7 - 24250 USD
2 11/20/2014 [ 11/05/2014 | 100195609 NON3220  [72-JSC | NONR 53930000 24250 |USD
0100195610-1 7 - 24250 usD
2 11/20/2014 [ 11/05/2014 | 100195610 NON3220 [72-JSC | NONR 59930000 242 50 usD
0100196070-1 7 - 25545 usD
2 11/13/2014 [11/13/2014 | 100196070 NON3220 [72-JSC | NONR 5893 0000 255 45 usD
0100279818-1 7 = 8,308.61 usD
3[12/11/2014 [ 12/01/2014 | 100279818 NON3220 | 72-JSC | NONR 5893 0000 8,308 61 usD
0100287025-1 7 = 31310 usD
3[12/04/2014 | 12/02/2014 | 100287025 NON3220 [72-JSC | NONR 5893 0000 31310 usD
0100287334-1 7 = 26310 usD
3[12/05/2014 | 12/04/2014 | 100287334 NON3220 | 72-JSC | NONR 59930000 26310 usD
0100287653-1 7 = 24250 usD
3[12/31/2014 | 12/08/2014 | 100287653 NON3220 [72-JSC | NONR 59930000 242 50 usD
0100287658-1 7 = 7540 usoD
3[12/21/2014 [ 12/23/2014 | 100287658 NOMN3220  [72-JSC | NONR £993.0000 75.40 usD
0100287664-1 7 = 6,557.36 usD
312312014 [ 12/12/2014 | 100287664 NON3220 | 72-JSC | NONR 59930000 6,557.36 usD
0100299988-1 7 - 7,451.88 usD
401/13/2015 | 12/31/2014 | 100200088 NON3220 | 72-JSC | NONR 59930000 7,451.98 usD
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Ref Ducument - Year| Coca ] Period] Pesting Date | 003 Date

[Coamentio ] Funa

01000173951 77 2015 NASA
01000176031 7
01000324851 7
01000347801 7
01000357631 7
01000357641 7
0100038081 7
01001889961 7
01001924801 7
01001949641 7
01001954761 7
0100195609-1 7
01001956101 57
01001960701 7
01002798181 57
01002570251 7
01002873361 7
01002576831 7
01002576881 7
01002876641 7

0100299989-1 7

a

3

a

10062014

AT

10072014

1014218

10212014

10212014

10222014

11062014

12214

11242014

I 1

11202014

1202014

I

1212014

12042014

120852014

12372014

12372014

12372014

0113215

10062014

10082014

1007:2014

10142014

10242014

10242014

102112014

11042014

11122014

11222014

11082014

11052014

11052014

11132014

120112014

12022014

12042014

12082014

12232014

12122014

123112014

100017305

100017603

100032485

100034780

100036763

100035764

100038081

100183996

100192480

100194954

100195476

100195609

100195610

100195070

100279818

100287025

100287334

100287653

100287658

100287664

100299959

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

NON3220

[Funcs o] Gt tem[Account 1= Debite_Greai] orc - Local s
T wa v 2]

72.J5C

7235C

72.J5C

7245C

72.J5C

7245C

72.J5C

7245C

72.35C

7245C

72.J5C

7245C

72.J5C

7245C

72.J5C

7245C

72.J5C

7245C

72.J5C

7245C

72.J5C

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

NONR

5330000 6.2

- 2a250

59330000 24250

- 185285

50930000 | 135285

- 1809

59330000 180.95

1991

5330000 1991

1926

59330000 1926

- 28500

5330000 28600

- 18800

59330000 188.00

- 30000

59330000 300.00

212

59330000 2612

- 2m50

5330000 24250
59330000

- 2m50

5330000 24250

- 25545

59330000 25645

- 830861

50330000 | 8,308.61

- 310

59330000 312.10

- 26300

5330000 26310

- 2a50

59330000 24250

7540

5330000 75.40

- 655736

50330000 | 6557.36

- 745188

50330000 | 7.51.98

- 24250
24250

usp

us -

usD

us -

usp

us -

usp

us -

usp

us -

usp

usD -

usp

us -

usp

us -

usp

us -

usp

us -

usD

us -

usp

us -

usp

usD -

usp

us -

usp

us -

usp

us -

usp

us -

usp

us -

usp

us -

usp

us -

usD

3642
2250
24250

185285

185285
13096
13098

1991
1991
1926
1926
28600
23600
13800
13800
30000
20000
212
2412
2250
24250
24250
24250
2250
24250
25545
25545

330861

330861
31310
31310
25310
25310
24250
24250

7540
7540

657,36

655736

745198

745198

> [P011)(600) B[ ncmsptta04 [Ns [ |7

Tl

T. Click on the Account header to highlight the column.
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Federal Transaction Register - Accelerated

Ret Comument |- Year| Coca ] Petod|Posiing Date | Goc. Dale

01000173951 7 2015 HASA
01000176031 T
01000324851 7
01000347801 7
01000357631 &7
01000357641 7
01000380811 &7
01007889961 7
0100924801 T
0100949641 7
01007954761 7
01007956091 &7
01007956101 &7
01007960701 T
01002788181 T
01002870251 7
01002873341 T
01002876531 &7
01002876561 T
01002876641 T

01002999891 7

1

1

T

100672014

101772014

100772014

101472014

102772014

102772014

102212014

110612014

11212014

1712412014

1012014

112002014

172002014

1372014

121172014

1200472014

1200672014

123172014

123172014

123172014

01312015

062014

oe201s

0072014

0142012

T0p4z012

T0R42012

012014

42012

2201

122014

152014

82014

2014

3201

212014

2022014

2042012

12082014

12p32014

222014

2B1201E

[Decumentio [runc ] Funcs Cir| crm o] Account m

100017365 | NON3z20

100017663 | NON3Z20

100032485 | NON3z20

100034760 | NON3Z20

100035763 | NON3Z20

100035764 | NON3Z20

100038061 | NON3Z20

100188966 | NON3Z20

100192480 | NON3Z20

100194964 | NON3Z20

100105476 | NON3z20

100195609 | NON3Z20

100195610 | NON3Z20

100196070 | NON3Z20

100276818 | NON3Z20

100287025 | NON3Z20

100267334 | NON3Z20

100267663 | NON3Z20

100267668 | NON3Z20

100267664 | NON3Z20

10029966 | NON3Z20

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C [ NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

7205C | NONR

7205C [ NONR

72U5C_|NONR

59930000 8642

24250

50030000 24250

- 165285

50030000 | 185285

. 1809

59930000 18095

.o

59930000 1991

.18

59930000 1926

- 28600

50030000 | 28600

.+ 18500

59930000 18800

© 20000

59930000 20000

- 21

59930000 2412

24250

50030000 | 24250
59930000

. 24250

50030000 | 24250

. 2645

59030000 | 25645

« 8,20861

59030000 | 5,20861
BT

59930000 3310
- 26310

50030000 | 26310
. 4250

59030000 | 24250
. 7540

59930000 7840
6557.35

59030000 | 6.557.36
- 745198

59030000 | 7.45198

UsD

- 24250 USD
26250 |USD

10

LDBIE

U [Pet 1) (600) EI| ramsp01z04 [INS |

7

U. Click on the

B e e

=g
List Edit Goto Views Setlings System Help
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Federal Transaction Register

=)

Federal Transaction Register - Accelerated

Ref Document ‘[~ Year| cocad [ Period| Pasting Date | Dac. Date

| DocumentNa | Funa

| Funas cir] cmmt itemf Account

0100017603-1 7

01000324851 G

01000347801

01000357631

01000357641 "

01000380811

0100188996-1 T

01001924801

0100194964-1 7

0100195476-1 "

01001956091

0100195610-1

0100196070-1

01002798181 7

0100017395-1 .7 2015 NASA

1| 10/06/2014

-

101712014

-

10/07/2014

-

10/14/2014

-

10/27/2014

-

1002772014

-

10/22/2014

N

11/06/2014

N

11H12/2014

5]

11/24/2014

N

11H19/2014

n

112002014

¥

112002014

N

111372014

10/06/2014

10/08/2014

10/07/2014

10/14/2014

1012412014

1012412014

1012112014

11/04/2014

111212014

1112212014

11/05/2014

11/05/2014

11/05/2014

111312014

100017395

100017603

100032485

100034780

100035763

100035764

100038081

100188996

100192480

100194964

100195476

100195609

100195610

100196070

MNON3220

MNOMN3220

MNOMN3220

MNOMN3220

MNOMN3220

MOMN3220

MNON3220

MNOMN3220

MNOMN3220

MNOMN3220

MNOMN3220

MOMN3220

MNON3220

MNOMN3220

The following screen will appear:

T72-U8C

72-J5C

72-J5C

72-J5C

72-J8C

72-08C

T72-U8C

72-J5C

72-15C

72-J8C

72-J8C

72-08C

T72-U8C

72-J5C

NOMR

NONR

NONR

NONR

NOMNR

NOMR

NOMR

NONR

NONR

NOMNR

NOMNR

NOMR

NOMR

NONR

5993 0000

5993.0000

5993.0000

5993.0000

5993.0000

5993 0000

5993 0000

5993.0000

5993.0000

5993.0000

5993.0000

5993 0000

5993 0000

5993.0000

Debit[=  Credit| Crey [= Local crey

- 86.42 SD -  86.42
86.42 usD 86.42

- 24250 USD = 24250
24250 usD 24250

= 1,852.85 USD = 1,852.85
1,852.85 UsD| 185285

- 180.96 USD = 180.96
180.96 usD 180.95

- 1991 USD =  19.91
19.91 usD 19.91

- 19.26 USD -  19.26
19.26 usD 19.26

- 286.00 USD - 286.00
286.00 usD 286.00

- 188.00 USD = 188.00
188.00 usD 188.00

= 300.00 USD = 300.00
300.00 usD 300.00

- 2412 USD = 2412
2412 usD 2412

- 24250 USD - 242,50
24250 usD 24250

- 24250 USD - 242.50-

24250 |USD 24250~

- 24250 USD = 242.50
24250 usD 24250

. 25545 USD = 25545
25545 usD 255.45

- 8,308.61 USD = 8308.61
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Federal Transaction Register - Accelerated
Ref. Document | Year| CoCode | Period| Posting Date [Doc. Date | Documentiie | Fund | Funds Ctr| cmmt item | Account 1= Debit[=  Credit| Crcy [= LCurrl
1010.5100 TP = 11,090.. SD = 11,090..
“1400001180-1 2015 | NASA 2 1112/2014 11/12/2014 1400001180 MNOMN2220 72-18C MNONR 200.00 usD 200.00
1400003049-1 2015 | NASA 1 10/14/2014 101472014 1400003049 MNOMN3220 72-J8C MNONR 180.96 usD 180.96
14000113191 | 2015 | NASA 5 02/10/2015 | 029/2015 | 1400011318 | NON3220 | 72-JSC | NONR 142.50 usD 142,50
“1800002151-1 2015 | NASA 3 12/112014 12/01/2014 1800002151 MNON32220 72-J8C CASH 8,308.61 usD 8,308.61
“1800003159-1 2015 | NASA 2 1118/2014 11/05/2014 1800003159 MNOMN2220 72-18C CASH 242 50 usD 242 50
1800004129-1 2015 | NASA 1 10i17/2014 10/08/2014 1800004129 MNOMN3220 72-J8C CASH 242 50 usD 242 50
18000042491 | 2015 | NASA 3 12/31/2014 | 12/08/2014 | 1800004240 | NON3220 | 72-1SC | CASH 24250 usD 24250
“1800006105-1 2015 | NASA 5 024202015 02/19/2015 1800006105 MNON32220 72-J8C CASH 21876 usD 21876
“1800007362-1 2015 | NASA 5  02i26/2015 02/09/2015 1800007362 MNOMN2220 72-18C CASH 242 50 usD 242 50
1800007492-1 2015 | NASA 6  03/25/2015 03/09/2015 1800007492 MNOMN3220 72-J8C CASH 242 50 usD 242 50
1800007616-1 2015 | NASA 8 05/19/2015 05/05/2015 1800007616 MONZ220 72-J8C CASH 242 50 usD 242 50
“1800008112-1 2015 | NASA 4 0116/2015 01/05/2015 1800008112 MNOMN32220 72-)8C CASH 242 50 usD 242 50
1800011460-1 2015 | NASA 7  04/10/2015 04/06/2015 1800011460 MNOMN3220 72-J8C CASH 242 50 usD 242 50
1010.5215 Tf - 99,751.. = 300.00 USD = 99,451..
“1400004000-1 2015 | NASA 1 10/06/2014 10/06/2014 1400004000 MNON32220 72-J8C MNONR 86.42 usD 86.42
1400009443-1 2015 | NASA 7 04/13/2015 12/03/2013 1400009443 MNOMN2220 72-18C MNONR 200.00 | USD 200.00-
1400009444-1 2015 | NASA 7  04413/2015 12/03/2013 1400009444 MNOMN3220 72-J8C MNONR 240.00 usD 240.00
18000030041 | 2015 | NASA 110/07/2014 | 10/07/2014 | 1800003004 | NON3220 | 72-JSC | CASH 1,852.85 USD| 1,852.85
“18000030329-1 2015 | NASA 1 104222014 10/21/2014 1800003039 MNON32220 72-J8C CASH 286.00 usD 286.00
1800004221-1 2015 | NASA 3 12/04/2014 12/02/2014 1800004221 MNOMN2220 72-18C CASH 31310 usD 21310
1800004228-1 2015 | NASA 3 12/05/2014 12/04/2014 1800004228 MNOMN3220 72-J8C CASH 263.10 usD 263.10
18000043321 | 2015 | NASA 3 12/31/2014 | 12A12/2014 | 1800004332 | NON3220 |72-JSC | CASH 6,557.36 USD| 6,557.36
“1800005200-1 2015 | NASA 2 11/06/2014 11/04/2014 1800005200 MNON32220 72-J8C CASH “188.00 usD 188.00
“1800005258-1 2015 | NASA 2 1113/2014 11132014 1800005258 MNOMN2220 72-18C CASH 25545 usD 25545
1800008100-1 2015 | NASA 4 0114/2015 01/09/2015 1800008100 MNOMN3220 72-J8C CASH 526.20 usD 526.20
18000112371 | 2015 | NASA 5| 02/20/2015 | 02M2/2015 | 1800011237 |NON3220 |72-JSC | CASH 3,000.00 USD | 3,000.00
18000112329-1 2015 | NASA 5 02i20/2015 021712015 1800011239 MNOMN32220 72-)8C CASH 85,191.11 uUsD 8519111
1800011303-1 2015 | NASA 5 | 02i27/2015 02/23/2015 1800011303 MNOMN3220 72-J8C CASH 473 usD 473
18000113471 | 2015 | NASA 6 03/20/2015 | 03M7/2015 | 1800011347 | NON3220 | 72-1SC | CASH 198.00 usD 198.00
“1800011705-1 2015 | NASA 8 0542042015 05/M19/2015 1800011705 MNON2220 72-J8C CASH 789.30 usD 789.30
1010.5225 P = 1,078.64 = 0.32 USD = 1,078.32
1400002105-1 2015 | NASA 1 104272014 10/24/2014 1400002105 MNOMN3220 72-J8C MNONR 19.91 usD 19.91
SAARRARAAE A Anan (RIASA FnmTmnAa | AnmAmnId  LAAARAARAAR | RIANRAAR [ 7A 1ee | RISND Sana Tien ETETS

V. Hide the account details by clicking this icon (do this for each account

subtotal).
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Federal Transaction Register - Accelerated
Ref Document | Year| CoCode | Period| Posting Date | Doc Date | Decumentie | Fund | Funds ctr| cmmt ltem | Account 1= Debit[=  Credit| Crey | Local crey
0105100 = o
101052 o
14000040001 2015 | NASA 1 10/06/2014 | 10/06/2014 | 1400004000 | NON3220 | 72-JSC | NONR 86.42 UsD 8642
14000094431 2015 | NASA 7 | 04/13/2015 | 12/03/2013 | 1400000443 | NON3320 | 72-JSC | NONR 30000  USD 300.00-
14000094441 2015 | MASA 7 | 04/13/2015 | 12/03/2013 | 1400000444 |NON3220 | 72-JSC | NONR 24000 usD 24000
18000030041 2015 | NASA 1 10/07/2014 | 10/07/2014 | 1800003004  NON3220 | 72-1SC | CASH 1,852.85 USD | 1,85285
18000030391 2015 | NASA 1 10/22/2014 | 10/21/2014 | 1800003039  NON3220 | 72-JSC | CASH 286.00 usD 286.00
18000042211 2015 | NASA 3 12/04/2014 | 12/02/2014 | 1800004221  NON3220 | 72-1SG | GASH 31310 usD 31310
1800004228-1 2015 | NASA 3 12/05/2014 | 12/04/2014 | 1800004228  NON3220 | 72-1SC | CASH 26310 usD 26310
18000043321 2015 | NASA 3 12/31/2014 | 12/12/2014 | 1800004332  NON3320 | 72-ISC | CASH 6,557 36 USD | 6,557.36
18000052001 2015 | MASA 2[11/06/2014 | 11/04/2014 | 1800005200 | NON3220 | 72-1SC | CASH 188.00 usD 188.00
1800005258-1 2015 | NASA 5 11/13/2014 | 11/13/2014 | 1800005258 | NON3220 | 72-1SC | CASH 55545 usb 25545
18000081001 2015 | NASA 4 01/14/2015 | 01/09/2015 | 1800008100 | NOMN3220 | 72-JSC | GASH 526.20 usD 526.20
18000112371 2015 | NASA 5 02/20/2015 | 02/12/2015 | 1800011237  NON3220 | 72-JSG__ | GASH 3.000.00 USD  3.000.00
18000112391 2015 | NASA 5 02/20/2015 | 02/17/2015 | 1800011238  NON3220 | 72-1SC | CASH 8519111 USD | 6519111
18000113031 2015 | NASA 5 02/37/2015 | 02/23/2015 | 1800011303 A NON3320 | 72-ISC | CASH 473 usD 473
18000113471 2015 | MASA 6 03/20/2015 | 03/17/2015 | 1800011347 | NON3220 | 72-1SC | CASH 198.00 usD 198.00
18000117051 2015 | NASA 8 05/20/2015 | 05/19/2015 | 1800014705 | NON3220 | 72-1SC | CASH 78530 usD 78930
1010.5225 7~ 1,078.64 -  0.32 USD
1400002105-1 2015 [ NASA 1 10/27/2014 | 10/24/2014 | 1400002105 | NON3220 | 72-JSC | NONR 1991 usD 19.91
14000021061 2015 | NASA 1 10/27/2014 | 10/24/2014 | 1400002106  NON3220 | 72-JSC | NONR 1926 UsD 1926
14000032711 2015 | NASA 2 [11/24/2014 | 11/22/2014 | 1400003371 | NON3320 | 72-JSC | NONR 2412 usD 2412
14000042871 2015 | MASA 3 12/31/2014 | 12/23/2014 | 1400004287  NON3220 | 72-JSC | NONR 75.40 usD 7540
1400007608-1 2015 | NASA 8 05/19/2015 | 05/19/2015 | 1400007608  NON3220 | 72-JSC | NONR 26912 usD 26912
14000082351 2015 | NASA 5 02/24/2015 | 02/24/2015 | 1400008235  NON3220 | 72-JSC | NONR 324.80 uso 324.80
1400008275-1 2015 | NASA 5 02/26/2015 | 02/26/2015 | 1400008275  NON3220 | 72-JSG | NONR 3480 usD 3480
14000091211 2015 | NASA 5 02/03/2015 | 01/27/2015 | 1400008121  NON3220 | 72-JSC | NONR 3480 UsD 3480
14000093911 2015 | NASA 7 | 04/07/2015 | 04/03/2015 | 1400008381 |NON33220 | 72-JSC | NONR 12920 usD 12920
1400010769-1 2015 | MASA O 06/24/2015 | 06/24/2015 | 1400010768  NON3220 | 72-JSC | NONR 14616 usD 14616
1800007472-1 2015 | NASA 6 03/19/2015 | 03/19/2015 | 1800007472 | NON3220 | 72-1SC | CASH 043 usD 043
18000101351 2015 | NASA 6 03/03/2015 | 03/02/2015 | 1800010135  NON3220 | 72-JSC | CASH 0.32 uso 0.32
18000101591 2015 | NASA 6  03/09/2015 | 03/02/2015 | 1800010158 | NON3220 | 72-JSG | GASH 032  USD 0.32-
18000101601 2015 | NASA 6 03/09/2015 | 03/02/2015 | 1800010160  NON3220 | 72-1SC | CASH 032 UsD 032
1010.5240 = 7,451.98 usD
1800011108-1 2015 | MASA 4[01/13/2015 | 12/31/2014 | 48000944908 | NON3220 | 72-JSC | CASH 7.45108 USD| 7.451.98
5993.0000 = 119,61.. = 54250 USD
01000173951 2015 [NASA 1 10/06/2014 | 10/06/2014 | 100017395 NON3220 | 72-JSC | NONR 86.42 uso 86.42
01000176031 2015 | NASA 1 10/17/2014 | 10/08/2014 | 100017603 NON3220 | 72-JSG | NONR. 242 50 usD 242 50
0100032485-1 2015 | NASA 1 10/07/2014 | 10/07/2014 | 100032485 NON3220 | 72-JSC | NONR 1.852.85 USD | 185285
0100034780-1 2015 | NASA 1 10/14/2014 | 10/14/2014 | 100034780 NON3220 | 72-JSC | NONR 180.96 usD 18096
0100035763-1 2015 | MASA 4 10/27/2014 | 10/24/2014 | 100035763 NON3220 | 72-JSC | NONR 19,01 usD 19,91
01000357641 2015 | NASA 1.10/27/2014 | 10/24/2014 | 100035764 NON3220 | 72-JSC__| NONR. 1926 usD 19.26
—==r e e e

W. You should have the following view for your subtotals:
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X. Add all 1010 account Local currency totals together (using example
above the total is $119,072.75).

Y. Save 1010/5993 results each month to R:\Accounts Receivable\General
Fund Balance Reconciliation\1010-5993 Recon \FY XXXX, then into
your Center folder.

STEP 2. AR CS - Analyze Results
A. The total for all 1010 accounts should match the total of the 5993
account.

B. If the totals do not match:

1. Determine the total amount that is different between the 1010
and 5993 accounts.

2. Unhide the account details on the report (they are hidden in
STEP 1, letter V).

3. Examine each account to locate the variances.

4. Once transaction that is causing the variance is found, contact
L2 for correction.
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PROCESS — MONTHLY ZFED OVER 45 DAYS DELINQUENT
STATUS (CONTROL ACTIVITY)

Aged ZFED Receivables Status Process (effective 7/1/2015 NSSC
will follow-up with all NASA Centers except GSFC, NMO and HQ)

The Aged ZFED Receivables Status process is to provide follow-up to
outstanding receivables (aged 45 days or greater) to NASA’s Federal customers.

Note: This process should be performed twice a month; by the 7t (sttime) gnd
17" business day of each month.

Note: GSFC, NMO and HQ have chosen to follow-up with their customers due
to sensitive agreements; all others NASA Centers have chosen that NSSC AR
follow-up with the customers.

STEP 1. AR Account Maintainer/Payment Processor - Run the AR Aging
report in SAP
A. Log-on to SAP.
B. In the transaction field, type ZFI_AGING1310.
1. In the G/L Account field, select the yellow arrow button and input
the following accounts:
a) 1310.0000
b) 1310.3000
. In the Business Area field, enter the applicable Center.
. In the Customer field, enter the range 1 to 9999.
. In the Open Items Date field, enter the applicable date.
. Select the radio button next to Detail Report.
6. Run the report by clicking the Execute button.
C. Export the results.
1. On the toolbar, select List.
a) Export
b) Spreadsheet
i. Enter the desired File Name.
ii. Click Save.

O, ODN
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STEP 2. AR Account Maintainer/Payment Processor - Format the AR Aging
Report (The report should only have ZFED debts)
A. Open the Aging Report.
B. Highlight Columns C, AM, and AN.
1. Delete the contents.
C. Rename Columns C, AM, and AN.
1. Column C renamed to Sales Orders.
2. Column AM renamed to Status/Comments.
3. Column AN renamed to CMP Reason Code.
D. Delete Columns G, H, |, J,K, L, O, Q,R, S, T, V, X, Z, AB, AD, AF, AH,
AJ, and AL.
E. The Columns should now show as follows:
1. Column A—Customer
2. Column B—Name
3. Column C—Sales Order
4. Column D—Document Number
5. Column E—Reference
6
7
8

. Column F—Fund

. Column G—Application of Fund

. Column H—Baseline Date
9. Column |—Actual Days Aged
10. Column J—0-30 days Amt
11. Column K—31-45 days Amt
12. Column L—46-60 days Amt
13. Column M—61-90 days Amt
14. Column N—91-120 days Amt
15. Column O—121-180 days Amt
16. Column P—181-365 days Amt
17. Column Q—1-2 years Amt
18. Column R—Over 2 years Amt
19. Column S—Status/Comments
20. Column T—CMP Reason Code

STEP 3. AR Account Maintainer/Payment Processor - Populate the Sales
Order column for each Receivable
A. In the SAP transaction field, type FBL5N.
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B. In the Customer Account Field, type in the Customer Number.
C. Click the Execute button.
D. On the results page, double click on the applicable Document
Number (should match the Document Number on the ZFED report).
E. On the toolbar, select Environment.
1. Document Environment.
2. Original Document.
F. On the results page, obtain the number under the Sales Document
column.
1. Populate this number in the ZFED report under the Sales Order
column.
G. Continue this process until all Sales Orders are populated.

STEP 4. AR Account Maintainer/Payment Processor - Save the report on

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Debt Management\ZFED Aging

STEP 5. AR Account Maintainer/Payment Processor - Determine the

outstanding receivables that are aged 45 days or older
A. Forecast receivables that are aged under 45 days making sure that
the age will not reach 45 days or greater at month end.
1. If receivables will reach 45 days or more at the month end, then a
status follow-up is required.
2. If receivables that are aged under 45 days at month end, type
‘Under 45 days” in the Status/Comments column.

STEP 6. AR Account Maintainer/Payment Processor - Annotate the FedMil

receivables as applicable
A. For receivables that have FedMil listed in the Customer Name, type
FedMil in the Status/Comments column
B. These receivables are statused quarterly by NSSC AP. Any
questions on these will need to be addressed to NSSC AP L2.

STEP 7. AR Account Maintainer/Payment Processor - Obtain additional

information to status the ZFED Receivables
A. Access the ZFED Aging Report.
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B. Determine the method of collection for each receivable (e.g., Auto

IPAC, Mail, or Fax).

1. Access the Billing Breakdown Spreadsheet for the applicable Center.
a) N:\FM Division\Accounts Payable_Accounts Receivable\Accounts

Receivable\Monthly Billing

i. Click the applicable Center Folder.

ii. Click the applicable Month FY.

iii. Open the Billing Breakdown spreadsheet (alternately named
VFO04).

b) In the spreadsheet on the Billing Breakdown tab, determine the
collection method.

i. Bill amount for each customer will be in the applicable column
(e.g., collection is an auto IPAC if the amount is listed under this
column).

c) Populate the collection method for each customer within the ZFED

Aging report (as necessary).

2. If the customer is an IPAC customer, determine why the receivable is
outstanding.
a) Determine if the IPAC was rejected or if an error occurred.
i. Access the Monthly Billing folder: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Monthly
Billing

Note: View IPAC Error report for error reasons.

ii. Search ServiceNow for IPAC Rejects.
b) Go to “FD FM Accounts Receivables”
c) While in the “FD FM Accounts Receivable Functional Detail”, enter
one or more of the following
i. Customer Number
ii. AR Bill Number
iii. Dollar Amount
d) In the ServiceNow results, click within the task/case to find the
IPAC rejection reason.
i. If rejected IPAC or IPAC errors are not available, coordinate
with L2 Payment Processors.
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ii. Annotate the Error and/or Reject reasons on the ZFED Aging
report (as necessary).
e) Coordinate with the AR L2 Payment Processors and/or the
Center to correct the issues and re-IPAC the bill(s).

C. If applicable, send the ZFED Aging Report to the Center for a status
on all outstanding receivables. (This is not the process for all
Centers). Save all correspondence on the N:Drive at N:\FM
Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Debt Management\ZFED Aging in the applicable center
folder.

1. Applicable to only the following Centers:
a) HQ
b) GSFC
c) NMO
2. All other NASA Centers should have provided the Point of Contact
information for their Customers which would require direct follow-
up with the Customer in the Sales Order on the document header
details/Order Data Tab in the Name and Telephone fields.
3. Follow-up with the Center may be required if a status is not given
prior to the end of the month.

D. If the customer is determined to be a Mail, Email, and/or Fax
customer, obtain the point of contact information from the Sales
Order on the document header details/Order Data Tab in the Name
and Telephone fields.

1. Access the Order Data Tab or Text Tab information in SAP.
a) Loginto SAP.
b) In the transaction field, type in VAO3.
c) Inthe Order field, type the Sales Order number from the

ZFED Aging report.

d) Click the Sales button.
e) On the left-hand side, double click the PO number field.

i. The point of contact information may be available within
the Order Data tab or Texts tab. In the results, click on the
tab titled “Order Data” or “Texts” - Acct Classification.

ii. Inthe “Texts” tab, there is a field called Acct
Classification.
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2. Double click on the Acct Classification and the payment
information may be shown (e.g., fax numbers, email addresses).

