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DOCUMENT HISTORY LOG

Status Document Effective Description of Change
(Basic/Revision Version Date
Cancelled)
Basic 02/21/2008 | Basic Release
Revision A 04/17/2008 | Added combination to safe

changed semi-annually or as
employee leaves, with On
Demand SWR with Jacobs
Technology (FOSC Contract) to
include locksmith service (p 18)

Corrected Deposit Processor
from Collection Processor (pp 19-
22)

Enhanced PCC process (pp 19-
20)

Added T-Code F-28 to Post
Incoming Payments (p 23)

Added PWC observation of
Deposit Reconciliation at least
weekly (p 24)

Added Job Aid for creating setup
document to refund Solely Travel
advance (p 41)

Added BW GENRPT21 report to
verify amount of remaining
advance (p 42)

On ZF1_AR_Billing, changed to
‘excluding “Do NOT List $0.00 To
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Be Billed” from WBS element (p
42)

Added Pay.gov insert to mailing
(p 57)

Added VAOQ3 to retrieve Debit
Memo Request number to
reverse billing request when
canceling bill (p 58)

Added section in Automatic IPAC
Confirmation process if IPAC was
rejected by Treasury (p 62)

Added note on spreadsheet
containing list of customers
requiring manual IPAC (p 63)

Added section on Personal
Property IPAC (pp 65-66)

Added
Exchange/Replacement/Surplus/
Recycle Sales/Reimbursable
Sales Order (pp 75-77)

Added CAAS (pp 78-87)

Center Cost Accountant to notify
NSSC cost complete — ready for
PBR (p 42)

Stabilization period NTE 90 days
for e-mail spreadsheet of all
postponements/rejections/cancell
ations (p 43)
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Detail of reconciliations (pp 50-
51)

Further reconciliations (p 55)

Further reconciliations (p 56)

Correction of billing request prior
to printing/posting bills (p 55)

New Process Flow (p 92)

Enhanced Receipt of
checks/cash process (pp 17-32)

Data parameters for PBR (p 42)

Billing Threshold reduced to $1
until OCFO approval of threshold

(p 44)

Move cost back from Canceled
Column (p 53)

No IPAC last four calendar days
of month per Treasury (p 62)

Revision

04/17/2008

Added “Optional” for Centers to
provide NSSC Reimbursable
Agreements (p13)

Added Advance Notification Tool
steps (p15)

Clarified Receipt of Checks/Cash
Process (pp 17-24)

Clarified Pay.gov payment
process (pp 25-26)
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Deleted Bank of America process
(p 25)

Identified receipt of
advance/notification to Center (p
33)

Identified steps for Unidentified
Check Tool (pp 35-36)

Clarified edits in SAP to prevent
billing over Sales Order amount
(pp 47 — 48)

Added Parameters for PBR (p50)

Clarified
Exchange/Surplus/Recycle
Sales/Reimbursable Sales Order
Process (p.76)

Revision C 06/18/2008 | Added Pay.gov query (pp 25-26)

Solely Travel refund process
(p41)

Omit bill with debit and credit
from Automatic IPAC Process

(p51)

Revision D 07/18/2008 | Updated with IPAC status
spreadsheet (p 65)

Reversal of IPAC posted in prior
month (pp 66 — 67)

Included AR Royalty Process (pp
89 — 92)




NSSC

Service Delivery Guide

NSSDG-9200-0002 Revision 18.0

Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 7 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

Revision

7.0

06/08/2010

Clarified partial rejection of
IPAC’s (p.73)

Added Advance Reconciliation
(p-75)

Renumbered document from
NSSC-FM-SDG-0008 to NSSDG-
9200-0002. This is necessary to
reflect newly adopted SDNS
numbering scheme, which will be
implemented on all NSSC
documents upon development or
revision.

Revision

8.0

2/24/2014

Added note instructing how to
export PBR to excel.

Analyzing PBR- IPAC Bills: If you
have multiple line items, and one
of them has a credit and debit
(big enough to offset to credit), it
is okay to bill all lines, however,
you need to create separate bills
for each line. Create a bill for the
line with the debit credit and
postpone the other line(s). Go
back and bill that/those lines
later.

Added instruction to look up SO#
using MIPR.

Modified SSC Billing Backup —
SSC to correct backup if does not
match bill.

Added partial payment
adjustment of BLINE on residual.




NSSC NSSDG-9200-0002 Revision 18.0

Service Delivery Guide

Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 8 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

Cash recorded to GL 1010.5215.

Procedure for checks that are
returned to customers (not
deposited).

Updated Reimbursable Solely
Travel Process: JSC’s Solely
Travel will be processed during
the monthly Reimbursable billing
cycle.

JSC Solely Travel clarification
when costs do not match voucher
and disputes.

Added transfer of all Solely
Travel files to TechDoc once
billing is completed.

Added Payment Method 6 for
Customer Refunds.

Added returned refund check
procedure.

Updated IPAC for excluding
Trading Partners.

Added deadline for adding DRN
to auto IPAC postings.

Modified TAS/BETC and FSN
updates to Sales Orders.

Clarified entry of reject DRN in
the reversing document’s
Reference field.
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Added procedure for monthly
load of IPACs to TechDoc.

Updated load to TechDoc
instructions for Monthly IPAC
files.

Removed requirement to split
Advance bills where more than
one WBS/Fund billed on SO.

Removed “Tip” that said to split
Debit and Credit IPAC bills into
two separate bills.

Added “Advance” Pay.gov form
to Appendix (Appendix C).

Added NSSC Reversal Process
to Appendix (Appendix F).
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Revision

9.0

11/05/2014 | Updated the Run Pre-Billing
Register and Analyze Billing
Process.

e Unbilled Billing Request —
ZFI_AR_R BRQ_NBIL

e Added Codes — 90
“Blocked Never Bill” and
92 “Blocked-Canc. Fund”

Updated Process 4 — Receipt of
Checks/Cash/Step 1 - If a
contract is identified in the
supporting documentation route
Remedy ticket to Accounts
Payable for verification prior to
requesting Center to post
Advance.

Updated Steps for entering a JV
regarding two-step JV postings.

Added METRIC Table.

Updated Appendix F — NSSC
Reversal Process with six
additional new reversal reason
codes (V1 -V6).
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Revision

10.0

03/27/2015

Solely Travel Reconciliation
Process added

CS Collections Process Notes

Added as Appendix H with note
in Receipts of Checks and Cash
Process

CS Check Reconciliation Process
added as Appendix | with note in
Receipt of Checks/Cash Process,
Step 8 to refer to this Appendix
for further process information

Update step 6 of the EUL
(Enhanced Use Lease) process

Added W-9 Form Process

Added the IPAC Invalid TAS
Process

Revision

11.0

6/16/2016

Release of Reimbursable SDG in
new template with numerous
changes and addition of screen
shots to the SDG.

Revision

12.0

03/23/2017

Updated Role Names; Updated
Billing Macro Steps; Updated
checklist for completing monthly
billing and Updated IPAC
Processing Steps

Revision

13.0

12/20/2017

Updated TechDoc Macro and
TechDoc Destruction Process;
Update Preliminary Billing
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Process; Added IPAC Macro
instructions

Revision 14.0 04/03/2018 | Updated IPAC Macro Proposal
instructions

Updated IPAC Proposal Process
Updated Reversal Process

Updated Solely Travel Process

Revision 15.0 04/01/2019 | Updated IPAC Proposal Process

Updated Manual Center to
Center IPAC process

Updated Code for blocking
invoices not to be IPAC’d from
“B” to “A!l

Added step for Federal customer
bill under $1.

Updated Refund Process

Updated EUL WBS information

Revision 16.0 11/15/2019 | SDG Annual Review and Update

Revision 17.0 1/23/2020 | Updated Cancelled bill process
by adding VF02 to Release to
Accounting.

6/16/2020 | Updated EUL/NHPA Process
Updated Refund Process

Updated Manual IPAC Process
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8/28/2020

10/21/2020

Updated NMO (JPL) Spool File
number

Updated EUL and NHPA process
Updated PBR Macro Analysis

Updated Pre and Post Billing
Macro Reports

Added-Outside Reimbursable
Billing Process

Added reasons to reverse and
create a new invoice

Added reasons you don’t have to
reverse an invoice

Added T-code and doc type to
clear manual liquidation

Revision

18

12/10/2021

Updating with Service Now Case
Migration changes to the Refund
Request Process.
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INTRODUCTION

The National Aeronautics and Space Administration (NASA) Shared Services Center
(NSSC) will complete the reimbursable billing and associated processes for all NASA
Centers, in accordance with the following regulations:

A. Statement of Federal Financial Accounting Standard No. 1, “Accounting for Selected
Asset and Liabilities”, Jun 2018;

http://files.fasab.gov/pdffiles/2018 fasab handbook.pdf

B. Treasury Financial Management supplement, “Managing Federal Receivables”
https://fiscal.treasury.gov/crs/

C. “Federal Claims Collection Standards” 31 Code of Federal Regulations (CFR) 900-

904 https://www.govinfo.gov/content/pkg/CFR-201 1-title31-vol3/xmI/CFR-2011-
title31-vol3-subtitleB-chaplX.xml

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

CFR285;https://www.govinfo.gov/app/details/ CFR-201 1-title31-vol2/CFR-2011-
title31-vol2-part285/context

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

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

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

H. United States General Ledger; https:/fiscal.treasury.gov/ussgl/

|. Federal Acquisition Regulation (FAR); hitps://www.acquisition.gov/browse/index/far

J. Treasury Report on Receivables (TROR);

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

K. NASA Procedural Requirements (NPR):
http://nodis3.gsfc.nasa.gov/lib docs.cfm?range=9[0,1,2,3,4,5.6,7]
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PURPOSE

To outline Agency procedures followed by the NSSC related to the processing of
reimbursable billing services.

APPLICABILITY/SCOPE

In accordance with Federal regulations and NASA policy, the NSSC is responsible for
providing reimbursable billing services including assembling, reviewing, processing,
recording, reporting, and reconciling commercial and government bills, (Intra-
Governmental Payment and Collection System (IPAC’s)), etc.

The NSSC shall use Core Financial Software — Services, Applications and Products
(SAP) R/3 — to perform billing activities. NSSC is required to adhere to NPRs, NASA’s
Enterprise Performance Support System (EPSS) guidance, and other applicable
Federal regulations and NASA policies and procedures. The NSSC shall process
receivables from the receipt of the initial notice of indebtedness to the final collection
based on acceptance by NASA.

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-9200-0002 Revision 17.0.
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PROCESS - PRE-BILLING ACTIVITIES

Pre-Billing Activities
(See Appendix B — Reimbursable Billing Flow charts)

STEP 1. Account Maintainer - Search TechDoc for the Center’s Excluded Sales
Order (SO) List. This list is used to identify Sales Orders to be excluded in
the Reimbursable Billing process.

A. The “Center Request to Exclude Sales Orders from Reimbursable Billing”
can be found in Tech Doc at the following path: FM>AR>EXCLUDE
SO>FY>CENTER. (See Appendix D — Exclude Sales Order Form — NSSC
Form 0086)

AOMNISTRATION TGS ANDSPACE - Center Request to Exclude Sales Orders from
Reimbursement Billing

NASA SHARED SERVICES CENTER Request must be sent to NSSC@NASA.GOV or Fax to 866-779-6772 before the
STENNIS SPACE CENTER, MS 339529-6000 last three business days of the month

Section 1. Basic Information

*1a. Name: Date/Time Field:
Sierra Cogan 05/27/2014
*1b. NASA Centers: *4¢c. Phone:
AFRC - Armstrong Flight Research Center (661) 276-2383

23ag SN ag palRIS WSV

1d. Billing Month: 1e. Fiscal Year:

05 - May 2014

lat=1.NF=laF= LN IS

Section 2. Reason to Exclude (Click "+" to add additional lines as applicable)

Line . b
Item 2a. Sales Order: 2b. Reason to Exclude: 2c. If ('_Jth_er F)CFO Approved, Please Provide
# Description:

1 27774 Sales Order Recon

Wt
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B. Common Reasons for Sales Order Exclusions:
1. An Open Service Request (SR) to fix an SAP problem.

2. NASA and the customer are working through reconciling their
records.

3. Transient Fuel Sales Orders (GSFC) - A permanent exclusion list
of these Sales Orders is saved in Goddard’s Monthly Billing
folder.

4. Solely Travel Sales Orders (JSC): Solely Travel Sales Orders are
only excluded from monthly billing if they do not have an advance
available against which to liquidate the bill. If a Solely Travel
sales order (identifiable by the WBS) has an advance, follow the
normal process; bill and liquidate during monthly billing. All other
Solely Travel Sales Orders should be excluded until COCD
(Commitments, Obligations, Cost, and Disbursements) matches
(see Solely Travel Instructions).

NOTE: This form is due from the Centers by the 3™ to last business day of
the month. Late submissions from the Center should be elevated to L3 for
approval to exclude the Sales Order(s).

STEP 2. Account Maintainer - Run Exception Reports.

NOTE: STEP 2 —“A,” “B” and “C” below should be run using the
“Accounts Receivable - Monthly Billing” Macro Add-In. The manual steps
in A, B and C below should be used if the macro add-in is unavailable.

(2 6 @ I [P Bookl - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT  CMP: Accounts Receivable
Y= Y=
B e B
5= []158 =

Monthly | §5C Billing SSC Create
Billing ompare Billing Packages
Eilling
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AR Prebilling )

UBBR-1
Docs Missing In Accou
Rejected Costs

A. Macro (Excel) - Run “UBBR-1"

1.

Open blank Excel worksheet

2. Click on “Accounts Receivable” Add-in
3.
4

Select “Monthly Billing” icon

. In the “AR Prebilling” red box drop-downs, select:

a) Center (NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month

c) Fiscal Year

d) Process = “UBBR-1"
Click “OK”

If you have any changes to make in SAP - see Manual Steps
below in B(C) (3), you can make them now in SAP and click “OK”.
The macro will export your finished product after you click “OK”.
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Microsoft Excel - u

Update SAP and then click OK

7. Click “OK".

NOTE: When you see this, your report has been automatically saved in
your Monthly Billing folder on the N:Drive.

Microsoft Excel ° u

[ i

I Report Completed

NOTE: When you close your blank excel workbook, you will get this
message. BE SURE TO CLICK “DON’T SAVE” TO BOOK1.

Microsoft Excel ﬂ

l Want to save your changes to 'Bookl'?

| Save l Don't Save { Cancel ‘

B. Manual Steps (SAP) - Run the Unbilled billing Requests report (UBB1)
using T-Code ZFI_AR_R_BRQ_NBIL

1. Enter Information into Sales Organization. (Business Area
preceded by two zeroes)
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Billing Request Items

Report-specific selections
Sales Organization pﬁzzlﬁ') to H
Billing Reguest L B
Creation Date Tﬂ_l:l E

@

NOTE: SAP will not allow you to create a new billing request for a Sales
Order if there is already an Unbilled Billing Request in the system. In
addition, costs included in these billing requests will not display on the
PBR. This report displays Billing Requests that have not been billed.

2. Click the “Execute” (clock) Icon at the top of the screen.

3. Review Report and make necessary changes. You will need to
reject any unblocked Billing Requests.

a) Billing Block “92— Blocked-Canc. Fund”-Do not reject.
b) Billing Block “91-Billed w JV Perm B”-Do not reject.

c) Billing Block “90-Blocked Never Bill”- These type of billing
blocks should be investigated. Contact your center POC.
If it is determined a Billing Block “90-Blocked Never Bill”
needs to be rejected, follow the instructions below:

i. Select Billing Request number with a “90” and double
click to open it.
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All tems

Itemn

T

Material
10R11

Billing Request Items

EHREERER R ER I EE EE ER R LR

Billing Request Items

BilReg |° BRH|= Netvalue[cur|createdon [BE[BE|R|BS [saTy{sory [Sales o] soim|
B00095125(000010  797.50- USD DS01/2009 90 | A DR 0022 12133 000010

200095126 0.03|LS0 05/01/2009 |90 A |DR (0022 10433 000010
300095127 4.50-|USD | 05/01/2008 190 A DR (0022 12231 000010
200101322 18,892.42- USD | 091162009 |91 A |DR (0022 13567 000010
200101323 38.00 |USD |09M6B/2009 |91 A |DR (0022 13814 000010
000020 79.804.72- USD 09162008 |9 A DR (0022 13914 000010
nooo3o;  17,512.81 USD 091162009 |91 A |DR (0022 (13914 000010
nooo40)  62,291.91 USD 09162008 |91 A |DR (0022 13814 000010
noaoao0 6,903.48 USD 081612009 |91 A DR (0022 13914 000010

= 26,559.93 USD

i. Select “Change Billing Request” and the “green check
mark”.

.I:I:-'Bele-:t Feport

Fi=s=play Billinag Reguest
Chanae Billinoa FEegques=st
Create Billing Document

|-wﬁ’|| Technical narmes aondofft Ilﬁl

iii.  “All ltems” section - Go to the column labeled
“‘Reason for Rejection” and choose “Reject Billing
Request” from the drop-down list for all lines.

Target guantity U... Net value Doc... Reason for rejection
1EA 0.01 UOSD Reject Billing Request ot

iv.  Click the “Save” icon at the top of the screen.

[ Salesdocument Edit  GolQemmEytras Environment  System  Help
@ - G e SRk

Change Debit Memo Request 800202327 Overview

v.  Click the green check mark.
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[E Update date recorded in Funds Manage...

-
FM posting date 06/20/2019 J
Period 004

Document Date 06/20/2019

4. Save file (Once all changes have been made) — in SAP:

5. Click the “Export” icon.
Billing Reguest Items

) (&)F) @) E[FL E LR & J&= =L @) G

a) Choose “Select from All Available Formats/Excel (In Existing

XXL Format)”, then the green check mark (twice).

[ Select Spreadsheet

| Formats:
T Excel (in MHTML Format)
() OpenOffice (in OpenDocument Format 2.0)
| z@ Select from All Avaiable Formats
| Excel {In Existing XL Format) -

[ "] Always Use Selected Format

)]
Fitter criteria, sorting, totals and subtotals are
not taken into account
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Subject: Accounts Receivable - Reimbursable

b) Choose “Table” then click green check mark.

[ Export list object to XL

An XL list object is exported with
55 lines and 13 columns
Choose a processing mode:

r_
I_(!) Table
() Pivot table

1%

c) Click green check mark.

[ Export list object ... x

r_
Li:g) Microsoft Excel

()]

d) Excel: File — Save As:

e) Save to N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly
Billing\Center\Fiscal Year\Month
Naming Scheme: “Center Abbrv UBBR1 FY20XX PXX”.

Example: (AFRC UBBR1 FY2019 P08)
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C. Macro (Excel) — Run the “Docs Missing In Accounting”

- 5
AR Prebilling [ = |

2019 '

Docs Missing In Accounting =

1. Open blank Excel worksheet
Click on “Accounts Receivable” Add-in

Select “Monthly Billing” icon

i

In the “AR Prebilling” red box drop-downs, select:

a) Center (NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month

c) Fiscal Year

d) Process = “Docs Missing In Accounting”
5. Click “OK”

6. If you have any changes to make in SAP - see Manual Steps
below in B(C) (3), you can make them now in SAP and click “OK”.
The macro will export your finished product after you click “OK”.
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

Microsoft Excel - u

Update SAP and then click OK

7. Click “OK".

NOTE: When you see this, your report has been automatically saved in
your Monthly Billing folder on the N:Drive.

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing\<CTR Billing>\<FYXXXX>\<Period -
Month>\<CTR Missing in Accounting FYXXXX PXX>

Microsoft Excel ° u

[ i

I Report Completed

NOTE: When you close your blank excel workbook, you will get this
message. BE SURE TO CLICK “DON’T SAVE” TO BOOK1.

Microsoft Excel ﬂ

l Want to save your changes to 'Bookl'?

| Save l Don't Save { Cancel ‘
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

D. Manual Steps (SAP) - Run the Documents Missing in accounting using T-
Code ZFI_AR_R_BIL_NACC (un-posted documents). .

Billing Documenits - Header

& [
| Report-specific selections
Sales Organization ‘oos1) to
Sales Order 10420 to 29999
Sales Order Type | to
Biling Docurment | | to
Billing Type to
Billing Date to
Reference Document Number [ | to
Biling Doc Net Value E' | to

NOTE: If you received the “No Data was selected” message, screen shot
the page and save in excel to your Monthly Billing folder on the N:Drive.
Otherwise, export the data as a spreadsheet and save.

1. Click the “Export” icon.
Billing Reguest Items

[ EEFREELD ELED @ e JE fLW @

a) Choose “Select from All Available Formats/Excel (In Existing
XXL Format)”, then the green check mark (twice).

[ Select Spreadsheet

| Formats:
T Excel (in MHTML Format)
() OpenOffice (in OpenDocument Format 2.0)
z@ Select from All Avaiable Formats
Excel (In Existing XL Format) -|

[ "] Always Use Selected Format

m Fitter criteria, sorting, totals and subtotals are

not taken into account
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

b) Choose “Table” then click green check mark.

[ Export list object to XL

An XL list object is exported with
55 lines and 13 columns
Choose a processing mode:

r_
I_(!) Table
() Pivot table

1%

c) Click green check mark.

[ Export list object ...

r_
I_(g:l Microsoft Excel

tdE3
d) Excel: File — Save As:

e) Save to N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\Monthly
Billing\Center\Fiscal Year\Month
Naming Scheme: “Center Abbrv Missing in Accounting
FY20XX PXX".