3. If there is neither Data Tab information nor Acct Classification
information. Contact the Center for point of contact information or
access the Reimbursable Agreement (if applicable).

a) NSSC currently has access to ARC and AFRC’s Reimbursable
Agreements.

b) Access the applicable folder within the Monthly Billing folder:
N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing

4. Annotate POC information (as necessary).

STEP 8. AR Account Maintainer/Payment Processor - Request a status from
ZFED Customers (mail, fax, email)
A. Save a copy of the Reimbursable Bill.

1.

w

Access the applicable folder within the Monthly Billing folder: N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing

a) Copies of the 1080 bills will be located in one PDF file.

. Access electronic copy via SAP.
. In the transaction field, type in VFOS.
. In the Billing Document field, enter the Reference number from the

ZFED Aging report.

. On the toolbar, select Billing Document.

a) Select Issue Output To.

b) In the pop-up box, click the Print Options button.
i. In the pop-up box in the Logical destination field, type Mail to
save an electronic copy or map to a printer for a printed copy.
ii. Check the Print immediately box.
iii. Click the Execute button.

c) Click the Print button.

. Retrieve the billing document.

a) Click the yellow circle.

b) On the SAP main page, click the SAP Business Workplace
(located under the SAP Easy Access header).
i. Click the Outbox.
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1. On the right side, there will be results.
a. Click on the result under the Attachments heading.
b. Click on the PDF document shown.
c. Save the Bill in a desired location.
ii. Click the green arrow back button.
iii. Highlight the result and click the Trash Can button to delete the
bill.
d. Click Yes.
e. Follow-up with the Federal Customers.

Note: If a negative/dispute response is received from the
customer and we can’t resolve internally, refer this action to
the center POC.

a) Using the preferred method, contact the federal customer
regarding the outstanding receivable(s).

i. Request a status.
ii. Forward a copy of the bill(s).
iii. Include Center POC'’s for all email communications to
Federal Agencies.
iv.Use the standard template for email/fax communications
sent:
STEP 9. AR Account Maintainer/Payment Processor — Create ServiceNow
Case/Task
A. Access ServiceNow using the following:
1. Category: Accounts Receivable
2. Subcateory: Other
3. Assignment Group: FM — ACCOUNTS RECEIVABLE L2
4..Short Description: ZFED Over 45 Days (Month and Year) and (center)
5. Work notes: detailed process followed.
B. Route to task to Accounts Receivable Supervisor for Review.

STEP 10. AR Supervisor — Review ZFED

Access N:Drive N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Debt Management\ZFED Aging

Access each center folders and review aging report and date report processed,
review outstanding debts, days aged, review e-mails and validate invoices
attached to e-mails.
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Subject Line: Outstanding SF 1080s — NASA (Center)

Email/Fax Body:
Good Morning/Afternoon,

Please see the attached outstanding SF 1080 (bill/bills) owed to NASA. Please review and let me know the approximate date NASA can expect
payment. If there are any issues or concerns, let me know as soon as possible so the matter can be resolved.

Baseline
Date

Document Reference

No.

Sales
Order

Customer Name Actual Days

Aged

Amount ‘

STEP 11. AR Payment Processor - Use the CMP 3.2 Aging Reason Codes
document to record statuses on the Excel ZFED Aging Report and
provide to the Account Maintainer at month end.

A. See APPENDIX O for list of reason codes.
1. Work with AR L2 Account Maintainers and Center Points of
Contacts as necessary.

STEP 12. AR CS - Review and Validate the AR Aging report was ran in SAP
during Month End review (around the 25" of the month).

A. Locate the ZFED file for the current review period:
\\nsscfs01p.nssc.nasa.gov\nssc-shared\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Debt
Management\ZFED Aging\20xx\.

1. Select the Center and month period to review the reports.

2. Review the aging status on Column N
a) If aging status will exceed 45 days by End of the Month,
review if ZFED customers had been notified of the outstanding
bills and noted on Column P.

B. Log-onto SAP
1. In the transaction field, type ZFI_AGING1310
a) Inthe G/L Account field, select the yellow arrow button and
input the following accounts:
i. 1310.0000
ii. 1310.3000
b) In the Business Area field, enter the applicable Center.



NSSC

Service Delivery Guide

NSSDG-9200-0009 Revision 12.0

Number

Effective Date: December 17, 2021

Expiration Date: December 17, 2023

Page 218 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

c) In the Customer field, enter the range 1 to 9999.
d) In the Open Items Date field, enter the applicable date.
e) Select the radio button next to the Detail Report.
f) Run the report by clicking the Execute button.
2. Validate the report matches with SAP to ensure all aging ZFED
customers have been notified.
a) If an aging item was discovered but ZFED customers were not
notified, reach out to AR SP on the status.

STEP 13. AR CS - Review outstanding bills over 90 days delinquent.

A.

Research the communication and backup documentation completed
by the SP over the past months for bills over 90 days to determine
Customer and/or Center responsiveness (e.g., what emails have
been sent, has the customer responded to the email, has the Center
responded to the email, etc.).

Determine whether appropriate action is being taken or whether the
CS needs to help resolve the billing issues.

Notify AR Lead of open bills, action taken to date by NSSC AR and
recommendations for further action.
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PROCESS — MONTHLY REVERSAL REVIEW PROCESS

At the beginning of each month by the second business day, AR L3 will perform
a validation of the reversals performed in the prior month to ensure correct
reason code selected, case # noted, if applicable and that proper documentation
for the reversal is attached in SAP.

STEP 1. AR CS - Run and format report
A. Log into SAP Production.

B. Enter transaction code Z_BILL_REASREYV in the transaction code
field.

C. Click Enter.

D. Enter the Business Area and the Beginning and Ending Reverse Fiscal
Year and Period. It will be the same, for example 201511-beginning
and 201511 ending.

E. Click Execute.

F. Export the resulting report by clicking List, Export and Spreadsheet on
the menu bar at the top of the page.

G. Click continue through the information box.
H. Select the radio button next to Table and click continue.

|. Click continue again to export in Microsoft Excel. The report will come
up in Excel.

J. On the Excel file, click File; Save as and save the file in the folder
located at: R:\Accounts Receivable\AR Reversal Reason Report\FY
20xx\CENTER. Name the file Center_Month_YEAR RR report.
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STEP 2. AR CS - Analyze Reversals

A. During the review, if AR L3 finds an incorrect reversal reason code, no
documentation attached in SAP to the reversal or the task # is not noted
for a required L3 Reversal Reason approval (See L3 Reversal Reason
Codes listed in the table in Appendix K — NSSC Reversal Process), a
quality error should be submitted via a case/task. See Appendix M for
reporting ServiceNow Quality Errors that are found in the review

process.
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PROCESS - DOI - TRANSFER DEBTS PAID OFF DURING THE
CALENDAR YEAR

At the end of each calendar year, generally in the month of November, the
Transfer Debt report is sent to DOI of all transfer debts sent to NASA and paid
off. A request letter from DOI is sent to Agencies requesting this information for
that current calendar year. They use the information to make adjustments for W2
purposes.

STEP 1. Account Maintainer - Search for transfer debts in SAP

A. Enter T-code FBL5N
1. Click All items.

(o)Al items

Posting date ] to ] E]
B. Add additional search criteria by clicking Dynamic selection

button ]E[

1. Account Group — ZCOM

[E?Mumple Selection for Account group

Select Single Values {1) SelectRanges | Exclude Single Values | Exclude Ranges

Sin... |

reons) H
[=]
[=]

[r]

[+]] I[<]

ST e

2. GL Accounts 1310.0000 and 1310.3000
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llI?MuIt\me Selection for GiL Account

SelectRanges | Exclude Single Walues . Exclude Ranges

o.[single value |
N EE

| 12103000 H
|| [=]
Ll =
L]l [«[+]

C. Execute the report by clicking execute button.
D. Add to the layout button by clicking the Change Layout button

1. Select Business Area and Account in the Hidden fields and

add to the layout at the beginning.

[=r Change Layout: Standard local currency

_ Unei}| Lne2 | Line3
Line 1
Column content _‘Pos. Length =
Pusmess Area Jl 4 -
Account 2 10 -
Cleared/open items symbol 3 2
Assignment 4 18
Document Number IS 10
Document Type & 3
Document Date 7 10
Special G/L ind. 8 1
Net due date symbol s 2
Amount in local currency 10 18 ]
\Local Currency SISl s -

Clearing Document 12 10
Line width 179
List width 179

£[+] B

Hidden fields
Col. content Lngth
Account Type 5 -
Accts rble pled.ind. 10 |
Amount in doc. curr. 18
Amount in loc.curr.2 18
Amt in loc.curr. 3 18
Amt in payment currency 16
Arrears after net due date 6
Arrears for discount 1 (]
Asset 12
Asset Subnumber i
Base Unit of Measure 3 -
Baseline Payment Dte 10 -

B )

" Copy

2. Remove the Special G/L ind. and Net Due date columns.

E. Export the report.
List

1. Click

Erint Shift+F1
Refresh

Export 3
Send... Shift+F &
Exit Shift+F 3 |

then Export Spreadsheet.

word processing... Shift+Fa
Spreadsheet... Shift+F 4
Local file... Fa
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2. Click checkmark.
3. Click Select from All Available Format.
a) Excel (In Existing XXL Format)

b) Click the Check mark.

[ Select Spreadsheet x

| Formats:
() Excel (in MHTML Format)
() OpenOffice (in OpenDocument Format 2.0)
(#)Select from Al Avaiable Formats
;_Excel (In Existing XXL Format) "'j

[ |Aways Use Selected Format

III?Infnrmatiun

nat taken into account

4. Select Table - Click .

I Ewortlist ohject to 4L

An XKL list object is exported with
2611 lines and 11 columns
Choose a processing mode:

& Tahle
2 Pivot table

5. Select Microsoft Excel and Click .
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I ot list abject to 34 =

6. Name the document ZCOM Transfer Debts 20XX.
7. Save in the new Trans Debts Reports calendar year folder

at: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Debt

Management\Transfer Debt Reports\20XX.

STEP 2. Account Maintainer - prepare the excel file

A.

Sort by Text Column.

1. Transfer Debts should begin with “Transfer Debt”

2. Review all the text fields.

3. Delete all rows that is not a transfer debt.

a) Before deleting the rows search for text that include:

Health Benefits, Salary Overpayment in the
beginning of the text instead of transfer debt.

Sort by clearing doc.

Delete all rows that are blank in the clearing doc columns. (Those

debts are still outstanding).

Sort by Bus Area.

E. Subtotal by account and add SUM in the amount column.

Insert customer name column and add the customer name of
each debt.
1. The customer name can be obtained by logging into SAP
and entering the document # in T-Code FBO03.

STEP 3. Account Maintainer - Analyze the report

A.

Review all documents for each Account/Customer.
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1. Verify that the clearing documents are for payments and is not

a reversal.
a) Ifitis a reversal — delete the line.

b) Documents beginning with 1400 are partial payments

and should also be deleted.

Note: DOI wants all payments received in the calendar year.

STEP 4. Account Maintainer - Gather the backup for the transfer debt.

A. Log into SAP
1. Enter T-code — FB03
a) Enter the document number(1800#)
b) Company Code = NASA
c) Enter the fiscal year of the document

Display Docurnrennt: Initial Screerr

il pocument List I4 First Ttemn &7 Editing Options

Keys for Entry Views
Document Number
Company Code
Fiscal Year

2. Click on the services to object button
@ |« verview - Display

FAI/HAPVNAFEFEHS Do Gsae THGEHHTdm HE

1
18000042114
—
NASA
ZOol1e

@ |,

Doc.Type : DR ( Customsr invoice ) Nermal document
Doc. Number  1£00004211 Compary Cods  NASA Fiscal Year 2016
Doc. Date 03/29/2016 Posting Date 03/29/201€  Period 0€
calculate Tax [

Ref.Tac ZENNUAL LEAVE OVE
Doc. Currency USD
Itm|EE|Account |Account short text Amount | Funds Certer Furded Program Fund Comt Tte|Tr.ort|Text
1|01|119963  |BERG, CHRISTINE RUTH 903.21 RECV  |NONFED|Transfer Debt - Negative Annual Leave - PPIS1E-22
2|50(6790.0000| Other Exg-Not Bdgt R 903.21-(21 CASK22015D|NONR  |NONFED|Trensfer Debt - Negative Anmual Leave - PPIS1E-22
0.00

3. Click the Attachment List button
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[ Accounting document NASA18000042112016

AR ]

4. Select the backup for the transfer debt and save as BA##
Customer XXXXXX at: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Debt

Management\Transfer Debt Reports
a) Assure that all Pll information is redacted.

(03 New [ 18] F 2201 80 (5K (5 ) o ) 2 B L)

AttachmentForNASA18000042112016

Icon Tite Creator Name Created On

[ E? jPEND[NG PAYMENT PLAN ~ FMCD031844 Alicia Bartee 04/18/2016
Christine Berg_%$903.21 Alicia Bartee 03/29/2016
ARC_BERG_CHRISTINE R _03-29-2016~18000042112016 Alicia Bartee

5. Combine files into pdf.

STEP 5. Account Maintainer - Notify SP AR Supervisor when complete.

A. SP AR Supervisor will notify AR-CS Accountant that the

documents are ready for review.
STEP 6. AR-CS Accountant - Notify SP AR Supervisor when review is complete

or with any questions or corrections.

STEP 7. AR-SP Supervisor - Email paid transfer debts to DOI.
A. Email to DOI using the DOI Secure Transport

1. https://securetransport.ibc.doi.gov/
2. Enter User ID and Password. (Note: Log in once a month to

keep account active.)
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IBC

ST Web Client

Powered by Asoway AMPLIFY™.

Welcome.

UseriD

Bassword

Forgot your password?

. i. Upload
3. Click on Upload.

4. Search for file.
5. Click Open to attach file to upload files to the Secure

Transport pane.
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PROCESS - CREDITOR AGENCY PROFILE (CROSS-SERVICING
AGENCY PROFILE) UPDATES AND CONFERENCE CALL

Cross-Servicing Agency Profile

Both the Treasury Offset Program (TOP) and Cross-Servicing programs require
agencies to complete a profile for each distinct program under which debt may
arise. The profile identifies points of contact and defines how DMS will service an
agency’s debt portfolio. It also specifies any unique laws or regulations that apply
to an agency’s debts. It is important that agencies regularly review their profiles
to ensure accuracy, especially the agency contact information.

STEP 1.

AR CS - Maintain and Update the Treasury Creditor Agency Profile
(Cross-Servicing Agency Profile)

AR CS POC is assigned as the Treasury Liaison and will be the
designated Point of Contact (POC) for the CSNG/Debt Management
Service (DMS).

Creditor Agency Profiles need to be updated when there is a POC
change at the NSSC or at the OCFO. The NSSC should reach out to
the OCFO at least annually to inquire of any POC changes.

Upon notification of changes needed, review agencies profiles to
ensure each profile and contact information are up to date.
1. Locate the folder path: N:\FM Division\Accounts

Payable_Accounts Receivable\Accounts Receivable\Fed
Debt\Creditor Agency Profiles

a) Open the current Fiscal Year folder within the path.
i. Open the agency profile file for the specified Center that is
being updated. This will allow you to view a completed
profile and know how to complete the profile template.

b) Open Creditor Agency Profile Instruction folder with the path.
i. Open the Cross-Servicing Agency Profile.pdf file.

c) On the Control Sheet (first page) complete the following:
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d)

If this is an update to an existing profile, provide the Agency,
Bureau, Office, and Program codes. This is known as the
Program Designation Code (PDC).

If this is a new profile, provide the name of the Agency,
Bureau, Office, and Program. DMS will create a Program
Designation Code (PDC) and provide to agency.

Select a profile type from the drop-down menu. Note: “Initial”
and “Complete” require all components to be completed. See
Appendix B:

Initial (a new profile) or
Complete (update an existing profile in its entirety) or

Partial (make updates to various elements without completing
the entire form).

Complete the form by placing the checkmark in the
appropriate box that requires updates and complete the rest of
the required information.

Note: For instance, if the only updates to the Agency Profile
are the points of contact at the program level: Complete the
cover sheet, provide the necessary agency information (the
designation codes), select the drop down menu "Partial",
select program and which components from those listed in the
program box are to be updated (main, IPAC, EFC, 1099-C,
dispute or AWG, if all then mark each box). If there are any
specific instructions that Cross-Servicing Agency Liaison
needs to be made aware of, then indicate on the box titled,
"Notes/Specific Instructions".

If more than one program in CSNG will be affected with above
changes, then a cover sheet for each program and the
corresponding pages pertaining to those changes will need to
be provided to Cross-Servicing Agency Liaison.
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[) Save the Creditor Agency Profile file name as CENTER
Creditor Agency Profile (date: D MMM YYYY).pdf

m) Route the package to AR CS Lead or Supervisor for review
and approval by digital signature.

n) If the AR CS Lead, or Supervisor cannot provide a digital
signature, the control sheet must be printed, signed,
scanned

o) Submit the signed cover sheet and the corresponding
completed pages that show the necessary updates via
email to CS.Liaison@fiscal.treasury.gov.

STEP 2. ARCS - Prepare for Creditor Agency/Cross-Servicing Conference Call

A. Treasury will hold the Cross-Servicing Agency periodically and will notify
the Agency POC’s with agenda information via email.

1. Set up meeting notice for the telecom
a) Attach the files received to the Outlook calendar invitation.

b) Send the calendar invitation to AR CS and SP Team.

2. Save the attachments to the shared drive.

a) Open the folder path N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Cross Servicing Call

b) Create a new folder as # QTR FYXX
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PROCESS - TRADING PARTNER AGREEMENT AND IPAC
CUTOFFS

Trading Partner Agreement

Trading Partner Agreement (TPA) is a formal agreement between Federal
program agencies engaged in buyer-seller business relationships, documenting
the data required in the IPAC and the reconciliation process.

STEP 1. ARCS - Coordinate New or Modified TP Agreements with OCFO
A. Trading Partner Agreements are initiated by the customers.

Customer’s initiation of the agreement establishment will need to be
coordinated with OCFO.

Note: The agreement should be signed by both agencies.

B.  Upon receipt of the final agreements from OCFO:

1. Locate the folder path: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\ Trading
Partner Agreements\Trading Partner Agreements_Codes

2. Upload a copy of the finalized agreement provided.

3. Maintain spreadsheet for the listing of customers exempt from
month end IPACs.

a) Add, modify, or delete items on the spreadsheet according to
the received agreement (see Appendix Q).

STEP 2. AR _Account Maintainer/Payment Processor - Update IPAC
Cutoff Calendars to NSSC AR Customer Service Website

Each fiscal year, NSSC AR updates the IPAC Cutoff Calendar to the
NSSC AR website in support of the Trading Partner agreement for all
Federal Agencies signed by NASA Office of the Chief Financial Officer.
This action is completed by the 15™ of October after the Fiscal Year ends
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or within 7 days upon receipt of a new agreement for changes during
Fiscal Year.

A. Locate the most recent Fiscal Year IPAC Cutoff Calendar using the
Microsoft Word Document in the folder path below:

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Trading Partner Agreements\Trading Partner
Agreements_Codes\IPAC Cutoff Calendars

1. Create a new Word Document revision for the next Fiscal Year
and save as FY 20XX IPAC Cutoff Calendar.

a) Adjust the cutoff dates applicable to that Fiscal Year and the
number of cutoff days prior to Month End according the
Trading Partner agreement as referenced on Appendix Q.

i.For instance, DFAS (Air Force), Trading Partner 57XX with
an ALC of 3801 and 5570, agreed not to accept IPACs in
the last 4 business day of the month during the month of
October of 2015. In this instance, the month end is a
Saturday (10/31/2015), Saturday is not a business day, and
therefore Friday 10/30/15 is the last business day of the
month. Therefore, going 4 business days prior to the 30th,
the last day to IPAC is 10/26/2015. See example on
Appendix Q.

2. Route the revised Word Document attachment for the New
Fiscal Year to NSSC L3 Accountant -for review and approval
via -ServiceNow Task. All dates will be verified by CS.

a) L3 Accountant will route document to NSSC AR Lead for
final review and approval via ServiceNow Task.

3. Submit a ServiceNow request to update the NSSC FAQ web
content.
a) Log into ServiceNow
b) Select Service Catalog
c) Select NSSC Services
d) Select IT_Applications/Systems
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e) Select Portal Support

f) Select Content Page Update

g) Enter FM Under Department

h) Change priority level as needed

i) Select NSSC Public Portal

j) Enter the URL (copy and paste from the customer service
portal)

i. GotoNSSC homepage

ii. Type “IPAC Cutoff’ in the Search box
iii. Click on the “IPAC Cutoff Dates for the NSSC” link
iv. Copy the URL

k) Enter verbiage for type of change

[) Enter editing content for the requested action

m) Enter section title of the page you are editing ex. IPAC Cutoff
Dates for the NSSC

n) Copy and paste “Additionally, there is a cutoff date
established for all Federal Agencies on a quarterly basis, per
the TFM 4700 Appendix 6 Section 9.6.4. See
https://tfm.fiscal.treasury.gov/v1/p2/c470.pdf for the bulletin.”
into the “Place After” field.

o) Copy and paste “Was this answer helpful?” into the “Place
Prior To” field. Enter previous verbiage (this is the old
content you want changed)

p) Enter any verbiage that you want to remove (this is the old
content).

q) Continue to fill out applicable information

r) Add any attachments by clicking the paperclip in the upper
right-hand side

s) Then click on order now (this submits your request to IT) you
will receive a request number and an email notification.

Note: See example of the Web Content on Appendix Q

4. Validate the updated web content and confirm acceptance to IT
Portal specialist and notify AR CS Lead that the AR Website is
now completed.
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PROCESS - ABNORMAL BALANCE RECONCILIATION

Reconciliation of Abnormal Balances

The Abnormal Balance reconciliation is run numerous times monthly to identify
abnormal balances on GL accounts affected by NSSC AR transactions. This
reconciliation will be performed weekly for GL accounts 1010, 1310, 2310, 4222,
4252, 4902, 4972, and 5200. On billing day (next to last business day of the
month) the reconciliation will be performed utilizing the same GL accounts as the
weekly reconciliation (the same reconciliation report may be utilized for the
weekly and billing day reconciliation at the end of the month). Lastly, the
reconciliation will be performed on the first business day of the new month for GL
account 5994.

Reference — EPSS has a job aid that will give you the “normal” debit or credit
balance for each General Ledger Account. It can be found in bReady:

EPSS

SAP — Core Financials

Standard General Ledger

Job Aids

Abnormal Balance (ZFI_ABNBAL) Report Table (Job Aid)

STEP 1. AR CS Accountant — Execute the following steps to run the abnormal
balance report.

A. Type in the Transaction Code (t-code) ZFI_ABNBAL_L95, then hit
enter.
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- SAP Eg
@ Qc SHE DPDD TF 0

SAP Easy Access
GE & Yawmsd | v a

~ [ Favortes
« Yi7 ZFI_ABNBAL_L95 - Ledger 95 Version of Abnormal Report
* ¥%¥ RFMFGRCN_RP1 - Reconciiation Analysis Report
* Y FBO3 - Display Document
* Y7 FBLSN - Customer Line Items
- Y7 FMFG E TRANS REG - Transaction Register

] " «Hea@ = a7
Abnormal Balance Report (L95)
® &

| Report Seléion List
Fiscal Year
Period
Business Area 76 | to ]

| Excluding Non-Appropriat
Fund

Report only on Canceled Funds
| |Only Canceled Funds

\ Non-Appropriated Funds are pre-filtered
to be excluded in the report

Report View

(#) Center

JAgency

| List Output
Layout

-

B. Click the Variant icon L0 . Select the Variant Name “ABRECON
5994.” Input the Fiscal Year, the reporting Period, and the Business
Area (10,21,22,23,24,51,55,62,64,72, or 76). Execute the Report.
Using the variant brings in the non appropriated accounts.
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(= [l

Variant Catalog for Program ZRFI_ABMN_BAL RPT_WV2
Variant name

Short Description

ABRECOMN 5994

Abnormal Balance Recon 5994

PETER

C. The report will bring in abnormal balances for any GL account that
is in an abnormal status. The exception is GL account 5994. It will

ABMNBAL

JSC_ANTI_RECOV Report to check Anitcipate Rew
JSC_FST_ABNOR report for FST Abnormal SGL#

pull in regardless of whether there is a balance or not.

Note: Save the abnormal balance as an Excel file in the following

path: R:\Accounts Receivable\General Fund Balance
Reconciliation\Abnormal Balance Recon\FY 20xx\CENTER

STEP 2. AR CS Accountant — Drill down on GL accounts to gather additional
information on the results of the report. The goal is to determine what
type of transaction was processed and what functional area processed it
(e.g., AP, AR, etc.)

A. The GL accounts to be reconciled are as follows: 1010, 1310,
2310, 4222, 4252, 4902, 4972, 5200 and 5994
B. Double click on GL Account, i.e., 1010.5100
Abnormal Balance Report (L95)

(

AEATTE% @ AIHT 2 0aHE SR roametes

Account | SGLYpect Appletn Fund
010.5100
1010.5100 1010 8011/150130 EULXS52011E

1010.5240 1010
1010.8100 1010
1995.1000 1995
1995.1999 1995
2110.9000 2110

8010/150130 EULXS0130E

8015/160122 CASX22015R
80X0122 EULX02014L
80X0108 HSFP01995D
80X0108 HSFP01995D
803/40111  HSF542003D

=

76
76
76
76
76
76
76

2016
2016
2016
2016
2016
2016
2016

8

o o o 00 o o

0.00
0.00

0.00

0.00
3,085,965.00
2,945,502.63
3,000.01

|Fed/Nonfed Bus. Area Year Period ® Begining Bal = Debit Amount = Credit Amount®  Abnormal

0.00 8,762.00-  8,762.00-
0.00 7,943.34-  7,943.34-
539,141.31  542,602.88-  3,461.57-
3,484.12 2,684.59-  799.53

6,999,785.00 10,658,132.00- 572,381.00-
- 10,517,669.63  6,999,786.00- 572,381.00
0.00 0.00  3,000.01

C. Click on Document Number

Revision 12.0
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Abnormal Balance Report (L95)
AEFFPEREAIHT H

Pe... Posting Date  Ref. document Fund Bus.... Tradg P...... Account z Amount Funds applicatio Document] Fisc...
[ 8} 05/05/2016 100314238 EULXS0130E 76 1010.5100 8,762.00- 8010/150130 100314238 2016

8,762.00-

1. The Document Number will lead you to Transaction Code
FBO3 (Display Overview) which provides detailed information
within the document number.

[= Document Overview - Display
] -] « RAQ SHE DNIAHN FH 0=
Document Overview - Display

AL WA Pblé?@?gﬂi[u[WﬂDEnxdm e

Doc.Type : NP ( EUL Net Proceeds ) No document

Parked by NS000584 Posted NS000584

Doc. Number 100314238 Company C; X Fiscal Year 2016
Doc. Date 05/05/2016 Dosting Date 016 Dperiod 08
calculate Tax []

Ref.Doc. EUL DEOB

Doc. Currenc: y USD

Doc. Hdr Text NSSC20160333

=

Itm|PK|Account |Account short text ’ Amount | Funds Center Funded Program Fund Cmmt Ite|Tr.Drt|Text
1(40|4060.0000|Ant Coll fm Non-Fed 8,762.00 |76 048299 EULX50130F | NONR NSSC20160333
2|50|4264.0000|Coll of Rent 8,762.00-|76 048299 EULX50130E | NONR NSSC20160333
3(40(5900.1000|other Revenue EUL 8,762.00 |76 048299 EULX50130E | NONR NssSC20160333
4|50|1010.5100 | IPAC Collections 8,762.00~|76 EULX50130E | CASH NSSC20160333

, 0.00

2. T-code ZSUO1/may be used to determine who a given User
ID is for.

User Id/Name

& (o

Selection Criteria
User Id NS000584 1 to 1
Last Name to =
First Name to i s
Center to

3. Or you may look at the attachment documentation

a) Click on Service for Object icon

Document Overview- Display

on top left of the
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Z
[== Document Ovgiiew - Display
] / “l«de@e e HDaNn N0 08
Document Overview - Display

@lﬂl‘( ’Hé?@?:%ﬁiﬁjchmse E':\Save ﬁ[ﬂ’am@hxdata E](Sj

Doc.Type : NP ( EUL Net Proceeds ) Normal document
Parked by Ns000584 Posted by Ns000584
Doc. Number 100314238 Company Code NASA Fiscal Year 2016

b) Click attachment icon ]l in the Accounting Document
dialog box. The file or files attached in SAP are
supporting document justifications for the transactions

performed for this partlcular Document Number
g 1N YW F F = = = I &5

II:-'A::::D':ﬂtlng document NASA01003142382016 | ] | e

0 e |T =0 e )

AL 1 I s e B s s O =i P I | B LW

c) Double click on the attached file to view the authorized
transactions to be performed.