Example: (AFRC Missing in Accounting FY2019 P08)
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Subject: Accounts Receivable - Reimbursable

i

E. Macro (Excel) — Run the “Rejecteld Ctlasts”
5 |

AR Prebilling

. Open blank Excel worksheet

Click on “Accounts Receivable” Add-in
Select “Monthly Billing” icon.
In the “AR Prebilling” red box drop-downs, select:

a) Center (NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month

c) Fiscal Year

d) Process = “Docs Missing In Accounting”
Click “OK”.

If you have any changes to make in SAP - see Manual Steps
below in B(C)(3), you can make them now in SAP and click “OK”.
The macro will export your finished product after you click “OK”.

Microsoft Excel - u
e —

|

Update SAP and then click OK
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7. Click “OK”.

NOTE: When you see this, your report has been automatically saved in
your Monthly Billing folder on the N:Drive.

Microsoft Excel ﬂ

'l Report Completed

NOTE: When you close your blank excel workbook, you will get this
message. BE SURE TO CLICK “DON’T SAVE” TO BOOK1.

Microsoft Excel ﬂ

! Want to save your changes to 'Book1'?

i Save Don't Save Cancel

F. Manual Steps (SAP) - Run the Rejected Costs using T-Code
ZFI_AR_R_RRB_RJCT

NOTE: If costs have been postponed 3 times or if costs have been
rejected by Center, determine if cost can be billed. If so, un-reject cost.
This report displays costs that while appearing on the Billing Register, will
not bill because they have been “rejected”.

1. Enter Business Area preceded by two zeroes into Sales
Organization - 00XX Sales Order range 10420 to 99999. This
displays bills that have been created by the billing module but are
not posted in SAP. Click “Execute” icon (clock) at the top of the
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screen.
Resource-Related Billing - Rejected Amounts
Report-zpecific selections
Sales Organization apz2 to
Sales Order 10420 to 99999 .

NOTE: If you received the “No Data was selected” message, screen shot
the page and save in excel to your Monthly Billing folder. Otherwise,

export the data as a spreadsheet and save.

1. If you have rejected costs to un-reject:

a) Double-click into the line item. (Make a note of the Sales Order

Number)

Resource-Related Billing - Rejected Amounts

HIEE B R EE EE = EE FE ER R TR,
Resource-Related Billing - Rejected Amounts

Sales Ord |~ ltemn|= Total Rejected| GO ObjectFund (OLI)| Cost Elem ]| TCur]UM]| Period|BusalFin

13565 000050 =  2,856.40
17808 5000040 = 1,704.74
I «x 456114

2. Double-click “RRB-Resource-Related Billing (DP91)”.

I@Selectﬁepnn
Hisplay Sales Order
RRE - Display Document Flow (DF99B)
RRE - Resource-Related Billing (OPa1y
Customer Sales Order Billahle Balances
Reimbursable Order Report ey

| Technical names onfoff |
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NOTE: This is a back door into DP91.

3. DP91: Enter the SO number and hit “Enter”.

Resource-Related Billing Request: Initial Screen

|‘£ Expenses ||‘£ Sales price Hl Billing request |

Sales and Distribution

Sales Document 18304

Sales Document liem | to | [=]
Pricing

Pricing date

Source

Posting date to BEFQTI?B“I‘llﬁ'

[JProcess Open ltems Only

SD Search Criteria

Purchase order no. |
Sold-to party
WBS Element |

||H Conduct Search |

4. Click the “structure tree” icon to expand the panel to view all costs.
Billing request for resource-related billing document <new>: Expenses
Ta Ies price Biling request
@ EEEE (=R [EREE)

Description | |~ | Amttobe biled  Cur.. Qtytobebiled UM | % ... MNet value = Cur...
v EF 14516 ‘Iil = 07,447.82- USD = e 100,00 07,447.82- USD

5. Determine if it can be billed. If so you will need to “un-reject” this
rejected costs.

=5
Resource-relhilling Goto  Extras  System Help
@ .a 18 e EHE aDho0 BAE @m

Billing request for resource-related billing document <new>: Expenses
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Subject: Accounts Receivable

- Reimbursable

6. Select “Edit” and “Undo Rejection”.

ed Costs

Description L..| Amount rejected (Curr... Quantity rejected __

& 14516 @ 07,447.82 USD =

14516/10 @.. 0.00 UsSD =
534173.02.04.01.E516.01 @.. 0.00 UsSD
All Funds @ 0.00 UsD
ESAX22007R @.. 0.00 UsSD
All Costs for Resource Relat.. @.. 0.00 USD
Basis for Surcharges - All . @.. 0.00 UsSD
Direct - All Others @.. 0.00 USD

Other Commercial Servi..@.. 0.00 UsD a

R11 Reimbursable - Di..@.. 0.00 USD W

1iF i
¥ _Copy |6 smulate ][]

7. Notate the amount from the “Amount Rejected” column and then enter
it into the “Amount Returned” column. Click the “Simulate” Button. Click
the “Copy” Button. The cost will now appear in the “Open Amount
Column”. Save it.

NOTE: When you

next access the Sales order using DP91, you will be

prompted. Respond by clicking the “Yes” button.

[ Saved data exists

There is saved data for the specified selection criteria

@ Doyou want to use this data?

fes

i 1 [l cancer |

NOTE: You will need to “exclude” the line in your billing in DP91 so that it
will not pull on the Billing Run.

NOTE: If cost nets to zero after the “Amount Rejected” refer to process
“‘Run Pre-Billing Register and Analyze Billing, Step 3. E.”
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Resource-Related Billing Request: Initial Scr

|£ Expenses ||£ Sales price |J | Billing request |

Sales and Distribution

Sales Document 21312 |

Sales Document ltem | to | If '=1>|
Pricing

Pricimg date |

Source

Posting date to (@731 2011 [=)

[ Process Open ltems Only

M= Multiple Selection for ltem

Select Single Values .l Select Ranges (=TGR ERVETES

0.[Single...
;10| [ ﬂ
] 5
L_| [+]
[0 [[«[+]

Billing request for resource-related billing document NS000360/07/28/2
J J

| AT e

\\I&]I?JI&I@ |\|‘ RejectAll (3] Entry |Biling, posipone %
Description |S.. Lo...|Original amount |Am1 already billed |Amt already canceled |Open amount |Amt to be billed |Ammmt postpo
2312 od| 3,387,968.18 3,046,898.55 0.00 341,069.63 341,069.63 @

| 2131220 o E 3,387.968.18 3,046,898 55 0.00 341,069.63 341,069_63 A

| 9217001008799 11 [x] E 3,387,968 18 3046898 55 0.00 341,069 63 341,069 .63 il

B All Funds o E 3,387,968.18 3,046,898.55 0.00 341,069.63 341,069.63

'] CASX12011R [#] E 3,367,968.18 3,046,896.55 0.00 341,069.63 341,069.63

B All Costs for Resource Relat. @ E 3,387,968 18 3,046,898 55 0.00 341,069 63 341,068 63

B Basis for Surcharges -All .. @ E 3,362,023.70 3,021,906.80 0.00 340,116.90 340,116.90

'] Direct - All Others o E 3,362,023.70 3,021,906.80 0.00 340,116.90 340,116.90

n OPEXP Contract Operali. @ E 3,362,023 70 3,021,906.80 0.00 340,116.90 340,116.90

0 R11 Reimbursable - Dir.| ¢ E 101781 101781 0.00 0.00 0.00

B R11 Reimbursable - Dir., & E 286,226.48 286,226.48 0.00 0.00 0.09

'] R11 Reimbursable - Dir., ¢ E 154,907.76 154,907.76 0.00 0.00 0.0

0 R11 Reimbursable - Dir_| & E 2,579,754 75 2,579,75475 0.00 0.00 0.00

B R11 Reimbursable - Dir.. @ E 340,116.90 0.00 0.00 340,116.90 340,116.90

'] Basis for Surcharges - Lab.. @ E 19,908 48 18,955.75 0.00 952.73 952.73
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

STEP 3.

8. You will now see the line does not pull on the billing run. Save. This will
keep the line from billing.

Account Maintainer- Run Reconciliation Reports.

NOTE: STEP 3 - “A” (“1” & “2”) below should be run using the “Accounts
Receivable - Monthly Billing” Add-In Macro. The manual steps in letter “A”,
steps 1 and 2, should be used if the macro add-in is unavailable.

A. Macro (Excel) - Run the “Baseline Before” Reconciliation Report

1. Open blank Excel worksheet.

2 Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” icon.

4 In the “AR Prebilling” red box drop-downs, select:

a) Center (NOTE: multiple centers can be selected
by holding down the Ctrl key and highlighting each
center).

b) Month
c) Fiscal Year
d) Process = “Docs Missing In Accounting”

5. Click “OK”.

Monthly | S9C Billing SSC Create
Billing  (pmpare Billing Packages

g m 0O B = Book] _ Excel
HOME INSERT  PAGELAYOUT FORMULAS DATA  Developer REVIEW VIEW ACROBAT  (MPS | Accounts Receivable

B
i} =S

Billing
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

AR Prebilling [ = |

Baseline Before -

6. Click “OK”.

NOTE: When you see this, your report has been automatically saved in
your Monthly Billing folder on the N:Drive.

I’Microsoﬂ Excel . E‘l

I Report Completed

7. Click “OK”.

NOTE: When you close your blank excel workbook, you will get this
message. BE SURE TO CLICK “DON’T SAVE” TO BOOK1.

Microsoft Excel u

Want to save your changes to 'Bookl1'?

Dont Save Cancel

B. Manual Steps (SAP) — Reconciliation Reports using (Before and
After)

NOTE: Reconciliations ensure that billing documents are properly posted
in SAP and that the appropriate accounting “relationships” are maintained
between the Proprietary books and Budgetary books. There are three
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reconciliations for Reimbursable Billing: Advances, Receivables and
Revenues. Run the reports one at a time.

1. Open a new Excel workbook. This workbook will be used to save
screen shots of the pre-billing AND post-billing reconciliations.

2. Label at tab at the bottom for each:
a) “Advance (Before)”
b) “Advance (After)”
c) “Receivable (Before)”
d) “Receivable (After)”
e) “Revenue (Before)”

f) “Revenue (After)”

" Advance (Before) . Advance (After) / Receivable(Before) Receivable (After)  Revenue (Before) | Revenue (After) /T3

3. Save the workbook in the Monthly Billing Folder on the N:Drive.
a) Save As: “HQ Baseline Recons FYXXXX PXX”

4. Run the “Baseline Before” Reconciliation Reports using T-Code
RFMFGRCN_RP1.

a) ADVANCES
NOTE: (Compares accounts 2310 and 4222)

i. Rule ID = Click the drop-down, select “Advances”
Reconciliation Analysis Report

| Select Saved Results |
Ruld ID — -I
L
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Rule ID IRuIE Name

ADVANCES ITD 2310(REIM)}=4222

ANTICPCOLL Anticipated Collection 4060/4070 & 4590.2000
AMTICRECOW Anticipated Recovery Recon 4310 »00044590 1000
ANTICREIMB Anticipated Reimbursalbe Recon 4210 2000445900000
BUDGET ITD 40X3-43X0=4 420490

BUDGTOPROP YTD 6100+6330+6400=49X%

CAMNCBUDG CAMCELLED FUMDS BUDGETARY ACCOUNTS CHECK
CANCPROP CAMNCELED FUNDS PROPRIETARY ACCOUNTS

CASH OUTLY ¥ TD Cash Outlay

DOWMNWARDAD YTD 4X7X =YTD 4310

DRCRRECON DR/CR Recon by Business Area

EXPENDAPPR N¥TD S700=3107

ii. Click Execute (clock) at the top of the screen.

[E]=©

Rule ID

Select Saved Results

-
ADWVRANCES
{5 —

Populate the following five fields:

a) “From Fiscal Year” = Current Fiscal Year

b)
c)
d) “To Period”

e)

“From period” = 00

“To Fiscal Year” = Current Fiscal Year

Current Period

“Business Area” = Center BA

Specify Reconciliation Selection Criteria: Recon group FIN

@ &

Gen. Criteria | ITD 2310 REIM | TTD 4222

| Standard Criteria

| Year/Period Selection

| Starting/ending fiscal period

From fiscal year 2019
From period a0
To fiscal year 2019
To period a3
Paosting period to
| Selection fields for this rule
Agency Location Code to El
Business Area 10 to E’l

iv. Click Execute (clock) at the top of the screen.
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Specify Reconciliation Selection Criteria: Recon group FIN

v. Click green check mark.

[= Information

i
Ii' I_Warning issued by data provider L95: selection

includes open periods

Reconciliation Analysis: ITD 2310(REIM)=4222
EII @I | EE Breakdown || Match Items |[E(Matching options ||l Defintion _[.]| @Backgmund Load |2, Display Net Zero Lines

Subtotal / Fund / Funds Ctr ITD 2310 REIM  +. -ITD 4222 Difference

~ [E5 Total 209,450,315.33-E  209,450,315.33- =
» [0 cAsx12011R 0.00 E 0.00 o
» [7 cAsx12012R o.00 & 0.00
+ [ CASX22009R .00 B 0.00
» [0 cASX22010R 0.00 E 0.00
» [7 casx22013R 19,146.98- B 19,146.98-

vi. Use Alt+Print Screen to copy the reconciliation screen.

vii. Paste (Ctrl+V) into the appropriate “(Before)” tab in the
Excel workbook. (May have multiple screen shots to
capture the full view)

viii. Review “Difference” Column

ix. The “Difference” column should be blank. If it is not
blank during pre-billing recons, this means an action was
likely executed by the Center. Even if you do show a
dollar amount in this column, make sure it matches again
when you run the recon again after billing. This is a
snapshot “prior to” and “after” billing.

x. If there is an item in the “Difference” column during pre-
billing, research to ensure it is not an item requiring
NSSC action for clearing. If not, email your Center POC
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and let them know so they can research and clear the
issue.

b) RECEIVABLE
NOTE: (Compares accounts 1310 and 4251)

i. Repeat steps from “Advance” as listed above,
with the following adjustment:

ii. Run ID = Receivable
Reconciliation Analysis Report
(% [0 [i] select Saved Results

| ———
Rule ID LEECEIF}'LBLE_I

c) REVENUES
NOTE: (Compares accounts 5200 to the sum of 4251 & 4252)

i. Repeat steps from “Advance” as listed above,
with the following adjustments:

d) Run ID = Revenues
Reconciliation Analysis Report

(% [T [i] select Saved Results

gt
Rule ID | REVENUES _|

i. From Period = 01
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Standard Criteria

Year/Period Selection

Starting/ending fiscal period
From fiscal year
From period
To fiscal year
To period

[2014

o1 REVENUE
2014

06

Posling period

o [ E

Selection fields for this rule
Agency Location Code
Business Area

: : o [ g
|51 to | | D

NOTE: At the end of each Fiscal Year, “Revenues” are zeroed, so balances are
not carried over to the next fiscal year.
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PROCESS - RUN PRE-BILLING REGISTER AND ANALYZE BILLING

STEP 1. Center — Establish Reimbursable Agreements and Sales Orders

A. The reimbursable process begins at the NASA Centers with the
identification of the need to complete work for another government
agency. The Centers are responsible for the creation and acceptance of
the agreement. Once the Reimbursable agreements are accepted, the
Center creates or updates a sale order(s) based on the information from

the Reimbursable agreement in SAP.

NOTE: The SO is based on the information provided by the reimbursable
agreement that includes, but is not limited to customer information, expiration
date of agreement, address, etc. Before the SO can be posted, a Work
Breakdown Structure (WBS) must be established through Master Data
Management (MdM) and uploaded into SAP. The Estimated Price Report

J(EPR) is used to post the budget.

STEP 2.

Activity)

Account Maintainer— Run & verify accuracy of preliminary billing (Control

NOTE: STEP 2 -"B,” “C,” and “D” and STEP 3 - “A,” “B,” and “C” below
should be run and analyzed using the “Accounts Receivable - Monthly Billing”

Add-In.

A. Macro Steps — Run PBR
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.
3. Select “Monthly Billing” icon.

T q @ [ b -

4=
=
| §5
Monthly | pSC Billing SSC Create
Billing JCompare Billing Packages

Billing

HOME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW

ACROBAT

Bookl - Excel

CMHA

Accounts Receivable
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AR Prebilling | x |

Docs Missing In Accou
Rejected Costs
Baseline Before

I Preliminary Billing Reg I

4. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected
by holding down the Ctrl key and highlighting
each center).

b) Month

c) Fiscal Year

d) Process = Preliminary Billing Reg
5. Click Ok.
6. At this point, exclude any applicable sales orders.

Microsoft EBxcel
.—4

Exclude 5ales Orders and then click OK
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7. Go to SAP and click on the Multiple Selections next to Sales Order.
Customer Sales Order Billable Balances

(g [ il

| Report Selection Criterf.

Business Area
Custaomer

Sales Order No.
Fund

WBS Element

Fiscal Year & Period

' Cost of To Be Biled Amount:
/Do NOT List $0.00 ToBe Biled

8. Enter Sales Order to exclude if applicable and click cop .

] [ Muftiple Selection for Sales Order No.

.  Select Single Values } Selact Ranges (1) /WWW } Excude Ranges |

| 0. Single value '

12345 jﬁ'

»

4

SE S EEE R

-
-

BV BB ukle ssecion. [BILEX]
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9. Once excluded Sales Order have been entered, click OK.

Microsoft Excel ﬁ

Exclude 5Sales Orders and then click OK

P |

10.The macro will execute the PBR and will save to the N Drive.
11.The macro will also save the html file.

a) Click Allow to transfer the file to the N drive.

SAP GUI Securty

The system is trying to create the file

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable \Monthly Billing'24 -
AFRC Biling\FY2019410 - July's_baequa.oif

in the directory

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable Monthly Biling'24 -
AFRC Biling\FY2019110 - July)

Do you want to grant the permission to modify the parent directory and all its subdirectories?

["| Remember My Decision

(o o]
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12.Report has been completed.

Microsoft Excel ﬁ

Report Completed

13.The Macro has formatted the PBR and completed a preliminary
analysis (See Step 3 A, B, C, D, E and F).

¢ If the number in the "Cust #" column is 5 digits or more, validate an advance is not available in the "Advance”
column for "SO Line" at each "SO line" change (0010, 0020, etc.). Highlight each line under that Sales Order
in pink.
o Exception: If the customer number is 102124, 102132, 102133, 105856, 102139, 102142, 102888,
102138, 105855, 116715, 102135, 105856, 105857, 105838, 107833, 111622 or 111623 for BA 64-
SSC, do not highlight in pink as these will never have an Advance. For these, type "E-mail Only" on the
sales order’s “Total” line in the "Other Reason” column.

o |f the number in the "Cust #" column is 5 digits or more, validate an advance is available on the sales order
“Total” line. Type "Advance" on the sales order's “Total” line in the “Other Reason” column.
o Exception: Also include customer numbers 3406, 3862 and 4382 for BA 21-ARC in the above check.
Even though these are not 5-digits, they are also “advance customers.”

o |f the number in the "Cust #" column is 4 digits and the "To be Billed" column has no credit amounts, type
“Federal” on the sales order’s “Total” line in the "Other Reason" column.

+ On any sales order with multiple “SO Line” numbers, any of which are listed as a “Net Credit” in the “Other
Reason” column; if the sum of a line item is a debit, highlight the rows of that line item number yellow and
type "Force" in the "Other Reason" column.

14. Account Maintainer will perform a complete analysis of the PBR
(See Step 3).

NSSC Account Maintainer runs a Preliminary Billing Report (PBR) using the
ZFI_AR_Billing T-Code to analyze each bill for sufficient funding. When the
preliminary bill is created, advances received are recognized as income in

SAP.
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B. Manual Steps - Run PBR using T-Code ZFI_AR_BILLING on date as
outlined on OCFO monthly processing schedule. (Manual steps only to be
executed if the Macro is unavailable)

1. Enter information into the following fields: Business Area, Sales

Order Number Range.
2. Click the arrow next to the range fields to enter SO to be
Excluded.
NOTE: utilize the “Center Request to Exclude Sales Orders from Reimbursable

Billing” form.
3. Check the “Do Not List $0.00 to Be Billed.”

| & | /0BG DHE Boon AR QB

Customer Sales Order Billable Balances

Report Selection Criteria. -
Business Area 64 to =
Customer to o
Sales Order No. 10420 to 99999 o
Fund to o
WBS Element [to | =
Fiscal Year & Period o [ ] o

Cost of To Be Biled Amount:
Do NOT List $0.00 ToBe Billed

4. Once the report has been executed, export the PBR to Excel.
5. Click List > Export - Spreadsheet.

6. Click on the button for “All Available Formats” and select “Excel
(in existing XXL Format)” from the drop-down menu.

7. Click the checkmark to continue.

8. Select the “Table” button from the options and click the
checkmark.

9. An Excel window will open to display the exported report. Save
file to: N:\FM Division\Accounts Payable Accounts
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Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month\"Center PBR FY20XX PXX”.

10.0Once the Excel file has been saved, save PBR-HTML file.

Lol RE X
11. Hit Back Button.

12.Click List > Save/Send - File to export this screen (which shows
all of the sales orders you excluded as well as the date and time
of the report).

13.Save as an HTML file in your monthly billing folder.

14.Save file to: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month\"Center PBR FY20XX PXX”.

NOTE: Close the file that was previously saved and reopen it before formatting
will be lost. Run Preliminary_Billing_Register macro in Excel.

STEP 3. Account Maintainer— Analyze Preliminary Billing Report to identify
postponed costs and sufficient advance amounts.

A. Direct and Cancelled Funds. (Manual steps only to be executed if the
Macro is unavailable)

1. Use T-Code FM5S to determine if a fund is cancelled.

NOTE: The NSSC will only postpone costs and will not cancel any cost unless
directed in writing by Center. However, costs will be automatically cancelled by
SAP, if postponed for three consecutive months.

Cancelled funds: though the SAP system will not allow billing on a
cancelled fund, you will have to filter on the “fund” column and any
line items on cancelled funds will need to be copied over to the
“Other” column on your PBR. You can use T-Code FMSS to
determine fund is cancelled.
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Display Fund: Initial Screen
III?Enter FM Area =
FM Area NASA | T
Fund EsnxzzaﬂsR[ﬂ]
FM Area NASA

Display Fund: Basic Screen

| Long text... || Change history._. || Change documents || Classification |

FM Area MNasa Agency

Fund |Esax22p85R

Mames

Name |ESA PgmAct 2005 REIM |

Description |ESA Program Activity for PY 2005 Reimb ]

Basic data

walid from 10/01 /2082 valid To 10/81/9999

Fund Type REIM | Reimbursable Fund

Authorization group NOM - ALLOW |

Additional data

Bdgt profile fund

Customer for fund ]

Funds application 805/60114 | ESA PgmAct 2005

[ Balance update Expiration Date 09/30/2008

Reversal Date |ogrza/2011]|

NOTE: The “Reversal Date” is the date the fund cancels.

2. Direct funds: you will have to filter on the “fund” column. Any line
items on a “Direct” fund (a fund that ends with a “D”) will need to be
postponed and the amount copied over the “Other” column on your
PBR. How to Filter in Excel: On the Excel “data” tab at the top of
the screen, select “Filter”. Click on the filter icon (it looks like a
down arrow) beside the word “Fund” in column header. Select the
funds which you want to research and postpone if necessary and
copy amount to the “other” column on the PBR.

B. Advances (Manual steps only to be executed if the Macro is unavailable)

1. Review Outstanding Advances column in the PBR to determine if
there is sufficient advance to bill the costs.

NOTE: Though the SAP system will not allow billing on a sales order
where the “to be billed” amount is greater than the available advance,
you will need to analyze the PBR and adjust. The Advance must be on
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the same Fund/WBS line as the costs to be billed in order to liquidate
the Advance. If there are multiple rows with same Sales Order line
item, there may be sufficient advance. Consider all rows with the same
sales order line items together.

NOTE: Most 6-digit (non-federal) customers have advances, so the
formula in the “Adv<Bill ZCOM” column checks for these by comparing
the “To Be Billed” column to the “Advances” column, however, some
less than 6-digit customers (federal customers) are also advance
customers, so you will need to manually scan the “Advances” column
for these.

2. Review All amounts in the “Adv<Bill ZCOM” column carefully-you
will need to adjust.

3. If the advance covers all costs on the Sales Order Line item, type a
“0” over the amount in the “Adv <Bill ZCOM”. The totals will adjust
automatically.

(4] e d Ag od e dv<B )
109395 17896 {/000020{340917.01.04.00.M714.12 |CASK12012R | 3553644 187.35 0.00 0.00 187.35 [}
109395 17896 [000020]340917.01.04.00.M714.12 |CASK12012R 0.00 || 760.16 0.00 |[___760.16 | 0.00}
22714 Total 35,536.44 94751 0.00 !om 0.00 !57.35 I
Availalle
Customer No: Sales Order SO Line WBS Element Fund .A::h.-am:e; To be Billed Credit Adv<Bi| ZCOM Other to be Lilled
109395 17896 000020 {340917.01.04.01.M714.12 |CASX12012R 35,536.44 187.35 0.00 0.00 187.35
‘r109395 17896 000020 [340917.01.04.01.M714.12 |CASX12012R 0.00 760.16 0.00 0.00 760.16
| 22714 Total 35,536.44 947.51 @Z] U.ﬂﬂ 0.00 947.51

4. If the advance will not cover all costs to be billed for the Sales
Order Line item, bill cost up to the amount of the advance and
postpone the remainder.

fund [l Advances ] e Credit
904518.03.04.9713.00  |ESAX22006R 0.00 568 0.00
107595 18057 000020 P04518.03.04.9714.01  |ESAX22006R I 2,949.07 3,610.09 0.00 l 661.02 l 2,949.07
13065 Total 2,849.07 3,610.09 0.00 661.02 0.00 2,949.07

C. Net Credits at the SO Line Iltem (SOLI): Costs are to be analyzed on the

PBR at the SOLI level (Manual steps only to be executed if the Macro is
unavailable).
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1. Agency Applications Office (AAO) created a User Exit in SAP to
postpone Net Credits automatically. If a SO has only one line item
and the cost is a net credit, SAP postpones automatically.

2. Credit items should be billed as long as they are offset by debit
costs within the same SOLI. Then, all other line items (without
credit costs) can be lumped together and billed as one.

Commitment To be Adv<Bill Available to
Cust # S0 SO Line WBS Element Fund Item Advances  Billed Credit ZCOM  Other  beBilled
911 13611 10 51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | ($50.00) $0.00 \ $0.00 $0.00 (550.00)
911 13611 10 |51R-615-40-4068-001 |CASX12011R |OTHER 50.00 | $100.00 50.00 50.00 $0.00 $100.00 | Bill 1 [5250)
911 13611 10 51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $200.00 $0.00 $0.00 $0.00 $200.00
911 13611 20 51R-615-40-4068-002 |CASX12012R |OTHER 50.00 | $300.00 50.00 ép.ﬂﬂ $0.00 $300.00 | _.
911 13611 30 51R-615-40-4068-003 |CASX22013R |OTHER $0.00 | $500.00 $0.00 SG\OU $0.00 $500.00 Bill 2 [SSOO)
13611 Total 7ERO ot $1,050.00
NOTE: SAP User Edits: Sales orders with only one line item: If the

credit is larger than the debit, the Sales Order will not bill.

3. Sales Orders with multiple line items (any of which contain credits),
the Sales Order will not bill automatically. If you have a SOLI for
example, SOLI 10, with debit and credit costs, the SO line item can
be billed if the net cost is positive. If the SO has more than one line
item to be billed, create a billing request for SOLI 10, and put any
other SO line items on another bill.

Commitment

To Be

Adv<Bill

Available to

Cust# SO SO Line WBS Element Item Advances Billed Credit ZCOM  Other beBilled  "Other" Reason
911 |14819| 10 |[51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | (5300.00)|(5300.00) $0.00
CREDIT LARGER
911 |14819| 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $100.00 $0.00 $100.00 $0.00 | THAN DEBIT
911 |14819| 10 |[51R-615-40-4068-001 |CASX12011R |OTHER $0.00 50.00 $0.00 $0.00
CREDIT LARGER
911 (14819 10 |[51R-615-40-4068-001 |CASX12011R |OTHER $0.00 $50.00 $0.00 $50.00 $0.00 |THAN DEBIT
911 |14819| 10 [51R-615-40-4068-001 |CASX12011R |OTHER $0.00 $0.00 $0.00 $0.00
14819 Total ($150.00)|($300.00) $50.00 $0.00

4. Sales Orders with only one line item: If the debit is larger than the
credit, the Sales Order will bill.
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Commitment To Be Adv<sill Available to

Cust# SO SO Line 'WBS Element Fund Item Advances Billed Credit ZCOM  Other beBilled  "Other" Reason
911 |14819 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | {$300.00) $0.00 (5300.00)
911 |14819 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $300.00 $0.00 $300.00
911 |14819 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 $0.00 $0.00 $0.00
911 |14819 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 $50.00 $0.00 $50.00
911 |14819 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 $0.00 $0.00 $50.00
14819 Total $50.00 | $0.00 $0.00 $50.00

Zero out the credit of
$300.00 that the
formula puled here

D. Solely Travel costs exceeded Advance Amount

1. Postpone the costs that exceed the advance amount so that a bill
equal to the advance can be generated based on Step 1 of the
Postponing Billable Cost Process.

2. Liquidate bill with advance based on the Liquidation of Advances
Process Step 2.

3. Bill again so that the costs that exceed the advance can be billed to
the customer.

NOTE: If an advance is not available, the Center will have worked this
with the customer. In most cases an advance is required. (The SO amount
should be adequate to cover the costs. The commitments/obligations
would not have been allowed to post if they exceeded the budget.)

E. Debit and Credit Cost that Net to Zero - If you notice on the PBR or a
center requests credit cost and debit cost be billed that net to zero and the
credit or debit cost is rejected.

1. To “un-reject” cost use Process — Pre-Billing Activities, Step 2. C. 3
thru 6.
2. Postpone the debit cost in DP91 and create the billing request.

3. To create invoice the credit cost use T-code VF01. Then create the
billing request for the debit cost in DP91, then create the invoice
using VFO1.

4. Then clear invoices using T-code F-30 with “AB” — “Transfer
posting with clearing”.
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F. Federal Customer under $1.00 — If the customer total on a Federal
customer is under $1.00, DP96 will not auto bill. If the invoice is not an
IPAC customer (Mail Only, Faxed, Emailed or Advance), the bill will need
to be manually created via DP91.
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PROCESS - POSTPONE BILLABLE COSTS

STEP 1. Account Maintainer— Postpone bills (Control Activity)

NOTE: Postponed bills reappear on the following month's billing request. All
postponed bills are recorded on the Postponed Billing Worksheet.

A. Once costs have been determined to be postponed, start the transaction
using the menu path or transaction code DP91.

1. Enter information into the following fields: “Sales Document” (SO
#), change “Posting date to” Last day of Month.

NOTE: If a year shows up under the posting date, delete it and Execute (Enter
Key).

Resource-Related Billing Request: Initial Screen

|ﬁg Expenses ||£% Sales price ‘ I ‘ Billing request|

Sales and Distribution

Sales Document 19305 [=)

Sales Dacument ftem \ to | [=]
Pricing

Pricing date

Source

Fosting date to b4/30/02010

[ Pracess Gpen ltems Only

5D Search Criteria

Furchase order no. |
Sold-to party
WBS Elerment |

M Conduct Search
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2. Click the “Show/hide Structure tree.” Enter Amounts to postpone in

the “Amount postponed” column. Click Save.

Billing r~ quest for resource-related billing document <new>: Expenses

AIEEERREEEE)

[at ] anttobeited Cur. | oywbenites| b [wto. | etvaluefcun. |

Iﬂn 16.97- 5D = 10000 07 U8D

. If the following question appears in SAP, “Do you want to use

saved Data?” select “No”. Only select “Yes” if it is data you've
changed and saved. This guards against processing bills on which
the Center has adjusted.

III?' Saved data exists

There is saved data far the specified selection criteria

@ Doyouswantto use this data?

Ves H Mo || #  Cancel |

. To postpone cost in DP91, select Billing, postpone (vs. reject bill)

and zero out amounts or reduce the amounts to be postponed on
the line items in the “Amt to be billed” column. Ensure the amount
being postponed moves to the Postponed column before saving or
put amount to be postponed into the “Amount Postponed” column
and zero the “Amount to be billed” column then hit Enter.
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Billing request for resource-related billing document <new>: Expenses
|2 ssles price || Billing request |
m Qty | Percent
S EERIEEIE E N EE T Entry Billing, pstpans =]
Description [5.JLo. Joriginal amount — [Amt already billed [4mt already canceled [Open amount [Amtto ke billed |Amuu|
:E 14732 @ 6787676 B7,802.73 0.00 25.87- 25.97- Z
| | 147320 @ E 6787676 67,902.73 0.00 25.97- 25.97- i
| BS9877 0202 8337K.01 @ E 67 B76T6 B7.802.73 0.00 2687 25.97- L
(- All Funds @ E 6787676 67,902.73 0.00 25.97- 25.97-
ESAXZ2007R @ E 67 B76T6 B7.802.73 0.00 2687 25.97-
] All Costs for Resource Relate . @ E E7 B7ETE B7,902.73 0.00 25497 25.97-
] Basis for Surcharges - All Ot @ E‘ 5973576 59,761.73 0.00 25.87- 25.97-
] Direct- All Others [} E 5973576 508,761.73 0.00 25497 25.97-
] Other Commetcial Service.. @ E‘ 45,380.50 45,406.47 0.00 25.87- 25 97-
] R11 Reimbursable - Dire . @ E 12,236 96 1217572 0.00 f1.24 61.24
] R11 Reimbursakle - Dire.. @ E 3314354 33,203.56 0.00 60.02- BO.B2-
: R11 Reimbursable - Dire . @ E 0.00 2719 0.00 2718- 27.19-
OPEXP Sup & Mat Fuels &.. & E 14,478.50 14,478.50 0.00 0.00 o.ea
: R11 Reimbursable - Dire . < E 14,478 60 14,478.40 0.00 o.oo 0.80
Discounts Taken a E‘ 123.24- 123.24- 0.00 0.00
B R11 Reimbursable - Dire... @ E 42.45- 42.53- 0.00 0.08 0.o8
] R11 Reimhursahle - Dire.. @ E 26.02- 25.97- 0.00 0.05- 0.85-
B R11 Reimbursable - Dire... & E 54.74- 54.74- 0.00 0.00 0.0
] F11 Reimbursable - Dire.| @ | g9 0.03- 0.00 0.00 0.03- 0.83- B
. WM& Assessments = 814100 5.141.00 0.00 0.0 o A =
il I [[«0]

NOTE: Use DP91 to postpone cost and create individual billing request or
save data to be used when DP96 is run to create the billing requests.

NOTE: Unlike rejected amounts, postponed amounts will be included as
billable in the next month’s PBR unless postponed three consecutive
times.

NOTE: Total all postponed costs and use with total PBR above to
reconcile with Billing in VF04.

B. Trouble Shooting DP91

1. If you cannot get past the initial screen, check to ensure no year is
entered.

2. If you receive a “hard error” (e.g., Cumulative amt billed will exceed
SO Line ###HHt/#H# value) and cannot save changes when trying to
save postponed cost, consider the following:

a) Copy the amount over to both the “Other” column and the
“Hard Error” column on the PBR.
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b) Ifitis a Line ltem causing the issue, you will need to exclude
the Line ltem (Instructions below).

i. DP91 — Locating WBS Line Quickly

Resource-Related Billing Request: Initi

|£ Expenses ||‘£ Sales price | I |ﬂ;l Billing request|

Sales and Distribution

|

Sales Document 12345 Sales Order |
Sales Document ltern ’%\‘l 1= Clle the

arrow by
Pricing SaleS
Pricing date | D t

ocumen

Source
Posting date to p4/30/2010][3) Last day of

[JProcess Open ltems Cnly

A\ month

S0 Search Criteria

Furchase order no. |

Sold-to party

WBS Element |

HH Conduct Search |

Ilf? Multiple Selection for itern

Exclude Single Values

=

Jsingle...

10 [=)

[4]
[+

(1]

Lol

KD
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ii. Click Binocular (Find) icon.
Billing request for resource-related billing document NS000559/02/25/2
Tz ‘ & Sales price ‘ Billing request
Amount h Gty h Percent |
& I I‘fﬁlﬂlgﬁlﬁ‘l 8 | \‘ RejectAll [@ Entry [Billing, postpone ]
Description 5. |Lo...|Driginal amount At already billed At already canceled |{Open amount At to be billed Armount pastpa
B 1328 9= 3,760 349.59 3,760 551.48 0.00 201.89-
13216410 i JIF 593,043.12 533,043.12 0.00 0.00 =]
BR5771.01.04.9526.03 @ 593,048.12 53304912 0.00 0.00 i:l

Desctiption P3R-319-03-9526-01 Choose “Exclude
Single Values” Tab

o R

iii. Enter WBS (you can copy and paste from the PBR
workbook) and hit “Enter”. This takes you directly to
the WBS without having to scroll through the entire
sales order.

C. Billable Cost Cancelled

1. If a billable cost needs to be cancelled, reject the cost using T-Code
DP91.

DP91 - Create Resource-Related Billing Request (End
User Procedure)

NOTE: Contrary terms in DP91; use “Billing, Postponed” to reject cost;
use “Billing, Reject” to postpone cost.

NOTE: DP96 is used to create batch billing requests. Adjustments may be
made in DP91 for a cost posted against a SO. However, once the
adjustments are completed, the user saves the data. When DP96 is
executed, the program picks up the adjusted data for each SO as well as
all SO that are billed for their entire cost. The result is all billing requests
are generated automatically.




NSSC

Service Delivery Guide

NSSDG-9200-0002 Revision 18.0

Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 60 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

PROCESS - FY TRAVEL ACCRUALS POSTPONEMENTS

Travel Accrual Postponements - There are times of the year when the center will
request that Travel Accruals be postponed. One such time of the year is fiscal year
end. When these requests are received and approved by L3, the following process
must be followed.

STEP 1.

STEP 2.

Account Maintainer— Receive travel accrual information via e-mail from

AAO. The e-mails are submitted the day before Fiscal Year End billing is

performed.
RMB accruals
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51
NASA 51

|| nasa 51
NASA 51
NASA 51
NASA 51

6100.211
6100.218
6100.218
6100.218
6100.211
6100.211
6100.218
6100.218
6100.218
6100.218
6100.212
6100.218
6100.218
6100.212
6100.212

Co Code Bus. Area GL Accoun Fund Centt Fund

51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX2201:
51 CASX1201:
51 CASX2201:
51 CASX2201:
51 CASX1201:
51 CASX1201:

2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP
2100 CASP

Commitme Func Area Funded Prc FI Docume FI Doc LI FMAC Amc Sales Orde Sales Order LI
313229.20 1.01E+08 1 34.26- 26523 740
313229.01 1.01E+08 1 126020 26523 80
313229.01 1.01E+08 1 424.80 26523 80
313229.01 1.01E+08 1 21.27- 26523 80
313229.20 1.01E+08 1 714.55 26523 740
313229.20 1.01E+08 1 2192.01 26523 740
313229.01 1.01E+08 1 21.27- 26523 80
313229.01 1.01E+08 1 300.8C 26523 80
313229.01 1.01E+08 1 21.27- 26523 80
313229.01 1.01E+08 1 112241 26523 80
506706.01 1.01E+08 1 37.11- 24112 20
329527.01 1.01E+08 1 21.27- 26683 10
313229.01 1.01E+08 1 557.8C 26523 80
506706.01 1.01E+08 1 21.27- 24112 20
506706.01 1.01E+08 1 53.25- 24112 20

Account Maintainer— Save and format travel accrual report.

A. Save file to: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month”Center Travel Accruals FY20XX PXX.

Note: The file may be sent to the NSSC as a Unicode Text field. When
the file is saved on the N drive, make sure it is saved as an Excel
spreadsheet.

B. Copy data to a new tab, label the first tab as “Raw Data” and second tab

as “Travel Accruals”.
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C. Delete the following rows: “RMB accruals” row and any blank rows at the
top, so the Header Row is on Row1.

D. Highlight the “FMAC Amount Column”, Select “Ctrl” + “F” , Select
“‘Replace” Tab, Find what = “-“ and Replace with = “ “, Click “Replace All”
Button, Put “FMAC Amount” column in “Accounting” Format. Your
spreadsheet can now be sorted and subtotaled.

| 4| A B C D E F G H | J K L M N
| 1 |CoCode Bus.Area GL Accoun Fund Cent: Fund Commitme Func Area Funded PrcFl Docume Fl Doc LI JFMAC AmdSales Orde Sales Order LI
| 2 |NASA 51 £100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 34.26 20523 740
| 3 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1260.2 20523 80
| 4 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 4248 20523 80
| 5 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 20523 80
| 6 |NASA 51 £100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 714.59 26523 740
| 7 |NASA 51 ©£100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 2192.0] 26523 740
| 8 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
| 9 |NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 309.8 26523 80
| 10 |NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
| 11 |NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1122.4] 26523 80
|12 |NASA 51 6100.212 51 CASX1201! 2100 CASP 506706.01 1.01E+08 1 37.11 24112 20
|13 |NASA 51 6100.218 51 CASX2201! 2100 CASP 329527.01 1.01E+08 1 21.27 26683 10
| 14 |NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 557.8 26523 80
| 15 |NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 21.27 24112 20
| 16 | NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 53.25 24112 20
| 17 |NASA 51 6100.218 51 CASX2201: 2100 CASP 320527.01 1.01E+08 1 318.8 26683 10
&NASA 51 £100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
| 19 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1042.9 20523 80
| 20 |NASA 51 ©£100.212 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 10.75 20523 120
|21 |NASA 51 ©£100.213 51 CASX2201: 2100 CASP 313229.04 1.01E+08 1 21.27 20523 350
|22 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1770.4] 20523 80
|23 |NASA 51 ©£100.212 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 252.9 26523 120
| 24 |NASA 51 ©£100.212 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 426.51 26523 120
|25 |NASA 51 ©£100.211 51 CASX1201: 2100 CASP 060542.01 1.01E+08 1 647.8 24676 10
|26 |NASA 51 6100.211 51 CASX1201: 2100 CASP 060542.01 1.01E+08 1 21.27 24676 10
| 27 |NASA 51 6100.211 51 CASX1201: 2100 CASP 060542.01 1.01E+08 1 1092.4; 24676 10
| 28 |NASA 51 6100.212 51 CASX1201! 2100 CASP 506706.01 1.01E+08 1 21.27 24112 20
|29 |NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 685.6l 24112 20
30 INASA 51 6100.212 51 CASX1201! 2100 CASP 506706.01 1.01E+08 1 1200.84 24112 20
4 4 » ¥ | eTravel_Accrual_RMB_Data /%]

Ready |

Co Code Bus. Area GL Accoun Fund Cent¢Fund Commitme Func Area Funded Pr¢Fl Document Nbr FI Doc LI FMAC Amount Sales Orde Sales Order LI
NASA 51 6100.213 51 CASX1201: 2100 CASP 199008.02 100655354 18 21.27 23115 20
NASA 51 6100.213 51 CASX1201 2100 CAsp 199008.02 100654950 158 1.27 23325 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100644675 18 37.11 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100649990 18 21.27 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100049982 15 53.25 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100640910 18 21.27 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100640907 15 685.60 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100040904 15 1,200.85 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100640633 18 1,188.43 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100640639 18 21.27 24112 20
NASA 51 6100.212 51 CASX1201 2100 CASP 506706.01 100640636 18 685.60 24112 20
NASA 51 6100.212 51 CASX1201 2100 CAsp 506706.01 100645684 158 21.27 24112 20
NASA 51 6100.212 51 CASX1201! 2100 CASP 506706.01 100645677 15 357.80 24112 20
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1. Sort by “Sales Order” and then by Sales Order LI”.

o N v sl B | P s M
e a— ey i — - - - -

“"51 Add Level ” X Delete Level ” 53 Copy Level l B v My data has headers
Column Sort On Order

| Sortby | sales Order E Values El Smallest to Largest E

| Then by Sajes Grder (1 EI Values El | Smallest to Largest Izl

I

I

I

I

! OK ] ’ Cancel

I

2. Subtotaling the Spreadsheet

a) Select “Sales Order” under “At end change in”, Select “Sum”
under “Use function” and Select “FMAC Amount” under “Add
subtotal to:”
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b)

N e X
Y ———
At each change in:

Sales Order E

Use function:

Subtotal

e

§| | Sum E

|| Add subtotal to:
|

Funded Program -
FI Document Nbr

FI Doc LI
B
Sales Order =
Sales Order LI i

o

iReplace current subtotals!