[T~ Service: Attachment list

([ new (][ 20 (B[S (&) G

AttachmentForNASAD1003142382016
R —

1 Creator Name Creat =
I @€ :NSSC20160333—FY2016 (la) :Donna Wise 05/09/2016
\

&

O O T )

Note: To return to the main account listing and research additional GL Accounts,
X out from the Attachment List and Accounting Document. Then click on Back

<

icon twice.

d) If the outage is on 4902 or 4972, you will need to open
another SAP session and access FB03 to enter the
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Account, i.e., 4902.0000

associated 1300 document number. Double click on GL

N

4221.0000 4221 8015/160122 CASX22015R E 76 2016 8 0.00 760,755.94 771,297.42- 10,541.48-
4252.0000 4252 80110122  CASX12011R F 76 2016 8 0.00 0.00 2,292.34-  2,292.34-
4252.0000 4252 80X0122 EULX02014L N 76 2016 8 0.00 19.82 1,513.94- 1,4%4.12-
4650.0000 4650  805/60115  EXCX22005R 76 2016 8 0.03 0.00 0.00 0.03
4902.0000 4902  80X0122 EULX02014L 76 2016 8 0.00  3,487.03 2,710.23- 776.80
5200.0000 5200 80110122  CASX12011R F 76 2016 8 0.00  2,292.34 0.00  2,292.34
5200.0000 5200  80X0122 EULX02014L N 76 2016 8 0.00  6,903.35 5,409.23-| 1,494.12
5700.0000 5700 8008/090115 EXCX22008D 76 2016 8 0.00 99.60 6.14- 93.46

e) A list of document numbers for that GL account will
populate. Click on the hyperlinked document number to
show you the budgetary side to perform the action as
shown previously.

Yl BT =

Pe... Posting Date Fund Bus.... Tradg P... ... Account z Amount Funds application Fisc...
2 11/18/2015 1500009816 WNEULX02014L 76 5700 4902.0000 1,742.06 80X0122 2016
2 11/19/2015 1500006509 NEULX02014L 76 5700 4902.0000 942.53- 80X0122 2016
3 12/30/2015 100152104 EULX02014L 76 NONFED 4902.0000 1,742.06- 80X0122 100152104 2016
4 01/29/2016 100189630 EULX02014L 76 NONFED 4902.0000 1,742.06 80X0122 100189630 2016
3 12/24/2015 1300033844 § EULX02014L 76 NONFED 4902.0000 2.91- 80X0122 4800341408 2016
6 03/18/2016 EULX02014L 76 NONFED 4902.0000 19.82- 80X0122 4800643689 2016
6 03/11/2016 EULX02014L 76 NONFED ~ 4902.0000 2.91 80X0122 4800617443 2016
6 03/15/2016 EULX02014L 76 NONFED ~ 4902.0000 2.91- 80X0122 4800621910 2016

776.80 \ ‘
f) Or you can run a new window for FBO3 to rese the

original reference document in the proprietary side.

Display Document: Initial Screen

Document List

Keys for Entry View
Document Number
Company Code

Fiscal Year

|4 First Ttem

,J Editing Options

1500002816
NASH
2016

The document type will tell you what type of transaction
was processed and what functional area may have
processed it (e.g., AP or AR)
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Document Overview - Display
M N ETETE % [0 [chose [save TE G E [ATaxdata [i] &)
e ——
—
< Type : KI ( IPAC Vendor Payments ) Normal document
Doc. N El Fiscal Year 2016
Doc. Date 04/17/2015 Posting Date 11/18/2015 Period 0z
Calculate Tax ||
Ref.Doc. 027734860001 NN
Doc. Currency USD Rev. Doc. Foxr 1500077415 / 2015
Doc. Hdr Text 027734860001 NNK100012T
Itm|PK|Account Account short text Emount | Funds Center Funded Program Fund
1|40(1010.8100| IPAC Disb or Ref C¥Y 123,795.30
@ 35| 111655 ATR FORCE, UNITED ST 12379550
* 0.00

STEP 3. AR CS Accountant — Analyze the transaction to determine why there
may be an abnormal balance.

A. Potential reasons to consider for abnormal balances in accounts 1010,
1310, 4902, and 4972 (remember this is analyzed weekly and the last two
business days of the month):

1. The incorrect SAP document type may have been used in a
transaction. If the incorrect document type was used, the derivation
rules in SAP will not pull in the correct budgetary documents and an
abnormal balance can result.

2. Areversal was completed in the current year for an original
document established in the prior year. There was no prior
beginning balance at the beginning of the current fiscal year and
little to no current year NORMAL balance activity. Therefore, the
credit transaction reflects a credit balance at the appropriation
level.

B. Potential reasons to consider for abnormal balances in account 5994
(remember this is analyzed on first business day of new month):

1. Account 5994 is considered abnormal if it has an overall credit
balance at the fund level.

2. There are several reasons that cause an overall credit balance:
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a) Areceivable was established in a previous year and the
collection (credit to 5994) was posted in the current fiscal
year.

b) A receivable set up in a previous year was reversed in
the current fiscal year (credit to 5994)

c) An allowance for doubtful account JV was posted where
the result was a credit to 5994.

d) A bill was established on an appropriated fund and the
employee is payment installment payments. The
appropriated fund for the bill is getting ready to cancel,
therefore the bill amount is re-established at fiscal year-
end right before closing on a NON-fund (NON3200). The
installment/recurring payments to NASA continue in the
next fiscal year. The debit to 5994 (receivable) was
established in a previous year from the credits to 5994
(collections).

e) Incorrect transactional posting (these must be corrected):

i.  The bill was established with 803220 and the
collection to that bill was posted as 803200

C. Potential reasons to consider abnormal balances in 2310, 4222, 4252 and
5200 (remember this is analyzed weekly and the last two business days of
the month):

1. A Credit bill and/or refund process may be in progress. You may
need to reach out to your SP counterpart to determine whether they
are working a credit bill/refund activity.

2. Arefund is performed in the current year for an amount received
(either advance or a collection) in a prior year.

D. Transactions causing abnormal balances should be researched and
necessary corrections are to be coordinated with AR L3 lead and the SP
AR Team.
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PROCESS — MONITORING PARKED JV’S

All documents parked in SAP must be monitored to ensure they do not stay in a
parked status. The document must either be posted or deleted if it is no longer
needed. This review should take place monthly on the first calendar day of the
month. It can also be run on the last day of the month to monitor the progression
of JV postings for month end.

STEP 1. AR CS Accountant — Run the Parked Documents Report

A. Log into SAP and access T-Code SQO01
B. Go to Edit, Other User Group, and select SGL Recon Grp.
Note: If you are in multiple User Groups for SQ01, it may not
default to SGL Recon Grp. Therefore, you will need to select it to
get to the correct report group.
C. Select Z PARKED DOCS from the Name column to where it is
highlighted.
D. Click on the icon at top of screen called “With variant”.
E. Select “NSSC AR”.
F. Ensure the following parameters are entered:
1. Fiscal Year — current fiscal year
2. Period — 1 to current period
G. Click “Execute” and the listing of parked JV'’s should display (if any)

STEP 2. AR CS Accountant — Review the Parked Documents

A. Export the Report
1. Go to List and Select Spreadsheet
2. Choose Excel and save to N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Parked
JV Report/FYXX. File Name: Parked JV (Month Year)
B. Identify the JV’s belonging to NSSC AR and highlight the row
C. Email SP Supervisor and request the JV's be reviewed to
determine if they should be deleted or if it is something that still
needs to be posted.

STEP 3. SP - Post or Delete Parked Documents
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A. Review parked documents and determine what action should be
taken
B. Post or delete documents as appropriate
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PROCESS - TRAVEL DEBTS UNDER $75 REVIEW

Travel Debts under $75 are not billed to travelers because the cost outweighs the
benefit of billing and collecting. Instead, these debts are journalized as a
receivable and written off within the same journal voucher transaction at the fund
level. NSSC AR reviews the data for travel debts that have been written off on
an annual basis. The purpose is to identify potential abuse of employees
incurring debts less than $75 including reimbursables.

STEP 1. NSSC Accounts Receivable (AR) Civil Servant (CS) —

Consolidate Travel Debts Under $75 from each monthly period per
Fiscal Year for all Centers in a master spreadsheet.

NOTE: The $75 threshold review is to be applied effective Period 10
of FY20. Therefore, the prior $10 threshold still stands.

A. Locate “Review of Travel Debts Under $75” folder in the N Drive:
\\nsscfs01p.nssc.nasa.gov\nssc-shared\Bills of Collection\UNDER $75
LISTS\Review of Travel Debts Under $75

1. Create a spreadsheet for the current year if one does not
exist. Name the spreadsheet “FY20xx Travel Debts Under

$75 Data.”

a) In the workbook, rename the worksheet tab as “ALL
CENTERS”

b) In the “ALL CENTERS?” tab, label the columns on first

row:

Vii.
viii.

Date

ServiceNow Case Number

Name

TA (Travel Authorization Number)
Amount

WBS (Work Break Structure)
Fund

Fund Center

Center

Period
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Xi.

More than once

2. Locate “FYxx Travel Debts Under $75” folder in the N Drive:
\\nsscfs01p.nssc.nasa.gov\nssc-shared\Bills of
Collection\UNDER $75 LISTS\FY2019 Travel Debts Under

$10

a) Retrieve and consolidate all spreadsheets from each
designated subfolder (i.e., for each period and for
each Center). Note: A consolidated spreadsheet
may have been readily available in each period
that could be utilized but ensure the data are
accurately captured regardless.

b) Locate and open spreadsheet that are flename as
“CENTERS - Less $75 BOC Submitted mmddyy”

c) Ensure that you are not selecting a Center tab with
the word “parked” and copy all the rows that contains
data under the following columns:

i

ii.
iii.
iv.
V.
Vi.
Vii.
viii.

Date

ServiceNow Case Number

Name

TA (Travel Authorization Number)
Amount

WBS (Work Breakdown Structure)
Fund

Fund Center

d) Paste the data to its proper column in the
spreadsheet created in Step 1.A.1.

Ensure the correct period was annotated in
the Period column.

Type in the Center in the Center column
based on the Fund Center identified on the
same row.
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STEP 2. NSSC Accounts Receivable (AR) Civil Servant (CS) - Perform

data validation to identify any potential duplicates.

A. Locate “FY20xx Travel Debts Under $75 Data” spreadsheet in the N
Drive: \\nsscfs01p.nssc.nasa.gov\nssc-shared\Bills of
Collection\UNDER $75 LISTS\Review of Travel Debts Under $75.

1.

Filter and sort by Name column and identify if the name
appear more than once. Note: There is a possibility that the
name will not be in order because of last name versus first
name position and misspelling.

. Highlight duplicate names in any color and copy the name
(with correct order and spelling) on the “More than once”
column.

Identify these names whether it is a true duplicate by
reviewing the following columns:

a) Date

b) ServiceNow Case Number

c) TA (Travel Authorization Number)
d) Amount

e) WBS (Work Break Structure)

f) Fund

g) Fund Center

h) Center

i) Period

Note: A name that shows up more than once but has the
same TA number is not considered a duplicate. It was the
same trip, but multiple lines of funding were used.
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STEP 3.

NSSC Accounts Receivable (AR) Civil Servant (CS) — Route Data
Findings for Review.

Create and route ServiceNow Task with spreadsheet attached to AR
Lead for review with AR CS comments/findings.
Note: After creating the SNOW Case/Task, add the Case/Task
number on top last column of the master spreadsheet as reference.

CS AR Lead reviews and notes any concerns or issues in work notes
and routes the task to CS Travel Lead for review.

CS Travel Lead notes any concerns, observations or need for
additional research and routes back to CS AR Accountant.
Note: CS Travel Lead will discuss concerns and/or issues with CS
AR Lead as needed.

CS AR Accountant reviews notes to see if additional action is needed.
Otherwise, the tasks and case can be closed.
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PROCESS — MID-MONTH CHECKLIST

A checklist is sent each month as a reminder to verify attachments in SAP and
Tech Doc and to verify postings in SAP.

STEP 1. AR L2 Supervisor — Distribute Mid-Month Checklist
A. AR L2 Supervisor validates P&U (Performance and Utilization).
B. Between the 19" and 22" of the month, AR L2 Supervisor will
create a SNOW case and attach the following documents:
1. Mid-month Checklist (See Appendix R)
2. Previous Month’s Metric Verification
3. Prior period Reversals
C. AR L2 Supervisor creates a task for each AR L2 employee to
review checklist for their centers.
D. Account Maintainer will check to see that the 5000 accounts net to
$0.00 by fund in the current month.
1. Go to GR55 in SAP.
2. Enter ZFUN

Execute Report Group: Initial Screen

(%» (lData extracts  Multiple selection @ Ja

Repaort Group ZFUNH

3. Enter the following fields:
a) Periods 1 through the current period
b) Accounts Values: 5000.0000 to 5999.9999
c) Business Area Set ID Value: Center BA
d) Fund Set ID Values: NON1435, NON3200,
NON3220, and NON1099
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NASA Accounts by Fund - Period: Selection

@ LITT; Data Source...

| Selection values

Fiscal year [2019]
Company code [mnsal
Period (1]
Period )

| Selection groups
Accounts ' I
Or value(s) 5000.0000 to  |5999.9993
Business Area Set ID ' I
Or value(s) [21 _| to ]
Fund Set ID ' '
Or value(s) NOMN1435 to
Funds center ' I
Or value(s) ' | to ' '
Agency Location Code ' I
Or value(s) to
Applic. of funds ' I
Or value(s) ' | to ' '
Fund type ' I
Or value(s) to
Funded Program ' I
Or value(s) ' 'to ' '

e) Click Execute.
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f)  Verify the balances for each fund is $0.00.

i€

Report Name:
Report Group:

Businesa Area:

ALC:
Fund:
Account:

MASA Accounts by Fund - Pericd

ZFUH

2l

*
NON1435,HN0
5000.0000,

Fund/Account

5310.0000
5315.0000
5593.0000
5594.0000

5500.0000
5505.0000
5593.0000
5594.0000
*  HON3200
5500.0000
5505.0000
5593.0000
5594.0000
*  HON3220
5320.0000
5324.0000
5325.0000
5325.0000
5593.0000
5594.0000

** Total

Intrest Revenue
Contra Rev -Int
Offset-NonEnt Co
Offset-NonEnt Ac

* NON1435 Intereat Receipts

Other Revenue

Contra Other Rev
Offset-NonEnt Co
Offset-NonEnt Ac

Coll From Canx Acc

Other Revenue

Contra Other Rev
Offset-NonEnt Co
Offset-NonEnt Ac

General Fund Recei

Pen, Fines, Reve
Contra Rev Pen,F
Admin Fee Revemu
Contra Rev Adm F
Offset-NonEnt Co
Offset-NonEnt Ac

* NON1099 REC. From Penaltie

43,514,
11,596.

166.
.00-

o
{r]

55,310.
34,

g) If there is a balance, research and correct.

E. Account Maintainer will validate all reversal support attachments for
reversed reimbursable invoices in the prior month.

1. Open Metric Verification spreadsheet attached in

ServiceNow.

©  ReesalFr2ote ozt

(i)  APRIL2019 METRIC VERIFICATION (RUN 05-01-18) xlsx

dchartle

dchartle

30-
69-
00-

99
oa
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2. Go to NR Prior month (FBLSN) tab for all documents

1[z]=]= A B c D E F G H I

1 |Assignment DocumentNo Type Clrng doc. BusA Account User name Doc. Date Amtin loc.cur.

[ [ [+] 80 | DR Count 78 BX  Total Dashboard
B 97 | RV Count 16
+| 108 WO Count 10

[=] 109 | 10 Count 104 a 108 108
[ [+] 132] DR Count 22
+| 200 RV Count 157
[+] 29z WO Count 1
[+] =295 WV Count 2

[=] 296 | 21 Count 182 4 186 186
T [+] 358 DR Count 59
+|  ao0s RV Count 51
[+ a13 WO Count 4

[=] 414 | 22 Count 114 3 117 117
[ [+] 449 DR Count 34
[+] 528 RV Count 78

[- 529 | 23 Count 112 5 117 117
[ [+] 555 DR Count 25
[+] 581 RV Count 25

[- 582 | 24 Count 50 1 51 51
" [+] 680 DR Count 97
[+] 861 RV Count 180

[=] 862 | 51 Count 277 2 280 280
1010 RV Count 147

- 1011 55 Count 147 0 147 147
C[+] 1072 DR Count 60
(4] 1151 RV Count 78

[- 1152 62 Count 138 1 139 139
" [+] 1159 DR Count 6
[+] 1299 RV Count 139

[- 1300 64 Count 145 2 147 147
[ [+] 1358 DR Count 55
[+] 1472 RV Count 115

[- 1473 72 Count 170 0 170 170
" [+] 1570 DR Count 96
[+] 1711 RV Count 140

[=] 1712 76 Count 236 0 236 236
=] 1713 Grand Count 1675

1714 Grand Count 1675 I 23| 1658 1698

<« COLL APR 2010 (FELSN]) | NRYTD (FELSN) | NR REVERSALS YTD (FBLSN) | NR APR 2019 (FBLSN) |

3. Open each section for your center to research documents.
4. Verify that an attachment is included for each reversal
document and credit bill.
F. Payment Processor will validate all reversal support attachments
for IPAC’s reversed in the prior month.

1. Open Metric Verification spreadsheet attached in ServiceNow.
(i)  Reversal F¥2019 Po7.xisx dchartle

{T_:' APRIL 2045 METRIC VERIFICATION (RUM 05-01-10] xl=x dchartle
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2. Go to IPAC Prior Month tab for all documents.

3.
4.

for collections reversed in the prior month.
1.

E F
4 X Count 4

5 10 Count 11
4 Z0 Count 128

] X Count 9

iS5 21 Count 137
'S 20 Count 20

'8 X Count 1

' 22 Count 21
i1 Z0Q Count 51

2 23 Count 51
. Z0Q Count 11

5 24 Count 11
18 Z0Q Count 162

A4 X Count 5

| = 51 Count 167
iS5 ZQ Count 569

9 ZX Count 13

10 55 Count 82
7 Z0 Count 36

8 62 Count 36
g 20 Count 90

|l X Count 1

2 64 Count 91
9 20 Count a6

11 X Count 11

12 72 Count 57
2 Z0Q Count 39

g ZX Count 5

=] 76 Count A4
4 X Count 4

I5 72-Duplicate Count L3
& Grand Count 712

7 Grand Count 712
8

=]

iQ

il

i2

i3

—l IPAC APR 2019 (FBL5N) | COLL ¥TD (FELSM) | COLL APR 2019 (FELSM) |

Open each section for your center to research documents.
Verify that an attachment is included for each reversed IPAC.
G. Payment Processor will validate all reversal support attachments

Open Metric Verification spreadsheet attached in ServiceNow.

@

™y
".I_.-'

Reversal FYz018 POT.xls

APRIL 2045 METRIC VERIFICATION (RUM 05-01-10] xl=x

dchartle

dchartle
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2. Go to Coll Prior Month tab for all documents.

A B C D
Assignment DocumentMo Type Clrng doc.

3 DG Count 44

L DWW Count 4

1 DX Count 2

] DE Count =

L 10 Count
1 DG Count 12

3 DW Count 1

3 DX Count 1

2 DZ Count 3

3 21 Count
g8 DG Count 44

3 DW Count 4

2 DZ Count 8

3 22 Count
0 DG Count 36

3 DWW Count 2

9 DZ Count 5

Q 22 Count
8] DG Count 29

2 DX Count 1

3 24 Count
4 DG Count 50

1 DWW Count 16

=] DX Count 3

=3 DEZ Count 7

4 51 Count
1 DZ Count &

4 RL Count 2

5 55 Count
2 DG Count 36

4 DW Count 1

4 DEZ Count 9

5 62 Count
T DG Count 1

2 DZ Count 14

3 64 Count
8 DG Count 84

[+] DW Count ri

I TDAC ADR 2010 FERI SERIN I il VWTh FERI SR | el 1

3. Open each section for your center to research documents.
4. Verify that an attachment is included for each reversed
collection.
H. Account Maintainer will validate all AR IDR Support Attachments for
Direct Invoices.
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1. Go to T-code FBL5N
= Custormer Line I'termr Display
] “l«H eae = HE @
Customer Line Ttem Display
% [T J=[ [i] Data Sources

| Customer selection
Customer account to
Company code NASH| to

| Selection using search help

Search help ID

Search string
kﬁ? Search help

| Line item selection
| Status
) Open items
Open at key date 068/26/2019|

) Cleared tems
Clearing date to
Open at key date

(= All items
Posting date to

| Tvpe
[« Normal items
[+|Special G/L transactions
[ INoted items
[ IParked items
[ Ivendor items

[ Lasieitizine
Layout
Maximum number of items

2. Click on Dynamic Selection
Customer Line Item Display

(% "o )2 [i] Data Sources

3. Select the following:
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a)

d)

Account Group — ZCOM

Dynamic selections

Industry
Group key

Account group

Frambre

o[ [%)

Business Area — Center
GL Account — 1310.3000

Business Area
Amount in LC
Amount

G/L Account

a[[s

1310.3000

Doc Type - DR

Document Date
Currency
Document Type
Posting Key

2]
®]B[2]®

Enter prior month dates in All ltems.

Upen at Key gate

() All items
Posting date

4. Click Execute.

5. Double click each item in report to verify that there is an
attachment.

[.  Account Maintainer will monitor the Direct Receivables folder in

Tech Doc to verify IDRs have been entered in Tech Doc.

1. For each Direct Receivable listed in the FLB5N report in item 8,
verify that the IDR has been uploaded in the Direct Receivable
folder in Tech Doc.

J. Account Maintainer will validate all Write-off documents have
correct attachments.

F—————
05/01/2019 05/31/2019 J .
01/ to  [05/31/201[7
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1. Go to T-code FBLSN.
= Custormer Line I'termr Display
] “l«H eae = HE @
Customer Line Ttem Display
% [T J=[ [i] Data Sources

| Customer selection
Customer account to
Company code NASH| to

| Selection using search help

Search help ID

Search string
kﬁ? Search help

| Line item selection
| Status
) Open items
Open at key date 068/26/2019|

) Cleared tems
Clearing date to
Open at key date

(= All items
Posting date to

| Tvpe
[« Normal items
[+|Special G/L transactions
[ INoted items
[ IParked items
[ Ivendor items

[ Lasieitizine
Layout
Maximum number of items

2. Select Dynamic Selection
Customer Line Item Display

(% "o )2 [i] Data Sources

3. Select the following:
a) Document Type — WO
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b) Business Area - Center

Special G/L ind.
Assignment

Document Nurmber
Posting Date
Document Date

Currency

Document Type E
Posting Key ]
Business Area 2 |

c) Enter prior month dates in All Items.
JpEen at Key gdte

() Al tems
e —r
i T
Posting date 05/01/2019 to 05/31/2019

4. Click Execute.
5. Double click each item in report to verify that there is an
attachment.
K. Account Maintainer will validate all Waived debt documents have
correct attachments.
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1. Go to T-code FBLS5N.
= Customer Line Item Display
@ “«H eqae & HE @
Customer Line Item Display
& [ JE[ [i] Data Sources

| Customer selection
Customer account to fiad
Company code WASA| to =

| Selection using search help

Search help ID
Search string

= Search help

| Line ftem selection
| Status

) Open items
Open at key date 06/26/2019|

(i Cleared items

Clearing date to .

Open at key date

(= Al items

Posting date to i

| Type
[«|Normal items
[¥|Specil G/L transactions
[ INoted tems
[ IParked items

[“Ivendor items

(ROt
Layout
Maximum number of tems

2. Select Dynamic Selection
Customer Line Item Display

(% "o )2 [i] Data Sources

3. Select the following:
a) Document Type — WV
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b) Business Area - Center

Dacument Date

Currency

Document Type W
Posting Key

Business Area 24
Amount in LC

Amgount

Payment Method

Dunning block

c) Enter prior month dates in All Items.
UpEen at Key 0ate

(9 All items
e —
. - -
Posting date 05/01/2019 to Losralfzong

4. Click Execute.
5. Double click each item in report to verify that there is an
attachment.
L. Account Maintainer will validate all Journal Voucher Support
Attachments for the prior month.
1. Open the current year JV Log on the N drive (N:\JV Log\JV Log
20XX)
2. Filter on center to be worked.
3. Open each item in SAP to verify JV has been attached.
M. Account Maintainer/Payment Processor will monitor the Journal
Voucher folder in Tech Doc to verify that all JV’s have been upload.
1. Open the current year JV Log on the N drive (N:\JV Log\JV
Log 20XX)
2. Filter on center to be worked.
3. Go to the Journal Voucher folder in Tech Doc to verify that
each JV has been uploaded.
N. Account Maintainer/Payment Processor will assist with the N Drive
Clean Up.
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1. Verify that items that should be uploaded in Tech Doc are
present. (i.e., JV’s, Direct Bills, Monthly Billing)

2. Delete the items from the N drive.

O. Account Maintainer will verify that Salary Offset Journal Vouchers
are complete for the current month.

1. Open the Datamart files processed for the current month
located on the N drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Debt
Management\Biweekly DataMart Postings\Center-
BA\CY20XX).

2. Check if any items have been notated as a Salary Offset.

3. Open the JV Log to determine if the JV has been processed.

P. Account Maintainer will complete DOI too SAP Reconciliation for
the prior month. (See NSSDG-9200-0006 Non-Reimbursable —
Establishment of Receivables, Process — Payroll Indebtedness
Step 7 SAP and Datamart Reconciliation)

Q. Account Maintainer will reconcile General Fund Balance.

1. Open T-code FMFG_E_TRANS_REG in SAP.

Federal Transaction Register

®RHKY

General |
Company Code NASA to ] A
Fiscal Year 2015] to [& |
Posting period 1o to 10 (= |
Posting Dat to [= |
Document Date to B3
Ref. document numb I to 1 (= |
Entry Date to =3
Time of Entry 00:00:00 to 00:00:00 T
User name ] T

Specific Options
Funds application to (=]
Fund [Non3220 | to ] =3
Funds Center [ 2 R to 1 [=&]
Funded Program to =
Functional Area to =
Business Area 51 to — =3
Profit Center to [ & ]
Account Number 1010.0000 to 1010.999% =3

Option
[ |Show by Original Decument
[#|Fil Text Descriptions
" |use Secondary Derivation

Reporting

=

Layout il ol

2. Enter the following information:
a) Fiscal Year = Current Fiscal Year
b) Posting Period = current period
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c) Fund Center = Business area of center

d) Business Area

e) Uncheck “Show By Original Document”

f) Select the multiple selection icon on the right-hand side of
the “Fund” Fields and enter NON3220, NON3200,
NON1435 and NON1099.

g) Click Copy.

h) Select the multiple selection icon on the right-hand side of
the “Account Number” fields.
i) Click on the Select Ranges Tab and enter the following:
i. 1010.0000 —1010.9999
ii. 5993.0000 - 5993.9999

IE?MuItipIe Selection for Account Mumber

Select Single Values e

Exclude Single Values i Exclude Ranges

o.JLowertimit [Upper limit |
__|1010.0000 |1010.9999 ]
__|5993.0000 |5993.9099

— E
L [+]
LDl I[D]

| Multiple selection.. |

j) Click copy.
k) Click execute.
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[) Click on the “Change Layout” icon.

Federal Transaction Register
&8 &lF|[v/|[z ¢ M ——
Federal Transaction Register - Accelerated
Ref.Document | Year[CoCd T Period|Posting Date | Doc. Date [Documento JFund  [runds cr| Crmttiem[Account Tz Denit]z  Creait] Crey |
01000173351 51 2015 NASA . 8642 UsD
110082014 [10/062014 100017385 |NON3220 |72SC |NONR  |5993.0000 8642 usD
01000176031 ) ' ) . 28250 usD
110M7/2014 [10082014 100017603 |NON3220 |72JSC |NONR  |50930000 | 24250 usD
01000324851 7 - 185285 usD
110072014 [1007/2014 100032485  |NON3220 |72SC |NONR  |5993.0000 | 1385285 usD
01000347801 7 . 18096 usp
110/42014 [10/42014 100034780 |NON3220 |72JSC |NONR  |59930000 | 18096 usD
01000357631 7 . 1901 usp
140072014 [10i24i2014 100035763 |NON3220 |72JSC |NONR  |59930000 | 1999 usD
01000357641 7 ) ' ) . 1926 usD
1[10R7/2014 [10i24i2014 100035764  |NON3220 |72SC |NONR  |59930000 1926 usD
01000380811 7 - 28600 usD
110222014 [10i212014 100038081 |NON3220 |72SC |NONR  |59930000 |  286.00 usD
01001389961 7 - 18800 usD
2[11062014 | 11042014 |100188996 |NON3220 |72-SC NONR 59930000 | 18800 usD
01001924801 7 + 30000 usp
2[114212014 [ 11122014 |100192480 [NON3220 [720SC |NONR 59930000 |  300.00 usD
01001949641 7 ) ' ) . 812 usD
2112412014 | 1222014 | 100184084 | NON3220 [72.05C | NONR _|5993.0000 2412 usD
m) Select Local Currency.
n) Click the Left Arrow.
o) Click the green checkmark.
I Change Layout
_ AT, soros s iew , Dispa
[a[~]2][3] (6] [ Fan =)
Displayed Columns Column Set
Column Name ]| Column Name |
Referance Dosument [=] Smart Doe. Humber
Fiscal Year |=] Company Mame [=]
Company Code Fund nama
Posting period @ Funds center name
Posting Dale narme
Document Date G/l acct short text
Document Humber Local currancy
Fund Transaction Currency
Funds Center Amaount in OrigTransCrey
Commitment tem [=] Laedgar [=]
Account Mumber E Record Type =l

(o] [ —
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p) Click on the “Account” header to highlight the column and
click the subtotal icon.