Page break between groups

BO0E

Summary below data

I3

emove All ] [ oK ] l Cancel ]

Select “Sales Order LI” under “At end change in”, Select
“Sum” under “Use function”, select “FMAC Amount” under
“Add subtotal to:” and Unselect “Replace Current Subtotals”.

Sales Orders are now subtotaled.
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=

- i — - —

At each change in:

Sales Order LT E

Subtotal

Use function:

]
(=

m

Add subtotal to:

Funded Program -
FI Document MNbr

FI Doc LI
B
Sales Order =
Sales Order LI o

I — — — i -
<

I [ |iReplace current subtotals!
l || Page break between groups

i Summary below data

| pemovent | [ ok ] [ conl |

3. During the process of running the Preliminary Billing Report (PBR)
the following screen pops up “Select Exceptions Spreadsheet File
To Be Opened”
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5.

¥ Downloads  #
= Pictures »
AR 5P Vacation €
[ Desktop
JV FY2021
NSSDG-9200-00

ﬂ Microsoft Excel

= This PC
- 3D Objects
[ Desktop

= Nocuments

Organize ~ New folder

& Documents A

u Select Exceptions Spreadsheet File To Be Opened

1 [E > ThisPC > Documents

File name: “

v {0 Search Documents
m e
Name Date modified Type Size
Acct Maintainer 3/10/2020 9:53 AM  File folder
Custom Office Templates 10/29/2014 9:08 A..  File folder
Dedra.001 3/10/2020 9:53 AM  File folder
ezPIVCard 9/24/2020 1218 PM  File folder
Misc Files 3/10/2020 9:53 AM  File folder
My Received Files 8/19/2020 1212 PM  File folder
/ My Shapes 3/10/2020 953 AM  File folder
OneNote Notebooks 3/10/2020 953 AM  File folder
PGP 3/10/2020 9:53 AM  File folder
PowerShell 3/10/2020 9:53 AM  File folder
SametimeTranscripts 12/10/201512:46 ...  File folder
an A A e s R
v| |AFiles v

—r—

| |

Navigate to the appropriate period Monthly Billing folder on the
N:Drive and select the centers “Travel Accrual” spreadsheet if
available. Travel Accruals are highlighted in pink on the PBR.
Postpone Travel Accrual cost per Sales Order using T-code DP91.

NOTE: On the Preliminary Billing Report, you will move cost for Travel Accruals
to the “Other Reason” column.

6. Account Maintainer After billing is complete, manually run a
Preliminary Billing Report to validate Travel Accrual cost is still
available to be billed. Save this Preliminary Billing Report on the
original Travel Accrual spreadsheet and label tab “PBR of Trav

Accr After Billing”.
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PROCESS — CREATE BILLING REQUEST AND PRINT BILLS

STEP 1. Account Maintainer— Create Single Billing Request (Control Activity)

For the costs that are not postponed, the NSSC Account Maintainer
generates a billing request using transaction code DP91 or DP96. The billing
request is based on the amount of cost on the preliminary billing register, with
updates to individual billings and postponements, as applicable.

A. Creating a Single Billing Request Using T-Code DP91

1. Enter Sales Order, Date of Cost, and Hit Enter.

Resource-Related Billing Request: Initial Screen
|£% Expenses ||£% Sales price | I | Billing requestl
Sales and Distribution

Sales Document 19305 Iﬁ']

Sales Document ltemn | to | [=]
Pricing

Fricing date

Saurce

Fosting date to g4;30/2018

[ Process Open lterms Only

S0 Search Criteria

Purchase order no. | |
Sold-to party

WBS Element |
||H Conduct Search |

2. Entry field — Select Postpone, reject from the drop-down box.

3. Enter the amount to be postponed in the “Amount Postponed”
column.

NOTE: “Amt. to be billed’ column will then adjust automatically.
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Billing request for resource-related billing document <new>: Expenses

H‘% Sales price ‘ ‘ Billing request ‘

ElEREEEE R N E R EREEE| Entry |Postpone, reject Bl
Description S..|Lo...[Open amount |Amt to be billed Amount postponed |Amour|t rejected |Crcy |Alnd |ApRsn |Netvﬁ
= 28284 a @ 14,371.47 14,000.00 371.47 usb [+]

|| 282842 Al 14,371.47 14,000.00 371.47 usb El

] 313229.01.04.02.8284 14 a % 14,371.47 14,000.00 371.47 usb

] All Funds. Al 14,371.47 14,000.00 371.47 usp B

] CASX22014R Al 14,371.47 14,000.00 3 AT usb

] All Costs for Resource Relat..| A [ 14.371.47 14,000.00 B71 47 usb

] Basis for Surcharges - All . | & % 220087 2,231.68 59.21 usb

] Direct - All Others. ol 220087 2,231.68 59.21 usp

Other Commercial Servic.| & | & 13,421 88- 13,074 .95- 346.93- usD

] R11 Reimbursable - Dir.| & | g 13,421.88- 13,074 .95- 346.93- usD

] OPEXP Contract Resear..| & % 1571275 15,306 .61 406 14 usbD

] R11 Reimbursable - Dir.| & | g5 15,712.75 15,306 .61 406 14 usb

Basis for Surcharges - Trav., & E 12,080.60 11,768 .34 312.28 uso

] Direct - Travel &g 12,080 60 11,768 .34 32.26 usb

] OPEXP Pgm Trvl Develo..| & % 12,080.60 11,768 34 312.26 usb

] R13 Reimbursable - Dir_| & E 2233637 21,759.02 577.35 usb

B R13 Reimbursable - Dir.| & [ ] 10,256.77- 9,990 68-| 265.09-| usD

4. Verify the correct amount to bill is displayed in the “Amt. to be
billed” column, and click “Billing Request”, then “Yes” to execute.

NOTE: Billing Request number (Debit Memo Request) will display at the
bottom of the screen.

Change Debit Memo Request 800111480 Overview
Bl | [E] 2] ||| ]| (38 orers |

Debit Memo Reque...[808111480 Net value 15.08 |[USD
Sold-to party 548 FEDERAL AVIATION ADMIN, DOT { PO BOX 25710 f OKLAHOM... [ 0]
Ship-to party 248 FEDERAL AVIATION ADMIN, DOTJ PO BOX 25710/ OKLAHONM ..

PO humber T leodate |

Sales tterm detail |, Ordering party |, Procurement |, Reason for rejection

Billing Date 05/27/2018 Servrendered
Billing block [ o] Pricing date [o4/20/2009)
Allitens
itern__ |Material |Taraet quantity |u... [Net value |Reason for rejection |Destription [customelET]|
] 10R12 1EA 15.00 ) LARC-RME FA& Temp Assign of Ken M.Jones Reimbur:[=]
] ]
[ ]
=]
] ]
=]
L a m
2
] ]
=]
L & |
a [+]
|| ) [=]
DT jEaj|
EC 2 I (e F: [5-

[& DebitMemo Request 800111480 has been saved U [vaoz B8 [ us2dbsot [ins [ [ 7
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B. VFO01 — Create Manual Bill.

1. Enter the billing request number created (it will automatically pull up

the last billing request number created).

Create Billing Document
|£% Billing due list ||£% Billing document owveriew | Selection list |
Default data
Billing Type [ = Servrenderad
Billing Date [ Pricing date [ |
Docs to be processed _‘
Crocurnent [itern |50 docurment categ. [Frocessing status [enfET|
|| [=]
] &
| [=]
=]
[0 I |[«1[+]

2. Hit “Enter” to be sure you have the correct billing request. Click the
Save Icon. The bill number will display at the bottom of the screen.

NOTE: WAIT UNTIL NOON TO BEGIN STEP 2. Exception: You do not have
to wait until noon to process DP96 “Fiscal Year End” (only September’s

billing).

STEP 2.

Account Maintainer— Create Batch Billing Request (Control Activity)

NOTE: STEP 2 - “B” & “C” below should be run using the “Accounts
Receivable - Monthly Billing” Add-In. The manual steps in letter “A” & “B”

should be used if the macro add-in is unavailable.

A. Macro Steps — Create Batch Billing Requests — DP96 Test Run

1. Open Blank Excel Worksheet.

2. Click on “Accounts Receivable” Add-in.
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3. Select “Monthly Billing” Icon.

= a @ [ bt ¢ .
HOME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer  REVIEW  VIEW  ACROBAT  CMP Accounts Receivable

4 4
] L=
Monthly | §SC Billing SSC Create

Billing ompare Billing Packages
Billing

AR Prebilling e

GSFC

-
-

 omete -
]

DP96-Test

4. In the “AR Prebilling” red box, select the following.

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month
c) Fiscal Year
d) Process=DP96 — Test

5. Click Ok.
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6. Sales Order need to be updated.

»”
Microsoft Excel ﬁ

Please update Sales Orders and then click OK

7. In SAP add the first and last sales order listed on the PBR in the
From and To boxes.

Collective Processing of Resource-Related Billing - SD - Selection

@ o H
Sales document 11490 to 41358 i)
R 1 ~ —
8. Click the multiple selections to exclude any sales order (if
applicable).

N
Microsoft Excel ﬁ

Please update Sales Orders and then click OK

9. Click Ok.= d
10.The macro will execute the DP96 Test and will save the file on the

N drive.
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11.Click Allow.

SAP GUI Securty

The system is trying to create the file

M:YFM Division\Accounts Payable_Accounts Receivable\Acoounts Receivable\Monthly Biling'24 -
AFRC Biling\FY2019\10 - July\AFRC DP9 Test FY2019 P10.:s

in the directory

M:\FM Division\Accounts Payable_Accounts Receivable\Acoounts Receivable\Monthly Biling24 -
AFRC Biling\FY2019\10 - July)

Do you want to grant the permission to modify the parent directory and all its subdirectories?

[|Bemember My Decision

| Allow ‘I Dery I Help

12.The report has been completed.

F "
Microsoft Excel ﬁ

Report Completed

—
B. Macro Steps — Create Batch Billing Requests — DP96 Actual Run

1. Open Blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in
3. Select “Monthly Billing” Icon
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=& @ [ b ¢ .
HOME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT  CMP Accounts Receivable

2 L=
55 160 =S
Monthly | §SC Billing SSC Create
Billing ompare Billing Packages
Billing

-
AR Prebilling ﬁ

4. In the “AR Prebilling” red box, select the following.

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center, but for this T-
code, process each center separately).

b) Month
c) Fiscal Year
d) Process=DP96 — Actual

5. Click Ok.
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6. Sales Order need to be updated.

»”
Microsoft Excel ﬁ

Please update Sales Orders and then click OK

7. In SAP add the first and last sales order listed on the PBR in the
From and To boxes.

Collective Processing of Resource-Related Billing - SD - Selection

® [0 )5
| ay— e =

Sales document 11490 to  |41358

P ey Lo 4 ey
8. Click the multiple selections to exclude any sales order (if

applicable).

F )
Microsoft Excel ﬁ
Please update Sales Orders and then click OK

9. Click Ok.» d

10.The macro will execute the DP96 Actual and will save the file on
the N drive.
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11.Click Allow.

SAP GUI Secunty

The system is trying to create the file

M:\FM Division\Accounts Payable_Accounts Receivable\Aocounts Receivable Monthly Biling24 -
AFRC Billing\FY2019110 - July\AFRC DP95 Actual FY2019 P10.xs

in the directory

M:\FM Division\Accounts Payable_Accounts Receivable\Aooounts Receivable \Monthly Biling24 -
AFRC Billng\FY2019110 - July)

Do you want to grant the permission to modify the parent directory and all its subdirectories?

[ Remember My Decision

(o ) o ]

12.The report has been completed.

’
Microsoft Excal ﬁ

Report Completed

—
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13. The billing requests have been created.

Sales Do.
13031
13507
13507
13507
11490
13555

(Test Run).

[Item Status Text

10

[Debit Memo Request

| =
g
=
|
2
&

800259024
800259025
800259026
800259027
800259028
800259029
800259030
800259031
800259032
800259033
800259034
800259035
800259036
800259037

C. Manual Process: Creating Batch Billing Requests using T-Code DP96

1. Enter information into the following fields: SO Number Range into

“Sales document” fields.

2. Click the arrow next to the range fields to enter Sales Orders to be
excluded.

NOTE: Utilize the “Center Request to Exclude Sales Orders from Reimbursable
Billing”.

3. For Sales documents, enter the Sales Organization.
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Enter End of Month date into “Posting Date to”.

Check the “Process Open Items Only” box.

Check the “Saved data” box.

Check the “Save Sales document” box.

Check the “Test Run”.

Check the “Detail List” and Execute (Click the Clock Icon).

© ® N o 0 A

Collective Processing of Resource-Related Billing - SD - Selection |

|
ot

Sates 1898 [26846 You can exclude any sales orders here

(NOTE: Do NQT include any hard
errors here. We want to include these
so they will be on the hard error kick-
out report for the center)

CRGRERERERERE- RGN
el Ked Kl K] K £ K03 K4 4

SEE LIST IN TECH-DOC)

Processing Options
[ Test Run
[ Detail List

10. Click the “Detail List” button to review results.
11.Click List.

12.Save.

13.Save to PC File spreadsheet.

14.Save File to: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month\"Center DP96 Test FY20XX PXX”.
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Collective Processing of Resource-Related Billing - SD -

Detail List |IE Messages |

User
Sales Document
Item

Posting Date To

NS000513 Theresa Morgerson
10420 to 99999

Items were processed together
04/320/2010

Processing Category

|= Mumber of Objects|

Incorrect a]
Processed 490
- 490

D. Creating Batch Billing Requests using T-Code DP96 (Actual Run).

1. Follow the same steps in “Creating Batch Billing Requests using T-
Code DP96”, uncheck “Test Run” and Save file to N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing\Center\Fiscal Year\Month\"Center DP96
Actual FY20XX PXX".

=3

List Edit Goto Settings Systernm  Help
(] A0 CEe DM O Do EE @ m

Collective Processing of Resource-Related Billing - SD - Detail List

Sales Dac |Item |Status Texd

|DehitMemn Reguest Credit Mermo Request

10963 = Mo Expenses to Be Billed / Document Flow Updated
10864 10 Mo Expenses to Be Billed /| Document Flow Updated
10965 10 Mo Expenses to Be Billed / Document Flow Updated
10866 10 Mo Expenses to Be Billed / Document Flow Updated
11489 10 Mo Expenses to Be Billed / Document Flow Updated
11490 10 Mo Expenses to Be Billed [ Cocument Flow Updated
11516 10 Mo Expenses to Be Billed /| Document Flow Updated
11541 10 Mo Expenses to Be Billed / Document Flow Updated
11663 10 Mo Expenses to Be Billed /| Document Flow Updated

E. Troubleshooting DP96
1. If you receive a runtime error, there are three potential causes:
a) SAP User has the Sales Order open.
b) Sales Order is set up incorrectly.
c) Files are too large.
i. Resolution 1: Open SAP in the Long Running Server.

ii. Resolution 2: First, split the Sales Order numbers into
two groups. For example, Sales Orders 10420 to 17000
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and Sales Orders 17000 to 99999. Process each group
individually. If you get the runtime error on only one
group, then keep narrowing down the request until the
problem Sales Order can be identified. Leave in test
mode until you resolve the issue-otherwise you run the
risk of losing the postponements.

2. If you do not receive Billing Request numbers, you may have forgotten
to select the “Save sales document” box on the request screen (DP96).

STEP 3. Account Maintainer— Reconcile Unbilled Billing Requests to PBR.

NOTE: STEP 3 -"B,” “C,” and “D” below should be run and reconciled using
the “Accounts Receivable - Monthly Billing” Add-In.

A. Macro Steps — Run Unbilled Billing Requests (UBBR2)
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” Icon.

L2 [d @ O Ei = Bookl — Fxcel
HOME  INSERT  PAGE LAYOUT  FORMULAS DATA  Developer REVIEW  VIEW  ACROBAT CMP{ Accounts Receivable
A
E = =]
5= || °8 )

Monthly |BSC Billing SSC Create
Billing JCompare Billing Packages
Eilling
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4. In the “AR Prebilling” red box, select the following.

a) Center NOTE: multiple centers can be selected by holding down
the Ctrl key and highlighting each center, but for this T-code,
process each center separately).

b) Month
c) Fiscal Year
d) Process=UBBR -2

5. Click Ok.

6. The macro will pull the outstanding billing requests from the UBBR1
report executed in the Pre-billing.
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7. If there are any billing requests that need to be deleted or updated,
time and click OK.

update at this

Microsoft Excel

| 32

Update SAP and then click OK

|'\

DK |
y,

e

8. The macro will complete the report and will save report on the N drive.

-
Microsoft Excel |

E .

|'\

Report Completed

A

9. Compare the UBBR2 total to the PBR total.
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10.If the totals do not match, run the PBR — UBBR compare macro.

-
AR Prebilling M

PBR-UBBR Compare

11.This macro will compare each sales order listed on each report and will
list thevdetails of any differences.

M 1

UBBR Net Amt Difference between PBR and UBBR Difference Location

12.Research each difference and adjust as needed.

13. After all adjustments are completed, proceed to Step 4.
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B. Manual Step - Run Unbilled Billing Requests using T-Code

ZFI_AR_R_BRQ_NBIL. (Manual steps only to be executed if the Macro is
unavailable)

1. Enter information into the following fields: Sales Organization. Click the
Clock to Execute.

Exclude Unbilled Billing Requests found during
UBBR1 here.

Page 82 of 235

=

Prograrm  Edit  Soto  Systern Help
= = A &S @ ) 466G ¥ A En | FEE e o
Billing Request Items
|| =] [F=)
Report specific selections
Sales Organization pazz [o) to [ =]
Billing Reguest to ==
Creation Date to | =]

Billing Request Items

EIIEA E B EEE I EE ESE = EE R EE [ EE D

Billing Request ltems

Bill Reaq |- BrRitfz mMetvalue|curr|created on [BE|BE[Ri|ES [saTs0ra  [Sales ord| soitm|
800095125 000010 797.50- | USD |05/0172008 |90 A DR (0022 (12139 o0oni1n
200095126 0.03 |USD | 0S/01/2002 |90 s |DR (0022 (10433 oooo10
200095137 4.50- | USD | 05/01/2008 |90 & DR 00z (12251 oooodo
200101332 18,892 43 |IUSD |09/ 6/2009 |91 A DR (0022 (13567 oooni1n
S00101333 IE.00 |USD oo 62008 |91 & DR 002z (13914 oooodo
000020 79,804.73 |IUSD |09/ 672009 | 491 A DR (00zz (13914 ononin
0000=0 17.512.81 |IUSD |09/ 6/2009 |91 s |DR |0o0zz (13914 ooooi1o
000040 G2,291.91 |IUSD |09/ 6/2009 |41 A DR 0022 (13914 ooonin
000050 6,903 48 USD |09/ 62009 |91 s |DR 002z [13914 ooooi1o

= 26.,559.93 USD

C. Deleting/Rejecting Billing Request. (Manual steps only to be executed if the

Macro is unavailable)

1. If you need to reject any billing requests for any reason, double-click
the Billing Request number. From the list of options, select “Change
Billing Request” and then click the checkmark.

[ Select Repoart

Ei=plaw Eil1l1ing Regques=t
Charng= Ed17171rmng FRaeque=1
Crreate Ea111rmng Documernit

|-qﬁ=¥'|| Techhnic=sl narmes aonlaft I Iﬁl
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2. On lines that are not to be billed, go to the column “Reason for
Rejection” and chose “Rejecting Billing Request” from the list. Then,
Click Save.

D. Exporting the “Unbilled Billing Report” (Manual steps only to be executed if
the Macro is unavailable)

1. Click Export, Spreadsheet, Table, Excel and Save file to N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing\Center\Fiscal Year\Month\"Center UBBR2
FY20XX PXX”.

E. Reconcile the Unbilled Billing Requests (UBB2) report to the Preliminary
Billing report “Actual Bill” column.

1. Add any manual bills created to this report manually. After doing this,
the total should match “Actual Bill” total on the Preliminary Billing
Report. If there is a difference, it's usually either a postponement error
in your DP91 or it is cost that has been entered by the center after the
Preliminary Billing Report was ran. Update the Preliminary Billing
Report “Actual Bill” column to reflect the changes in cost.

STEP 4. Account Maintainer— Create Batch Bills.

NOTE: STEP 4 - “B,” below should be run and reconciled using the
“Accounts Receivable - Monthly Billing” Add-In.

A. Macro Steps — Create Batch Bills
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” Icon.

& d @ [ | = Dol oo
OME  INSERT  PAGELAYOUT  FORMULAS DATA  Developer REVIEW  VIEW  ACROBAT C!IPS Accounts Receivable
™| B
X =)
Monthly | S4C Billing SSC Create

Billing  (pmpare Billing Packages
Billing
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-
AR Prebilling

. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding down
the Ctrl key and highlighting each center, but for this T-code,
process each center separately).

b) Month
c) Fiscal Year
d) Process = VF04

. Click Ok.
. The macro will pull the billing requests from the UBBR2 and will

execute the VF04 process to create the bills.

drive.

. The macro will create the VF04 spreadsheet and save to the N
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8. Click Allow.

SAP GUI Security

The system is trying to create the file

N:\FM DivisionAccounts Payable_Accounts Receivable\Accounts Receivable\Monthly Biling'24 -
AFRC Billing\FY2019'10 - July\AFRC VFO4 FY2019 P10.xs

in the directory

M:\FM DivisionAccounts Payable_Accounts Receivable\Accounts ReceivableMonthly Biling'24 -
AFRC Billing\FY 2019410 - July)

Do you want to grant the permission to modify the parent directory and all its subdirectories?

[ | Remember My Decision

(o ) o |

9. Once the report has been completed, go to the manual steps C to
complete the VF04 process.

B. Manual Steps - Create Batch Bills using T-Code VF04.

1.

Enter information into the following fields on the Selection tab: “SD
Document (range of billing requests numbers from the UBBR2), Sales
Organization, Check “Order related,” Check “No docs with billing block”
and Un-check “Delivery-related.”
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T

Maintain Billing Due List

|@> DisplaybillList |[[% Displayvariants |

==

E] Enter first and last DMR numbers here. 1

J Remove Date is there is one.

Billing Date from

N

[

Billing Type

8D Document

J

\ﬁiﬁ:&tﬁ 3

to

o [eoat1es72 |

orgs Fata
Sales Organization

0064

I
Sales Organization J

Distribution channel |

Division | to =

Shipping point ] to |
Customer Data

Sold-To Party to =

D on country | o —

Sort Criterion | to =

Documents to be selected

Order-related
) tercompany Billing

(e ry-related UN-Check

¥ No docs with biliing block

] Rebate-related
¢ [JDocs with SES Status

"

| —
'{ Check ]’

2. Click the “Display Bill List” button.

(» DisplayBillList

NOTE: It is very important to save a copy of this report to the Monthly

Billing folder.

billing

lle o Il

Billing doejankne

ISR G EGHEEGEERE
EEE AR

Maintain Billing Due List
E-lsE a2 ) () = =]
%ﬂﬁcm‘isom Biling Dats |
¥ A 00BE  OWINI00S 1036
¥ A 0064 0202003 1042
(X A 0084 DW202009 1044
jx A DOBd  DO/2042009 1044
% A 00B4  DAWIO0S 1045
¥ A O0B4 DUIG2009 1047
X A O0B4 DW20/2008 1047
X A 00B4 DUII008 1047
X A 00B4 OW2HI009 1047
X A 0064 02902008 1047
gx A 0064 OG2SAZ008 1047
X A O0B4  OWIW008 1047
X A 00B4 DG2%Z009 1047
jx A 0054 DO2H2008 1047

| Sold-1o pt BIllT [DstC | Diocurmant

BO01019TE
800101821
800103095

BOD102096

BO0101865

-BOD1D181B

BOD101830
800101838

BOCO1850

BOD101835

BO0101656

800101857
800101858
BOD101850

[DChiIDv
L)

o
(1]
o1
0
o1
(i1}
o1
o1
o1
0
o1
a1
o1

|Sold-oloc Sor term |

[DocCalAddres s[Name of solkd-10 party ]

104014 AirForce (AFCEEERD) Columbus
104083 M3 Ay Corps of Enginesrs SSC
104083 MS Army Corps of Engineers S5C
104083 MS Ay Corps of Enginears SSC
104089 NASA Exchange 880
104095 Naval Oceanopraphic Ofice  SSC
104085 Maval Gceanographic Ofice  SSC
14095 Mavdl Do anagraphic OMice  SSC
104095 Maval Oceanopraphic Ofice  SSC
104095 Naval Cceanagraphic Ofice  S5C
104095 Naval Oceanographic Ofice  S8C
104095 Naval Oceanographic Office  S5C
104095 Naval Oceanagraphic Office S5C
104095 Naval OCoanagraphic Ofice S5C

| Crurtar[ShP1POD =t
an
ot
o
on
o1
o1
ot
of
o1
ol
o1
o
o1
o

[ i e i g o o e e T ]

3. Click List, Save, File, Spreadsheet and Save file to N:\FM
Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Monthly Billing\Center\Fiscal Year\Month\"Center VF04

FY20XX PXX".
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NOTE: Prior to highlighting and printing the bills, verify the total
amount of the billing requests matches the total of the PBR. If billing
request was created for cost that was to be postponed on the PBR,
reject the bad billing request (view in VA03 by SO # and reject bill
request in VA02). If billing request was not created for a cost item that
should have been created, create individual billing request in DP91
and re-run VF04.

C. To create Bills, go back to the report in SAP “Maintain Billing Due List”. Click
the Paper Icon in the left corner, which highlights the entire report and Click

the “Save” Icon.

This is the number of bills created (See “No.” Column in Screen Shot below).
Save this as a screen shot in a new tab in the VF04 and name it “Number of

Bills.”

Nlaaimtaidmn EBillinmng Duass List

(1] [ | [ »|[m] [ = =] =] ["F| ] (B chooss

GO

Crreat=ed

Crreated [l oy | Mo Err .

TEOOQOEO1 S5 7

RSO =506

o4 szas=BE1 0| 1465

Click in the “No.” column and then select the “Documents” Button. This will
pull up a list of all the “901...” billing documents that have been created.

Numbers”.

. Save this list as another tab after the “Number of Bills” tab and name it “Bill
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NOTE: If for some reason, you neglect to save your VF04 900... billing
documents, you can get them from the ZFI_AR_ALDP (Auto Liquidation) run
later in the billing process.

STEP 5.

NMaintain Billing Due List

[~ ][ ]2 [= ] =] [ =] =] [E] [E choose |[E save

Sraudp

|Docurnent

|Billing Date [Descriptian

1000015438
1000012438
10000124328
10000135438
1000012438
10000124328
10000135438

01362949
Qo01363200
9013263201

0136302
Q01363203
901363204
90136305

0353052011
OZ252002011
022002011
0353052011
OZ252002011
022002011
O353052011

Cehit Mermo
Dehit Mermo
Cehit Memo
Cehit Mermo
Dehit Mermo
Cehit Memo
Dehit Mermo

1.

2.
3.

If you get a number in the “Err” Column, rerun the Unbilled Billing
Report again and you will notice the Billing Request(s) did not
successfully bill (any that were not on your Unbilled Billing Report
(UBBR1) would be those that errored out).

Attempt to manually bill these Billing Requests.

If the bills won'’t bill, move the amount over to the “Other” column on
your PBR and put the error reason you received in “Other Reason”

column.

Account Maintainer— Create Billing Breakdown Report.

NOTE: STEP 5-"B,” “C,” and “D” below should be run and reconciled using
the “Accounts Receivable - Monthly Billing” Add-In.

A. Macro Steps — Create Billing Breakdown Report

1. Open blank Excel Worksheet.

2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” Icon.
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¥ a0 B - _

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA Developer REVIEW VIEW ACROBAT CMPS Accounts Receivable

= R | 5

Monthly | SYC Billing S5C Create

Billing bmpare  Billing Packages

Eilling
[ 4R Prebilling 3
VF04 Billing Breakdown
4. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding down
the Ctrl key and highlighting each center, but for this T-code,
process each center separately).

b) Month
c) Fiscal Year
d) Process = VF04 Billing Breakdown
5. Click Ok.
6. The macro will pull the bill numbers created on the VF04 spreadsheet
and will execute the billing breakdown in SAP.
7. Once the report is executed in SAP, it will format the spreadsheet

and save the file on the N drive in the Monthly Billing folder.
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B. Manual Steps - To create the Billing Breakdown use T-code
ZAR_VF04_Billing.
AR Monthly Billing Results Report
SD Billing Document 90196031 to Ei
Billing Date 08/28/2014[=) to
Sales Organization 0051 to
Customer Number to

1. Enter all 900... bill numbers into the “SD Billing Document” field
(including any manual bills created).

2. Enter Date of Billing into the “Billing Date” field, enter Business
Area # preceded by 2 zeroes into the “Sales Organization” field.

@ .

3. Click Execute

C. Once the report has executed export and save file.

1. Select the Export Icon.

2. Select Spreadsheet.

3. Select All Available Formats (Excel in Existing XXL Format) and
click the green check mark.

4. Select Table and click the green check mark.

5. Save the Excel spreadsheet in N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Monthly
Billing\Center\Fiscal Year\Month\"Center VF04-Billing Breakdown
FYxxxx Pxx”.

6. Go into document “Center VF04-Billing Breakdown FYxxxx Pxx,
Run “ZAR_BILLING_BREAKDOWN” Macro.

NOTE: ZAR_VF04_Billing Total should match “Actual Bill” total on PBR and also
match the Unbilled Billing Report (UBB2) total.
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NOTE: The “ZAR_BILLING_BREAKDOWN?” Macro formats the excel

spreadsheet to look like the screenshot below.

Customer#| Customer Name Trading Partner|  SalesOrder  |SD Invoice| FlInvoice | Bill Date Amount AutoIPAC | Manual IPAC | Auto Liquidation | Manual Liquidation Email
910 ‘NATI.OCEANIC&ATMOSPHERICADM (OM [1354 35009 90233720 (8000019554 09292016/ § 566038 |§ 566038
010 ‘NATI.OCEANIC&ATMOSPHERICADM (OM [1354 34889 90233719 (8000019553 09/29/2016) 5 40862100 | S 40862100
910 ‘NAT[OCEANIC&ATMOSPHERICADM (OM [1354 34876 90233718 (8000019552 09/29/2016) 5 990,00000 | S 390,000.00
910 ‘NAT[OCEANIC&ATMOSPHERICADM COM [1354 34844 90233717 (8000019551 09/29/2016/ § 14078415 140784
910 ‘NATI.OCEANIC&ATMOSPHEKICADM (OM [13%4 34314 90233716 (EUUUUIQSSU 09/29/2016 5 1432998 S 14309698
910 ‘NATI.OCEANIC&ATMOSPHERICADM (OM [1354 3190 90233715 (8000019549 09/29/2016 § 857400 |5 857400
910 ‘NATI.OCEANIC&ATMOSPHERICADM (OM [1354 31445 90233714 (8000019548 092902016 2749436(5 2149436
910 ‘NATI.OCEANIC&ATMOSPHERICADM (OM [1354 31081 90233713 (8000019547 09/29/2006 5 20,92484[5 2192484
910 ‘NATI.OCEANIC&ATMOSPHERICADM (OM [1354 30239 90233712 (8000019546 09292016/ § 10130/ § 101.30

NOTE: Verify that all bills have been created using ZFI_AR_R_BRQ_NBIL.

STEP 6. Account Maintainer— Reconcile UBBR3 Report to UBBR1 Report.

NOTE: STEP 6 — “B” below should be run using the “Accounts Receivable -
Monthly Billing” Add-In. (Manual steps only to be executed if the Macro is

unavailable)

A. Macro Steps — Reconcile UBBR3 to UBBR1
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” Icon.

AL R P
HOME INSERT PAGE LAYOUT FORMULAS DATA Developer REVIEW VIEW

B
g
Monthly | SYC Billing SSC Create
Billing  @®ompare Billing Packages
Billing

ACROBAT

ifaYala I Y7

CMRS

Accounts Receivable
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AR Prebilling [ ]

Rejected Costs
Baseline Before
Preliminary Billing Reg
UBBR-2
PBR-UBBR Compare

Baseline After

I UBBR-3 | I

4. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month
c) Fiscal Year
d) Process = UBBR-3

5. Click Ok.

6. The macro will execute the UBBR3 report and save it on the N
drive.

7. Once the report has been executed, open the UBBR3 report and
the UBBR1 report to verify that totals are the same. If the totals are
not the same, research to find the difference.

8. GotoStep7.

B. Manual Steps - In SAP re-run the Unbilled Billing Requests use T-code
ZFI_AR_R_BRQ_NBIL.
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NOTE: Do not exclude any sales orders.
I:?En:!grar'n Edit Soto System Help
< | T =1 =i I TR e R =S = R e B N v N = R
Billing Request Items
" oatos oraanieaton B0z @ Y
Billing Request | to |
Creation Date I to |

1. To Export and Save, Select the Export Spreadsheet Icon, Select
Spreadsheet, Table, Excel and Save as Center UBBR3 FY2015 P10.

NOTE: The UBBR1 (pre-billing) total should match this UBBR3. If it does not,
you need to compare UBBR1 to UBBR3 and find the difference. It may be that
you have a Billing Request that did not successfully bill in VF04 and you will
need to manually bill this Billing Request in VFO1.

STEP 7. Account Maintainer— Batch Printing of the Invoices

A. Use T-code ZRCF_SPOOL_TO_EMAIL to request bills (in PDF format) to
be e-mailed to the SAP Business Workplace Inbox. Bills must be
requested by form type: 1080, 1081, and/or 1114.

Convert SAPScript Spool Request to PDF and Email to Internal User(s)
| Enter Selection -
Spool Reguest Number | o @
Spool request name 1080
Sales Org (Suffix 1) |ARG4 to
From Current Date [12/30/2009)
From Time 11:351:40[3)

1. Populate the following fields: “Spool Request Number”-Blank, “Spool
Request Name”-1080 (and then use 1114), “Sales Org’- enter center
number (add two zeroes in front), “From Current Date”-Today’s Date,
“From Time”-auto populates.
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NOTE: NMO (JPL) enter 1081 verses 1080 in the “Spool request
name” field.

2. Click “Clock” to Execute.
B. Click “Back” button to enter different type of invoice number (1114).

C. Choose “Inbox” icon from SAP home screen. Click on “Inbox”, Double
Click on the File and Save.

NOTE: If bills are not requested, the bills will be e-mailed via an overnight
process. Save the PDF format bills to N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Period.

STEP 8. Account Maintainer— Printing Individual SF1080 Invoices for Mailing

NOTE: Mail bills, as requested by Center. Include Pay.gov insert located at
https://dm.nssc.nasa.gov/servliet/dm.web.Fetch?did=1021060&gen=3latest.

NOTE: For Stennis Space Center’'s (SSC) bills, each bill should also include a
billing reconciliation statement, with matching cost, to be e-mailed to the
customer. No bills are to be mailed without the billing reconciliation statement
as this information is contractually required to be provided to the customers
per SSC’s agreements. Bills paid via Advance liquidation should be marked
“PAID” prior to mailing to SSC’s customers. Bills that are emailed (and are not
paid via IPAC or Advance) should have the BLINE date forwarded to the date
the bill is emailed. (See Appendix — SSC Billing Reconciliation Process)

A. Access SAP and enter T-Code ZAR_VF04_BILLING.

1. Enter the following information: SD Billing Doc-Listing of Invoice
Numbers; (see screen shot below) click arrow to enter a range of
Invoice Numbers, Date, and Sales Organization.
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AR Monthly Billing Results Report

SD Billing Document

80196031

Billing Date

aarza;zaw[ﬂ]

Sales Organization

Customer Number

0851
[ ]

Select Single Values (187)

O_|Single value
b0196031 (&
| |oo196032
| |oo196033
| |oo196034
| |oo1gs035
| |oo1gs038
| |oo196037

| Joo1o6038

T

2. Select Clock Icon to execute.

NOTE: To use this to spool manual bills, you must have an actual physical SAP
printer set up as your default printer in ZSU3. (E.g. NSSC_N_ICPR144-51)

() o) o ) 2 5 [ e ) [ (2 (2 ([0 (W 1080_poor )
Bil Date Customer # Customer Name Trading Partner Sales Order| SD Invoice FI Invoice
| ‘ 11/27/2015 869 SAF/FMBIB-AFOY 5700 30412 90218772 8000003568
] 11/27/2015 869 SAF/FMBIB-AFOY 5700 30701 90218773 8000003569
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 32633 90218792 8000003588
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 31942 90218791 8000003587
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 31932 90218790 8000003586
| ‘ 11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 31838 90218789 8000003585
] 11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 31259 90218788 8000003584
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 31080 90218787 8000003583
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 30354 90218786 8000003582
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 30229 90218785 8000003581
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 30197 90218784 8000003580
|| 11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 29686 90218783 8000003579
| ‘ 11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 28284 90218782 8000003578
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 27531 90218781 8000003577
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 21242 90218780 8000003576
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 18552 90218779 8000003575
11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 31445 90218778 8000003574
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 30323 90218777 8000003573
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 30239 90218776 8000003572
m 11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 27530 90218775 8000003571
I 11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 26523 90218774 8000003570 |
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 30323 90218410 8000003527
11/27/2015 1013 GEOLOGICAL SURVEY INTERIOR 1408 23426 90218793 8000003589
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3. Highlight the FEDERAL bills you need to print/save by clicking the
block next to the line. Use “CTRL” button to select multiple lines.

4. Click 1080_PDF Button.

B. Enter T-Code SPO01 (see screen shot below).

1. Date created — Enter Billing Date (date the spool was created) in both

fields.

2. Select Clock Icon to execute.

Spoolrecpestﬂ Output requests |

Spool Request Number

Created By
Date created
Client

i —
|
L )

INS000360 ' | B |
[12/30/2015] to 12/3

'600] E3
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3. Put a check in the box next to the one you need to spool and then click
the printer icon. This will manually print your bills. (see screen shot

below)

Output Controller: List of Spool Requests
Q0808 %% B2 NN FAFEERTFE%A

Spool no. |Type|Date

Time |Status |Pages|Title

-
=1

908428 | T
[] 507175 |3

2 Spool

1 Spool
1 Spool

12/17/2015(15:09|Waiting 6 |PBFORM 5015 NS000360
12/17/2015|11:21 |Compl. 1 |1080 0051 SAPMVGOA
requests displayed
req. being proc. %
requests completed L

C. To save an electronic copy, you can select the PDF icon (may take a few
minutes for this icon to be available for use).
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PROCESS - LIQUIDATION OF ADVANCES

STEP 1. Account Maintainer— Liquidate Advance to Sales Order (Control Activity)

NOTE: STEP 1 -“C,” “D,” “E,” “F” and “G” below should be run using the
“Accounts Receivable — Monthly Billing” Add-In. (Manual steps only to be
executed if the Macro is unavailable)

A. Macro Steps — Liquidate Advance to Sales Order (Test Run)
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” icon.

&G & 0 k- Bookl - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT CM'S Accounts Receivable
=
=
s
Monthly | S9C Billing SSC Create
Billing  Cpmpare Billing Packages
Billing
r R
AR Prebilling =

ALDP Test

ALDP Actual =
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4. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month
c) Fiscal Year

d) Process = ALDP Test

. Click Ok.
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6. The Macro will execute the Calculation, Simulating Posting report.
AR - Application of Down-Payments

& [i]

| Data Selection
Biling Document
Payer
Trading Partner
Customer Group
Account Group
Biling Date
Company Code
Sales Organization
Biling Type
Sales Order
Sales Order Type
Payment Method

. Controls.
Posting Date

[ 1Excl Reversed / Reversal Inv

 Processing Mode
(") Calculation, No Posting
(%) Calculation, Simulate Posting
(") Calculation and Posting

to
to
to
to
to
to
fo
‘0024 to
' to
to
to
to

l07/10/2019|
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7. Once the report has been executed, verify that there are no
exceptions.

-
Microsoft Excel ﬁ

Plezase verfy no exceptions and click ok to continue or cancel to exit

8. If there are no exceptions, click OK to complete the report and save it
on the N drive in the Monthly Billing folder.

9. If there are exceptions, click Cancel and email the Center for
assistance with these exceptions.

NOTE: Exceptions are due to the incorrect assignment number(s)
being linked to the liquidation.

10.0Once the center has made the corrections, re-run the ALDP-Test
macro.

11.1f there are no exceptions, click OK to save the report on the N drive.
B. Macro Steps — Liquidate Advance to Sales Order (Actual Run)
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” icon.