Federal Transaction Register

AR EFY TN ee—————— 0

Federal Transaction Register - Acelerated

R Dvamest | Ve CoC4 | Ponod FosiogDae | Doc O |Oocumetln JFuns | Funs | Gt e PRSP .|

01000173851 7 2015 MASA v B USD «  BEd2
v oo |DRIRENT|NONZD TRSC NOWR 0D 642 T

0T U] UsD o 24240
1 oo |GGG (MO TLEC (NOR Sl 280 G| 204

OO0 185205 USD + 185245
ffoua oo |DREMENNONZ TRSC (NOWR  SHAOOD 185205 [T

DHO0RATE T UsD o t606
1ia e TG NG TS NGRS | fa0s D)

0TS T U 1
1 0T | 024 NONRZ THSC NORR O 99 [T

DHORETE T U 1o
1 W07 10242014 NONIZZ) | 72.JSC | NOWR 59930000 1% UsD|  13%

01000260811 7 ] USD « 68400
i 0gaid_ i NONIZED (T35 (NOWR GROND 4600 [T

q) Hide the account details for each subtotal by clicking the
decrease icon.

Federal Transaction Register
5 7] o ]
Federal Transaction Register - Accelerated
Rl Documnant | Yeas| CoCode | Paricd| Posling Date |Doc Date | D {Funa | Fundis cv| cmenttem [ Account {e,_Detile Creonlcrg s Lo
B0 B0 P 1,090,
T400001180-1 2018 Masa 2 nnaEna vndeos  [JEE006TIEE T nondER | TRasG MonR 300.00 ush 10000
1400000040-1 | 2015 MASA 1 1A4Z0M 10M4Z0% 1400000040 NOMIZZO | 72050 WOMR 10 se uso|  aes
AB01138-1 | 096 MASA B 0ZMWR0IE (306 [IAODOIIANE NONMZZ0  T2JSC  NONR 14260 usD| 14380
THOO00I1E1T 2015 HAA 3NN R0 JB00003181  HOMIZN | T2J8C | CaH 6,308.81 usb| g.30a8
10000031501 3012 NASA T VNRE0M 11052014 (IB000C0NSG | NOWIIZ0 | 73JSC  CASH 24220 UsD| 24220
18000041201 | 2015 HASA 1070 100AZ014  1B00OGMISR | HOMIZIO | TIJSC | CASM 24250 usD| 280
18000042401 2018 asa 3 ardiis  aeh2itd [ JB000CEIE | NOMIER | TRJSGC CaSH 24180 ush 24250
10000061051 Z015 MASA 5 0HIOE01S  0RRE015 | IB0000SI08 NOMIZIO | TS0 | CASH 21878 usD LR
1B00007THI1 | 2016 MASA 5 02TWIONE  0IOWZO0TS | ABOOOUFAAZ | NOWIZI | 7IJSC | CASH 24250 van|  paze0
D00 2015 NASA 8 0MINE  0MeRR015  IBDOORTANR | NOWIZN | 280 | CASH 24250 USD| 280
10000078161 2015 MASA 0 01013 05052012 IBOOOOTONS | NOWIIZ0 | 72SC | CASH 24220 uso| 20
18000081131 3015 NASA 4/ 0IHSE0IE  010NG010 | IBODOGRIAE | NOWIZZD |72M5C | CasM 24280 uSD|  mIs0
18000114601 2018 HABA 7 04AGEINE  D40hR0S | BODOTIEAR | HOMMEZD | TIUBC | CadH 24280 USD| 24280
WI0EIIE Fe BT - A0 USD - DOASN..
14000040001 2015 NASA 110082014 1006S0%  LABO0OMODD NOMIZZO 7280 NONR 84z uso|  meaz
WDRNORA31 2015 MASA TI4AMIIE 12000013 JA0000RMA] | NOMIIIY | T2JEC  MOKR HO00 (USD| 000
14000004441 | 2015 MASA TI04NMENE 12032013 1400008448 | NOWIIZD | F2SC  NOMR 240,00 ust| 000
1000000004-1 3018 NASA 110073014 10075014 | IB0O0ORO04  HOMIIZO | TIJSC | CASH 103205 USD| 022N
ARDDDOIGEE-1 2018 MAZA i OIERRie 3Rl JRD00OR0RE NOMAZM  TRJEC  CASH 28000 UBD TR OD
180000422141 2018 MASA 3 10a0rs aodeors [ JB000CEIRY NOMIZM | FiuSC CasH niw ush naw
100004ZZ0-1 | 2015 NASA 3/ 120%2004 1204201 1900004ZR0 | NOWIZI0 | 72USC | CASM 310 uso| e
1BO0D043RE 209 PARA 3 120Ebid 12422014 [ JROOOGMEAZ  WOMIZM  T3JEC  CASH 0.657.04 UBD | 85738
D0005R00-1 2015 MASA 2R nmenind  IB0000RI00  NOMAEN  FiuSsG  aBH R (T T T
100005501 | 2015 | MASA 2/ 13E0I 11132004 [ IB000GRSSN | NOWIZZO | 720SC | CASM 285,45 Uso|  mas
1RO000R100-1 | 2045 MASA 4 pAH40IE 01ORE0TE | JBDDOGRI0D | NOWIZI0 | 73USC | CASH [EIE0) USD| B0
18000112571 2018 aga & orpwveod  Gend2od  [JRO0OTIREE | NOMIER | TRJSC CadH 3,000.00 US| 500000
1B0011Z30-1 | 2018 NASA 8 D2o0o0VE 0701 ABODOVIZN0 | NOWIZZ0 [72.8C | CABM [IATIR]] USD| 0218111
WEDAAAA | 2096 MABA B O2OTEONE 0222016 |BOOOUIA0R | NOWIZX | 72-19C | CARH 471 uan 473
10ab0115aT 2018 MASA 8 0AEENE  GMiTR0E JBO00713AF  WOMAZR  TRJSE  GASH 10850 (-] LT
18000117051 2015 MASA 0 08702015 04192015 | JB00091708 | HONIZZO | T2JSC | CASH 70930 uso 78930
1010 5335 7= 1OTRGd « 037 USD . 107837
LAGHANTIAET | 3016 | PIASE ERET 00 M7 1= T Mgl 0 sr e 2041 1153 0a
L |

r) Add all the 1010 account Local crcy totals together.

s) This total should match the total of the 5993 account.

t) If the totals do not match, determine the total amount that
is different between the 1010 and 5933 accounts.

u) Unhide the account details on the report.
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v) Examine each account to locate the variances.
w) Once the transaction that is causing the variance is
located, contact individuals responsible for corrections.

R. Account Maintainer will load prior month reimbursable billing into
Tech Doc.

1.

o

Go to prior month Monthly Billing folder.

2. Select all files.

3. Right click.

4,

5. Use the following Naming scheme for the file (Center Month

Select Send To - Compressed (Zipped) file

20YY~Center~FY20YY).

Right click on the file and select cut.

Paste the file in the Document Imaging file on the N drive
(N:\Document Imaging\Monthly Billing).

S. Payment Processors will load prior month IPACs into Tech Doc.

1.

2.
3.

4.

Login to IPAC.

Log In To: hitps: e pec fms.trezs gov/

Select Query

In the Report Type, select IPAC Transaction Report
Selection.
*F

Report type el | IPAC Tran=action Selection

[ S Y

e ‘| |
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5. Select All Transaction types.

l Transaction type= ¥ |-f-| transadion bypes W

6. Entér_prior month’s date.

Starting date = [os/02/2019 |

Ending dats = [osr32/2019 |

7. Select Sent by your ALC

Sent by your ALC

Sort by * ':i:'ALC ':::' Dioc. ref. nr. O Appropriation O Totals onky

8. Click SubmitFicesTs=

9. Once the report has executed, click Download and then

Open.
10. Save as a PDF to the N Drive (N:\Document Imaging\AR-
IPAC).

11. Use the Naming Scheme Center~Month20YY~SEN.
T. Payment Processor will verify that the AR in Transit account
1310.5000 has a net balance of $0.00
1. Open T-code FBL3N in SAP.
2. Enter G/L Account 1310.5000.
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3. Select All ltems from beginning of prior month to current day.
G/L Account Line Item Display

(& o )5 [i] Data Sources

G/L account selection
G/L account 1310.5000 to
Company code NASE to

Selection using search help
Search help ID
Search string

‘5 Search help

Line item selection
Status

() Open items
Open at key date 06/28/2019

() Cleared ftems

Clearing date to

Open at key date

(%) All items
—————————— s ——
. - =
Posting date 05/01/2019 to LDG!EB{ZDISJ
Tuna

4. Select Dynamic Selection and enter Business Area for center.

& o J&[ [i] Dpata Sources

m Assignment :
~ [5 GL A/C Master Recard Posting Date
* [£] Group account number Document Date
* ] Created on Document Type
" ] Creted by Posting Period ]
+ [B1 PaL statmt acct type i —
+ [B Account Group RECLG L
+ [ Trading Partner Business Area 2 J
+ [£] Balance sheet account .
* [B1 Mark for deletion . :

5. Click execute.
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6. Scroll to the bottom of report and verify that the total is $0.00

] 1300088377|21 |IR 06/03/2019| 50 20,516.58-| 013027880001
] 130008860121 | IR 06/04/2019(40 §,003.39 | 019030340001
[E|20190604-21024 2000090280021 |20 06/04/2019(50 §,003.39-
[ 2019061221025 200009333421 |20 06/12/2019(50 6, 629.39-
@ 130009425021 |ZR 06/12/2019|40 6,629.59 | 019030400001
| 019028440001 1300100814 |21 |ZR 06/03/2019| 40 63,173.56 | 019028440001
(0| 20190603-21023 2000100896|21 |ZQ 06/03/2019|50 63,173.56-

0.00
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PROCESS — MONTH & QUARTER END CHECKLIST

STEP 1. AR Supervisor — Distribute Month & Quarter End Checklist
A. Account Maintainer will validate the Allowance Balances in SAP
match the AFBD Analysis for CMP 3.3A (Quarterly)
1. Go to T-code GR55 and enter ZFUN

Execute Report Group: Initial Screen

(% (i Data extracts  Multiple selection & Ja

T T —
Report Group I_ZFI;JH_I

2. Click Execute.
3. Enter the following:
a) Fiscal Year = current year
b) Period 0
c) Period = Current period
d) Select multiple selections for Account values and enter
1319.0000, 1347.0000, 1367.0000, & 1377.0000
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[T Multiple Selection for Or value(s)

'_,/ Select Single Values (4) | Select Ranges |

0. Single value
1319.0000 (7|

1347.0000

| J1367.0000

| |1377.0000

mn

- O]
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e) Business Area Value = business area for center

NASA Accounts by Fund - Period: Selection
& ™ Data Source...

Selection values

Fiscal year 2019
Company code masa)
Period ]
Period g

Selection groups

Accounts

Or value(s) 1319.0000 to
Business Area Set ID

0Or value(s) 21 | to
Fund Set ID

Or value(s) to
Funds center

Or value(s) to
Agency Location Code

Or value(s) to
Applic. of funds

Or value(s) to
Fund type

Or value(s) ] to ]

Funded Program

Or value(s) to

4. Click execute.

] @ B B @ R E (-

5. Compare the totals to the CMP 3.3A report to verify correct

posting.
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* S53MXZ22017D Safety and Secu

1315.0000 Allow Loss Acct

* S53MXZ22017R Safety and Secu

1315.0000 Allow Loss Acct 480.07-
* 355MX22018D0 Safety and Secu 480.07-
1315.0000 Allow Loss RAcct
*  S53MX22019D Safety and Secu
*+ Tptal 480.07-
Target
Balance per
Current Bal AFBD
Fund/Account GRES G/ Debt GIL per GR55 Analysis
S8MX22018D 1319.0000  1310.3000 162.02 -480.07
NON1099 1377.0000 68.00
NON1435 1347.0000 470
Tatals 23472
Tatal per Aging Analysis 574 45
Difference 94.38
Reconciling ltems:
SCEX22017D 1310.3000 49.18 <5400
SCEX22018D 1310.3000 -18.22 <5400
NON1435 1340.0000 -148 <5400
NON1099 1370.0000 -25.50 <5400
94.38 Tatal

B. Account Maintainer will verify there are no abnormal balances in
the allowance accounts.
Go to T-code GR55 and enter ZFUN

Execute Report Group: Initial Screen

1.

Al A

(£ (1) Data extracts

Report Group

Click Execute.

Enter the following:
Fiscal Year = current year

Period 0

I_'—_rl—.
ZFUNH

1=

=

Multiple selection & Ja
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a) Period = Current period

b) Select multiple selections for Account values and enter
1319.0000, 1347.0000, 1367.0000, & 1377.0000

[= Multiple Selection for Or value(s)

_/ Select Single Values (4) | Select Ranges |

0. Single value
1319.0000 (3|
1347.0000

| |1367.0000

| |1377.0000

11

- O
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c) Business Area Value = business area for center
NASA Accounts by Fund - Period: Selection

® ™ Data Source...

Selection values
Fiscal year 2019
Company code WA
Period ]
Period g

Selection groups

Accounts

Or value(s) 1319.0000 to
Business Area Set I

Or value(s) 2 to ]
Fund Set ID

Or value(s) ] o ]
Funds center

Or value(s) to
Agency Location Code

Or value(s) ] w |
Applc. of funds

Or valu(s) to
Fund type

Or value(s) ] o ]

Funded Program

Or value(s) to

]

6. Click execute.

7. Verify that there are no debit balances in any of the accounts.
C. Account Maintainer will verify that the 5000 accounts have a Net $0

balance by fund.
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1. Go to T-Code GR55 and enter ZFUN
Execute Report Group: Initial Screen

(£ ({)Data extracts

Report Group

2. Enter the following:

Multiple selection & Ja

ZFUN MASA Accounts by Fund - Period

a) Fiscal Year = current year

b) Period =1

c) Period = current period

d) Account Values = 5000.0000 to 5999.9999

e) Business Area Value = Center business area

f) Select multiple selections for Fund Set Values and add
NON1099, NON1435, NON3200 and NON3220
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= Multiple Selection for Or wvalu«

Select Single values (43} |

O Single value

MOM14ZS
MOMZ200
| IMomn=zzo
| JMomMiooo

L]
L]

(=

NASA Accounis by Fund - Period: Selection

@ L’TT: Data Source...

| Selection values

Fiscal year [2014]
Company code [wasa)
Period [ 1]
Period [

| Selection groups
Accounts ' '
Or value(s) 5000.0000 to 5999.9999
Business Area Set ID ' '
Or value(s) [21 ] to [ ]
Fund Set ID ' '
Or value(s) NCON1435 to @
Funds center ' '
Or value(s) ' | to ' '
Agency Location Code
Or value(s) [ ] to [ ]
Applic. of funds ' '
Or value(s) ' | to ' '
Fund type ' '
Or value(s) to
Funded Program ' '
Or value(s) ' |to ' '@

3. Click Execute.

4. Verify that the balance for each fund is $0.00
D. Account Maintainer verifies there are no credit balances.
1. Goto T-Code S_ALR_ 87012173 (List of Customer Line Items).

2. Enter the following:
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a) Open at Key Date = Last Day of Current Month

| Line Ttem Selection
| Status

(®)Open Items
| EE——
Open at Key Date 0&6,/30/2019

b) Selec-t Dynamic Selections
i. Account Group = ZCOM, ZEPY, and ZFED

[= Multiple Selecti
" Salect Single

o
w
=

S EaEEEn

r

ii. Business Area = Center

Posting Key
Business Area 21
Amount in LC

.
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iii. G/L Accounts = 1310.0000, 1310.3000, 1340.0000,
1360.0000, and 1370.0000

L

y Select Single Values (5) | Selec

0. Single value

| J1310.0000
| ]1310.3000
| 1340.0000
| 13600000
| J1370.0000

L]

3. Click execute.
4. Scroll through each item to verify that there are no credit

balances.

5. If there is a credit balance, it will need to be researched and
reversed, if applicable.
E. Account Maintainer will verify Payroll Debts that Net to $0 are

cleared.

1. Use LOCLI report executed for credit balances.

2. Scroll through to verify that any Payroll Debt (ZEPY) that has a
Net $0.00 balance have been cleared.

3. If the debts have not been cleared, they will need to be
manually cleared using F-30.

F. Account Maintainer will validate all reversal document have

supporting attachments.

1. Goto T-code Z BILL_REASREYV in SAP.

2. Enter Business Area for Center
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3. Enter Reverse Fiscal Year and Period for current month =

20YYPP
Accounts Receivable Billing: Reason for Reversal Report
® [
Data Selection
Bus Area 21 o |
Reverse Fiscal Year & Period 201909 to 201909

Reversal Reason to

Posting Date of Reversal Doc to

4. Click Execute.
5. Verify there is an attachment on the reversal document.

Accounts Receivable's Billing Reversal Reasons Report

BUS AREA" DOC TYPE™ “FSC YR “PERIOD DOCUMENT™ ATTPOSTDT REVHOC  REV ATT REVFS

21 DR 2019 3 1800001596 X  12/18/2018 1800§06081 X 1
A 4

&
&b

G. Account Maintainer will verify that all ZCOM debts over 150 days
have been written off.
1. Go to ZCF_ARAGING
2. Enter Account Group = ZCOM
3. Enter Business Area = Center
4. Enter Through Accounting Period = current period
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5.

7.

8.

Enter Fiscal Year = Current Year
Accounts Receivable Aging by Periods
® (&

Data Selection

Account Group/Range 2004 to

Business Area(s) 1 to

Customer Number to

Document. Number to
G/L Account/Range -
Thraugh Accounting Period g

Fiscal Year 2019

[ View for TROR

Click execute.

Once report has executed, verify that there are no debts non-
reimbursable over 150 days.

If there are any debts over 150 days that can be written off, they

will need to be written off prior to month end.

H. Account Maintainer will reconcile General Fund Balance (See Mid-
month Checklist)

I.  Account Maintainer and Payment Processors will verify that the JV
Log has been filled in.

i. Open the JV Log for the current year.
ii. Filter on center processed.
iii. Verify that all fields have been filled in.

J. Payment Processor will verify that cash postings in ServiceNow
have been completed.

1.
2.
3.

Open ServiceNow.

Go to Open Cases assigned to me.

Filter on cases that deal with cash postings (check, pay.gov,
fedwire, or IPAC).

Verify that a document has been posted in SAP for each cash
document.
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K. Payment Processor will verify the AR in Transit has a net balance
of $0.00 (See Mid-Month Checklist)
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METRICS
Initiating . Receiving ,
Office/Entity | D°!veraple (Qutpu) Office/Entity Metric
Accounts Submission of NASA OCFO Prepare and
Receivable Treasury Report on submit Treasury

Receivables
(Centers & Agency)

Report on
Receivables
(TROR) to OCFO
quarterly by the
NATS due date.
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SYSTEM COMPONENTS (EXISTING SYSTEMS)

IT System Title

IT System Description

Access
Requirements

SAP Integrated Financial Management User role at
System NSSC

TechDoc System for storing, reporting and User role at
documenting data NSSC

Federal System for NASA Human Resources | Read Only

Personnel/Payroll | and Payroll actions Access, Limited

System (FPPS)

Access

CSNG Treasury System for managing and Supervisor Role
collecting debts due to the federal and Cashier Role
government that are over 120 days
delinquent

ServiceNow NSSC’s Work Management System User role at

(SNOW) NSSC

Debt System for entering and submitting Agency Reports

Management Agency TROR Report Preparer role

Information

System Treasury

Report on

Receivables

(TROR)
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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

AP Accounts Payable

AR Accounts Receivable

CA Creditor Agency

CNC Currently Not Collectible

CS Civil Servant

CSNG Cross Servicing Next Generation

CTR ABBREV Center Abbreviation

DCFO Deputy Chief Financial Officer

DMS Debt Management Services

EPSS Enterprise Performance Support System
FBWT Fund Balance with Treasury

FMD Financial Management Division

FY Fiscal Year

GL General Ledger

L2 Level 2 (a term used for the Service Provider team)
L3 Level 3 (a term used for the Civil Servant team)
OCFO Office of the Chief Financial Officer

TROR Treasury Report on Receivables

NASA National Aeronautics and Space Administration
NATS NASA Audit Tracking System
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NSSC NASA Shared Services Center
P Period

PCA Private Collection Agency
POC Point of Contact

SP Service Provider

SNOW ServiceNow

WO Write-Off

WV Waiver
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APPENDIX B — L3 NSSC TROR CHECKLIST

# Y/N Description
Is the Center ALC correct in the Reporting Entity Code field?

Does the Fiscal Year and Month match the reporting period?

PART I: SECTION A Receivables and Collections

1 Does Beginning FY Balance equal ending balance of prior FY?
2 Does the New Receivables amount match the FBL5N report (less the Federal Customers - ZFED)?
Is the FBL5N report attached to the TROR report?
3 Does the Accruals amount match the FBLSN report for accounts 1340.0000 and 1360.000?
Is the report listing the Accruals attached to the TROR report?
4 Is the Collections on Receivables a negative amount?
5 Does the adjustments amount match the manually prepared adjustments spreadsheet?
Is the manually prepared adjustments spreadsheet attached to the TROR report?
6 Is the Amounts Written Off a negative amount?
Is there a copy of an approval letter or other documentation approving the write-off of receivables reported on the
report?
Does the SAP screen shot of GR55/ZTB6 ending balance screens for G/L Accounts 1310.0000, 1340.0000, 1360.000, and
7 1370.0000 match the amount on this line?

Is the GR55/Z6TB screen shot attached to the TROR report?
Does the Trial Balance equal the AR Aging Balance? If not, investigate the discrepancy.

Does the Beginning Balance plus (+) New Receivables plus (+) Accruals minus (-) Collection, Adjustment, & Write-offs equal
(=) the Ending Balance?
SECTION B Additional Receivables Data (Information Only)

1 | |Is the documentation and/or reports attached to support the amounts recorded to the TROR report?
SECTION C Delinquent Debt (Excluding CNC Debts)
1 Are all amounts listed positive amounts?

Do the amounts listed match the amounts on the SAP aging report?
Is the SAP Aging Report representing each amount attached to the TROR report?

Is there a comment sheet containing the collection status of any accounts receivable greater than 60 days delinquent?

2 Does the amount of each delinquency by category match the amount of delinquency by age?
3 Does Line 3 (A) & Line 3 (B) match the Credit Bureau Report?
PART II: SECTION A Delinquent Debt 120 Days or Less
1 | |Is Line 1(L) equal to the sum of Part 1 Section C Line 1(A) thru Line 1(D)?
SECTION B Delinquent Debt Eligible for Referral to Treasury for Offset
1 Are there delinquent debts over 120 days?

Have the debts been referred to Treasury and placed in a CNC status?
Is the delinquent debt reports attached to the TROR Report?
Does Line 1(B) equal Line 2(B) and Part Il Section D Line 1 (E)?
Does Line 1(H) equal Part Il Section B Line 2(B) and 2(R)?
Is the amount of Debt in Litigation for Enforced Collection negative?
Is the amount of Other- must footnote negative?
Is the amount of the Debt Referred to Treasury Offset Program through Cross-Servicing negative?
2 Does Line 2 (Q) equal Line 2 (R)?
Does Line 2 (S) equal zero?
SECTION C Collection on Delinquent Debt
1 | |Is the reported information for the Current Fiscal Year only?
PART II: SECTION D CNC Debt Status
Has all the cells in the TROR been calculated to ensure that the spreadsheet's formula is correct? Making sure that any
1 cells (above or below) equal their corresponding amount in the grayed areas.

Was the FIDO on the N:\Reports\FYYYYY accessed to ensure that Metric 3 is completed and correct? Does the ending
balance on the TROR match the ending balance in Metric 3 for this month and the previous months value? If the
balance does not match research and correct discrepancies..

Reviewed By:
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APPENDIX C — MANUALLY RUNNING “ACCRUALS” REPORT

A. SAP — “FBL5N” - “Accruals” Report

Customer Line Item Display
@ & )=(4 active [ Data Sources

* L Lustomer master
» (I Company code
+ [J Documen ts

-
1. Select “flag” icon to get to the dynamic selections screen ]'[
Document t Typ: DR] I
Posting Key - [ =]
Business Area 51 | = |
Amount in LC
Amount . E3
G/L Account [1310.0000 | & |
Payment Method 5
& ] [=]
NASA 2 — E|
— & I (]
10/01/2014 to [o3/31/2015]0) [=]

| Special G/L transa: ctions

2. Enter the following parameters:

a)
b)

9)

h)
1)

“All ltems” Posting Date 1 = First Day of Fiscal Year
“All ltems” Posting Date 2 = Last Day of Reporting
Month

Type = “Special G/L Transactions” only

Account Group = ZCOM and ZEPY

Document Type = DR

Business Area = 10, 21, 22, 23, 24, 51, 55, 62, 64, 72
or 76

GL Account = 1310.0000, 1310.3000, 1340.0000,
1360.0000 & 1370.0000

Click “Clock” Icon to run report.

Export (List > Export > Local File>Text with Tabs)
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APPENDIX D — MANUALLY RUNNING “WRITE-OFFS” REPORT

A. SAP — “FBL5N” - “Write-Offs” Report

1. Select “flag” icon to get to the dynamic selections screen ]=[

Customer Line Item Display
@ EI ]E[B active ﬂ Data Sources

* Ll Customer master e = !
* [ Company code Document t Typ W ’E’
» [ Documents Posting Key =
Business Area 51 \T’
Amount in LC m
Amount =
G/L Account ] o
Payment Method B =
Customer selection
Customer account i to | =
— S

Company code NASA to

Selection using search help
Search help ID
Search string
(= Search help

Line item selection
Status
(1Open items
Open at key date

“ICleared items
Clearing date to

Open at key date

(s)All iterms
Posting date 10/01/2014 to 03/31/2015 =

Type
[v|Nermal items
[¥|Special G/L transactions

2. Enter the following parameters:

a) “All ltems” Posting Date 1 = First Day of Fiscal Year

b) “All ltems” Posting Date 2 = Last Day of Reporting
Month

c) Document Type = WO & WV

d) Business Area = 10, 21, 22, 23, 24, 51, 55, 62, 64, 72
or 76

e) Click “Clock” icon to run report.

f)  Export (List > Export > Local File>Text with Tabs)
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APPENDIX E — MANUALLY RUNNING “INTEREST & PENALTY”
REPORT

A. SAP — “FBL5N” - “Interest and Penalty” Report

]
1. Select “flag” icon to get to the dynamic selections screen ]'

Customer Line ITterm Display
& [ )=(4 active [l Data Sources

* Ll Customer master ey — I
» [ Company code Documen t Type DR =
» 3 Docurmen ts Posting Key | = |
Business Area S| =
Amount in LC = |
e 1 &
G/L Account 1340.0000 | =3
Payment Method o =
Customer selection
Customer accoun it to [ 1 ‘T‘
Company code NASA to — =
Selection using search help
Search help ID B

Search string

o Search help

Line item selection
Status
T
RO Open tems
Open at key date 03/31/2015

L

“JCleared items

Clearing date ] to [

Open at key date

Al itemns

Posting date to

Type
[ INormal tems
[¥|Special G/L transai ctions

2. Enter the following parameters:
a) “Open Iltems” Date = Last Day of Reporting Month
b) Type = “Special G/L Transactions” only
c) Account Group = ZCOM and ZEPY
d) Document Type = DR
e) Business Area =10, 21, 22, 23, 24, 51, 55, 62, 64, 72
or 76
f)  GL Account = 1340.0000, 1360.0000 & 1370.0000
g) Click “Clock” icon to run report.
h)  Export (List > Export > Local File>Text with Tabs)
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APPENDIX F — MANUALLY RUNNING “NEW RECEIVABLES”
REPORT

A. SAP - “FBL5N” - “New Receivables” Report

]
1. Select “flag” icon to get to the dynamic selections screen ]=[

Custorner Line Iterm Display

kot

000000000

0

Posting date 1i0/01/2014 | to 03/31/2015

0

2. Enter the following parameters:
a) “All ltems” Posting Date 1 = First Day of Fiscal Year

b) “All Items” Posting Date 2 = Last Day of Reporting Month
c) Type = “Normal Items” only
d) Account Group = ZCOM and ZEPY
e) Document Type = DR, RV and DC
Note: DC (Liquidation) Docs are not included in the New Receivables’
total but are initially needed to verify which RV billing documents have
been liquidated.
f)  Business Area = 10, 21, 22, 23, 24, 51, 55, 62, 64, 72
or 76
g) GL Account =1310.0000 and 1310.3000

h)  Click “Clock” icon to run.
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i) Scroll down to bottom of report and write down total

a. This total will be needed later to verify no changes
have been made during Excel manipulations.

3. The “Business Area” and “Account” both need to be added to this

report before it is exported to Excel.

=4 List Edt Goto Extras  Environment

Customer Line Item Display
MH4»M @q” f E é;" ES ﬁ @ SF é %‘ ﬂ FEB % HE| F_-| ﬂ Se!ections DDispute Case

Settings

grHCG@Q CHR HDO8 HE @H

System

Help

a) Select the colorful grid “Change Layout” icon.

[E Change Layout: Standard local currency

~ Lned | Line2

[ Line 3

Line 1
Column content

Assignment
Document Number
Document Type
Document Date
Spedial G/L ind.

Local Currency
Clearing Document
Text

Line width

List width

Cleared/open tems symbol

MNet due date symbol
Amount in local currency

os. Length =

P
1 2
2 i8
3 i0
4 =
5 i0
(] i
i 2
8 18
] L5
10 i0
11 50

<

]

L]

“

Hidden fields

Col. content Lngth

\Arrears for discount 1 6 e

|Asset 12 =

Asset Subnumber T

Base Unit of Measure 3

Baseline Payment Dte 10

Bil/Exchange Usage 5

|Biling Document 10

Branch account 10
7[Busness Area }1

|Business Place T

1D 12
Cash disc. amt LC 18 -

& B0 B2

b) Select “Business Area” from “Hidden fields” and click left
facing arrow to move this field over to “Line 1” side.

c) Select “Account” from “Hidden fields” and click left facing
arrow to move this field over to “Line 1” side.
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d) Click “Copy” Button

e) Export (List > Export > Local File>Text with Tabs)

Vi.

Save as an “.xlIs” file. Modifying the Exported Excel

Rename tab “Original”
Copy data over to a new tab
Rename new tab “NR”

Delete all columns except for the following:

Assignment
DocumentNo
Typ

Doc Date
Amount in LC
Clearing Doc
Business Area

Account

Highlight Column A, B, and F

A = Assignment Number
B = Document Number
F = Clearing Doc
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Vii.

viii.

Xi.

Format Cells = “Number” format and chose format
with no decimal places.

Format Column E (“Amount in LC”) to Currency
format (with red to identify negative numbers)

Sort Spreadsheet by Assignment number.
In Column I, add a column named “Type”

Scroll toward the bottom of the spreadsheet and
delete all rows after the last assignment number

Note: These are just extra rows from the way the spreadsheet exports

from SAP

Xii.

Check the sum of the “Amount in LC” column and
make sure it matches what you wrote earlier.

Note: Do not leave the sum physically on the “NR” worksheet

Xiii.

Create a Pivot Table to populate “Type” Column

a. Go to “Insert” tab on menu bar and click on
“Pivot Table
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Create PivotTable — M

Choose the data that you want to analyze

@) select a table or range

Table/Range: [NR!$A:$H| ]

) Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
@) Mew Worksheet
()] Existing Worksheet

m
il

Location:

Choose whether you want to analyze multiple tables

I:l Add this data to the Data Model

C o] [ o

| —

b. Table/Range = NRI!$A:$H
c. Select “New Worksheet”

d. Then press OK.

PivotTable Fields ~™ >

Choose fields to add to

-~
----

DocumentiNo
Typ
L _amuinieccur)
Clrng doc.
Busa,

MORE TABLES...

Drag fields between areas below:

FILTERS COLUMMNS
[=Yair LY F-NET =
Assignme.. ™ Count of ... ™

e. For this exercise, we want to analyze this data by the
assignment number. From the “Pivot Table Field List” on
the right side, click on “Assignment” and drag down to the
“‘Row Labels” box.

f. Now drag “Amt in Loc. Cur” down to the “Values” box.
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g. Your Pivot Table will now look like this.

3 |Row Labels | -  Countof Amtinloc.cur.
£ |90191229
5 |90196184
6 90197828
7 |901980432
8 |920198725
9 |920198726
10_ 90198883
11 |90198884
12 |90198885
13 (90198886

14 290198337
15 |290198888
16 290198889

|o0198890
|oo198801
|oo1988092
|s0198893
90198894
|o019880s
90198806
|o0198807
|o019880s
|oo198809
20198900

NNMNNMNNMNMNNNNNNNNNMNNNNRRNMNNNGR

- > ORIGIMNAL Sheet2 MNR |

Value Field Settings M

Source Mame: Amt in loc.cur,

Custom Name: |Sum of  Amt in loc.cur,

Summarize Values By Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

Count
Average
Max
Min
Product

[ |

4

MNumber Format [ QK J l

h. Double Click on “Count of Amt In Loc. Cur” in the

J-

“Values” box and select “Value Field”

Select “Sum” and “OK.”

Your Pivot Table will now look like this:
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00~ oy W

11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27

Row Labels | ~ |Sum of Amtin loc.cur. |

90191229
90196184
90197828
90198043
90198725
90198726
90198883
90198884
90198885
90198886
90198887
90198888
90198889
90198890
90198891
90198892
90198893
90198894
90198895
90198896
90198897
90198898
90198899
90198900

-1067.87
0

0

0
-5145.52
-5000

0

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
NR |

| ORIGINAL | Sheet2

k. Pivot Table is now complete.

I.  Copy the entire Pivot table and “Paste Special” as a

“Value” (how to do this is outlined below)

Click in upper left corner to highlight entire
spreadsheet. Right click and press “Copy”.

Click in upper left corner to highlight entire
spreadsheet again. Right click and “Paste Special” as

a “Value.”

m. Delete Rows 1 and 2.

n. Sort the data by “Sum of Amt in Loc. Cur”.

0. Label column C “Type”

p. Label the amounts in column C as “NEGATIVE,”
“CLEARING,” ($0.00) and “NR” (anything over $0.00)

g. Name the tab “Pivot”
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r. This table has now identified what the receivables on the
NR worksheet will be. To move this information to the
NR worksheet a formula needs to be written. In order for
this formula to work, this Table has to be named.

s. Highlight columns A, B & C

t. Go to “Formulas” Tab on the menu bar and choose

“Define Name.” ]
rNew Name l @ ﬁ_J
SLOpE Workbook |E|
Comment: ~
Befersto: | —pvoTisasc e
[ oK ] l Cancel ]

u. Inthe “Name” section, call it “NR” and press OK.

v. Go to “NR” tab.

w. In Cell 12 Enter Formula:
=IF(ISNA(VLOOKUP(A2,NR,3,FALSE)),"?",VLOOKUP(A
2,NR,3,FALSE))

x. Copy and paste this formula all the way down column |
("Type”)

y. Now copy and paste special column “I” as a value.

z. Your NR Tab should now look like this:
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A B C D E F G H 1
1 |Assignment DocumentNo Typ Doc. Date Amtinloc.cur. Clrngdoc.  BusA Account  Type
2 90197828 1200004000 DC 9/28/2014 20,653.62 1200004000 51 116608 CLEARING
3 90197828 8000004023 RV 10/27/2014 (20,653.62) 2000012454 51 116608 CLEARING
4 90198043 1200010149 DC 9/28/2014 1,819.71 1200010149 72 117996 CLEARING
5 90198043 8000009362 RV 3/20/2015 (1,819.71) 2000067452 72 117996 CLEARING
6 90198725 8000001000 RV 10/7/2014 (5,145.52) 1200001001 62 113342 NEGATIVE.
7 90198726 8000001001 RV 10/7/2014 (5,000.00) 1200001002 62 113342 NEGATIVE
8 90198979 1200002000 DC 10/21/2014 (95.67) 2000013015 72 116653 CLEARING
9 90198979 8000002001 RV 10/21/2014 95.67 2000013015 72 116653 CLEARING
10 90198982 8000005001 RV 10/23/2014 6,103.33 2000007837 62 117357 NR
11 90199008 1200004001 DC 10/27/2014 (2,711.28) 2000012455 51 116608 CLEARING
12 90199008 8000004024 RV 10/27/2014 2,711.28 2000012455 51 116608 CLEARING
13 90199044 1200004028 DC 10/30/2014 (3,378.99) 100040801 51 116611 CLEARING
14 00199044 8000004036 RV 10/30/2014 3,378.99 100040801 51 116611 CLEARING
15 90199093 1200002008 DC 10/30/2014 (1,696.00) 100040328 72 100623 CLEARING

The next step is to confirm by center that the clearing documents equal $0.00.
The negatives are a negative amount. The NR are a positive amount. Adding
these 3 figures together should equal the New Receivables figure from the
total out of SAP. This is very important. A pivot table can be used to verify
these totals.

aa.Highlight columns A-I. Go to “Insert” tab on menu bar.

bb.Click “Pivot Table”
Create PivotTable : o am— m

Choose the data that you want to analyze

(@) select a table or range

lIabIefRange: NR!$4: 51 l

| |/ Use an external data source

'-_0?_'-' New Worksheet
\ - / Existing Worksheet

n
al

Location:

Connection name:
Choose where you want the PivotTable report to be placed
I
Il Choose whether you want to analyze multiple tables

||

|:| Add this data to the Data Model

0K Cancel

cc. Table/Range = NRI$A:$H
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dd. Select “New Worksheet”

ee. Press “OK”

ff. This time, the layout will be slightly different from the one
before. We want to view it by “Type” in the “Column
Labels” field.

PivotTable Fields ~ >

Choose fields to add to
report:

-

Assignment
DocumentMNo
Typ
Doc. Date

" Amt in loc.cur.
Clrng doc.

+ Busf

v Type

MORE TABLES..

Drag fields between areas below:

FILTERS COLUMMNS
Tyvpe -~

ROWS 2 WALUES
BusA - Sumof .. -

gg.Click on “BusA” in the “Pivot Table Field List” and drag to
the “Row Labels.”

hh.Click on “Type” in the “Pivot Table Field List” and drag
and drag it to “Column Labels.”

ii. Click on the “Amt in loc.cur” in the “Pivot Table Field List’
and drag to “Values.”

jj- Double Click on “Count of Amt In Loc. Cur” in the
“Values” box and select “Value Field”

kk. Select “Sum” and “OK”
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6. Your pivot table should now look like this:

A B C D E F
1 |
2 .
3 Sumof Amtinloc.cur. Column Labels | -~
4 Row Labels ~ CLEARING NEGATIVE NR (blank) Grand Total
5 10 0 (51,470,349.28)  $144,802.24 ($1,325,547.04)
6 21 0 ($600,445.68)  $99,013.85 ($501,431.83)
7 22 0  ($10,278.29) $884,811.44 $874,533.15
8 23 0 ($35,793.40) $644,401.76 $608,608.36
9 24 0 (61,269.95)  $12,200.37 $10,930.42
10 |51 0 (52,110,123.40) $1,931,928.67 (178,194.73)
11 |s5 0  (536,864.18)  $13,409.41 ($23,454.77)
12 |62 0 (572,179.52) $265,477.19 $193,297.67
13 64 0  ($36,993.56) $1,392,014.92 $1,355,021.36
14 72 0 ($33,936.73) $352,619.93 $318,683.20
15 76 0 ($13,720.74)  $226,070.41 $212,349.67
16 | (blank)
17 |Grand Total 0 ($4,421,954.73) $5,966,750.19 $1,544,795.46

a) Verify the following:

i. “Clearing” column amounts should total $0.00.

ii. “Negative” column amounts should all be negative
numbers.

iii. “NR” column amounts should all be positive numbers.

7. Finding and Labeling Manually Cleared Documents

— =)

o ——

l +§l Add Level “ xgelete Level “ EE Copy Level IB I Options... l My data has headers
Column Sort On Order
Sortby  |gusa IZ| Values IZ| Smallest to Largest IZ|

Then by i

IZ| | Smallest to Largest IZ|

a) Go back to the “NR” tab and sort by “Business Area” and then
“Clearing Document”
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b) In Cell “J2”, enter the following formula:
=IF (F2=F3, "MATCH","")

c) Copy this formula so it’s saved on your “clipboard” but do not
paste anywhere yet.

d) Add filter to “TYPE” column and select only “Negative” and
HNR”

e) Paste formula down through sheet

f) If you find positive and negative amounts flagged with the

word ‘MATCH and both have the same clearing document,
change the “TYPE” on both to “CLEARING.”

g) Remove filter on “Type”

8. The Next step is to make sure that all the Doc Type DCs in the
New Receivables are changed to “NEGATIVE”. This has to be
done at this time because DC docs are also part of the clearing
process. NO DCs SHOULD BE IN NEW RECEIVABLES. ONLY

RVs and DRs!
a) To do this, sort by “Type” and then “Typ”
W TR W |
- T
[ +§‘1 Add Level H xgelete Level H EE Copy Level I B My data has headers
Column Sort On Order
Sortby | Type lz‘ values lz‘ AtoZ lz‘
Then by, | RN v | |values [=] [atoz [=]
@

b) Change all NRs with “Typ” of “DC” to “Type” of “NEGATIVE”

c) Sort again by “Business Area” and then “Type”
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d)

j)

-
— (7 e
*a Add Level Delete Level (E: Copy Level Options... My data has headers
z Py B Iy
Calumn Sort On Order
sortby |Busa E Values lz‘ smallest to Largest lz‘
e Type .......................... E‘ - B r— E|

Make sure you Clearing, Negative, and NR totals are still
are within guidelines (see 2nd Pivot Table you made on to
keep an eye on this).

Click in Pivot Table and right click and choose “Refresh.”
Verify all amounts are in guidelines. If not, look at the
center and the area and research to see why. Normally it is
just a number that was thought to Zero out was actually off
a little.

Now, in your “NR” sheet, insert a blank column before
“Assignment Number” and label “Number of Receivables”.

Change “Account” (column [) to “Customer”

Insert Column before A and label it “Number of New
Receivables”

Label Column K “Number of New Receivables by
Customer”

Subtotal by “BusA” and then again by “Type” on NR tab
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Subtotal ! [l (o5 e

At each change in:

BusA Izl

Use function:

B

Add subtotal to:

Daoc, Date -
v

Clrng doc. i
| |Busa H
|| Account

Type il

I:‘ Replace current subtotals
(| Page break between groups
Summary below data

I Remove All ] [

At each change in:

T - |

Use function:

B

Add subtotal to:

DocumentMNo
Clyp
:| Doc. Date
v

Clrng doc.
[ Busa

D Replace current subtotals
I:‘ Page break between groups

Summary below data

.l Remave All ] [

i. Add “count” by DEBT / ROW to column A on all items
labeled “NR”

ii. Add “count” by CUSTOMER NUMBER to column K on all
items labeled “NR”

iii. This count is currently entered on the TROR in
Part |, Section A, Line (1).
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APPENDIX G — CSNG “RETURN TO AGENCY” (RTA) REPORT

CSNG website:
https://xservice.fiscal.treasury.gov/csp/prod/os.artiva.web.page.Main.cls

./ I Anivawes X \\:

& I | @ Secure | hitps://xservice fiscal treasury.gov/csp/prod/os.artiva.web.page.Main.cls
0
BE000

skt
J Home -
w @ Select Account

@ Account Transaction Posting

& New Business
© Mew Business Acknowledgement Report

# My Group Tasks

Creditor Agency Reports
% RTA Report

% Financial Activity Report
% Financial Activity Report (Excel)
* POD Detail Report

% Detailed Disputes Report

A. Select “RTA Report”
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CreditorAgyRTAReportExcel

Agency Code

Bureau Code:

Office Code:

Program Cods:

Return Date On or After
Return Date On or 3efore

Dabt Return Rezson:

1. Select Information relevant to center.

CreditorAgyRTAReportExcel

Retum Date On or Afeer
20171001

Retum Date On or Bafors:
20180228

Debt Rezurn Rezson:

I <]
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AMES

Bureau Code = AR01
Office Code = CAM
Program = AR1A

ARMSTRONG
Bureau Code = DFO1
Office Code = CAE
Program = DF1A

GLENN

Bureau Code = GR01
Office Code = OHO
Program = GR1A

GODDARD

Bureau Code = GS01
Office Code = MDG
Program = G51A

HEADQUARTERS
Bureau Code = GS02
Office Code =MDG
Program = G52A

JOHNSON

Bureau Code = JS01
Office Code = THX
Program = JS1A

LANGLEY
Bureau Code = LAO1
Office Code = VAH

Program = LA1A

KENNEDY

Bureau Code = KS0101

Office Code = FLK

MARSHALL

Bureau Code = MS01
Office Code =ALM
Program = MS1A

STENNIS

Bureau Code = STO1
Office Code = MSS
Program = ST1A

Program = KS1B (Space Flight Explore)
KS1E (Science, Aero & Explore)
KS1H (General Fund)

€17.. 1800004091

€17.. 1800004094

€17.. 1800004092

Agency Debt

a) Agency Code: 80 Nat'| Aeronautics & Space
Administration
b) Bureau Code: See table above

2. Office Code: See table above

3. Program Code: See table above

Return Date On or After = Beginning of FY

5. Return Date On or Before = End of Reporting Month

7. Click “Finish” Button

d Return R, Retu... | Clos.

Bankrupt..  01/2.. 01/2..

Bankrupt.. | 01/2.. 01/2..

Small Bal.. | 02/0.. 02/0.

Debt Balance | Remain.
$11906  $49.83
$106.15  $103.58

§1282  §1282

Debt Return Reason = ALL

Dashboard

Remainin. Remain
5021 §  s102
s044 ¢ 5213

5000 § 5000

Reca.. | Com... | Compr

N

N

N

Forgiv... | Bankr.. | Bankr.. | Agenc

5000 13 01/18/... 120939
5000 13 01/18/.. 120939

50.00 120960

PCA ref

1,

Debt,

1 LESLL. 1343 CRA.. 2.

1 LESLL. 1343CRA.. 2.

1 DAN.. 3601CHE.. 9. 4.

Address P.. |TIN | TI

SSN

SSN

SSN
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8. Export to Spreadsheet.

B hapssrcerscafecatiressury goureporsRepors Visuaizeasp- G oag Crome. BET)
@ Secure | httos://xsenvicefiscal treasary.gov/reports/Repors/isualize.sspe
Dashboard )
- [
E2 Eipor Tolmege
D.  AgencyDebtld emair.. | Remainir...| | 3emain.. | Reca.. | Com.. | Compr. | Forgiv. | Bankr.. |Bankr. |Agenc.. PCAfef..| Debt.. | Acdress IN || Expor To el
€17, 1800004091 Bankrust. 2. 0172, §119.06 $49.83 $021 ¢ §202 N $0.00 13 01/18/. 1 LESUL. 1343 CRA. 2. SN
€17, 1800004094 Bankruzt. 02, 012 §106.15 510358 §044 ¢ 213 N $000 13 01/18/.. 120339 1 LESUL. 1343CRA. 2. SN
€17, 1800004092 Small Bal. 02/0. 0z/0. $1282 $12.82 $000 ¢ $000 N $0.00 12030 1 DAN.. 36C1CHE 9. 4, SSN

Export To Excel - Dashboard

File Name:

Excel Format

Incluge:

Reset

Dashboard

XL5X

Filters

Parameters

Export

Cancel
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9. Save on N: Drive: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Fed Debt\RTA Reports\FY20XX

This report can be used to verify which items have been returned to agency or

paid off at Treasury.
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APPENDIX H - QUARTERLY TROR CONSOLIDATION TO OCFO

Quarterly, the OCFO requires a consolidated report of all Center TROR reports
compared to an SAP Trial Balance Report. The steps to run this report are

below:

A. Open a new Excel Workbook.

1.

Go to the Accounts Receivable Macro thread in Excel.

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ACROBAT ~ ZEPY ~ CMPS  APIPAC  DBPAP | Accou eivable

e o = & 4] 5 = = D
T s BERAE £ 8B 2 8
S5C Billing TROR | Billing  Clear Bill Misc pts AFBD TechDoc Move DOITO SAP Recapture  ZEPY Quarterly IPAC Payment SNOW
Compare Reports | Launcher Launcher L r Launcher  Launcher RECON Launcher Audit Launcher Analysis Launcher Proposal Search
ServiceNow Searches

Biling TROR Day To Day Postings REPORTS IPAC Payment Proposal

B
ARMISC
MACROS

AR MISC MACROS

o]
58
Manthly
Billing

SC Create
Billng Packages

2. _Click on AR Misc Macros.

MISC AR MACROS u

AR Misc Macros

a) Click “TROR Quarterly Reporting” and Select.

MISC AR MACROS ﬁ

AR Misc Macros

TROR Quaterly Reporting -

Once run, go to the “SAP VS TROR” tab of the
workbook and verify there are no reconciling
issues in the “Difference” column (all should be
$0.00).
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AR-L3 is notified by AR-L2 Supervisor that the
report is ready. AR-L3 then updates the
“Footnotes” section of the “Agency TROR” tab of
the workbook to include only the following
information:

All amounts from lines on the Consolidated
Agency TROR that indicate (must footnote) will be
noted and the reason used will be from the Center
footnotes that has the largest portion of the total
amount indicated on the Consolidated Agency
TROR.

B. AR-L3 then submits the finished report to the OCFO via the NATS
system for input into the Treasury Dashboard: https://nats.nasa.gov/.

Note: The NSSC may be requested to assist the OCFO in
understanding penny differences and TROR data details.
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APPENDIX | — AUDIT DOCUMENTATION PULL PROCEDURES

Procedures for pulling Audit Documentation can be found in the Financial
Management Division/Internal Review Work Instructions and Procedures-
NSPWI-9000-0003 Revision 5.0 located at:
https://dm.nssc.nasa.gov/serviet/dm.web.Fetch/NSPWI-9000-

0003 Rev. 5.0 Final.pdf?qid=2238529&FixForlE=NSPWI-9000-

0003 Rev. 5.0 Final.pdf
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APPENDIX J — TASK ELEVATION TO ACCOUNTS RECEIVABLE

L3

Elevation to L3: All cases/tasks must be researched and fully documented prior
to being elevated to L3. Listed below is the order of elevation for all tasks

Order of Elevation:

Al

L2 Payment Processor / Account Maintainer

L2 AR SP Supervisor or designee

L3 Primary POC. If the primary POC is unavailable, the L3 Back up POC
L3 AR Lead, if needed.

All returns for additional information are returned to L2 AR SP Supervisor
or designee.

Prior to Elevating a task to L3, please input the following information into the

task:

NGO RN~

Customer name

Customer Contact information (if applicable)
Customer SAP Account #

BOC#s

All e-mail Communications related to the case
Activity or steps taken prior to elevation
Reason for elevation

State what is requested from L3

Types of tasks to be elevated to L3: Listed below are some of the more
common issues that should be elevated to L3. Please note that this listing is not
all inclusive.

1.

All policy related questions should be routed to L3 for determination
a) L2 must reference any applicable Treasury, NPR, SDG, EPSS, or
OCFO guidance in the task in question.
b) If there is not a policy related to the issue or if L2 is unsure of which
policy is applicable to the matter, L2 must confer with the AR L2
Supervisor or designee prior to routing the task to L3.
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c) L2 must document in the task the areas checked for guidance such
as the SDG, EPSS, or NPR/NPD.

2. Customer Complaints and Treasury (FedDebt) disputes

a) Prior to routing a task to L3, L2 should try to determine the reason
for the complaint from the customer. Distinguish a customer
dispute, Treasury dispute or a waiver request by making sure that
the customer is claiming that they do not owe the charges on the
bill. If the customer is requesting to speak to someone from L3,
elevate the task with details.

i. Ifthe case is determined to be a dispute, determine whether
the dispute is a Treasury dispute or a dispute of the validity
of the bill.

ii. If the dispute is over the validity, AR L2 will route to the
functional area who originated the bill. The functional area
will review the bill for validation.

b) If the request is determined not to be a valid dispute, AR L2 will
provide the details of the original communication, if applicable in the
notes of the work log (i.e., what charges on the bill that the
customer does not agree with).

c) Relate cases that are related to the complaint or Treasury dispute.

d) Ifitis determined to be a Treasury Dispute, AR L2 will escalate the
task to AR L3 immediately.

e) Disputed debts from Treasury are time sensitive and should be
routed to L3 immediately with the applicable supporting
documentation.

Note: All disputed Reimbursable bill of collections must be
analyzed to determine whether to route to the Center for review.
3. TROR and CMP Returns

a) Document the history of the CMP.

b) Begin the correction process, if applicable.

c) Route to L3 for review and approval.

Note: Questions from OCFO related to the TROR and CMPs
should be elevated to L3 immediately with any notes attached.
4. Request for payment plans

a) Determine if the debtor is a current NASA employee. If so, L2

should initiate a voluntary salary offset.
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b) Non-NASA Employees provide the Center, customer number, bill of
collection(s) number, and customer contact information, then
contact customer for payment negotiation.

c) L2 sends to L3 for review after plan is negotiated

d) After L3 reviews, L2 will place the dunning block on the account.

5. Request for Waiver/Waiver Determination (please see waiver process for
detailed steps.)

a) L2 should complete the waiver letter, including all pertinent
supporting documentation. Once complete, the task should be
routed to L3 for review as indicated in the waiver process.

b) If the waiver determination is received via e-mail to Contact Center,
L2 will notify the debtor.

c) Once debtor is notified L2 will take the appropriate action i.e.,
remove debt from accounting system or continue collections.

6. Salary Offset Notification (Friendly Reminders)

a) L2 should determine which employees should be sent the friendly
reminders.

b) Populate the appropriate information into the salary offset
notification such as the bill number, customer name, dollar amount,
and bill date.

c) Route the notification for review and approval to L3 via a task

d) L3 review/approval the request and sends task back to L2 to e-mail
the notice to the employee using the AR mail box.

e) Once notification is submitted L2 will save a copy in TechDoc and
hold the case open until DOl sends Payroll deductions.

7. Request for “Paid in Full” on receivables

a) Determine if the debtor can be provided an account statement to
fulfill the request. If so, L2 should initiate an account statement and
send to debtor.

b) If the customer has requested a receipt of check or “paid in full” on
the account statement, L2 will elevate to L3 to finalize.
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APPENDIX K — FEDMIL WORK-AROUND RECONCILIATION
PROCESS

This process reconciles the manual FedMil workaround spreadsheet to the
General Ledger to ensure items entered in the workaround process remain
in balance.

1. Enter transaction code FMFG_E_TRANS_REG in the transaction code
field.
2. Click Enter.
[T ——. EEEIsApg

ELlzlEzian

=]

3. The following screen is displayed:
[

ety
@ SiACee DHEEES DR @ 1

Federal Transaction Register

QEEER]

=ic) w

& ©
w
©
5
©
w

I PN

5 [Fon i oo B amsporand [ws [ 1/
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4. Input a single fiscal year, then select the multiple selection icon on the right

hand side of the Fiscal Year.
|Eemgvarr i Goto Syslem Help gmmw

1 dHCBRBHNE B0Ls ARIRE I
ansaction Register

o [ | ¢
o |
o [ P
[ |
o [
d
d
o [0
E}
J %
© El
] w© ©|
| ©|
| %
©|
[ [Fe (1) (500; Bl namspotads [N [/
= wuttiple Selection for Account Number

Select Single Values

E Single value
| © ]
B B
_ [+]
(D] |[][]

5. Click on the Select Ranges Tab.
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I= wuttipie Selection for Fiscal Year

" Select Ranges Exclude Single Values i Exclude Ranges
0.
M ]
] =
_ [+]
[JD] [

6. Input Fiscal year date range 2016— present FY. Click Copy (clock with
green check button).

7. Delete “10” from the Funds Center block
|Eﬂmavam Edit_Goo System Help QEW

el 118600 CHR BEas DR o8 |
Federal ion Register

=) o [ ] 2]

[2015] [ B

[1] v [ 3|

[ | oo S|

I ] 5)

o ] 3]

] 3 ] =l

80:09:00] 1o [09:00:00) =
B

il

J \
o [o|o [ [s]
J \
OOG;

]

ot e00) B namspoiaod [ | 7]/

8. Select the multiple selection icon on the right hand side of the Fund fields.
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= B
(%3 o coo_ssem s ELEsApg

e sjiBleee 0Nk 800c D@ 68

Federal Transaction Register

CE@ER

"

H

R

Sgecic Opons
Funds aeplcation ]

I’

U Po1(1)(53) B [ namspotaos [Ne | 1]/

e e =

9. The following screen will appear:

I Muttiple Selection for Funa

Select Single Values (2)

ESingIe value
_ € N
B =
_ [+]
([ ]] |[][]
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10.Enter all funds used for the customers of that Center, EX: EXCX22009D,

EXCX22010D, EXCX22011D, etc.

III?f'MuItipIe Selection for Fund

Select Single Values

SelectRanges , Exclude Single Values , Exclude Ranges

0_|Single value
EXC¥22009D
EXCK22010D
EXCK22011D
EXCK22012D
EXCK22013D

| |EXCX22014D

| |excxez015D

an|

[l

L[]

11.Click the copy icon.

12.Enter applicable Business Area

=
Brogr H

i
lgl s 1@/cee DHE BCOD BE QB

Federal

ion Register

[Po1(1)(600) B namspotaos [INs [ [/

Tl = W
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13.Enter 1310.3000 in the Account Number fields.