& GQ @ [ B - Bookl - Excel

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  Developer  REVIEW  VIEW  ACROBAT CM'S Accounts Receivable
"= "=
IE s

2= | & Ei=
Monthly | S9C Billing SSC Create
Billing  Cpmpare Billing Packages
Billing
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-
AR Prebilling M

4. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center, but for this T-
code, process each center separately).

b) Month
c) Fiscal Year

d) Process = ALDP Actual

5. Click Ok.
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6. The Macro will execute the Calculation and Posting report.
AR - Application of Down-Payments

@ [il
| Data Selection
= —
Biling Document to
Payer to
Trading Partner to
Customer Group [ to ]
Account Group to
Biling Date to
Company Code to
Sales Organization 0024 to
Biling Type to
Sales Order to
Sales Order Type to
Payment Method M o ||
| Controls
Posting Date 07/10/2019

[ |Excl Reversed / Reversal Inv

| Processing Mode

(") Calculation, Na Posting
() Calculation, Simulate Posting
(») Calculation and Posting
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7. Once the report has been executed, verify that there are no
exceptions.

-
Microsoft Excel ﬁ

Plezase verfy no exceptions and click ok to continue or cancel to exit

8. If there are no exceptions, click OK to complete the report and save
it on the N drive in the Monthly Billing folder.

9. If there are exceptions, click Cancel and email the Center for
assistance with these exceptions.

10.0Once the center has made the corrections, re-run the ALDP-Test
macro.

11.1f there are no exceptions, click OK to save the report on the N
drive

NOTE: The NSSC Account Maintainer liquidates the Advances using
ZF1_AR_ALDP for automatic liquidation in SAP and F-39 for manual
liquidation for those Customers with bills for the month. The invoice and the
liquidation documents will clear automatically at night.

NOTE: Advance must be posted to SO and cost must have been billed, T-
Code: VF04- CR 4222 DR 4252, DR 1310 CR 5200, A710 & A714, T-Code
F-39, DR 2310 CR 1310.

C. Manual Steps - Use T-Code ZFI_AR_ALDP.

NOTE: T-Code ZFI_AR_ALDP can be used for credit bills. This will create the
entire process of placing the funds back to the down payment. The Centers
will not have to run F-29 to manually place the funds back on the down
payment.
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1. Enter Business Area proceeded by 2 zeroes

into the “Sales

Organization, Enter today’s date in “Posting Date” field, select

“Calculation, Simulate Posting” and Execute.

NOTE: by selecting “Calculation, Simulate Posting” you are doing a test run to
see what will liquidate when you later do your actual run.)

AR - Application of Down-Payments

(=] [En]

| Data Selection
~ Billing Document
Payer

Trading Partner
Customer Group
Account Group
Billing Date
Company Code
Sales Organization
Billing Type

|oos4|[=)

Li=
to
to
to
o
to

Sales Order
Sales Order Type
Payment Method

Posting Date
[1Excl Reversed / Reversal Inv

| Processing Mode
O Ca
= Calculat

. Simulate Posting

Li=]
to

o] o] s]o]s[s]o]s[e[o]o]e

1o
- i
:05127/2011\J Today’s Date!!! |

D. Analyze the list of bills produced for liquidating purposes. Validate that
there is enough advance to liquidate each bill. Also, check for exceptions
at the top of the report. A list of items that the liquidation program will not
automatically liquidate in the batch will be shown. Each of these should be

researched and probably liquidated manually.

AR - Application of Down-Payments
omers ||[& | [F ][5 Display Object | Revb S0lims DPmiTr
ayments 1 =
TrPart G6 Open_Receivable Dpt_TransTers Re o_Receivable DpTr_Do [ |
&8 |
1
&7
B
214
a
23
o
2
TrPart G& Dpen_Receivable Dpt_Transfers Re o_Receivable DpTr_Do
~ open 1488082489 2089 082
3
TrPart G& Dpen_re ap1 Dpt_Transfers Re o_Receivable DpTr_Do
o064 1836 ao11zE54 Lz DE38112654 s7om  zZF 4,346 63 0.08 4,345, 63
0064 1044 908112655 Lz 0098112655 9600 ZF 1,894 12 0. 00 1,894 12
0064 1844 Qn112656 Lz DO3A112656 asoa  zZF 1,688 .18 0.0m 1,668 18
0064 1844 ap112657 Lz DE3A112657 0o zF 56843 0.0m 568 43 -
0064 1845 api12658 Lz DE3A112658 MONFED ZF ase 15 0.0m a5 16 L
oG4 1047 90112660 Lz 0o9e11 2660 17o0 ZF 243 .61 o.o00 243.61 [~]
0E64 1847 a@i112661 Lz B09E112661 iFEE  ZF 14.62 808 14,52 =
(ER[E3]) I 1«11
T [ zFLaR_ALDP [H| iempmstcas [ NS | | 2
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STEP 2.

E.

Save listing of bill to an Excel spreadsheet. Select List, Save/Send, File,
Text with Tabs and Save as “Center ALDP Test FY2014 P10”.

1. Sort the spreadsheet so that all bills with zero remaining AR are
together.

2. Validate that the zero remaining AR bills are to be liquidated.

Run ZFI_AR_ALDP again in Calculation and Posting mode, copying the
bills to be liquidated from the Excel spreadsheet. A listing of all bills
automatically liquidated will be produced with the liquidation document
numbers.

Save the liquidation report to N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month\"Center ADLP Actual FY#### P##.

Account Maintainer— Manual Liquidation of Advance to Sales Order (Control

Activity).
F-39 - Manual Liquidation Of Advance (End User Procedure)

A. Use this for any items that errored out as “Exceptions” on the Auto

Liquidation run, which you still need to liquidate.

Clear Customer Down Payment: Header Data
| Process down pmnts |
Document Date a9/30 /2009 Type DC Company Code MNASA
Posting Date 29/30/2009 Period 12
Drocument NMumber
Reference 90112908 |
Doc Header Text SO18740 - LINE 10 |
Trading part. BA Tax Report Date I:I
Customer
Account 109782
Relevant invoice
Invoice ref. |8E|E|E|E|'1 6826 Line item Fiscal year | 2014
Transfer posting item(s) details
Assignment |
Text |SO1 8740 - LINE 10

1. Enter today’s date in “Document Date”.

2. Enter “DC” into “Type”.
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Enter bill number into the “Reference” field.

Enter Sales Order number and Line number into “Doc. Header Text".
Enter customer number into “Account” field.

Enter 8000 FI Invoice number from bill into “Invoice Reference” field.
Enter current fiscal year into the “Fiscal year” field.

Enter Sales Order number and line number into the “Text” field.

© o N o O o~V

Click “Process down pmnts” in the top left-hand corner.

Clear Customer Down Payment Choose down payments

Account iogerez Currency usp

Down Payments
Document |L|... |S|Sa|es Doc... |I1...|WEIS Element |Fund |Amuunl |Ava\\able Amount |Tran5fer Posting |
1408002480 2 A 18748, 18 304911.02.089. 8397 . B9 CASXZZ0EIR 30,008, B8 - 30,008, B8 - [=]

| |14po0n2812 2 & 18740 10 884911 .82 09 8397 08 CASX22008R 353,075 50 163,726 27 ;

| 1400005418 2 18740 10 804911.02.09.8397 .69 CASX22009R 967,635 .20 282,268 .76 |

| [14po00B131 2 & 18740 10 884911 .82 09 8397 08 CASX22008R 1,138,008 008 737,845 76

| 1400000808 2 18740 10 804911.02.09.8397 .69 CASX22009R 1,420,018 .00 120,625 B6

| [14pa0M1864 2 A 18740 18 884911 82 @9 8397 03 CASX22000R G32,440 30 G32,440 30

| 1400007447 2 18740 10 804911.02.09.8397 .69 CASX22009R 108,000, 00 108,000, 00

| [14pa0R3E06 2 A 18740 18 884911 82 @9 8397 03 CASX22000R 226,085 78 226,085 78

| 1400008812 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 173,537 .02 173,537 .02

| [14pA01RE21 2 A 18740 18 884911 82 @9 8397 03 CASX22000R 13,338 00 13,338 00

| |2400000123 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 5,000, 55- 5,000, 55-

| |24pE0AR126 2 A 18740 10 8048911 .02 89 8397 69 CASX22000R 45,0008 00 45,0008 00

| |2400001186 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 95,748 .93- 95,748 .93-

| |24pEOR1175 2 A 18740 10 8048911 .02 89 8397 69 CASX22000R 13,218 80- 13,218 80-

| |2400003107 2 A 18740 18 804911.02.09.8397 .09 CASX22009R 320,000, 00- 320,000, 00-

| |24pEOR3110 2 A 18740 10 8048911 .02 89 8397 69 CASX22000R 100,000 08 - 100,000 08 -

| |24pn0n3139 2 & 18740 10 884911 .82 09 8397 08 CASX22008R 5,000 00- 5,000 00- E
24000803143 2 & 18740 10 884911 .82 09 8397 08 CASX22008R 330,000 00- 330,000 00- El
Eajn]s I 1B

Tatal

Display item 1 |+ es 0.0

B. Once the report has executed, select the line to post the liquidation
against.

1. Sort the “Sales order” column in ascending order.

2. Pick a line item (may be several rows) with enough funding that
matches both the WBS and Fund (Sales Order line item) on the bill.

NOTE: Pick only Positive (debit) rows.
3. Enter amount in “Transfer Posting” column on this row or rows.

4. Double check the “Total” field to ensure the total is correct.
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5. Hit “Enter” key.

6. Click “Document/Simulate” button.

Clear Customer Down Payment Display Overview
[ [2& Dispiay currency | [l Taxes [ Reset |

. Docurment Oate :DEJEDJ‘?EDE Typa DG Comparny Coda |NASA
Foating Date |pas2a 2008 P eriod 1 2_
Drocument HMurmber | INTERNAL Figscal Year fEIJDB
R o e nic o 90112908
Do Hes ol esr Tossd Liguidate Crowen FPayrmsnt Trading part. B,
fErms in document curancy
= PK  BusA AMcct 5 uso Amount Tax amnt
246, 32T . 69

001 ogs Gd 0ODa1a9Tez Orbital Sciences Co

ooz 16 G4 QooDi10eTeEE Orbital Sciences Co 246, I2T . 69~

7. Make sure the Net affect = 0, Select Post.

NOTE: Enter amount under the “Manual Advance” column on the “Billing
Breakdown” of the spreadsheet.

8. Manually clear liquidation using F-30 (Doc Type “AB”)

NOTE: the bill and liquidation should clear overnight, but this is a failsafe to
be sure they do.

STEP 3. _Account Maintainer— Insufficient Advance to Liquidate Bill

A. If the advance is insufficient to liquidate the bill, cancel the bill using T-
Code VF11.

NOTE: This should be determined prior to the bill being created. Don't bill if
it can’t be liquidated.

VF11 - Cancel A Reimbursable Bill (End User Procedure)

1. Enter the Invoice Number in the “Document” field.
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NOTE: It is very important the current date is populated in “Billing Date” and
Hit Enter.

=4
| Billing document Edit Goto Settings Systern Help

|& | 1 JdH Qe LHR Do IR 0@
[@=] cancel Billing Document
|#]|&e|| & Billing due list || & Billing document avenview | 3| (&) &)

Defaultdata

'I Billing Date |09/30/2009)
_ Docs to be processed.
' |pocument  [tern  |SD document categ. |Processing status |eilET
90112657 Debit memo canceled []

=

|

2. Make sure this is the correct document, validate the amount and
select the save icon. A 9000 number will appear at the bottom of
the screen, this is the reversal document.

NOTE: When reversing a bill using VF11, attach backup indicating reason to
the reversal document in SAP. If Center requests the reversal, attach the
request. (See Appendix F - NSSC Reversal Process)

B. After the bill is cancelled, postpone the cost that exceeds the available
advance and re-bill up to the amount of the available advance using T-
Code DP91.

C. Liquidate the available advance against the new bill.

STEP 4. Account Maintainer—-Advance Refunded (if necessary) — Refer to Appendix |

If an advance need to be refunded to the Customer due to actual cost of
Reimbursable Agreement being less than advance once all costs have been
posted, follow EPSS.
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NOTE: Center will determine with customer whether refund will be applied to
new Reimbursable Agreement or if refund will be sent to customer. If new
Reimbursable Agreement is to be established, Center will post refund to new
agreement and create WBS and SO. If refund will be sent to customer, follow
procedures to request AP to cut Treasury Check. ZF110 PRO - Create
and Verify Payment Proposal (End User Procedure)

ZF110 PRUN - Execute Payment Run

Reimbursable Refunds (User Guide) Scenario 3

STEP 5. Account Maintainer— Cancellation of Incorrect Bill

A. When cancelling a reimbursable bill, use T-code VF11; Use current date
in the Billing Date Field. Failure to populate current date results in the
original bill date being defaulted. If the original bill was created in a prior
period, the cancellation document will not generate an accounting
document. This is especially critical at year end, as September is still
open for Periods 13-16 for year- end closeout

VF11 - Cancel A Reimbursable Bill (End User Procedure)

NOTE: When reversing a bill using VF11, attach backup indicating
reason for the reversal document in SAP. If Center requests the reversal,
attach the request.

NOTE: Ensure date on cancelling document is in the current month;
when cancellation is complete; verify that accounting documents were
created. This is where errors occur.

NOTE: When reversing bill using VF11, ensure that any IPAC clearing
documents have been reversed by the Payment Processor.

B. Reverse the Billing Request by using T-Code VA02.
VAQ02 - WCF-SEWP Billing Plan Functionality User Guide
for GSFC (End User Procedure)

1. Enter doc number 8XXXXXXXX. Reject billing request by
selecting icon to the right of rejection column.
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NOTE: Use VAOQ3 to retrieve the Debit Memo Request Number, which is
the billing request number, to enter in VA0Z2.

NOTE: If rejecting the entire bill, make sure each line is rejected.

NOTE: DP96 creates a billing request that can be seen under the SO.
VFO04 processes the billing requests to post and print the actual bills. To
reverse a billing request, access VA02 and reject. (Ensure you don’t reject
the entire SO in the drop-down.) This rejection throws the cost back in the
amount to be billed column in DP91.)

NOTE: The 8XXXX doc number on a printed bill is the accounting
document under FI (Financial). It is not the same 8XXXX doc number that
shows as a billing request on the SO in VAQ3.

NOTE: The billing request may be rejected for incorrect costs, incorrect
date, etc.

2. When clearing the original bill and the reversal bill against each
other in F-30, use Document Type “AB.” Verify cost shows as
billable again in T-Code DP91.

3. If the reversal bill is not available when attempting to clear the
original bill, the cost needs to be “Released to Accounting”.

4. Go to T-code VF02 and, enter the 900 number for the reversal bill.
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5. Go to “Billing Document” and select “Release to Accounting”.

=
Billing document Edit Goto Errg'imnmgn't System  Help
¢ Create Ctri+F 11 p@ﬁlg DDLoa5n EE@E

| .
) _C Display Ctrl+F9
% Display from archive 'E' @
Cancel Ctr+Shifi+F3
Billing due hist Shift+F8
 ReleaseToAccounting Shift+F4 I @
= | Complata +
7| [ Issue Output To
5| e Shift+F3
Ceo L ! ]
Fiscal Year
Reference
mﬂ Search |

6. Go to FBL5N to verify that the reversal bill is available to clear the
original bill. If it is available, proceed with clearing the original bill.

C. Invoice create during monthly reimbursable billing process with end of
month date.

1. After invoice is cancelled using

VF11 - Cancel A Reimbursable Bill (End User Procedure)

2. Using T-code VFO02

. Go to “Header”

3
4. Change billing date
5

. Select “Save”
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PROCESS - RUN LIST OF CUSTOMER LINE ITEMS

STEP 1.

Account Maintainer— Run List of Customer Line Items Report.

NOTE: STEP 1 - “B” below should be run using the “Accounts Receivable -
Monthly Billing” Add-In. (Manual steps only to be executed if the Macro is
unavailable)

A. Macro Steps - Run List of Customer Line Items Report.
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in

3. Select “Monthly Billing” Icon.

LT B - -
INSERT ~ PAGE LAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT  CMPS JJ| Accounts Receivable

4=

B

Eie]

Mofpthly | SSC Biljng SSC Create

Bifing Compdre Billing Packages
lling

i ki
AR Prebilling [ ]

Customer Line Items
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4. In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month

c) Fiscal Year

d) Process = Customer Line Items
5. Click OK.

6. This macro will execute the List of Customer Line Items report and
will save it on the N drive in the Monthly Billing folder.

7. Click Allow.

SAP GUI Security

The system is trying to create the file

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable\Monthly Billing'24 -
AFRC BillingFY201910 - July\AFRC LOCLI FY2019 P10.pdf

in the directory

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts ReceivableMonthly Billing!24 -
AFRC Billing\FY2019110 - July\

Do you want to grant the permission to modify the parent directory and all its subdirectaries?

[|Remember My Decision

o

:
Mow || Dey | Help

8. Go to letter C.
B. Run “List of Customer Open Items” using T-code S_ALR_87012173.”
1. Enter the date range (day of billing) into “All ltems.”
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2. Select the flag Icon, enter “RV and DC” into the “Document Type”
field and populate Center number into the “Business Area” field,
click the Clock Icon to execute.

3. Click the print Icon, go to the “Business Workplace” Inbox, double
click on your file, and Save as e.g. “GSFC LOCLI FY2014 P10” on
the N: Drive, in the Monthly Billing Folder.

C. Compare ending balance on the “List of Customer Line Items” report to
the “Preliminary Billing Report”. If there are any discrepancies,
investigate and document on both reports.

D. Compare liquidation totals on the “List of Customer Line Items” report to
the “VF04 Billing Breakdown” report. If there are any discrepancies,
investigate and document on both reports.
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PROCESS - POST BILLING ACTIVITIES

STEP 1. Account Maintainer— Run Reconciliation Reports.

NOTE: STEP

1-"B” (“1” & “2”) below should be run using the “Accounts

Receivable - Monthly Billing” Add-In. (Manual steps only to be executed if the
Macro is unavailable)

A. Macro Steps - Run Reconciliation Reports

1. Open blank Excel Worksheet.

2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” icon.

Billing

= 6 @™ [ B s Bookl - Excel

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT CMlS Accounts Receivable
=

58

Monthly | SBC Billing SSC Create
Billing ompare  Billing Packages

4=

AR Prebilling % |

Docs Missing In Accol
Rejected Costs
Baseline Before

Preliminary Billing Reg

UBBR-2

PBR-UBBR Compare

Baseline After
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4.

9.

In the “AR Prebilling” red box, select the following:

a) Center NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).

b) Month

c) Fiscal Year

d) Process = Baseline After
Click Ok.

This macro will execute the Baseline Reconciliation Reports and
will add them to the “After” tabs on the Baseline Recons
spreadsheet saved in the Monthly Billing folder on the N drive.

Verify there are no differences in each report.

If there is a difference, research to find what is causing the
difference.

To research outages, manually run the report with the outage.

10.0Once the report has been completed, click the “Breakdown” button.

[3Breakdown

11.Select the following fields for grouping:

a) Group by = Measure Funded Program

b) Thenb = Measure Funded Pro ram

I= Choose fields for grouping
Group by | MEASURE Funded Program &l |
Thenby  MEASURE Funded Program ]
vix]
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12.Scroll down to the WBS causing the outage.

Reconciliation Analysis: L96 Advances (ITD 2310 (Reim) = 4222
= Iﬁ.l m Is I*'ul u :J]ﬂ ICII' 'Ltﬁmnkdcmn I[aan:Mlnrn! ]ﬂ[MDﬁChil‘l"‘ Options ’leﬂDnﬁnmun |':i] HI En
| Subtotal / Funded Prg / Funded Prg | Lo6 T 2310 = - L96 ITD 4222] Differance|
b 3199008 02 04 90 M706 11 1210296 = 12,102 96
b 3 199008 02 04 90.M706.12 6202508 = 62,626 08-
b 3 199008 02 04 90 NS6T 11 100 = 1.00
b 2] 505551 01.04 85 J047 12 7.00- = 7.00-
= Sy 622 34,030 32 [ 0.00 34,030 32
[® 622 34,830.92 £ 0.00 34,030 32
B 2 774708 07 02 07 EGE3 01 17,444 43 = 17 444 43
b 1 774708 07 .03 01 1067 .01 2,880.03 = 2860903
b 21 804011.02,04.05.MB82 11 2,100,764.00 = 2,100,764 00
b 21001335 01.04 55 H781 01 2602441 = 26,024 41
E 1 p0as18 22457 40 = 22 467 49
B (21923074 07 02 001068500 06,666 .60 = 66,666,060

13.Double click on this line to see a breakdown of transactions.

14.1f the transaction causing the outage is from the reimbursable
billing, reverse the bill and notify the center.

15.If the transaction causing the outage is from a center posting, notify
the center.

B. Manual Steps - Run Reconciliation Reports using T-Code
RFMFGRCN_RP1. Reconciliations ensure that billing documents are
properly posted in SAP and that the appropriate accounting “relationships’
are maintained between the Proprietary and Budgetary ledgers. There are
three reconciliations for Reimbursable Billing: Advances, Receivables and
Revenues.
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1. Click the drop-down feature, select “Advances”, and click Execute.
Populate information into the following fields: “From Fiscal Year,
From period (00), To Fiscal Year, To Period (current period) and
Business Area. Open a new Excel workbook and Save screen
shots to: N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly
Billing\Center\Fiscal Year\Month\"Center Baseline Recons
FY20XX PXX".