=g
| Progriam Edit Goto System Help

| Hidiede CHE fnon AR 0B

g@w

Federal Transaction Register

General
Company Code NASA o [ ] =]
Fiscal Year [2015] o [ ] |
Posting period [ ] o [ ] |
Posting Date o 2|
Document Date to =)
Ref. document number to |
Entry Date to 2
Time of Entry [06:60-08] to  [08:00:00 B
User name |
‘Specific Options
Funds application o (=]
Fund [EXCx220090] o | ] (2]
Funds Center | © BE
Funded Program o =)
Functional Area | RE
Business Area [12 ] o [ ] ]
Proft Center — | to (=]
Account Number 13163000 [a ﬂ
Option
[¥] Show by Original Docurment
[ZIFill Text Descriptions
[JUse Secondary Derivation

Reporting
Layout

14.Click on Variant button (Spanish American Flag)
|’:DE’UQ'="" Edit Goto System Help

lg sliHicc@ CHBE H000 DE QB

Federal Transaction Register

Funds application

General
Company Code NASA o [ ] (=]
Fiscal Year 2015 o || 2]
Posting period ] o | ] B
Posting Date to B
Document Date to B
Ref. document number to B
Entry Date to B
Time of Entry 806060, to  |08-98-08 E
Username [ | [=]

‘Speciic Options

Fund

1
EXCX22609D)| to ]

Funds Center

Funded Program

Functional Area

Business Area

¥
|

Profit Center

Account Number

[ I I e e Y

I
13103060 [ to

Oplion
Show by Original Document
[IFill Text Descriptions
[JUse Secondary Derivation

Reporting
Layout

a7z




NSSC NSSDG-9200-0009 Revision 12.0

. . . Number
Service De“very Guide Effective Date: December 17, 2021

Expiration Date: December 17, 2023

Page 321 of 365

Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

15.Click on arrow next to Actual line item table for US Federal Government.

[= Federal Transaction Register

[ (] Actual line item table for US Federal Government _

b Apply Selected tems

16. Double click Customer.

[= Federal Transaction Register

Controlling Area

SGL account

Bdgt Func Class

[E) commitment string

[5] Transfer Agency
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Funded Program
Reference —
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[F) Transact type
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b Apply Selected ltems
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17.Enter the Customer numbers for that Center as multiple single values (e.g.
2910, 2911, 2941 and 3717). Click the copy icon.
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[3 Controlling Area

[3 SGL account

[3 Bdgt Func Class

[21 Commitment string

[21 Transfer Agency

[21 Transfer Account

[£) Year of Budget Autharity
[3 Advanced Flag

[31 Defense Indicator

[3 Funded Program

[2 Reference

[2 Vendor

[21 Customer

@ Program Reporting Category
[ Asset

B Sub-number

[3) Transact type

= = = Ad]
’ﬁsdﬂmms H Single Values Only H Hide Field Selection ‘

Dynamic selections
Aclual line item table for US Federal Government

Customr 2910 o [2918 €]
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18.Click on the Disc icon to save.
19.Ensure that the “Show by Original Document” box under Option is

unchecked.
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Fiscal Year 2215) © 3]
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Time ofEnty ERIED o 00:60:09] B
Username

Speciic Opions
Funds application ) E
Fund NOVi220 o B
Funds Certer | o 3
Funded Program lto 2
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20.Click the execute icon.
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Federal Transaction Register

General

Company Code WsAle) ©

Fiscal Year [2973] ©

Posiing period T w [ 9]

Posing Date ] © ]
DocumentDate ] © ]

Re. document number ©

EntyDate ©

Time ofEnty 500000 w (o0

e =l
SpeciicOptions

Funds applicaon © 3]
Fung ez w [ ] 3|
Funds Center © 3|
Funded Program © 3|
Funcional rea © E
Business Area 7 © 3|
Proft Center [ o | E
Account Number To10_0000 | 1 [1010 5999 | B
Gpton

[Jsnow by Ongina Document

SIFi Tex Descripions

[JUse Secondary Dervation
Reportng

Layout

5ot @00y B mamsporaod s/

21.The following screen will appear:
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Federal Transaction Register
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Federal Transaction Register - Accelerated

Ref. Document | Year| CoCd | Period| Posting Date [Dec. Date | DocumentNo | Fund [ Funds ct| cmmtem| Account = Debit|=  Credit| Crey |
1300012040-1 75/ 2009 NASA . 420 uso
12]09/3012009 | 09/30/2009 1800012040 | EXCX22008D |72 NONR  [13103000 420 usp
18000120431 - 3623 usp
12 1800012043 EXCX22009D 72 NONR 1310.3000 36231 usD
18000120441 7 . 82246 usp
12 09/30/2009 09/30/2009 1800012044 EXCX22009D 72z NONR 1310.3000 82216 usD
12000120451 - 365 usp
12 1800012045 EXCX22009D 72 NONR 1310.3000 365 usD
1800012046-1 7 - 2258 usp
12]08/3012009 | 08/30/2009 | 1800012046 | EXCX22009D | 72 NONR  [1310.3000 2258 UsD
18000120481 . 564 uso
12]00/302009 | 09/30/2009 | 180002048 | EXCX22009D |72 NONR  [1310.3000 564 UsD
18000120491 7 . 12077 uso
12]00/3012009 |09/30/2009 1800012049 | EXCX22009D |72 NONR  [13103000 12077 UsD
1800012052-1 . 180.58 uso
12 09/3012009 | 09/30/2009 1800012052 | EXCX22008D |72 NONR  [13103000 18058 usp
18000120531 - 19248 usp
12 09/30/2009 09/30/2009 1800012053 EXCX22009D 72 NONR 1310.3000 192.48 usD
1800012054-1 T . 12 usp
12 1800012054 EXCX22009D 72 NONR 1310.3000 1182 usD
18000120851 - 82216 usp
12 09/30/2009 09/30/2009 1800012055 EXCX22009D 72 NONR 1310.3000 82216 usD
1800012056-1 7 - 0.08 usp
12]08/3012009 | 08/30/2009 | 1800012056 | EXCX22009D | 72 NONR  [1310.3000 0.08 UsD
18000120571 . 158.00 uso
12]00/30/2009 | 09/30/2009 180002057 | EXCX22009D |72 NONR  [1310.3000 158.00 UsD
1800012059-1 = 442016 uso
12]00/3012009 | 09/30/2009 1800012050 | EXCX22009D |72 NONR  [13103000 442016 usD
1800012060-1 . 57.00 uso
12]09/3012009 | 09/30/2009 | 1800012060 | EXCX22008D |72 NONR  [13103000 57.00 usp
18000120631 . 3625 usp
12 1800012063 EXCX22009D 72 NONR 1310.3000 36.25 usD
18000120641 7 - 10,352.62 usp
12 09/30/2009 09/30/2009 1800012064 EXCX22009D 72z NONR 1310.3000 10,352 62 usD
12000120651 7 - usp
12 1800012065 EXCX22009D 72 NONR 1310.3000 11.20 usD
1800012067-1 7 - 3623 usp
12]08/3012009 | 08/30/2009 | 1800012067 | EXCX22009D | 72 NONR  [1310.3000 36231 USD
18000120681 7 . 276.26 uso
EL3 EXCx25000n 175 NONR 42402000 27828 Lisn
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22.Click the change layout icon.
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Federal Transaction Register - Accelerated
Ref. Document " Year| GoCd [ Period| Posting Date |Doc. Date | Documentivo | Fund “[ Fungs ct| cmmtitem| Account = Debit|=  Credit| Croy |
1800012040-1 77 2000 NASA . 420 usD [+]
12 09/30/2009  09/30/2009 | 1800012040 EXCX22009D |72 NONR 1310.3000 420 usb [+]
1800012043-1 7 . 362.31 usD M
12 09/30/2009  09/30/2009 1800012043 EXCX22009D |72 NONR 1310.3000 36231 usD ul
1800012044-1 7 . 82216 usp
12 09/30/2009 | 09/20/2009 | 1800012044 EXCX22000D |72 NONR 1310.3000 82216 usD
1800012045-1 T - 365 usp
12 09/30/2009  09/30/2009 1800012045 EXCX22008D |72 NONR 1310.3000 365 usb
1800012046-1 T . 2258 usp
12 09/30/2009  09/30/2009 | 1800012046 EXCX22009D |72 NONR 1310.3000 2258 usD
1800012048-1 7 . 5.64 usp
12 09/30/2009  09/20/2009 1800012048 EXCX22000D |72 NONR 1310.3000 5.64 usD
18000120481 T - a7 usp
12 09/20/2009 09/20/2009 1800012049 EXCX22009D 72 NONR 1310.3000 12077 usD
18000120521 T . 180.58 usp
12 09/30/2009  09/30/2009 1800012052 EXCX22009D |72 NONR 1310.3000 18058 usD
18000120531 7 . 192.48 usp
12 09/30/2009 | 09/20/2009 | 1800012053 EXCX22000D |72 NONR 1310.3000 19248 usD
1800012054-1 7 - 11.82 usD
12 09/20/2009 09/20/2009 1800012054 EXCX22009D 72 NONR 1310.3000 11.82 usD
1800012055-1 T . 82216 usp
12 09/30/2009  09/30/2009 | 1800012055 EXCX22009D |72 NONR 1310.3000 82216 usD
1800012056-1 7 . 0.08 usp
12 09/30/2009  09/30/2009 1800012056 EXCX22009D |72 NONR 1310.3000 0.08 usD
1800012057-1 7 - 158.00 usD
12 09/20/2009 09/20/2009 1800012057 EXCX22009D 72 NONR 1310.3000 158.00 usD
1800012059-1 T = 4,420.16 usp
12 09/30/2009  09/30/2009 1800012059 EXCX22009D |72 NONR 1310.3000 442016 usD
1800012060-1 7 . 57.00 usp
12 09/30/2009 | 09/30/2009 | 1800012060 EXCX22009D |72 NONR 1310.3000 57.00 usD
18000120631 7 - 36.25 usD
12 09/20/2009 09/20/2009 1800012063 EXCX22009D 72 NONR 1310.3000 36.25 usD
1800012064-1 T = 10,352.62 usp
12 09/30/2009  09/30/2009 | 1800012064 EXCX22009D |72 NONR 1310.3000 10,352.62 usb
1800012065-1 7 . 11.20 usD
12 09/30/2009  09/30/2009 1800012065 EXCX22009D |72 NONR 1310.3000 1120 usD
1800012067-1 7 - 362.31 usD
12 09/20/2009 09/20/2009 1800012067 EXCX22009D 72 NONR 1310.3000 36231 usD =
18000120681 T . e usp [<]
12 [narnBANE | HAANGNG  AANHRAZNAR | EXCXzannan 172 NONR [ 1340 3000 27624 1sn -]
a7
- e
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24 .Select Local Currency.
25.Click the Left Arrow.
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Displayed Columns Sort Order { Filter i View i Display

(] [~]~[2]+] (G| [Fan =

Displayed Columns Column Set

Column Mame |EI Column Mame |
Reference Document [=] Smart Doc. Number [=]
Fiscal Year [=] Company Mame [=]
Company Code Fund name

Posting period E Funds center name

Posting Date T

Document Date GIL acct short text

Document Mumber Local currency

Fund Transaction Currency

Funds Center Amount in OrigTransCroy

Commitment ltem El Ledger EI
Account Mumber E| Record Type E|

26.Select Customer.
27.Click the Left Arrow.
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28.Click the green checkmark.

I= change Layout

[H][«]~[2]%]
Displayed Columns

Column Set

Column Mame Column Name

Smar Doc. Number
Company Name

Fosting Date
Document Date

|[4D]

Document Mumber Fund name
Fund n Funds center name
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Transaction Currency
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Local currency Version
|E List Edit Goto Wiews Settings System Help = w
e EiHIcee SHE L4 0 PE @5
Federal Transaction Register
=) 1[=Z] 5| [}

Federal Transaction Register - Accelerated
Ref Document |~ Year| CoCd | Period| Posting Date | Doc. Date | DocumentMo | Fund TFunds ct| cmmttem| Account = Debit[= Credit| Crey [z Local erey| Customer|
18000120401 7 2009 NASA - az0 UsD - 220

12 | 09/30/2009 09/30/2009 1800012040 EXCX22009D 72 NOMNR 1310.3000 420 usD 420 2910
18000120431 P - 362.31 usD = 362.31

12 [00/30/2000 | 08/30/2008 | 1800012043 | EXCX22008D |72 NONR | 1310.3000 36231 UsD 362.31 | 2910 =
1800012044-1 - 82216 USD - 82216

12 | 09/20/2009 09/20/2009 1800012044 EXCX22009D 72 NONR 1210.2000 82216 usD 82216 2910
1800012045-1 TP - 365 usp - 365

12 [00/30/2000 | 08/30/2008 | 1800012045 | EXCX22008D |72 NONR | 1310.3000 365 UsD 3.65 2910
1800012046-1 - 22.58 UsD = 22.58

12 | 09/20/2009 09/30/2009 1800012046 EXCX22003D 72 NONR 1310.2000 2253 usD 2258 2910
1800012048-1 T - 564 usp - 564

12 | 09/30/2009 09/30/2009 1800012048 EXCX22009D 72 NOMNR 1310.3000 564 usD 564 2910
1800012049-1 P - 120.77 usD = 120.77

12[00/30/2000 | 09/30/2008 | 1800012048 | EXCX22008D |72 NONR | 1310.3000 12077 UsD 12077 |2910
1800012052-1 & - 18058 USD -  180.58

12 | 09/20/2009 09/20/2009 1800012052 EXCX22009D 72 NONR 1210.2000 18058 usD 18058 2010
18000120531 T - 19248 UsD - 19248

12 [00/30/2000 | 09/30/2008 | 1800012053 | EXCX22008D |72 NONR | 1310.3000 192.48 UsD 192.48 [2810
1800012054-1 7 - 11.82 USD = 11.82

12 1 12054 EXCX22003D 72 NONR 1310.2000 11.82 uspD 11.82 2910
1800012055-1 T - 82216 Usp - 82216

12 | 09/30/2009 09/30/2009 1800012055 EXCX22009D 72 NOMNR 1310.3000 822.16 usD 82216 2910
1800012056-1 P - o0.08 usD = 0.08

1z 1 12056 | EXCX22008D |72 NONR | 1310.3000 0.08 UsD 0.08 2910
1800012057-1 & - 15800 USD - 158.00

12 | 09/20/2009 09/20/2009 1800012057 EXCX22009D 72 NONR 1210.2000 158.00 usD 158.00 2910
1800012059-1 T - 442016 UsSD - 442016

1z 1 12056 | EXCX22008D |72 NONR | 1310.3000 4,420.16 USD|  4,420.16 2910
1800012060-1 9 - 57.00 UsD = 57.00

12 | 09/20/2009 09/30/2009 1800012060 EXCX22003D 72 NONR 1310.2000 57.00 usD 57.00 2910
18000120631 T - 36.25 UsD - 36.25

12 | 09/30/2009 09/30/2009 1800012063 EXCX22009D 72 NOMNR 1310.3000 36.25 usD 36.25 2910
1800012064-1 P = 10,352.62 uUsSD = 10,352.62

12 [00/30/2000 | 09/30/2008 | 1800012064 | EXCX22008D |72 NONR | 1310.3000 1035262 USD | 10,352.62 | 2910
1800012065-1 7 - 11.20 usD = 11.20

12 | 09/20/2009 09/20/2009 1800012065 EXCX22009D 72 NONR 1210.2000 11.20 usD 1120 2910
1800012067-1 T - 36231 usD - 36231

12 | 09/20/2009 09/30/2009 1800012067 EXCX22003D 72 NONR 1310.2000 36231 usD 362.31 2910
1800012068-1 T - 27626 UsD - 27626

45 [naanmnna | naanmnna  ARNNNAZNAET | Excxoonnan 172 MONR 4310 2000 27A 2R Lisn 276 26 2010

ALz
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30.Click on the Customer header to hi hli ht the column

=
| List Edit Goto Views Setings System Help

g =[idcee CHE S00d DE @6
Federal Transaction Register

@ Bl

Federal Transaction Register - Accelerated
Ref Document | Year[CoCode| Period| Posting Date [Doc Date | Documentio | Fund Funds Cir[Cmmtliem[Account = Debit]: Credit| Crey [z Local creyf Customer,
13103000 - 1,4896.. - 1,317.. USD = 172,630...
8000120401 | 2009 [ NASA 12[09/30/2009 | 00/30/2009 | 4800012040 | EXCX22008D |72 NONR 420 Usb 420 |2910
18000120411 | 2003 | NASA 12 093012009 | 09/30/2009 | 1800012041 | EXCX22009D |72 NONR 25629 UsD| 25629 |2911
18000120431 | 2009 | NASA 1209302009 | 00/30/2009 | 1800012043 | EXCX22008D |72 NONR 36231 USD| 36231 2910 |
18000120441 | 2009 | NASA 1209302009 | 00/30/2009 | 1800012044 | EXCX22009D |72 NONR 82216 USD| 82216 |2910
18000120451 | 2009 | NASA 1208/30/2009 | 00/30/2009 | 180002045 | EXCX22008D |72 NONR 365 UsD 365 |2910
18000120461 | 2009 | NASA 12 0930/2009 | 00/30/2009 | 1800012046 | EXCX22009D |72 NONR 2258 Usp 2258 | 2910
1800012048-1 | 2009 | NASA 12093012009 | 09/30/2009 | 1800012048 | EXCX22008D |72 NONR 564 UsD 564 |2910
18000120491 | 2009 | NASA 12 00/30/2009  00/30/2009 | 1800012049 | EXCX22009D |72 NONR 12077 USD| 12077 |2010
18000120511 | 2009 | NASA 12093012009 | 00/30/2009 | 1800012051 | EXCX22008D |72 NONR 2061646 USD | 2051646 |2011
18000120521 | 2003 | NASA 12 093012009 | 09/30/2009 | 1800012052 | EXCX22009D |72 NONR 18058 UsD| 18058 |2910
18000120531 | 2009 | NASA 1209302009 | 00/30/2009 | 1800012053 | EXCX22008D |72 NONR 19248 UsD| 19248 |2910
18000120541 | 2009 | NASA 1209302009 | 00/30/2009 | 1800012054 | EXCX22009D |72 NONR 182 Usb 1182 |2910
18000120551 | 2009 | NASA 12 08/30/2009 | 00/30/2009 | 1800042055 | EXCX22008D |72 NONR 82216 USD| 82216 |2810
18000120561 | 2009 | NASA 12 0930/2009 | 00/30/2009 | 1800012056 | EXCX22009D |72 NONR 008 Usp 008 |2910
1800012057-1 | 2009 | NASA 12093012009 | 09/30/2009 | 1800012057 | EXCX22008D |72 NONR 158.00 UsD| 15800 2910
18000120561 | 2009 | NASA 12 00/30/2009  00/30/2009 | 1800012058 | EXCX22009D |72 NONR 82246 UsD|  e2216 |2011
18000120591 | 2009 | NASA 120930/2009 | 00/30/2009 | 1800012059 | EXCX22008D |72 NONR 442076 USD| 442016 |2910
18000120601 | 2003 | NASA 12 093012009 | 09/30/2009 | 1800012060 | EXCX22009D |72 NONR 57.00 Usb 57.00 | 2910
18000120611 | 2009 | NASA 12[09/30/2009 | 00/30/2009 | 1800012061 | EXCX22008D |72 NONR 148 usp 1148 2011
18000120621 | 2009 | NASA 1209302009 | 00/30/2009 | 1800012062 | EXCX22009D |72 NONR 82216 UsD| 82216 |2011
18000120631 | 2009 | NASA 12 09/30/2009 | 09/30/2009 | 1800012063 | EXCX22008D |72 NONR 36.25 UsD 3625 |2910
18000120641 | 2009 | NASA 12 09302009 | 00/30/2009 | 1800012064 | EXCX22009D |72 NONR 10,35262 USD | 1035262 |2910
18000120651 | 2009 | NASA 12093012009 | 09/30/2009 | 1800012065 | EXCX22008D |72 NONR 120 UsD 120 |2910
18000120661 | 2009 | NASA 12 09/30/2009  00/30/2009 | 1800012066 | EXCX22008D |72 NONR 82216 USD| 82216 2811
18000120671 | 2009 | NASA 120930/2009 | 00/30/2009 | 1800012067 | EXCX22008D |72 NONR 36231 UsD| 36231 2910
1800012066-1 | 2009 | NASA 12 093012009  09/302009 1800012068 | EXCX22009D |72 NONR 27626 UsD| 27626 2910
18000120891 | 2009 | NASA 12[00/30/2009 | 00/30/2009 | 1800012069 | EXCX22008D |72 NONR 20092 UsD| 20092 |2910
18000120701 | 2009 | NASA 12 09302009 | 00/30/2009 | 1800012070 | EXCX22009D |72 NONR 82216 UsD| 82216 |2011
18000120711 | 2003 | NASA 12093012009 | 09/23/2009 | 1800012071 | EXCX22008D |72 NONR 62216 UsD| 82216 |2911
18000120721 | 2009 | NASA 12 09302009 | 00/30/2009 | 1800012072 | EXCX22009D |72 NONR 89216 UsD| 82216 2011
01000400621 | 2010 | NASA 11022012009 | 10/20/2009 | 100040062 | EXCX22008D |72 NONR 18058 |USD|  180.58-| 2910
01000400621 | 2010 | NASA 11022012009 | 102012008 100040062  EXCX22008D |72 NONR 18058 USD| 18058 |2810
01000412631 | 2010 | NASA 1102312009 | 10/232009 | 100041963 | EXCX22008D |72 NONR 365 |USD 365-| 2910
01000412631 | 2010 NASA 1102232009 | 10/2312009 | 100041263  EXCX22008D |72 NONR 365 Usb 365 2910
01000412651 | 2010 | NASA 110232000 | 10/2312009 | 100041265 | EXCX22008D |72 NONR 1182 |UsD 1182|2010
01000412651 | 2010 | NASA 1102312009 | 10/232009 | 100041265 | EXCX22008D |72 NONR 182 Usb 1182 2910
01000412661 | 2010 | NASA 1102232009 | 10/232009 | 100041266 | EXCX22008D |72 NONR 1120 |USD 1120-| 2910
01000412661 | 2010 | NASA 1/10223/2000 | 101232009 | 100041966 | EXCX22008D |72 NONR 120 Usp 1120 | 2910
010008A031 | 9010 | NASA 110R0000a | 10/R00ANG_ | 00NRAAGE | FXCx0000aD. 72 NONR 27648 [LISn| _ o7Ada-|5041
= ——

31.Click on the subtotal icon.
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Ref. Document |~ Year|CoCd ] Period|Posting Date [Doc Date | DocumentNo | Fund “[Funas c] cmmtitemf Account Depit]=  Credit[Crey [z Local erey [ Customer]
1800012040-1 7 2008 NASA - a2 USD = 420
12[09/30/2009 | 09/30/2009 | 1800012040 | EXCX22009D |72 NONR  |1310.3000 420 usp 420 [2910
18000120431 P « 36231 UsD = 36231
12[09/30/2009 | 09/30/2009 | 1800012043 | EXCX22008D |72 NONR |1310.3000 36231 USD| 36231 2010 ml
18000120441 . 82246 USD . 82246
12[09/30/2009 | 09/30/2009 | 1800012044 | EXCX22009D |72 NONR  |1310.3000 82216 USD| 82216 2910
18000120451 . 365 Usd - 3.65
12[09/30/2009 | 09/30/2009 | 1800012045 | EXCX22008D |72 NONR  |1310.3000 365 usb 365 2910
18000120461 - 25 usD - 2258
12[09730/2009 | 09/30/2009 | 4800012048 | EXCX22009D |72 NONR  |1310.3000 2258 usb 2258 2910
18000120461 . 554 s - 564
12[097302009 [09/30/2009 | 1800012048 | EXCX22009D |72 NONR 13103000 564 usp 564 2910
1800012048-1 2 B usD - 12077
12[09302000 [09/30/2009 | 4800012049 | EXCX22009D |72 NONR  [1310.3000 12077 usD| 12077 2910
18000120521 7 - 18058 USD - 18058
1209302009 |09/30/2009 | 1800012052 | EXCX22008D |72 NONR  [1310.3000 18058 UsD| 18058 2810
18000120531 7 - 19248 USD - 10248
12[0930/2009 |09/30/2009 | 1800012053 | EXCX22009D |72 NONR  [1310.3000 19248 UsD| 19248 2310
18000120541 7 - e UsD - 1182
12[09/30/2009 |09/30/2009 | 1800012054 | EXCX22008D |72 NONR  [1310.3000 1182 usp 1182 2810
18000120551 7 - 82246 USD - 82246
12[09/30/2009 |09/30/2009 | 1800012055 | EXCX22009D |72 NONR  [1310.3000 82215 UsD| 82216 2810
18000120561 7 . 0.08 UsD - 0.08
1209302009 [09/30/2009 | 1800012056 | EXCX22008D |72 NONR 13103000 008 usp 008 |2910
18000120571 7 - 15800 USD - 15800
12[09/30/2009 0973072009 | 1800012057 | EXCX22009D |72 NONR  [1310.3000 158.00 USD| 15800 2810
18000120591 2 - 442046 USD - 442016
1209302009 [09/30/2009 1800012059 | EXCX22008D |72 NONR (13103000 442016 USD| 442016 2810
18000120601 2 - 57.00 USD - 57.00
12[09/30/2009 09/30/2009 | 1800012060 | EXCX22009D |72 NONR  [1310.3000 57.00 usp 57.00 2810
18000120631 2 - 3625 USD - 3625
12[09/30/2009 [09/30/2009 1800012063 | EXCX22008D |72 NONR 13103000 3625 usp 3625 2910
18000120641 2 - 10,352.62 USD - 1035262
12[09/30/2009 0813072009 | 1800012064 | EXCX22009D |72 NONR  [13103000 | 1035262 USD| 1035262 |2810
18000120651 - 12 UsD - 1120
12[09/30/2009 | 09/30/2009 | 1800012085 | EXCX22008D |72 NONR  [1310.3000 1120 usD 1120 2810
18000120671 - 36231 UsD - 36231
12[09/30/2009 | 08/30/2009 | 1800012067 | EXCX22009D |72 NONR [1310.3000 36231 USD| 36231 2810
18000120681 7 - 27626 USD - 27626
45 [AarBANG [ harnpAnG [ ARRARABAART | FYC¥oonan 175 NONR (4240 3000 57658 1SR [ 578 adn
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32.The following screen will appear:

lg == o0 ee@ 8RR shos BHE @B
Federal Transaction Register

= Fa])

Federal Transaction Register - Accelerated
Ref. Document | vear| CoGode | Period| PostingDate | Doc. Date | Documento | Fund Funds G| Cmmtftem| Account [z Debit]: _Greait| Grey |=_Local creyfCusto.. |
- 44820 . 4590.. USD . 85807.98 2810 7
1800012040-1 | 2009 |NASA 12[09/30/2009 0873012009 | 4800012040 EXCX22009D |72 NONR [ 1310.3000 420 Usp 420
18000120431 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012043  EXCX22009D |72 NONR | 1310.3000 36231 UsD| 36231
1800012044-1 | 2009 | NASA 120953012009 | 03/30/2009 | 1800012044  EXCX22009D |72 NONR | 1310.3000 82216 usD|  s2216 |
18000120451 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012045  EXCX22009D |72 NONR | 1310.3000 385 (e 365
1800012046-1 | 2009 | NASA 12093012009 | 03/30/2009 | 1800012046  EXCX22009D |72 NONR | 1310.3000 2258 (E) 2258
1800012048-1 | 2009 | NASA 12 09/30/2009  08/30/2008 | 1800012048  EXCX22009D |72 NONR | 1310.3000 564 (e 564
1800012049-1 | 2009 | NASA 120953012009 | 03/30/2009 | 1800012048  EXCX22009D |72 NONR | 1310.3000 12077 usp| 12077
1800012052-1 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012052 | EXCX22009D |72 NONR | 1310.3000 180.58 UsD| 18058
1800012053-1 | 2009 | NASA 120953012009 | 08/30/2009 | 1800012053  EXCX22009D |72 NONR | 1310.3000 18248 usD|  1e248
18000120541 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012054  EXCX22009D |72 NONR | 1310.3000 1182 (e 1182
1800012055-1 | 2009 | NASA 120953012009 | 08/30/2009 | 1800012055  EXCX22009D |72 NONR | 1310.3000 82216 usD|  s2216
1800012056-1 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012056  EXCX22009D |72 NONR | 1310.3000 0.08 (e 0.08
1800012057-1 | 2009 | NASA 120953012009 | 08/30/2009 | 1800012057 | EXCX22009D |72 NONR | 1310.3000 158.00 UsD| 15800
1800012059-1 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012058  EXCX22009D |72 NONR | 1310.3000 442016 USD| 442016
1800012060-1 | 2009 | NASA 120953012009 | 08/30/2009 | 1800012060 | EXCX22009D |72 NONR | 1310.3000 57.00 (E) 57.00
18000120631 | 2009 | NASA 12 09/30/2009  08/30/2008 | 1800012063  EXCX22009D |72 NONR | 1310.3000 3625 (e 3625
1800012064-1 | 2009 | NASA 120953012009 | 08/30/2009 | 1800012064 | EXCX22009D |72 NONR | 13103000 | 1035252 UsD| 1035262
18000120651 | 2009 | NASA 12 0953012009 08/30/2008 | 1800012085  EXCX22009D |72 NONR | 1310.3000 11.20 (e 1120
1800012067-1 | 2009 | NASA 120953012009 | 03/30/2009 | 1800012067  EXCX22009D |72 NONR | 1310.2000 362.31 usp| 38231
1800012068-1 | 2009 | NASA 12 09/30/2009  08/30/2008 | 1800012088  EXCX22009D |72 NONR | 1310.3000 27626 UsD| 27626
1800012069-1 | 2009 | NASA 120953012009 | 03/30/2009 | 1800012068  EXCX22009D |72 NONR | 1310.3000 20092 usD| 20092
0100040062-1 | 2010 | NASA /1072012000 | 10/20/2008 | 100040082  EXCX22009D |72 NONR | 1310.3000 18058 USD|  180se-
0100040062-1 | 2010 | NASA /1072012000 | 102012008 | 100040082  EXCX22009D |72 NONR | 1310.3000 180.58 UsD| 18058
01000412631 | 2010 | NASA /107232000 | 102312008 | 100041263  EXCX22009D |72 NONR | 1310.3000 365 USD 365
0100041263-1 | 2010 |NASA /107232000 | 1023/2008 | 100041263  EXCX22009D |72 NONR | 1310.3000 365 (E) 365
01000412651 | 2010 | NASA /107232000 | 102312008 | 100041265  EXCX22009D |72 NONR | 1310.3000 1182 |USD 182
01000412651 | 2010 | NASA /107232000 | 10723/2008 | 100041265  EXCX22009D |72 NONR | 1310.3000 1182 (E) 1182
0100041266-1 | 2010 | NASA /107232000 | 102312008 | 100041266  EXCX22009D |72 NONR | 1310.3000 1120 USD 1120-
0100041266-1 | 2010 |NASA /107232000 | 10723/2008 | 100041266  EXCX22009D |72 NONR | 1310.3000 11.20 (E) 1120
0100105371-1 | 2010 | NASA 2 110052000 110052009 | 100105371  EXCX22008D |72 NONR | 1310.3000 420 USD 420-
0100105371-1 | 2010 | NASA 2110052000 | 110052009 | 100105371  EXCX22008D |72 NONR | 1310.3000 420 (E) 420
01001367261 | 2010 | NASA 3121152000 | 12512008 | 100136720  EXCX22009D |72 NONR | 1310.3000 564 | USD 564
0100138729-1 | 2010 |NASA 3 (121152000 | 12115/2008 | 100136720  EXCX22009D |72 NONR | 1310.3000 554 (E) 564
0100196561-1 | 2010 | NASA 5 021112010 02/11/2010 | 100186861  EXCX22009D |72 NONR | 1310.3000 45856 |USD| 45856
0100196561-1 | 2010 | NASA 5021112010 | 02/11/2010 | 100186561  EXCX22009D |72 NONR | 1310.3000 45856 UsD| 45856
0100199976-1 | 2010 | NASA 5 021252010 | 02252010 | 100189678  EXCX22009D |72 NONR | 1310.3000 173049 USD|  173049-
0100199976-1 | 2010 | NASA 502252010 02252010 | 100189078  EXCX22009D |72 NONR | 1310.3000 173049 USD| 173049
0100236916-1 | 2010 | NASA 7 04001/2010 041012010 | 100238918  EXCX22008D |72 NONR | 1310.3000 27626 USD| 27626
n10n2aRata1 | onin | NASA 7 namiznin namipain | tansamain | Fxcxoonnen 7o NONR 13103000 27828 (T i—
_—— ——

33.Hide the customer details b clickin this icon.
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Federal Transaction Register - Accelerated
Ref Document | Year[CaCode [ Period| Posting Date | Doc Date [ Documentio | Fund Funds Ctr| Cmmt ltem | Account Debit[s Credit| Crey [ Local oreyfcusto. |
. 544820.. » 4500 USD » 85807.98 2010 & —
18000120401 | 2009 | NASA 12 [09/30/2009 | 09/30/2009 | 1800012040 | EXCX22009D |72 NONR  [1310.3000 420 UsD 420
18000120431 | 2009 | NASA 12 09/30/2008 | 09/30/2009 | 1800012043 | EXCX22008D |72 NONR | 13103000 36231 USD| 36231
18000120441 | 2009 | NASA 12 09/30/2008 | 09/30/2009 | 1800012044 | EXCX22008D |72 NONR | 1310.3000 822.16 USD| 82216 |
18000120451 | 2009 | NASA 12 [09/30/2008 | 09/30/2009 | 1800012045  EXCX22008D |72 NONR | 1310.3000 365 UsD 385
18000120461 | 2000 | NASA 12 [09/30/2008 | 09/30/2009 |1800012046 | EXCX22008D |72 NONR | 1310.3000 2258 UsD 2258
18000120481 | 2000 | NASA 12 00/30/2008  09/302000 1800012048  EXCX22000D 72 NONR | 1310.3000 564 UsD 564
1800012049-1 2009 | NASA 12 | 09/20/2009 09/20/2009 1800012049  EXCX22009D 72 NONR 1210.2000 12077 usD 12077
18000120521 2009 | NASA 12 09/20/2009 09/320/2009 1800012052  EXCX22009D 72 NONR 1310.3000 180.58 usp 18058
18000120531 | 2009 | NASA 12[09/30/2009 | 09/30/2009 |1800012083 | EXCXZ2009D |72 NONR | 1310.3000 19248 usD| 19248
18000120841 | 2009 | NASA 1209/30/2009 | 09/30/2009 |1800012084 | EXCX2200D |72 NONR 13103000 1182 usD 1182
18000120851 | 2009 | NASA 12093012009 | 09/30/2009 |1800012085 | EXCX22009D |72 NONR | 1310.3000 822.16 usD| 82216
18000120861 | 2009 | NASA 12/09/30/2009 | 09/30/2009 1800012086  EXCX22009D |72 NONR | 1310.3000 0.08 usD 008
18000120571 | 2009 | NASA 12 [09/30/2009 | 09/30/2009 |1800012057 | EXCX22009D |72 NONR | 1310.3000 158.00 usD|  158.00
18000120591 | 2009 | NASA 12 09/30/2009 | 09/30/2009 | 1800012089 | EXCX22008D |72 NONR | 1310.3000 442016 UsD| 442016
18000120601 | 2009 | NASA 12 [09/30/2009 | 09/30/2009 |1800012060 | EXCX22009D |72 NONR | 1310.3000 57.00 usD 57.00
18000120631 | 2009 | NASA 12 09/30/2009 | 09/30/2009 | 1800012063  EXCX22008D |72 NONR | 1310.3000 3625 usD 3625
18000120641 | 2009 | NASA 12 [09/30/2009 | 09/30/2009 |1800012064 | EXCX22009D |72 NONR 13103000 | 10,352.62 USD| 1035262
18000120651 | 2009 | NASA 12 [09/30/2009 | 09/30/2009 |1800012065 | EXCX22009D |72 NONR | 13103000 1120 usD 1120
1800012067-1 | 2009 | NASA 12 09/30/2009 | 09/30/2009 | 1800012067 | EXCX22009D |72 NONR | 13103000 36231 USD| 36231
1800012068-1 | 2009 | NASA 12 [09/30/2009 | 09/30/2009 | 1800012068  EXCX22009D |72 NONR | 13103000 276.26 USD| 27626
1800012069-1 | 2009 | NASA 12 [09/30/2008 | 09/30/2009 | 1800012068 | EXCX22008D |72 NONR | 13103000 200.92 USD| 20092
01000400621 | 2010 | NASA 1/ 10/20/2008 | 10/20/2008 | 100040062  EXCX22008D |72 NONR | 1310.3000 18058 |USD| 18058
0100040062-1 | 2010 | NASA 110/20/2008 | 10/20/2009 | 100040062  EXCX22008D |72 NONR | 1310.3000 18058 USD| 18058
01000412631 | 2010 | NASA 1107232008 | 10/23/2008 | 100041263  EXCX22008D |72 NONR | 1310.3000 385 |USD 365
01000412631 | 2010 | NASA 110232000 | 1012322000 | 100041963  EXCX22000D |72 NONR | 1310.3000 385 UsD 365
01000412651 2010 | NASA 1 10/23/2009 10/22/2009 100041265 EXCX22009D 72 NONR 1210.3000 1182 USD 11.82-
01000412651 | 2010 | NASA 1101232009 | 101232009 |100041265 | EXCX22009D |72 NONR  |1310.3000 1182 usD 11382
01000412661 | 2010 | NASA 1101232009 | 10/23/2009 | 100041266  EXCX22000D |72 NONR | 1310.3000 1120 | USD 11.20-
0100041266-1 | 2010 | NASA 1101232009 | 10/23/2009 |100041266 | EXCX22009D |72 NONR | 1310.3000 1120 usD 11.20
01001053711 | 2010 | NASA 2 11/05/2009 | 11052009 100105371  EXCX22009D | 72 NONR 13103000 420 |USD 420-
01001053711 | 2010 | NASA 2| 11052009 | 11052009 |100105371  EXCX22008D |72 NONR | 1310.3000 420 usD 420
01001387291 | 2010 | NASA 3 1215l2009 | 12/15/2009 | 100138729  EXCX22008D |72 NONR | 1310.3000 564 USD 564
01001387291 | 2010 | NASA 3121512009 | 12/15/2009 |100138729 | EXCX22008D |72 NONR | 1310.3000 554 usD 564
01001965611 | 2010 | NASA 50211122010 | 02112010 | 100196561  EXCX22009D |72 NONR | 13103000 45856 |USD| 45856
01001965611 | 2010 | NASA 50211122010 | 02112010 |100196561 | EXCX22009D |72 NONR | 13103000 458.56 USD| 45856
01001999781 | 2010 | NASA 502252010 021252010 | 100199978  EXCX22000D |72 NONR | 1310.3000 173049 USD| 173049
0100199978-1 | 2010 | NASA 502252010 | 021252010 |100199978  EXCX22009D |72 NONR | 1310.3000 173049 usD| 173049
01002369181 | 2010 | NASA 7 04012010 | 04012010 | 100236918  EXCX22009D | 72 NONR | 1310.3000 27626 USD| 27626
N1N23RA1R1 | 2010 | NASA 7 [0dn1p01n NAN1RNAN | 4NNP3RAIR EXCXP20NAN |72 NONR 13103000 27R 28 usnl_ o7a%A
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34.You should have the followin view for our subtotal of each customer:
I a *\wews T in coe DME BOss OF o8 = !
Federal Transaction Register

S| (2= | =5 | 6 [ 5 )] i) | == = | ]

Federal Transaction Register - Accelerated
Ref. Document t_| vear| CoCode | Period| Posting Date | Doc. Date | Documen tNo | Funa | Funas Ctr| cmmt item | Account E Debit|=  Credit| Crey |= _Local crey| Custo
- 544,820.94 - 456,012 USD - 85,807.98 2910
- 924,646.78 - 843,389.. USD - 81,257.64 2011
- 11,189.92 - 10,813.79 USD - 37613 2041
- 901400 - 3,816.00 USD - 5,198.00 3717

11T 1

a1z

= ————

35.Compare this subtotal to the Fedmil spreadsheet AR remaining balance
total for each customer.

36.The totals for each Fedmil customer number should match the total of your
1310.3000 account subtotal for that customer.

37.1f your totals do not match:

a) Determine the total amount that is different between your Fedmil
Spreadsheet Customer and the 1310.3000 account for that
customer.

b) Reconcile Customer Transaction Register to Fedmil spreadsheet
balance for same customer.

c) Examine each transaction for that customer to locate the
variance(s).

d) Once transaction(s) causing the variance are found contact L2 for
correction.
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APPENDIX L — JOB AID QUALITY ERROR IN SERVICENOW

Job Aid
ServiceNow
Quality Error Reporting

Under FM Case Management

1) Click Create New Case

& Populate Fields:
Customer
Location
Category
Sub-Category
Assignment Group
Assigned to (Yourself)
Short Description
Work notes
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2) Click — Submit (upper right corner or lower left corner)
® Your Case has been created

3) Click — Update (upper right corner)
® This will create your Task
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Under FM Case Management

4) Click — Tasks Assigned to me
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5) Click on your Task Number (FMT0015508)
* Scroll to the bottom of screen to located Quality Controls Tab
6) Click — Quality Controls Tab
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7) Click - Quality Controls - New
* Populate Fields:
o Customer
Error Source
Error Reason

Mumber of Errors Identified

o 0 o 0 o0

Error Summary (Description of error)

Work Log (More detailed description, if necessary)
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8) Click - Submit
Closing Tasks & Cases
You must close the Tasks before you can close the Cases.
Scroll to the top in the task

1) Status — Resolved
2) Work Notes (Explanation required)
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3) Click - Update
4) Click on Case number - at the top (FMC0114278)
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6) Click - Update
FM Case Management

7) Make sure tasks and cases are cleared
o Click on Tasks assigned to me
o Click on Cases assigned to me
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APPENDIX M — L3 NSSC AR CMP CHECKLISTS

Center

Quarterly

Analysis/review procedure to be performed: Identify GL cash account balances by netting cash accounts together. Review trial balances and
determine that all account balances are supported by documentation and CRQ. Ensure that all non-federal advances without a sales order recorded
inthe account at year-end are properly removed as per Agency guidance.

Standards: All balances should be supported by documentation and CRQ. Ensure that all non-federal advances without a sales order recorded in the
account at year-end are properly removed as per Agency guidance.

Purpose: Review Deposit Fund (NON6500) to ensure appropriate use of Fund and proper use of general ledger accounts.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Activity Log of Agency tool?
3 Has the correct month been completed in the Agency tool?
4 Is the correct CMP attachment added in the Agency tool? Verify month and center.
5 Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)
6 Was the SAP report - GR55\ZFUN (Trial Balance by fund) run?
7 Are the accounting periods correct? (Should be 0-current, inception to date)
8 Is the business area for the Center correct on the cover sheet and all reports?
9 Was NON6500 run?
10 Does GL account 1010 net to zero? If not, is the amount supported by documentation or a CRQ?
If no to question 10 and amounts are unsupported, are exceptions completed in the Description of Exceptions portion of the
11 Agency tool? All applicable fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
12 Is supporting documentation for exceptions noted and/or attached?
13 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?
Reviewed By:
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Center

Monthly

Analysis/review procedure to be performed: Review trial balances and determine that there are no transactions in any accounts except for
1010.XXXX, 1310.XXXX, 1319.XXXX, 1340.XXXX, 1347.XXXX, 1360.XXXX, 1367.XXXX, 1370.XXXX, 1377.XXXX, 2985.XXXX, 5310.XXXX, 5319.XXXX,
5320.XXX, 5324.XXXX, 5325.XXX, 5329.XXXX, 5900.XXXX, 5909.XXXX, 2993.XXXX, 5993.XXXX and 5994.XXXX (unless they are for corrections to zero
balances). Exceptions must be identified, investigated, and monitored until permanently corrected. Review trading partners posted to accounts
2985, 5993 and 5994 to ensure that the trading partner is 9900. Identify as an exception transactions with a trading partner other than 9900 where
there is no offsetting corrective transaction. Any other trading partner number applied should be reviewed and corrected before month end closing.

Standards: These funds should only have current year balances in the following accounts:

1010.XXXX, 1310.XXXX, 1319.XXXX, 1340.XXXX , 1347.XXXX, 1360.XXXX, 1367.XXXX, 1370.XXXX, 1377.XXXX, 2985.XXXX, 5310.XXXX, 5319.XXXX,
5320.XXX, 5324.XXXX, 5325.XXX, 5329.XXXX, 5900.XXXX, 5909.XXXX, 2993.XXXX, 5993.XXXX and 5994.XXXX Trading Partners posted to 2985, 5993,
and 5994 should be 9900

Purpose: To determine that all postings to the miscellaneous receipt accounts are valid, that accounts 2985, 5993, and 5994 received the correct
trading partner assignment, and to ensure that the total of each general fund appropriation (801435; 801099; 803200; 803220) agrees with Treasury’s

Y/N Description
Does the Preparer column have a green check mark in the Agency tool?

Did the Preparer's Supervisor add comment "Reviewed" in the Activity Log of the Agency tool?
Has the correct month been completed in the Agency tool?

Is the correct CMP attachment added in the Agency tool? Verify month and center.
Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)

Was the SAP report - GR55\Z6AF (Trial Balance by fund) run?
Are the accounting periods correct? (Should be 1-current, year to date)

O IN|O |V [WIN |- |3

Is the business area for the Center correct on the cover sheet and all reports?

9 Were the application of Funds (AOF) values 801099, 801435, 803200, and 803220 run?

Were there any transactions reported in any other accounts except 1010.XXXX, 1310.XXXX, 1319.XXXX, 1340.XXXX,
1347.XXXX, 1360.XXXX, 1367.XXXX, 1370.XXXX, 1377.XXXX, 2985.XXXX, 5310.XXXX, 5319.XXXX, 5320.XXX, 5324.XXXX,
5325.XXX, 5329.XXXX, 5900.XXXX, 5909.XXXX, 2993.XXXX, 5993.XXXX and 5994.XXXX (unless they are for corrections to zero
10 balances).

If yes to question 10, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable
11 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)

12 Is supporting documentation for exceptions noted and/or attached?
13 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Center

Monthly

Analysis/review procedure to be performed: Review trial balances and determine that there are no transactions in any accounts except for
1010.XXXX, 1310.XXXX, 1319.XXXX, 1340.XXXX, 1347 .XXXX, 1360.XXXX, 1367.XXXX, 1370.XXXX, 1377.XXXX, 2985.XXXX, 5310.XXXX, 5319.XXXX,
5320.XXX, 5324.XXXX, 5325.XXX, 5329.XXXX, 5900.XXXX, 5909.XXXX, 2993.XXXX, 5993.XXXX and 5994.XXXX (unless they are for corrections to zero
balances). Exceptions must be identified, investigated, and monitored until permanently corrected. Review trading partners posted to accounts
2985, 5993 and 5994 to ensure that the trading partner is 9900. Identify as an exception transactions with a trading partner other than 9900 where
there is no offsetting corrective transaction. Any other trading partner number applied should be reviewed and corrected before month end closing.

Standards: These funds should only have current year balances in the following accounts:

1010.XXXX, 1310.XXXX, 1319 XXXX, 1340.XXXX , 1347.XXXX, 1360.XXXX, 1367.XXXX, 1370.XXXX, 1377.XXXX, 2985.XXXX, 5310.XXXX, 5319.XXXX,
5320.XXX, 5324.XXXX, 5325.XXX, 5329.XXXX, 5900.XXXX, 5909.XXXX, 2993.XXXX, 5993.XXXX and 5994.XXXX Trading Partners posted to 2985, 5993,
and 5994 should be 9900

Purpose: To determine that all postings to the miscellaneous receipt accounts are valid, that accounts 2985, 5993, and 5994 received the correct
trading partner assignment, and to ensure that the total of each general fund appropriation (801435; 801099; 803200; 803220) agrees with Treasury’s

Y/N Description

Does the Preparer column have a green check mark in the Agency tool?

Did the Preparer's Supervisor add comment "Reviewed" in the Activity Log of Agency tool?
Has the correct month been completed in the Agency tool?

Is the correct CMP attachment added in the Agency tool? Verify month and center.

Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)
Was the SAP report - GR55\Z6AF (Trial Balance by fund) run?

Are the accounting periods correct? (Should be 1-current, year to date)

Is the business area for the Center correct on the cover sheet and all reports?

O IN[([O|N [ [WIN |- 3

Were the application of Funds (AOF) values 801099, 801435, 803200, and 803220 run? Were the funds NON 1435, NON 1099,
9 NON 3200, and NON 3220 run?
10 Did all transactions posted to accounts 2985, 5993, and 5994 have a trading partner of 9900?

If no to question 10, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable

11 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
12 Is supporting documentation for exceptions noted and/or attached?
13 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Monthly

Analysis/review procedure to be performed: Review the trial balances by AoF to ensure that SGL 1010 plus (+) 13XX equals (=) 2985. If the accounts
listed do not net to zero, there is a difference that must be identified, investigated and monitored until permanently corrected. However, the balance
in each NASA center’s general fund receipt appropriation should equal zero. Therefore, any difference found will need to be corrected before month

end closing.

Quarterly, Treasury will submit NASA's agency-wide General Fund receipt appropriation balances to the OCFO/External Reporting Branch for further

analysis/reporting.

Standards: SGL 1010 + SGL 13XX = SGL 2985 by AoF

Purpose: To determine that all postings to the miscellaneous receipt accounts are valid, that accounts 2985, 5993, and 5994 received the correct
trading partner assignment, and to ensure that the total of each general fund appropriation (801435; 801099; 803200; 803220) agrees with Treasury’s
General Fund for NASA.

Y/N

Description

Does the Preparer column have a green check mark in the Agency tool?

Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?

Has the correct month been completed in the Agency tool?

Is the correct CMP attachment added in the Agency tool? Verify month and center.

Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)

Was the SAP report - SAP - GR55 -Z6AF, variant GEN FND REC run?

Are the accounting periods correct? (Should be O-current, inception to date)

0N |V |A|W(N |- |3

Is the business area for the Center correct on the cover sheet and all reports?

Were the application of Funds (AOF) values 801099, 801435, 803200, and 803220 run? Were the funds NON 1435, NON 1099,
NON 3200, and NON 3220 run?

10

Did SGL 1010 plus (+) 13XX equal (=) 2985? If the accounts listed do not net to zero;, there is a difference that must be identified,
investigated and monitored until permanently corrected. However, the balance in each NASA center’s general fund receipt
appropriation should equal to zero.

11

If no to question 10, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable fields
should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)

12

Is supporting documentation for exceptions noted and/or attached?

13

Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Center

Monthly

Analysis/review procedure to be performed: Validate billed receivables total against monthly bills determining all costs are billed and cleared in
accordance with Agency policy and procedures.

Standards: Balances should be supported by documentation including Preliminary Billing Register for the reporting month against the monthly
Maintain Billing Due List to the Unbilled Billing Requests. Open reimbursable bills should be for non-Advance agreements and items with month end
IPAC restrictions only.

Purpose: To validate Reimbursable Accounts Receivable billing transactions to ensure that the total accounts receivable have been properly
recorded and cleared/liquidated.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Has the correct month been completed in the Agency tool?
4 Is the correct CMP attachment added in the Agency tool? Verify month and center.
5 Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)
6 Was the T-codes SAP-ZFI_AR_Billing, SAP-ZFI_AR_R_BRQ_NBIL, SAP-ZAR_VF04_BILLING, SAP - S_ALR_87012173 run in SAP?
7 Are the accounting periods correct? (Current Reporting month ran as of billing cycle date)
8 Is the business area for the Center correct on the cover sheet and all reports?
Were all costs billed and cleared in accordance with Agency policy and procedures? Does the amount on each report match? If
9 not, is there a valid explanation?
If no to question 9, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable
10 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
11 Is supporting documentation for exceptions noted and/or attached?
12 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?
Reviewed By:
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Center

Monthly

Analysis/review procedure to be performed: Reconcile the total balance of the aging report to the trial balance and identify exception amounts.
Review balances over 45 days and determine whether or not they are collectible. Discrepancies must be identified, investigated, and monitored until
permanently resolved. Validate/Verify balances over 45 days old and ensure that delinquent letters were issued at appropriate intervals. Ensure
proper communication and follow-up actions have been performed for Federal Trading Partners. Review accounts receivable with the public that
are delinquent and determine whether such accounts are subject to write-off based on NASA Policy (NPR 9610.1.2.9).

Standards: Accounts receivable should be aged properly to facilitate debt management.

Purpose: To validate the balances by period in the accounts receivable aging report, and review the aging report to identify delinquent balances
which require additional follow-up action or referral o the Department of Treasury.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Has the correct month been completed in the Agency tool?
4 Is the correct CMP attachment added in the Agency tool? Verify month and center.
5 Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)
6 Was the ZFI_AGING1310 report (A/R Aging Report in SAP) and the GR55\ZTB6 (Trial Balance in SAP) run?
7 Are the accounting periods correct? (Should be O-current, inception to date)
8 Is the business area for the Center correct on the cover sheet and all reports?
Are the accounts of 1310.0000, 1310.30000, 1340.0000, 1360.0000, and 1370.0000 with the cancelled funds excluded on the
9 report?
Are the ending balances for the ZFI_AGING1310 report (A/R Aging Report in SAP) and the GR55\ZTB6 (Trial Balance in SAP)
10 reports the same?
Do all balances on the "Over 45 Days" Aging report have a current and valid status? A. Are dunning statuses current? B. Do
11 ZFED's have a current and an appropriate status? C. Do ZEPY statuses appear to be correct?
If no to question 11, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable
12 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
13 Is supporting documentation for exceptions noted and/or attached?
14 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?
Reviewed By:
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Analysis/review procedure to be performed: Prepare and maintain a work paper that lists detailed balances in the allowance for doubtful
accounts (1319.0000, 1347.0000, 1367.0000, and 1377.0000). The allowance should be calculated in accordance with NPR 9610.1A. The work

Center

Quarterly

paper should include explanations of discrepancies identified on the allowance for doubtful accounts spreadsheet.

Standards: Balances over 120 days delinquent should be transferred to Treasury.

Purpose: To validate the allowance factors used to calculate the allowance balance and ensure balances agree to the General Ledger. To ensure

accounts receivable balances are managed in accordance with Treasury Policies.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Has the correct month been completed in the Agency tool?
4 Is the correct CMP attachment added in the Agency tool? Verify month and center.
5 Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)
6 Was the GR55\ZAOF (Trial Balance in SAP) report run?
7 Are the accounting periods correct? (Should be 0-current, inception to date)
8 Is the business area for the Center correct on the cover sheet and all reports?
9 Are the accounts 1319.0000, 1347.0000, 1367.0000, and 1377.00 selected on the report?
10 Were doubtful accounts adjusted at the end of the quarter?
11 If doubtful accounts were adjusted, is supporting documentation attached at the end of the quarter?
12 Does the allowance account workpaper and the GR55/ZAOF balance come within $1.00?
If no to questions 9 - 12, are exceptions completed in the Description of Exceptions portion of the Agency tool? All
13 applicable fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
14 Is supporting documentation for exceptions noted and/or attached?
15 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Center

Quarterly

Analysis/review procedure to be performed: Identify as an exception billing documents aged more than 150 days as an exception. Items over 150
days aged requires explanation of why it has not been transferred to Treasury.

Standards: Balances over 120 days old should be transferred to Treasury.

Purpose: To ensure accounts receivable balances are managed in accordance with Treasury Policies.

# Y/N Description

1 Does the Preparer column have a green check mark in the Agency tool?

2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?

3 Has the correct month been completed in the Agency tool?

4 Is the correct CMP attachment added in the Agency tool? Verify month and center.

5 Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)

6 Was the ZFI_AGING1310 (AR Aging Report in SAP) run?

7 Are the accounting periods correct? (Should be O-current, inception to date)

8 Is the business area for the Center correct on the cover sheet and all reports?
Are there AR balances that are over 120 days delinquent and $25.00 or greater? Excluding ZEPY and ZFED accounts. Treasury will

9 only accept a minimum of $25.00 for delinquent debts. If so, is there a valid reason why it has not been transferred to Treasury?
If yes to question 9, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable

10 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)

11 Is supporting documentation for exceptions noted and/or attached?

12 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Center

Quarterly

Analysis/review procedure to be performed: Filter Posting Date column to current quarter transactions. Confirm trading partner Agency
Identifier and description in SAP report reconciles with codes listed in Appendix 1a. Trading partner AID “000” must not be used with
intergovernmental transactions. Ensure Nonfed TPs are not associated with federal customers. Transactions in funds prior to FY15 with blank
AlIDs are not to be considered exceptions, as the requirement for AID and Main account began in FY15. Identify exceptions for Non Federal
Customers where they AID (TP) and TP ALC fields are not blank. IF the Trading Partner of NONFED is populated (Federal Indicator of “N” and
Department of “NF”), the Customer/Vendor Name field should not match any names of the Federal Agencies as listed with in Appendix 1a. A
trading partner AID not listed in Appendix 1a should not be considered an exception if Treasury confirms it is a valid code.

Standards: The Trading partner AID in SAP must be valid.
http://tfm_fiscal.treasury.gov/v1/p2/c470.pdf

Purpose: To validate the SAP Customer and Vendor database in accordance with Agency Identifier (AID) codes listed in Appendix 1a of the
Treasury Financial Manual, Chapter 4700.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Has the correct month been completed in the Agency tool?
4 Is the correct CMP attachment added in the Agency tool? Verify month and center.
5 Are copies of all supporting documentation attached? (i.e. SAP reports, spreadsheets, etc)
6 Was the T-code S_ZFI_INTRAGOV (Intra-governmental Trading Partner Report) run in SAP?
7 Is the reporting period correct? Data should be reflected for months in CURRENT quarter.
8 Is the business area for the Center correct on the cover sheet and all reports?
9 Were the accounts 1310.3000, 1340.XXXX, 1360.XXXX, and 1370.XXXX selected on the report?
10 Is the TP ALC and the AID (TP) blank for all items where the Fed/Nonfed column equals "N" and the Trading Partner equals
11 Are any NFED Trading Partners associated with a Federal Customer (in the Cust/Ven Name field)?
Are the Federal Trading Partners associated with the correct TP AID according to TFM Chapter 4700 Appendix 1a? (Only
12 review Direct funds).
13 Are any intra-governmental trading partner listed as "000"?
If yes to question 13, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable
14 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
15 Is supporting documentation for exceptions noted and/or attached?
16 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?
Reviewed By:
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Center

Monthly

Analysis/review procedure to be performed: Review report to ensure that there are only balances reported against NON1099, NON1435,
NON3220, and NON3200. Identify as an exception GL balances in funds other than the NON-funds. Correct any discrepancies.