Reconciliation Analysis: ITD 2310(REIM)=4222

[Z]a] W[E ] [Bu[ET] [Geeddn |Buachien | EschngOpie: 3] Hoeintin 1] B Bescigondion [ByDipiy et ZesoLres

| Subtotal i Fund / Funds Cir | mozorem[=]  -mps222]  Diference]
= ] Total 366,700.08 = 366,709.08

b CASKHZ2009R 619,900,290 = £19,908.29

I (3 CASX22010R 62650133 = £26,501.33-

I (3 ESAX22007R 7,507.60 m Ts0re0f

I (] ESAXZI00ER 360,01953 = 360,019.53

b (J SAEX2I004R 577500 m 5,775.00

Advance (Before) Advance (After) Receivable (Before) Receivable (After) Revenue (Before) | Revenue (After) %1

NOTE: All reconciliations: Advances, Receivables and Revenues can
be saved in the same file, create separate worksheets.

2. Open a new Excel workbook. You will use the workbook to save
screen shots of the pre-billing and post-billing reconciliations.
Label a tab each for “Advances (Before)”, Advances (After)”,
Receivable (Before)”, “Receivable (After)”, “Revenues (Before)”,
and Revenues (After)”. Use Alt-Print Screen to copy the
reconciliation screen. Paste screen shot onto the appropriate
“‘Before” sheets in the workbook using Ctrl-V. Save the workbook
in the Monthly Billing folder.
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Reconciliation Analysis Report

(| [H| | select Saved Resutts

Rule D

[®

[~rmE@E[EI[E] S]] &]

Rule ID 3l

Rule Name

ADWVWAMNCES ITD 2310({REIM )}=4222
ANTICIPRMB Anticipated Reimbursable Reconciliation
ANTICPCOLL Anticipated Collection 4060/4070 & 45902000
ANTICRECOW Anticipated Recovery Recon 4310 X230 45990 1000
ANTICREIMB Anticipated Reimbursalbe Recon 4210 X20004590_ 0000
BUDGET ITD A0 -4 3200=22 X492
BUDGTORPROP Y TD 6100+6330+6400=29X2
CANCBUDG CAMNCELLED FUNDS BUDGETARY ACCOUNTS CHECK
CANCPROP CANCELED FUNDS PROPRIETARY ACCOUNTS
CASH OUTLY YT D Cash Outlay
DOWHWARDAD Y TD AX7FX =%TD 4310
DRCRRECOM DR/CR Recon by Business Area
EXPENDAPPR YTD S7FO0=3107
Standard Criteria
Year/Period Selection
Starting/ending fiscal period
From fiscal year _201 4
From period 00 | <— ADVANCE & RECEIVABLE
To fiscal year 12014
To period 06 |
Posting period to E
Selection fields for this rule
Agency Location Code to =
Business Area 51 to
Mammitmant lam tn [=+1
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Reconciliation Analysis: ITD 2310(REIM)=4222
D08 0| [[Geeskomwn | BMatchitens | JS(Matching Opiicns T/ llD=
o za10REM] = | -0 4222]  Difference
= =] Tatal JGE, 7000 = 366, 708,09
b (3 CASH22009R 619,908,209 = £19,908 29
I [ CASM2Z010R 62650133 = R
b (] ESA22007R 750760 m rs07e0l T
I [J ESAx2200BR 001853 = 360,019.53
b (] SAEX22004R 577500 = 5.775.00

3. The “difference” column should be blank. If it is not blank during
pre-billing recons, this could mean a transaction was processed by
the center. Even if you do show a dollar amount in this column,
make sure it matches again when you run the recon again after
billing. This is a snapshot “prior to” and “after” billing. If there is an
item “difference” column during pre-billing, email your Center POC
and let, them know so they can research and clear the issue.

4. Click the drop-down feature, select “Receivables” and click
Execute. Enter information into the following fields: From Fiscal
Year, From period (00), To Fiscal Year, To Period (current period)
and Business Area.

5. Click the drop-down feature, select “Revenues” and click Execute.
Enter information into the following fields: From Fiscal Year, From
period (01), To Fiscal Year, To Period (current period) and
Business Area.

Standard Criteria
Year/Period Selection
Starting/ending fiscal period -~ .
From fiscal year |2014]
From period 91 | «—— REVENUE
To fiscal year 12014
To period 06
Posting period [ o | | E
Selection fields for this rule )
Agency Location Code to
Business Area 51 s ’__j
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NOTE: At the end of each Fiscal Year, “Revenues” are zeroed, so balances are
not carried over to the next fiscal year.

STEP 2. Account Maintainer— Complete Monthly Billing Checkilist.

A. Complete the center’s “Monthly Billing Checklist” (see Appendix G).

B. Save the “Monthly Billing Checklist” to N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month\”"Center Monthly Billing Checklist Fiscal Year Period”.

C. Notify center Point of Contact, Payment Processor center POC, and CS
and SP Supervisors that Billing is complete. In addition, ServiceNow
Case/Task is created, subcategory “Monthly Billing”.

NOTE: The POC listing is found on the N Drive (N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\POC Listing)

D. SP Supervisor receives Task and begins the review:

1. Access “Monthly Billing” folder located: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Monthly Billing

2. Review explanations on center “PBR” (Preliminary Billing Register)
for unbilled cost.

3. Review the total cost billed by comparing the following reports:
“Actual Bill” total on the PBR, “net value” total, “amount” total on the
“VF04 Billing Breakdown”, and total on the “List of Customer Line
ltems”.

4. Review the total liquidations are correct by comparing the following
reports: “ALDP Actual” total, “VF04 Billing Breakdown” (Auto
Liquidation plus Manual Liquidation) and “List of Customer Line
ltems” G/L Account 2310.0000 all agree.

5. SP Supervisor routes Task to Payment Processor to begin IPAC
Process.
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E. Payment processor completes the “Collect Amounts via IPAC” process
and route task to Account Maintainer.

F. Sales Invoice Processor (Account Maintainer) will run the SAP
“ZF1_AGING1310” report and compare to ensure the outstanding debts
match the “VF04 Billing Breakdown” spreadsheet. Any discrepancies
should be documented and communicated to the Payment Processor.

G. Account Maintainer routes tasks to the SP Supervisor for review.
H. SP Supervisor begins the IPAC review:

1. Review and Compare “ZFI_AGING1310” and “VF04 Billing
Breakdown” spreadsheet.

2. Run SAP “FBL3N’ report to ensure all IPAC (Payment Proposals)
have cleared 1310.5000 G/L Account and this report nets to zero.

3. Validate “Auto IPAC Bulk Confirmation Report” total.

a) ldentify the range of DRN numbers for the center using the
“Auto IPAC Bulk Confirmation” report.

b) Filter the range of DRN numbers on the “FBL3N” report and
compare this to total to the “Auto IPAC Bulk Confirmation”
report.

. Resolve task.
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PROCESS - POSTING OF AN ADVANCE

Notify Center of receipt (Control Activity)

STEP 1. Payment Processor — Notify Center of Advance.

Upon receipt of a customer's payment, the NSSC CPP e-mails the Center
Reimbursable Accountant and provides the details for the advance received,
including Customer name, dollar amount, deposit ticket number, check
sequence number and CIR Confirmation date.

A. The NSSC CPP receives the Case for the Advance check. Reference
NSSDG-9200-2228 — Deposit and Collections for complete process
on receiving payments and processing deposits.

B. Once the Confirmation information is entered, the Advance checkbox is
clicked on the Functional Detail in ServiceNow. This generates an e-mail
to Center personnel notifying them of receipt of an Advance check.

NOTE: The NSSC will provide (via ServiceNow email) the Customer Name,
Amount, Confirmation Date, and DRN for Advance posting information with
the TechDoc link.

STEP 2. Center — Record costs against appropriate reimbursable WBS.

A. Center will post Advance in SAP using information provided in Notification.

STEP 3. Payment Processor — Verifies Center posting in SAP, updates FD tab, and
resolves ServiceNow Task and closes Case.
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PROCESS - SOLELY TRAVEL

STEP 1. Center — Establish Customer/Solely Travel Agreement.
(See Appendix B — Reimbursable Billing Flow charts)

A. Center establishes customer master and WBS for Solely Travel
Agreement.

B. Center establishes funding for solely travel agreement with SO and SAP
Transaction-code FMBB.

C. Center forwards expected advance information to NSSC via Advance
notification Web form on the NSSC Web page.

STEP 2. Center — Record Advance.

A. NSSC Collection Processor receives check and deposits per CIR process.

B. NSSC Payment Processor will route advance payment to center via
ServiceNow request.

C. The Center will post advance into SAP via customer number.

NOTE: The JSC Astronaut Appearance office will request customers to
include the CB Case # on remittances (check/pay.gov) to help quickly identify
Solely Travel advance payments.

STEP 3. NSSC Travel Processor — Receive Travel Voucher/Receipts.

A. NSSC Travel Processor receives Travel Voucher and all required receipts
from NASA Employee.

STEP 4. Account Maintainer— Receive Reimbursable letter package from Center and
update spreadsheet.

A. NSSC receives Reimbursable letter package from Center via ServiceNow.

B. Account Maintainer updates Solely Travel status spreadsheet located at:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing\72 - JSC Billing\JSC Solely Trave\PACKETS
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STEP 5.

C. Input: Solely Travel ID #, Traveler, Sponsor, Customer, SO, CB#,
ServiceNow.

Account Maintainer — Perform pre-billing analysis, bill preparation, and down

payment liquidation.

(See Appendix G — Reimbursable Billing Refund Flow charts)

A. Account Maintainer receives an e-mail from AP that Centrally Billed
Account (CBA) Reconciliation is complete.

B. Run T-Code ZRFI_REFISTAT by SO listed on Solely Travel status
spreadsheet and compare Commitments, Obligations, Costs and
Disbursements. All must match before refund or bill package can be
prepared.

C. Prepare Refund or Bill Package.

1.

Screen shots of the following needed: Preliminary Billing Report,
Budget Status-Non-Full Cost, FBL5N, and FMZ3.

Pull Traveler's Expense Report from Travel System and verify it
matches SAP FMZ3 (Funds Commitment) disbursement.

Create Travel Expense Breakdown.

Determine if cost still needs to be billed. If so, bill and liquidate against
remaining advance if applicable.

a) If necessary, postpone any cost that exceeds advance monies
available, and then go back and bill the sponsor for this
overage. (Reference NSSDG-9200-0007 — Management of
Receivables)

Combine package.
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D. Attach refund or bill package to all invoices associated with the SO/Solely
Travel ID # in SAP.

E. Auto-upload combined packet to TechDoc by dropping into Document
Imaging folder on N: Drive named “Solely Travel.”

F. Update Solely Travel spreadsheet located: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Monthly Billing\72 -
JSC Billing\JSC Solely Trave\PACKETS\.

G. NSSC notifies Center via e-mail of any refund or bill to be issued to the
customer/sponsor.

NOTE: For customers where there is no advance payment or the advance
payment is inadequate to cover costs, prepare the bill after all costs are final
so that only one bill is necessary.

NOTE: For international customers, review the address format at
http://www.usps.com. These bills should be manually addressed to insure
delivery.

NOTE: The JSC Astronaut Appearance office will instruct customers to
reference the CB# on any inquiries to the NSSC Customer Contact Center
regarding status of refunds due or other questions regarding billing.

STEP 6. Center — Initiate Process to generate refund or to mail bill and backup.

A. In cases of an outstanding bill owed by sponsor to NASA:

1. The Center e-mails NSSC permission to mail the outstanding bill and
backup to the sponsor.

B. In cases of a refund that NASA owes the Sponsor:
1. The Center generates a refund document for remaining advance
monies to be refunded to customer and notifies sponsor that refund is

being processed.

2. Center notifies NSSC that refund is ready to be paid out.
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NOTE: Information entered on the second line of the address section of the
Customer Master will not print on Treasury- issued refund checks. NSSC
Customer Contact Center phone number or Center Contact should be entered in
the Reference field of the refund document.

NOTE: If a refund check (Treasury check) is returned, review the reports to
determine the reason. If reason code 02 — Undeliverable, check the address.

STEP 7. Account Maintainer— Mail backup and initiate request for payment proposal
with AP.

A. In cases of outstanding bill owed by sponsor to NASA:

1. Account Maintainer mails bill and backup to sponsor.

B. In cases of a refund that NASA owes the Sponsor:

1. Account Maintainer checks refund document and customer master for
proper set up and notifies AP via Case of the need for customer
payment proposal.

2. Refunds must be processed by the NSSC within five days of receipt of
Center notifications. If possible, refunds will be done by Electronic

Funds Transfer (EFT) versus check payment.

Reimbursable Refunds (User Guide) Scenario 3

STEP 8. Accounts Payable — Create customer payment proposal.

A. Accounts Payable receives Case for AR and creates customer payment
proposal to refund customer/sponsor.

B. AP returns Case to AR upon completion with Proposal ID and date.
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STEP 9. NSSC Payment Processor — (If Necessary) manually clear foreign refund
documents.

If payment is made outside of SAP (i.e., International Treasury System (ITS),
Secure Payment System (SPS)), the documents will need to be manually
cleared, as the system will not be able to perform this function. Follow below
procedures provided by Competency Center, when prompted by AP prior to
Certification step in AP.

NOTE: International Payments must be manually cleared with 1400
document.

A. SAP Easy Access — Enter transaction code F-31.

NOTE: Reference = 000JRXX-001, Doc Header text = 000JRXXX-001 and
Clearing text = 000JRXXX-001. This is the Schedule # from the ITS Payment
Acknowledgement preceded by four zeros (i.e., 0000JR020).

Post Outgoing Payments: Header Data

a) Enter “Value date.”

b) Enter “Type.”

c) Input the “DZ” (Reimbursable) as the document type.
d) Enter “Company code.”

e) Enter “Period.”

f) Enter “Reference.”

g) Enter “Doc. header text.”

h) Enter “Clearing text.”
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1. Under First Line ltem.

a) Enter “Posting Key.”
Posting key is “50” for cash being refunded.

b) Enter “Account.”
Account is the GL Account for cash. Use 1010.XXXX. AR
PP should refer to the Day-to Day Posting Guide.
c) Click “Enter.”
2. SCREEN: Enter GL Account Info.
a) Enter “Amount.”
b) Enter “Business Area.”
c) Enter Text.
NOTE: Text= 0000JRXXX
3. Enter Next Line Item.
a) Enter “Account.”
NOTE: Account is the customer number.
b) Enter SGL ind.
NOTE: Special GL Indicator is “A”.
c) Click “Enter.”

d) Click Document Simulate

4. Click “Post.”
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NOTE: Once the document is saved, update the assignment value on the posting
key 09 line with the Down Payment document assignment value. The RL
document type will be included as SAP tracks all reductions to the down
payment.

STEP 10. Account Maintainer— Notify Center of payment proposal information and
resolve ticket.
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PROCESS - CUSTOMER REFUND

STEP 1. Center — Identify refund due.

A.

Determine Advance SO is complete and remaining unliquidated advance is
due back to Customer.

Determine type of refund (i.e. IPAC, Reclassification to down payment, EFT,
Check, or International Wire Transfer (Foreign payment) processed outside
SAP).

NOTE: If unliquidated advance is immaterial (less than $1.00), Center may
choose to reclassify as Miscellaneous Receipts rather than prepare a customer
refund.

STEP 2. Center — Update customer master file.

A.

Center Customer Maintainer updates the Customer Master using T-code
XDO02. The Group Key is set to “01” and “Single Payment” box is checked.
The customer Taxpayer Identification Number (TIN) is entered (if known), or a
series of 9 zeros to be entered if TIN is unknown. Payment method may be
updated in the Customer Master; but is not mandatory as long as the refund
documents contain the payment method: Payment method 5 for a check,
Payment method 6 for EFT. If payment method 6 will be used for the refund,
center completes the customer banking information in the Customer Master.

Customer 124313 NORTHROP GRUMMAN CORPORATION G/L acct 2310.0000
Company code NASA 925 SOUTH OYSTER BAY RD

NASA BETHPAGE Doc. no. 1200005044
Line Item 2 / Down pmnt received / 19 A

Amount 886, 399.09 usb

Additional Data

Due on 06/24/2020 Bus. Area 21

Pmnt Block

[pmt Method & pmnt Meth.Sup. 21

US Govt

Sales Doc. 43019 10 (]

Clearing 06/24/2020| / [2000102137

Assignment 12000050442020

Text

REFUND SAA2-403514-1 SO 43019 NGC 2, Long text
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Account Managem... - wm[ Correspondence

Payment data
Terms of payment Z000 Tolerance group
Credit memo payt term

Automatic payment transactions

Payment methods 5 Payment block
Alternat.payer House Bank

Grouping key 01
[¥/]Single payment Pmt meth.supl. 24

NOTE: The single payment option consolidates multiple SAP refund documents
into a single remittance check.

NOTE: Paper checks (Payment method 5) must be routed for approval per 31
CFR 208.4 (Paper Check approval process see NSSDG-9200-0008-Collection
and Deposit SDG-Process 8 Refunds-Step 1, B, 3)
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Addr... .~ Control Data Payment Transactions

Account control
Vendor
Trading Partner NONFED

Reference data/area
Industry

Tax information

Tax Number 1 000000000
Tax Number 2

Tax Number 5

Adr,. | Contol Data Payment Trensactons

Bank Details
Ctry  Bank Key Bank Account Acct holder Co... L. IBANValue Bktyp. Reference detalls  Collection Auth.  SWIFT/BIC Bank name

Bark Data.. EEI\ Payment cards

NOTE: EFT is the preferred method for refunds.

B. International Wire — Payment method 5 can be used for payments made
outside of SAP.

C. IPAC — Payment method does not need to be updated in customer master for
refunds.

STEP 3. Center — If Center Posts refund document for EFT or check payment.
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A. Center uses T-code F-30 to establish a refund document with Doc Type “DC.”

STEP 4. Center — Request issuance of refund.

A. Center submits refund request via Refund request Portal. This creates a

record in ServiceNow.

B. The NSSC Account Maintainer validates the Customer Master Information

referenced in Step 2, A and B.

C. The NSSC Account Maintainer attaches back-up documentation in SAP to the

refund doc (reason for refund) and validates the refund doc (credit) is not
blocked.

D new| Sl |2 (BN (&7 R 7P L) [ =EuEE
AttachmentForNASA12000050442020002

Icon Title Creator Name Created On
@ ARC ACH REFUND - CU 124313 SO 43019 LI 10 $886,399 Alicia Warnsley 06/24/2020
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1. To print a refund from ServiceNow, click on Icon for “Additional

on the FAR record

< ":‘ Aocounts Receivable
FARDDO10EG

Humber

¥ Customer

Contact

Location

¥ Request
Category

¥ Request
Subcategory

Aszignment Group

Azzigned to

Fll

¥ Short
Description)

5]

Description

FARD001086
Bosing Q
Q
Ames Research Center Q
ACCOUNTS RECEIVABLE Q
REFUND REQUEST o

FM - ACCOUNTS RECEIVABLE | Q,

IPAC : Boeing

y -w— o000

Follow - Creste User
Status{state)
0] ¥ Priority
Days In WIP
0] Opened by
0] Opened
Standard
@ description/20C
Text Field box
@ Due date

2. Select Export >PDF (Portrait).

3. Click Open

Do you want to open or save u_fd_fm_accounts_receivables.pdf from esd.nasa.govw?

Open

Update Create Relsted Record
Open hd
2-High v
8
Dedra Hartley

2021-05-09 07:48:50

Save A Cancel

Save
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STEP 5.

4. Save the Document to attach to SAP.

Accounts Receivable Details

Page 1

Report Title: Accounts Receivable Details

Run Date and Time: 2021-08-22 07:37:07 Central Daylight Time
Run by: Jennifer Myars

Table name: x_g_nab_fm_service_u_accounts_receivable

Accounts Receivable

MNumber: FARDOD1088

Call Number:

Customer: Boeing

Contact:

Location: Ames Research Center
Request Category: ACCOUNTS RECEIVABLE

Request Subcategony: REFUND REQUEST

Assignment Group: FM - ACCOUNTS RECEIVABLE L2
Assigned fo:
Pl false

Short Description:
IPAC : Boeing
Description:
Work notes:

Additional comments:

Status|state):
Pending Reason:
Priority:

Days In WIP:
Opened by:
Opened:

Standard description/BOC Text Field
box:

Due date:
Reversal:

Open

2-High

8

Dedra Hartley
2021-09-00 07:48:50

Accounts Receivable

Customer: Boeing
Daollar Amount: $410.00
Check Date:

Check NMumber:

Agreement Number:

FOIA Request Number:

P-Card Orderlog:

FBWT Reason:

Fee:

DRMNIPAC Value:

DRMN/PAC:

Check Return to Customer?:

Advance Nofification: false
Advanced Notification Revised: false
Friendly Reminder: false

Salary Offset: false

Center or NSSC — Notify customer of refund.

AR Center:

Collection Type:

Collection Category:

TAS:

BETC:

Date of Treasury Confirmation:
Document Reference Number:
Return/Refund Reason:
Customer Number:

Sales Order Number:

Line tem:

TA Number:

AR Bill Number:

Fiseal Year:

AR Bill Date:

TravellAP/MR Credit Memo:

Ames Research Center

Sales Order close out
125451
45876
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A. Center Sales Invoice Processor notifies the customer that a refund is in
process.

NOTE: A Treasury check issued to the customer will not provide an explanation
or include backup. By notifying the customer in advance of the refund, the
likelihood of the customer returning the check is reduced.

NOTE: If a refund check (Treasury check) is returned, review the Treasury
reports to determine the reason. If reason code 02 — Undeliverable, check the
address.

STEP 6. NSSC Account Maintainer/Payment Processor — Post Refund Document (See
EPSS Reimbursable Refunds User Guide)

A. Create Cash out Document for a Manual IPAC.
1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VFO1.
2. AR Account Maintainer updates FD Tab with billing documents and
date and assigns task to AR Payment Processor to create Cash Out
document. (See Step 8 D) for process to create manual IPAC).