Standards: Balances in these accounts should not be in any fund other than the above listed Treasury funds.

Purpose: Validate recording of Custodial Liahilities and Liabilities for Non-Entity Assets are properly recorded in Non Appropriated Funds for deposit

with Treasury.
# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Has the correct month been completed in the Agency tool?
4 Was the SAP report - GR55\ZFUN (Trial Balance by Fund) run?
5 Are the accounting periods correct? (Should be 1-current, year to date)
6 Is the business area for the Center correct on all reports?
7 Were the accounts 2980.0000, 2985.0000, 5990.0000, 5993.0000 and 5994.000 selected on the report?
8 Were there any balances reported in any other accounts besides NON1099, NON1435, NON3200 and NON3220?
If yes to question 8, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable
9 fields should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)
10 Is supporting documentation for exceptions noted and/or attached?
11 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Center

Quarterly

Analysis/review procedure to be performed: Review transactions in 2980.000 and 2985.000 validate to source documents to ensure that the
transactions have been properly recorded in the appropriate fund symbol. Identify as an exception GL balances in funds other than the NON-funds listed
below. Investigate and correct discrepancies.

Standards: Transactions recorded in 2980.0000 and 2985.0000 should be valid Treasury related transactions only.
(NON1099, NON1435, NON3200 and NON3220)

Purpose: To determine that balances in 2980.0000 and 2985.0000 reflect correct amounts.

# Y/N Description

1 Does the Preparer column have a green check mark in the Agency tool?

2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?

3 Has the correct month been completed in the Agency tool?

4 Was the SAP - FMFG_E_TRANS_REG (Transaction Register) run?

5 Are the accounting periods correct? (1-current, year to date)

6 Is the business area for the Center correct on the cover sheet and all reports?

7 Were the accounts 2980.0000 and 2985.0000 selected on the report?

8 Were there any balances reported in any other accounts besides NON1099, NON1435, NON3200 and NON3220?

If yes to question 8, are exceptions completed in the Description of Exceptions portion of the Agency tool? All applicable fields

9 should be correctly completed (Explanation, Resolution, CRQ number, if applicable, etc.)

10 Is supporting documentation for exceptions noted and/or attached?

11 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?
Reviewed By:
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Center

Quarterly

Analysis/review procedure to be performed: Prepare a schedule that supports the calculation and amounts posted for
unfunded leave related accruals. Explain the basis for the calculation and demonstrate that the accrual reconciles to

balances reported.

Standards: Unfunded leave accruals should be supportable. At the start of each fiscal year, the beginning balance in the

Unfunded Leave Liability should be reclassified from the prior fiscal year funds to the current fiscal year funds.

Purpose: To determine unfunded leave accruals are supported.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Is the business area for the Center correct on the cover sheet?
Does the attached backup documentation contain data for each month within the quarter being
reviewed both for OIG and the Agency individually? Is it arranged in sequential order (e.g., October,
4 November, December)?
Does the Total Agency Unfunded Leave amount equal the "after SE" GR55 ZAFC balance in the
5 2220.9996 account for SSMX Fund for each month?
Does the OIG Unfunded Leave Total equal the "after SE" GR55 ZAFC balance in the 2220.9996 for the
6 OIG Fund for each month?
Does the Total Agency Unfunded Leave amount for the last month in the quarter match the SSMX
7 Fund total in the Agency Tool Full View Activity Report (ZFUN)?
Does the Total OIG Unfunded Leave amount for the last month in the quarter match the OIG Fund
8 total in the Agency Tool Full View Activity Report (ZFUN)?
If no to questions 5-8, are exceptions completed in the Description of Exceptions portion of the
Agency tool? All applicable fields should be correctly completed (Explanation, Resolution, CRQ
9 number, if applicable, etc.)
Has the Activity Status been annotated with the correct color based on exceptions
10 (green/yellow/red)?

Reviewed By:
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

Center

Quarterly

Analysis/review procedure to be performed: Prepare a schedule that supports the calculation and amounts posted for funded
leave related accruals. Explain the basis for the calculation and demonstrate that the accrual reconciles to balances reported.

Standards: Funded leave accruals should be supportable.

Purpose: To ensure funded leave accruals are recorded monthly and match the unfunded leave report.

# Y/N Description
1 Does the Preparer column have a green check mark in the Agency tool?
2 Did the Preparer's Supervisor add comment "Reviewed" in the Agency tool?
3 Is the business area for the Center correct on the cover sheet?
Does the attached backup documentation contain data for each month within the quarter being reviewed
4 and is it arranged in sequential order (e.g., October, November, December)?
Does the Funded Leave Total for each Working Capital Fund (WCF) have a supporting SE and SE reversal for
each month? (Note that HQ should include separate SE's for NSSC WCF and NCCIPS WCF. GSFC should have
5 one SE for the SEWP WCF. These are the only two Centers with Funded Leave).
6 Do the Funded Leave Totals for each WCF equal the amount of the SE's (posted and reversed) for each
If no to questions 5 and 6, are exceptions completed in the Description of Exceptions portion of the Agency
tool? All applicable fields should be correctly completed (Explanation, Resolution, CRQ number, if
7 applicable, etc.)
8 Has the Activity Status been annotated with the correct color based on exceptions (green/yellow/red)?

Reviewed By:
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

APPENDIX N — CMP 3.2 AGING REASON CODES

01

IPAC Rejection (TAS)-Pending Center Correction

02

IPAC Rejection (FSN)-Pending Center Correction

03

IPAC Rejection (ALC)-Pending Center Correction

04

IPAC Rejection Closed MIPR - Pending Center Action

05

IPAC Rejection Wrong MIPR -Pending Center Action

06

IPAC Rejection Wrong LOA/PO - Pending Center
Action

07

IPAC Rejection Cancelled Fund - Pending Center Action

08

INSSC to Manual IPAC

09

NSSC to re-IPAC after Month End Cutoff

10

Pending re-IPAC by NSSC

11

Solely Travel Bill - Mailed to Customer on <DATE>

12

Bill mailed to customer <DATE>

13

Bill re-mailed to Customer on <DATE>

14

Bill faxed to Customer <DATE>

15

IPAC Customer, Center to contact Customer

16

Customer Disputing Bill — Pending Center Action

17

Center to provide Supporting Documents to Customer

18

Customer is researching Bill

19

Paid, but not posted in SAP

20

NSSC sent email to customer <DATE> -waiting on reply

21

NSSC called customer for status of pymt <DATE>-
waiting on reply

22

Payment Plan — next payment due <DATE>

23

Center working w/customer <DATE>(IN CURRENT
CMP MONTH)

24

NSSC sent e-mail to Center <DATE>-waiting on reply
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable — Reporting and Audit SDG

APPENDIX O — UPDATE TP AGREEMENT

Agency Trading Partner ALC Reason for Exemption Comment

Agreement in place states customer will not accept

DF AS (Air Force) 67 XX 3801 and 5570 IPACS last 4 business days of month Agreement signed 7/18/14
Agreement in place states customer will not accept

| Army 21 XK IPACS last 5 business days of month In-Place at Transition to NSSC
Agreement in place states customer will not accept

Nawy 17 XX IPACS last 5 business days of month In-Place at Transition to NS5C
Customer does not accept IPAC on the last3

Nawval Sea Systems Command 11XK 8522 business day s of the month Notified on IPAC reject
Agreement in place states customer will not accept

[Army Corp 96 XK IPACS last &5 business days of month In-Place at Transition to NSSC
Agreement in place states customer will not accept

Other DOD agencies 97 XX IPACS last 5 business days of month In-Place at Transition to NSSC
Agreement in place states customer will not accept

E miromental P rote ction Agency (EPA} 68 X0/ 68010727 IPACS last 5 business days of month Agreement signed 6/7/2011
Agreement in place states customer will not accept

US Agency for International Development (USAID) 72X072000001 IPACS last 5 business days of month Agreement signed on 7/21/2011
Agreement in place states customer will not accept
IPACS last 5 business days of month (Customer

SAF/FMBIB AFOY 20 XX/ 201 50302 will initiate IPAC) Agreement sign 6282012
Agreement in place states customer will not accept Agreement signed by OCFQ

Department of Interior, O fice of the Sec (DO} 14200141 60001 IPACS last & business days of month 4110014
Agreement in place states customer will not accept Agreement signed by OCFO

Department of Interior, Fish & Wildlife Services (DO} [14X3X/ 14160006 IPACS last 5 business days of month 410014
Agreement in place states customer will not accept

Department of Commerce (NOAA) 1330413100001 IPACS last 4 business days of month Agreement signed 5/10/2012

National G eospatiakintelligence Agency (NGA)Federal Agreement in place states customer will not accept

Payment Center (FPC) 97 X0 97000010 IPACS last 4 business days of month Agreement signed 12/6/12
Agreement in place states customer will not accept

Department of Energy (DOE) |89XK IPACS last 3 business days of month In-Place at Transition to NSSC
Agreement in place states customer will not accept

Department of Homeland Security (DHS) 70X IPACS last 3 business days of month In-Place at Transition to NSSC
Agreement in place states customer will not accept

Departmert of Transportation (DOT) |69 300/ 69170001 IPACS last 3 business days of month Agreement signed 2/3/2011
Agreement in place states customer will not accept

Department of Transportation (DOT) 69X{/69171104 IPACS last 3 business days of month Agreement signed 2/3/2011
Agreement in place states customer will not accept Agreement signed w ARC

Bureau of Alcohol, Tobacco and Firearms (ATF) 1503015100700 IPACS last 3 business days of month 3301

ALL FEDERAL AGENCIES ARE EXENPT FROMIPAC 5
DURING THE LAST 3 BUSINESS business days OF EACH
QUARTER END
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APPENDIX P- UPDATE IPAC CUTOFF CALENDARS TO NSSC
AR WEBSITE

Is there a cutoff for submitting IPACs?

Yes, there are cutoff dates for certain federal agencies; refer to listing below. The
cutoff dates are based on Trading Partner Agreements signed by NASA Office of
the Chief Financial Officer. To ensure timely processing, all IPAC request must
be received by NSSC no later than noon on the cutoff date. This list is not all
inclusive.

Additionally, there is a cutoff date established for all Federal Agencies on a
quarterly basis, per the TFM Bulletin NO 2013-04 Vol 1.
See http://www.fms.treas.gov/tfm/vol1/13-04.html for the bulletin.

Intra-Governmental Payments and Collections (IPAC) Cutoff Dates

To ensure NASA is in compliance with established Trading Partner
Agreements and to prevent material differences between NASA and its
trading partners; the following cutoff dates have been established for IPAC
transaction to the Bureau of Alcohol, Tobacco and Firearms (ATF),
Department of Homeland Security (DHS), Department of Commerce (DOC),
Defense of Defense (DOD) Agencies, Department of Energy (DOE),
Department of Transportation (DOT), Department of Interior (DOI),
Environmental Protection Agency (EPA), and US Agency for International
Development (USAID).

IPAC request received after the date listed below will not be processed
until the following month.
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Business Task Name October November December January
Process Area FY2020 FY2020 FY2020 FY2020
Accounts IPAC Cutoff to 10/24/2019 11/21/2019 12/23/2019 1/24/2020
Receivable DOD Agencies
(except Air
Force)
Accounts IPAC Cutoff to 10/24/2019 11/21/19 12/23/2019 1/24/2020
Receivable EPA
Accounts IPAC Cutoff for
Receivable International
Development 10/24/2019 11/21/2019 12/23/2019 1/24/2020
(USAID)
Accounts IPAC Cutoff to 10/25/2019 11/22/2019 12/24/2019 1/27/2020
Receivable DFAS (Air
Force)
Accounts IPAC Cutoff to 10/25/2019 11/22/2019 12/24/2019 1/27/2020
Receivable Department of
Commerce
(NOAA)
Accounts IPAC Cutoff to 10/25/2019 11/22/2019 12/24/2019 1/27/2020
Receivable Federal
Payment
Center for NGA
Accounts IPAC Cutoff to | 10/28/2019 11/25/2019 12/26/2019 1/28/2020
Receivable DHS
Accounts IPAC Cutoff to | 10/28/2019 11/25/2019 12/26/2019 1/28/2020
Receivable DOT
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Subject: Accounts Receivable — Reporting and Audit SDG

Accounts IPAC Cutoff to | 10/28/2019 11/25/2019 12/26/2019 1/28/2020
Receivable DOE
Accounts IPAC Cutoff to | 10/28/2019 11/25/2019 12/26/2019 1/28/2020
Receivable ATF
Business Task Name February March FY2020 April May FY2020
Process Area FY2020 FY2020
Accounts IPAC Cutoff to 2/21/2020 3/24/2020 4/23/2020 5/21/2020
Receivable DOD Agencies
(except Air
Force)
Accounts IPAC Cutoff to 2/21/2020 3/24/2020 4/23/2020 5/21/2020
Receivable DOI
Accounts IPAC Cutoff to 2/21/2020 3/24/2020 4/23/2020 5/21/2020
Receivable EPA
Accounts IPAC Cutoff to 2/21/2020 3/24/2020 4/23/2020 5/21/2020
Receivable USAID
Accounts IPAC Cutoff to 2/24/2020 3/25/2020 4/24/2020 5/22/2020
Receivable DFAS (Air
Force)
Accounts IPAC Cutoff to 2/24/2020 3/25/2020 4/24/2020 5/22/2020
Receivable Department of
Commerce
(NOAA)
Accounts IPAC Cutoff to 2/24/2020 3/25/2020 4/24/2020 5/22/2020
Receivable Federal
Payment
Center for NGA
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Accounts IPAC Cutoff to 2/25/2020 3/26/2020 4/27/2020 5/26/2020
Receivable DHS
Accounts IPAC Cutoff to 2/25/2020 3/26/2020 4/27/2020 5/26/2020
Receivable DOT
Accounts IPAC Cutoff to 2/25/2020 3/26/2020 4/27/2020 5/26/2020
Receivable DOE
Accounts IPAC Cutoff to 2/25/2020 3/26/2020 4/27/2020 5/26/2020
Receivable ATF
Business Task Name June FY2020 July FY2020 | August FY2020 September
Process Area FY2020
Accounts IPAC Cutoff to 6/23/2020 7/24/2020 8/24/2020 9/23/2020
Receivable DOD Agencies
(except Air
Force)
Accounts IPAC Cutoff to 6/23/2020 7/24/2020 8/24/2020 9/23/2020
Receivable DOI
Accounts IPAC Cutoff to 6/23/2020 7/24/2020 8/24/2020 9/23/2020
Receivable EPA
Accounts IPAC Cutoff to 6/23/2020 7/24/2020 8/24/2020 9/23/2020
Receivable (USAID)
Accounts IPAC Cutoff to 6/24/2020 712712020 8/25/2020 9/23/2020
Receivable DFAS (Air
Force)
Accounts IPAC Cutoff to 6/24/2020 712712020 8/25/2020 9/23/2020
Receivable Department of
Commerce
(NOAA)
Accounts IPAC Cutoff to 6/24/2020 712712020 8/25/2020 9/23/2020
Receivable Federal
Payment
Center for NGA
Accounts IPAC Cutoff to 6/25/2020 7/28/2020 8/26/2020 9/23/2020
Receivable DHS
Accounts IPAC Cutoff to 6/25/2020 7/28/2020 8/26/2020 9/23/2020
Receivable DOT
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Accounts IPAC Cutoff to 6/25/2020 7/28/2020 8/26/2019 9/23/2020
Receivable DOE
Accounts IPAC Cutoff to 6/25/2020 7/28/2020 8/26/2020 9/23/2020
Receivable ATF

In Accordance with TFM 4700 Appendix 6 Section 9.6.4, all federal agencies

are prohibited from sending IPACS during the last three working days of

each month. See https://tfm.fiscal.treasury.qov/v1/p2/c470.pdf for the
bulletin.
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APPENDIX Q- INSTALLING MACROS AND ADD-INS

Installing the AR-Billing Add-In
N:\FM Division\Accounts Payable Accounts Receivable\Macros\AR-

Billing.xlam
(Double-clicking on this link will automatically download the add-in)

Installing the AR-Billing Updater
N:\FM Division\Accounts Payable Accounts Receivable\Macros\ Updater-
AR-Billing.xlam
(Double-clicking on this link will automatically download this automatic
updater)

Installing the AP-AR Add-In for CMPs
N:\FM Division\Accounts Payable Accounts Receivable\Macros\ AP-
AR.xlam
(Double-clicking on this link will automatically download the add-in)

Installing the AP-AR updater
N:\FM Division\Accounts Payable Accounts Receivable\Macros\Updater-
AP-AR.xlam
(Double-clicking on this link will automatically download this automatic
updater)

Installing the ZEPY Datamart Add-In
N:\FM Division\Accounts Payable Accounts
Receivable\Macros\Zepy.xlam
(password protected since this does actual postings in SAP Production.
This password is known by the AR-L2 Datamart Technician and the AR-L2
Supervisor)
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APPENDIX R — MID MONTH CHECKLIST

Mid-Month Checklist Role |HQ [ARC |GRC |LaRC|DFRC|GSFCINMO [SSC |MSFQ.JSC |KSC

5000 accounts net to $0.00 by Fund
GR35/ ZFUN - Period 1 - Current
(Accowunts: 50000000 to 5995.9553) AM
(Funds: NONT083, NONT435, NON3200 & NON3220)
{Current Month)

Validate all Reversal Support Attachments for
reversed Reimbursable Invoices

Please use the "Melric Verification” spreadsheet (e.g.
Worksheet tab

AM

Validate all Reversal Support Attachments for
reversed IPAC's

Please use the "Metric Verification™ spreadsheet (e.g. PP
Worksheet tab named "IPAC Dec 2014 (FEL5N")
{Prior Month)

Validate all Reversal Support Attachments for
reversed Collections

Please use the "Metric Verification” spreadsheet (e.g. PP
Worksheet tab named "COLL Dec 2014 (FBL5N")
{Prior Maonth)

Validate all AR IDR Support Attachments for Direct
Invoices

FBLSN

Account Group = ZCOM AM
GL Account = 1310.3000

Doc Type = DR

All lterms (Prior Month Range)

Monitor the following TechDoc Folders at the
following path: BOC's-FM/AR/DIRECT
RECEIVABLES

Verify that Prior Month FBLSN bills run above have

been uploaded to TechDoc AM
Validate all Write-off Support Attachments
FBLSN AM

Doc Types WO
All ltems (Prior Month Range)

Validate all Waived Debt Support Attachments
FBLSN

Doc Types WV AM
All ltems (Prior Month Range)

Validate all Journal Voucher Support Attachments

. AM
{Prior Month)
N drive Clean up AM & PP

Monitor the following TechDoc Folder at the
following path: BOC's-FM/AR/JOURNAL
VOUCHERS AM & PP
Venfy that all Prior Month JVs have been uploaded
inte Tech Doc

Salary Offset Journal Vouchers are complete AM
{Current Month)

DOI to SAP Reconciliation is complete
(Prior Month) AM

Reconcile General Fund Balance
(FMFG_E_TRANS_REG)

(Current Month) (e.g. Period 4 to Period 4)
See instructions at following path:

NAFM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\Training\JOB

AIDSWONTHLY AND MID-MONTHLY CHECKOUT AM
Prior month reimb billing loaded to TechDoc AM
Prior month |IPACs loaded to TechDoc PP
AR in Transit {1310.5000) net balance of $0 PP

*Please submit at the end of the 2nd to last week of the month
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APPENDIX S — L2 NSSC TROR CHECKLIST

TROR CHECELIST Preparer Reviewer COMMENT S

FORE ¥0OU BEGIN
Does wour "Wrike OFF Feport” Amount = The Tokal of your FELSH
wirite OFF Backup = CHC + Closed Portions of the "0 CHC Closed”
Dioes wour Aging Total = GRSS ZTEG Total = List of Customer Line

Items Total and if n o your reporks list a reazon For the difference
TROR FORM (PAGE 1 HEADER]

Iz the Entity Code Correct? c.g. S0001201 ARC

Pacra - Formatked

Iz Fizeal ¥ear Correct?
Pacro - Formatted

Iz the Gluarter correct e.g. 2nd Buarker - March
2 Pacro - formatted

Section & Receivables and Collect

Iz report 8.2 Mew Recefradles  attached?

H2 Aew Heceirabdfe report has correct header information Pacro - Formatted

Mumber of items are equal ko Mew Receivable Report Pacro pulls data directly from report inke template
Amount matches the Mew Receivables F!eiort amount Mlacro iulls daka directli from reiort inko temilate
Iz Report &% Accreads included? Macro pulls data directly from report inka template
HF Accraafs report has correct header information Pacro pulls data directly from report inke template

Amount iz equal to Accruals RBeport® Pacro pulls data directly from report inka template
FEF were there any collections from Treazury this Fizcal Vear?

FEF fyes, iz 048 Ealfections by Treasury eport [

fEF 04 Collections by Treasury report has correct header information
FEF IFyes, does the Collections Mumber and Amount match the
"Collections by Treasury" report? Pacro pulls data directly from report inke template
FEF IF yes, iz thiz number and amount alzo listed in
Fart [ [C1(G)F Macro pulls data directly from report inka template

|z report 8F Write offs FEALP Reparef included?
GF Write offs fIAFP Reparef has correct header information PAacro-farmatted

FE} Does the amount match the write off report? [ Pacro pulls data directly from report inke template
Iz report B Write offs, CAC & Sfored included ¥ [

LE Wrive offs, EAE & Sfosed report has correct header information
£} Does the amount entered match the CHC portion of the

WO CHC Closed spreadshect® Pacro pulls data directly from report inke template
£ IF an amount iz listed is it negative® Pacro pulls data directly from report inke template
FEF Does the amount entered match the CLOZED portion of

the 0 CHC Closed spreadshect® Pacro pulls data directly from report inke template
FEF I an amount iz listed iz it negative T Macre pulls data directly from report into template

£ & E5F Ifthere are any CHC andlor CLOZED debes, iz
report 8F Backep for Write affs included?

Iz backup included For cach approved waiver? c.g. Approved
waiver, D0l Report.

|z backup included for cach CLOZED debt? ¢.g. Email, D0l
Report,ctc

|z report 0 FedBebs Repart included?

Do the names in the " at OME" and "k PCA" sections of the
"FedDebt Report” match the "Debts Clazsified 2z CHC" zection

of the "W 0 CNC Closed™ F!eiort

|z report 8 SRIF ZFEF included?

LI SRFY ZTEE report haz correct header information Pacro Formatted

Dioes the GRESEZTER ending Balance for GL Accounts

1310.0000, 1340.0000, 13600000 and 1570.0000 makch the Pacra pulls data directly from repart inka kemplate
Diaes the number of debts match the number on the "Aging

Report"s Pacro pulls data directly from report inke template

Line T = Beginning Balance * Mew Receivables = Aceruals -
Collections on Receivables - ‘wirite OFfz Pacro pulls data directly from report inka template
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Section B Ad

nal Receivables Data

FAFEF Do the amounts match the amounts listed
in the corresponding column of the “Aging
Report™? Watch for Debts with residwal balamces
|z the report A8 Jas & Peaafty included?

FP Jfar £ Peaafty report has correct header information Macro formatted
FE} Doesthe fae & Peaafey amount listed on the TROR
match the "Interest and Penalty Beport™? Macro pulls data directly from report inka template

Section C Delinquent Debt [E

|z the report AF Agizg Repars included?

I Aging Aepert report has correct header information Macrao Formatted
fA-&F Do the amounts match the aging reports
corresponding columns by category? watch For
Diows Soction & F 800 s Section SFSHEFT
Total Deling by &g = Total Deling by Category

included?

12 Ftatws orver £ Daps Delingueat report haz correct header information Macrao Formatted
Are all debts greater than 60 days delinguent stakuzed on thiz
repork®

Zum on the “Aging” tab of all items from “61-30 Days
Dizlinquent™ column through the end should equal the bakal of the
“Etatuz Over B0-Days Delinguent” tab.

FA4-EF Do the amounts match the aging reports corresponding
columns by category® Macro pulls data directly from report inko template

Iz the report £F Agesey Lredif BExreas reportincluded?

I Ageacy LCredie Bareae report has correct header inforn] ZKIP THIS SECTION
FAFFE} Do the counts makch the counts listed in the [FOOTHOTE HAS BEEN ADDED TO TROR TEMPLATE TD ADDRESS
corresponding category [Commercial{Consumer] of the Agency THIE SECTION)

Credit Bureau RBeport?

Section & Delinauent Debt 120 Davs or Less

FEF Are any delinquent debts UMDER 120 days DELINGUENT
[150 day=] pending waivers or Vin dispute"? Are these debts
£ = Par ICY0A) + (SICNE] + [CATCY « (SUND) - Part
HEATIE]

At Agency = Aging's 1to 120 Day totals MINUE "In

LEF = Part [C)1)(AY « (CUNE] + (EIE] + (S)ONCED
Total Deling 1 to 120 Days = Aging Sections 1 ke 120 Day
Section B Delinquent Debt Eligible for Referral to Treasury

Maote from Farrah: Added formula here o calculate "At
Agency” For wou so should always be okay,

120 DAY'S DELINGUENT (150 DAY"S]

FAF Arethere ang debts over 120 days DELINGUENT [150

days] that have nok been wrikten off ¥ Macro pulls data directly from report inko template
£AF Fum of Part [ICITI(E] = [F1 #[G1 + (F) = (11 + (1 + K]

Deling over 120 = Zum of 121 Days THROUGH “Over 10 Macro pulls data directly from report inko template
FEF Doz the dollar amount match the "Debt Classified as

CMC" zection of the "W CHC Closed" Report? Macro pulls data directly from report inko template
FEF =Part 1[D] (11 (E)

Currently Mot Coll Debt = Total Currently Mot Coll Debts Macro pulls data directly from report inko template

FEF Arethere any debts OVER 120 days DELINGUENT [150
days] pending waiver or in dispute?

FEF  If yes, does thiz number and amount match the
“Forbearance” section of the "0 CHC Closed" Report? Macro pulls data directly from report inko template
FEF IF there iz an amount in thiz section, is there a footnote
referencing customer number, amount and explanation of debt?
FIF |5 the amount of all eligible debt ko be referred entered?
FEF 1z the amount already referred to Treasury entered [and
negative]?

fP} Is the balance 0F IF not, why? Does this debt
really meed to be sent to Treasury
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180 DAY'S DELINGUENT (210

AYS5]

FAF Arethere ang debts over 150 days DELINGUENT [210
days] that have nok been writken of 9
A Eumoof Part ICN0G) + (H) +(1) + (4] + (K]
Deling over 180 = Zum of 151 Days THROUGH "Ower 10
FEF Doz the dollar amount match the “Debt Clazsified az
CMC" section of the "w0 CHC Closed" Report?
FEF =Part 1[D] 1] (E)
Currently Mot Coll Debt = Total Currently Mok Coll Debts
FEF Arethere any debtz OVER 1530 day= DELINGIUIENT (210 This Zection zhould only mirror B [1] if the debts are 150
days] pending waiver or in dizpute? day= delinquent
FEF  If yes, does thiz number and amount match the
“Forbearance” section of the w0 CHNC Closed" Report®
FEF IF there iz am amount in thiz section, is there 2
footmote referencing customer sumber, amount and
FEF |z the amount of all eligible debt bo be referred entered?
FAF 1z the amount already referred ko Treasury entered [and
negative]?

FF |5 the balance OF

Section C Collections on Delinquent Debt

FEF Have there been any collections on delinquent debt? Thiz

alzo would have been reported in PART | Zection & [4][4 thru 5] Macro pulls data directly from report inko kemplate
B Does the Mumber of Collections match the 04 Collections Formula pulls amount but you will have to manually enter
by Treasury Report counk

Section O CNC Debt Status

FEF Are the number of debts and amounts of all debts that are
currently at Treazury or being cross-serviced by treazury listed in
thiz zection? Macro pulls data directly from report inko kemplate
FEF I am amoust iz listed here, it should be
EF Thiz should be the tatal of A thru D EUM FORRULA 15 ALREADY CAPTURIMG THIE.

Are all CMC debts that were closed out during the current FV
reported an this line® [TEME RETURMED TO AGEMCY BY

TREAZURY - BTA pullz data directly from report inka temp
Section E Disposition of Closed-0Out Debts

FAF - F£F Do the amounts match “Amounts Clozed in
Calendar Tear 200" portionz] of the"wW0 CHC Closed"
" IF there iz a balance, iz 2 fooknote provided ?

Iz each item listed 2z "Other” footnobed ¥
|z footnoke section Formatted so that all ikems are legible® [

Items over 120-Days DELINGUENT But still on aging are Fooknot
Other Information to Include

L2 GRFF-ZALF included
IR GRIF-ZAELGF report has correct header information
13 GR55-ZA0F amoust listed in Footsotes [even if $0.00]
M CLSTOMER LINE ITEMS included