B. Create Cash Out Document for Auto IPAC.
1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VFO1.
2. AR Account Maintainer assigns task to AR Payment Processor to
create IPAC via IPAC Workbench. (See Step 8 E) for process to
complete Auto IPAC).

C. Create Credit Bill Refund via EFT/Check
1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VF01. (See Step 8 A for process to issue
payment)

D. Create Credit Bill Refund via Reclassification
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1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VFO1.

2. AR Account Maintainer verifies the amount available on the down
payment.

3. If there is money available on the specific line, the AR AM will
reclassify refund to down payment using ZFI-AR_ALDP.

4. If there is $0.00 available, the AR AM will assign the task to AR PP
to create a cash out document and will provide G/L account.

5. To find the correct G/L account, go to VAO3 and enter the sales
order number.

Display Sales Order: Initial Screen

smSales  peItem overview e Ordering party List of sales orders | [y “4

Order 26355

Search Criteria

Purchase Order Mo.
Sold-to party
Delvery

Biling Document
WEBS Element

l&ﬁ Search J

6. In the Sales Order, click on Display Document Flow to see the list
of transactions for this Sales Order.

Display NASA Reimbursables 26355: Overview

l|_:|"‘§- ""x é, (I'J_'.'I List of sales orders
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7. Scroll to the bottom of the list to find the last collection received.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu gy W ] ]

e D Debrt Memo Request 0800167612/ 10 1EA 206,845.00 USD 09/28/2013 Cormpleted
W D Debit Memo 0090180162 / 10 1EA 206,845.00 USD 09/28/2013 Completed

* [3) Accounting document 8000021164 1EA 09/28/2013 Cleared

* [3) Accounting document 4801700363 1EA 09/28/2013 Cleared
e D Debit Memo Request 0800167612 / 20 1EA 0,642.88 USD 09/28/2013 Cormpleted
W D Debit Memo 0090180162 / 20 1EA 0,642.88 USD 09/28/2013 Completed

* [3) Accounting document 8000021164 1EA 09/28/2013 Cleared

* [3) Accounting document 4801700363 1EA 09/28/2013 Cleared
e D Debit Memo Request 0800174569 / 10 1EA 31,517.75-USD 03/04/2014 Cormpleted
W D Debit Memo 0090188001 / 10 1EA 31,517.75- USD 03/04/2014 Completed

* 3 Accounting document 8000002370 1EA 03/04/2014 Cleared

* [ Accounting document 4800690514 1EA 03/04/2014 Cleared
e D Debit Memo Request 0800174569 / 20 1EA 1,890.58- USD 03/04/2014 Cormpleted
W D Debit Memo 0090188001 / 20 1EA 1,890.58- USD 03/04/2014 Cormpleted

* 3 Accounting document 8000002370 1EA 03/04/2014 Cleared

* [ Accounting document 4800690514 1EA 03/04/2014 Cleared
v D Debit Memo Request 0800259208 / 10 1EA 12,076.73- USD 07/23/2019 Cormpleted
W D Debit Memo 0090275650 / 10 1EA 12,076.73- USD 07/23/2019 Cormpleted

* 3 Accounting document 8000009996 1EA 07/23/2019 Cleared

* 3 Accounting document 4801186474 1EA 07/23/2019 Cleared

8. Go to FB03, and enter the 8000 number.
Display Document: Initial Screen

M First Ttern & Editing Options

Keys for Entry View
Document Nurnber Foooo21164

Company Code NASH
Fiscal Year 2013
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9. Double click on the customer to pull up the payment information.
Document Overview - Display
A HAPHNES2TETE %[ (Mchoose msave TE D EH [taxcen [ &

Doc.Type : BV { Billing doc.transfer ) Normal document

Doc. Number 8000021164 Company Code NASA Fiscal Year 2013
Doc. Date 09/28/2013 Posting Date 09/28/2013  Perind 12
Calculate Tax [J

Ref.Doc. 0090180162

Doc. Currency USD

Itm| PK|Account |Account short text Amount| Funds Center Funded Program Fund Cmmt Tte|Tr.
01|3e12 Defense Agencies 216,487.88 RECV 970
2/50|5200.0000(Rev frm Svcs Providd 206,245.00-| 78 329527.01.06.0821.13 CASX22013R| 0200 970
3| 50(5200.0000|Rev frm Sveca Providd 9,642.88-[ 746 329527.01.06.0821.13 CASX22013R | 0200 970

< 0.00

10.1f the clearing document is a 2000 number, the payment was
received via IPAC.
Line Item 1/ Invoice / 01

Amount 216,487.88 usp

Additional Data

Bus. Area 76
Disc. base 0.00 Disc. amount  0.00 uso
Payt Terms 2000 Days/percent |0 0.000 30 |o.000 [glo
Bline Date 09/28/2013 Invoice Ref, 0 1o ]
prnt Bock | |
Dunn. block i Dunning key M
Last dunned o
Clearing 10/18/2013|/ 2010000305
e——

Acsignment 0000180162

Text @ Long text
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11.1f the clearing document is a 14000 number, double click on the
clearing document.
| Line Item 1 / Invoice / 01

Amount '336,369.00 1sp
| Additional Data
Bus. Area [21 ]
Disc. base '0.00 ' Disc. amount 000 - uUsD
Payt Terms  |za0a] Days/percent |0 |0.000 |0 [o.000 2lo |
Bline Date '06/27/2019] Invoice Ref. | /] are
PmntBlock | |
Dunn. block | | Dunning key
lastdunned || _[ol
Clearing ‘0770872019 | |1400008853]
Assignment 0090274898 i
Text '

' % Long text

12.The account used for the collection is listed with the 1010 account.

Doc.Type : ZX { A/ER - IPAC Inbound ) Normal document

Doc. Number 14000088353 Company Code HASEH

Doc. Date 07/05/2018 Posting Date 07082019

Calculate Tax ||

Ref.Doc. 084102550001

Doc. Carrency USD

Doc. Hdr Text 084102550001

Itm| PE|Account Account short text Amount | ]
1(40(1010.5100(IBPAC Collecticons 336,369.00
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13.If the clearning document is a 1000 number, this is a liquidation.

| Line Item 1 { Invoice / 01 |

 rrerryecrasa |
Amount 48,004.78 1USD

| Additional Data

Bus. Area [21]

Disc. base 0.00 Disc. amount  |0.00 UsD

Payt Terms 'z000) Days/percent ‘0 lo.000 |0 Jo.o00 |20 |
Bline Date 0e/27/2019 Invoice Ref. | n o]

prnt Bock | |

Dunn. block | | Dunning key

Last dunned o]

Clearing \06/28/2019| 7 100362544 |

Assignment 0090274912 '

Text | ' % Long text
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14.Go to FBL5N, enter the customer number, and change the layout to
sort by sales order number.

Customer Line Item Display

(% [0 )8 [i] Data Sources

| Customer selection
Customer account [s06 | w ||
Company code [asa) o | |
| Selection using search help
Search help ID [ '
Search string '
| Line item selection
| Status
(") Open items
Open at key date l07/24/2019]
(") Cleared items
Clearing date [ ] to [ ]
Open at key date ]
(e All items
Posting date [ ] o ||
| Type
[v|Normal ftems
[v|Special G/L transactions
[INoted items
["Parked ftems
[ IVendor items
| List Qutput
Layout '

Maximum nurmber of items
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15. After the report has executed, filter by the sales order number.

[ Fitter criteria
| Select.
F——, —
Sales Document: I_-41130 I to il

i |

16.Double click on the DP document.

Sales Doc. Item|L3asignment 5t | DocumentNo| Typ Amt in loc.cur.

':' 41130 10(140000849420149 @ 1200004209(DC 48,004.78
[] 41130 10(14000084942014 @ 1400008494 (DP 2,000,000.00-
#% 41130 10 1,951,995.22-

17.Click on the Moon over Mountain to display accounting information.

@, o

B I Al

Doc.Type : DP { Cst dpmt - reimb agr ) Normal document

Doc. Number 1400002494 Company Code HASLH Fi
Doc. Date 06/14/2018 Posting Date 06/25/2019 Pe
Calculate Tax ||

Ref.Doc. 084101390001 DPE

Doc. Carrency USD
Doc. Hdr Text DEN: 08410139 DP 50441130

Itm| PK| Acocount Leooount short text Imount | Fun

1)40(1010.5100|IFAC Collections Z2,000,000.00

18.0nce the cash out document is created, the AR PP will assign the

task back to the AR AM to notify the center and provide the SAP
cash-out document.
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NOTE: The NSSC does not refun

d advances when there is a zero-

advance balance. This is considered establishing an advance in SAP

which is a Center role.

19. After the center is notified,

E. Create Credit Bill to be post to
1. AR Account Maintainer cre
and a credit bill using VFO1.

resolve the case/task.

Misc. Receipts
ates credit billing request using DP91

2. AR AM updates FD Tab with bill information and date and assigns

task to AR PP to create cash
3. AR PP creates cash out do

out document.
cument using F-31.

4. AR PP updates FM Tab and assigns task to AR AM
5. AR AM posts the document to Misc. Receipts (see NSSDG-9220-
0008 Coll & Deposit SDG Process — Journal Vouchers).

STEP 7. NSSC Account Maintainer — Verify Doc

umentation.

A. View the Refund Document in SAP using T-code FB03 or FBL5N -Customer
Account and confirm the appropriate documentation (e.g., Refund request e-

mail or Case) has been attached.

Credit Doc — Refund to Customer:

124313
NASA

Customer
Company code
NASA
Line Item 2 / Down pmnt received / 19 A
Amount 886,399.09

925 SOUTH OYSTER BAY RD
BETHPAGE

usb

Additional Data

Due on 06/24/2020 Bus. Area
Pmnt Block

Pmt Method € Pmnt Meth.Sup. 21

Sales Doc. 43019 10 0

Clearing 06/24/2020 /(2000102137
Assignment 12000050442020

Text REFUND SAA2-403514-1 SO 43019 NGC

NORTHROP GRUMMAN CORPORATION

G/L acct 2310.0000

Doc. no. 1200005044

21

US Govt

s Long text
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[Dvew || & [y |2 (SR (&7 105 F L) (Sl
AttachmentForNASA12000050442020002

Icon Title Creator Name Created On
@ ARC ACH REFUND - CU 124313 SO 43019 LI 10 $886,399 Alicia Warnsley 06/24/2020

B. Verify the correct customer is being refunded.
Customer 124313
Company Code NASA

Name NORTHROP GRUMMAN CORPORATION
City BETHPAGE

St |Assignment DocumentNo [Typ |Doc. Date [§|DD| Amt in loc.cur.|LCurr|Cling doc.|Text

] 1400052652020 1200005044{DC |06/24/2020
|| [|12000050442020 1200005044 |Dc | 06/24/2020

ES

886,399.09 |USD |100417551 |REFUND SAA2-403514-1 S0 43019 NGC
886,399.09-|USD | 2000102137 REFUND SAA2-403514-1 S0 43019 NGC

ES

r
L

i 0.00 |USD

C. Confirm that the refund has not already been issued for the Sales Order.
D. Route Task to AR Payment Processor to create refund proposal.

NOTE: The verification process reduces the likelihood of duplicate refunds or
refunds to the incorrect party.

STEP 8. AR Payment Processor — Prepare refund proposal.

A. AR Payment Processor establishes a payment proposal using T-code F110.
Use payment method 5 for a check or payment method 6 for EFT. If payment
method 6 is used, banking information for EFT refund should be completed in
the Customer Master. If not, contact the Center and request an update. (See
NSSDG_9200-0008 Collection & Deposit Process SDG — Refunds).

NOTE: When a 1200 refund Doc# is created by the center, both parts (debit and
credit) will appear on the payment proposal. The debit will be blocked (indicated
by a red Icon) on the proposal. The center blocks the debit, so that only the
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credit will be sent to the customer. The debit will then clear overnight with the
down payment from the sales order.

NOTE: When the Center creates a 1200# (DC) Refund Doc for an IPAC refund,
DO NOT Auto-IPAC. These refunds are to be IPAC’d Manually. (See Step D
below — AR Payment Processor creates manual IPAC — 3 through 5. Also see
Collection & Deposit Process SDG — Payment Processor - Manual IPACs.)

B. AR Payment Processor will create and assign a Task to AR L3 for Refund
Proposal certification and will assign the original refund Task back to the AM
for monitoring.

C. International Wire Payments are made via ITS.gov; no payment proposal is
created in SAP. AM will verify Foreign Banking Information has been provided
by the Center and will assign a ServiceNow Task to the AP L2 Center Lead
for processing. Once payment confirms, a Task is sent back to the PP to
manually clear refund document using F-31. (See NSSDG_9200-0008 Coll &
Deposit Process — Refunds — Step 7).

D. AR Payment Processor creates a manual IPAC.

1. AR PP creates Cash out document using F-31. The document date
will be the date of the bill created by AR AM.

2. AR PP updates FD Tab with cash out document and date.

3. AR PP creates a Manual IPAC to refund cash to the customer (See
NSSDG-9200-0008 Coll & Deposit SDG — Process Erroneous
Deposit for steps to create a manual IPAC).

4. AR PP posts IPAC in SAP, updates FD tab and assigns back to AR
AM.

5. AR AM notifies center that the refund is complete.

E. AR Payment Processor creates auto-IPAC refund via workbench (see Collect
Amounts via IPAC process- Step B below to create IPAC Proposal).

STEP 9. NSSC Certifying Officer — Certify and issue payment

A. The Certifying Officer reviews backup attached to the Refund Document in
SAP and certifies payment.
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B. Certifying Officer then routes the Payment Proposal Task to the Center AP L2
Lead to enter into SPS (Secure Payment System).

NOTE: Payment information is transmitted to Treasury and an EFT or Treasury
check is sent to the customer.
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PROCESS — COLLECT AMOUNTS VIA IPAC

Initiate IPAC Batch Process to receive collections from Federal Customers
(Control Activity)

STEP 1. Payment Processor — Creation of the IPAC Payment Proposal and Payment
Run

A. Once the Monthly Reimbursable Billing process has been completed, use the
Account Maintainer’s “VF04 - Billing Breakdown FY#### P##” saved at N:\\FM
Division\Accounts Payable Accounts Receivable\Monthly
Billing\Center\Fiscal Year\Month. Only one center (business area) can be
processed at a time. The IPAC Payment Run and the DIT (Disbursement in
Transit) query in SQ01 must be completed before the next center IPAC file
can be generated. This will ensure that the IPACs have been sent to
Treasury.

NOTE: Once the AR Payment Processor has completed all the IPAC proposals
in SAP, an email will need to be sent to the other AR Payment Processors to
begin the IPAC proposals for their assigned centers.

B. Create IPAC file to upload into SAP.

For the federal customers who utilize the IPAC method of payment for
collections, the NSSC CPP initiates an IPAC for the amount of the bill. The
NSSC CPP uses the menu path or transaction code ZF110_IPAC to create a
test (payment proposal) file to verify that the information matches from IPAC
bills. Once the information is verified, the NSSC CPP processes all IPAC
collections Payment Proposal and begins the next transaction using the menu
path or transaction code Z_IPAC_AR_DIT. This process confirms the IPAC
transaction was accepted and processed by Treasury. This process removes
the AR and records the collection by posting a debit transaction to the SGL
1010.5100 (Cash) and a credit transaction to the SGL 1310.5000 (AR).
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ZF110_IPAC — PAYMENT WORKBENCH IPAC COLLECTIONS AND
PAYMENTS

1. Create a payment proposal file by usin T-Code ZF110_IPAC.
I:DPayment Run Edit Goto Environment System Help
] JH e CHE ahon DR @B

Automatic Payment Transactions: Status
Status

Run Date |

Identification = |

Status

| status
‘ @ No parameters entered as yet

2. Find the Naming Scheme for the Center

a) (E:Iick drop-down menu.

Payment Run Edit Goto Environment System Help

) 10 ¢cae  SHE DDos BFE @

Automatic Payment Transactions: Status
Status

Run Date =
Identification = | E

Status

| status
‘ @ No parameters entered as yet

b) Enter date range in the “From date” fields.
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c) Enter Business Area number and add an “*”

[ Restrict Values
From date 05/01/2016| To 06/08/2016
Identification 23+ |
Number of Hits 500

= Aautomatic Payment Transactions: Owerview (1)

2 Entries found

= 0 T sy =T

=

Run On [ D

| Payment run status

06/01/2016 23002 Payments have been posted
05/25/2016 23001 Payments hawve been posted

2 Entries found

(=4
_Payment Run Edit Goto Environment System Help

& (i eceCHB B has OE en
Automatic Payment Transactions: Status

Run Date [06/08/2016]
Identification [23003[[=)

Status

@ No parameters entered as yet

3. Use the next sequential number available. Ex. 23003

4. Create the payment parameters using IPAC Payment Proposal

macro.
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NOTE: This is only to be used when creating a large batch of IPAC Proposals at
the beginning of the month. For all other IPAC proposals, enter the parameters
manually (See Number 5).

a) Enter Center

b) Enter Proposal number

c) Enter Run Date

d) Enter Next Payment Date. This is always the next business day.

e) Select Check VF04 Billing Breakdown from the “Process” drop-
down

- B
IPAC FROPOSAL u

06/08/2016

06/09/2016

Check VF04 Billing Breakdown ~
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f) This will check all the customer numbers to verify a payment
method of “1” has been entered.

g) If the Customer number is highlighted yellow, check to see if this is
an item listed in the auto-IPAC column. If it is, the customer
number will need to be updated in order to process the IPAC.

h) This also checks that the terms on all the Sales Orders listed on
the VF04 Billing Breakdown are “Z000”.

i) If the Sales Order is highlighted yellow, the terms are not correct
and further research is needed by the AM.

j) If anything is not correct, the AR PP will notify the AR AM of
discrepancy.

k) AR AM will notify center to correct.
[) All corrections will need to be done by the Center.

m) Once corrections have been completed, select “Create Payment
Proposal”’ from Process drop-down.
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i B
IPAC PROBOSAL u

06/08/2016

06/09/2016

Create Payment Proposal -

n) This will enter Parameters and run the payment proposal.

o) Once the proposal has been complete, this will also verify that the
Business Area and Payment Method Supplement for each
payment matches.

p) If there is a discrepancy, the AR PP will notify AR AM to contact
center for correction.

q) After all corrections have been processed, go to Number 6.

5. Manual Steps for executing payment proposal.

NOTE: This is to be used in the event the Macro is not available or is not
necessary (i.e. for credit IPACs, sporadically throughout the month or at the end
of the month.)
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a) Select the “Parameter” tab on the “Automatic Payment
Transactions” and Populate the following fields:

=

Paymentrun Edit Goto Environment System Help

[@ — iBcee CiE onon PP @8

Automatic Payment Transactions: Parameters

Run Date

|06/08/2016

Identificaign

[23003]

Parameter

Posting Date [06/08/2016] Docs entered up to 06/08/2016
Customer items due by \ |
Payments control
[Company codes |Pmt meths |Next p/date |
NASA 1 06/09/2016 B
[
=
Accounts
Customer 1383 \ to 2803| [
Foreign currendes
Exchange rate type ’_‘
i. “Company Codes” — NASA
i. “Pmtmeths’- 1
iii. “Next p/date”-Next calendar date
iv.  Under “Accounts-Customer”- Customer Number

Range, e.g. 1-9999 or up to 3 separate customer
numbers.
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LUSLoTTEr

=t 1 L1

< 0. Single value
| Jaara
P s

15F

/x|

EREE] | Lo |-f |

NOTE: If you need to add more than three customers, you need to enter a range

of customers.

NOTE: Payment method “1” for collections and payment method “2” for refunds.
Next p/date must be greater than the posting date entered.

NOTE: On the last day of the month, only enter the customer numbers needed.

b) Select the “Parameter” tab on the “Automatic Payment
Transactions” and Populate the following fields:

Choose “Document Type” — document type “RV”

Choose “Business Area” — Enter 2 digit Business
Area Number you are processing, i.e. 23

Choose “Trading Partner” and Check Exclude Values

— Enter Trading Partner with 2 leading “0’s” of the
customer that does not need an IPAC generated.




NSSC NSSDG-9200-0002 Revision 18.0

Service Delivery Guide
Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 158 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

NOTE: This refers to any trading partner on the VF04 Billing Breakdown
that is not included in the Auto-IPAC column. (i.e. Auto-liquidations,
manual liquidations, mail, fax, and email)

NOTE: If only one document is needed, the document number can be
entered.
=
|_ Paymentrun Edit Goto Environment System Help -
(@ = P e@e DHRE 900D FF @B
Automatic Payment Transactions: Free Selection

Run Date [06/08/2016
Identification |23003]

Selection criteria

Field Name Document Type [ﬁ') [ Exclude values

Values RV |
|

Field Name Business Area [#) O Exclude values

Values 23 |
|

Field Name [ﬂ) [ Exdude values

Values |
|

Field Name [ﬂ) [ Exclude values

Values |
|

c) Select “Additional Log” tab in the “Automatic Payment
Transactions” and populate the following fields:

i.  Check the following boxes under “Required logging type”:

“‘Due date check”, “Payment method selection in all
cases and “Line items of the payment documents”.

i. Enter range of customer numbers
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|=

[ |

Payment run Edit Goto Environment System Help

T A H e DM e oo EeEl @m

Automatic Payment Transactions: Additional Log

Run Date

[o6/08/20186]

Identification

|23003]

__ Status | Parameter |

W Additional Log  Bolas

Required logging type
Due date check

Payment method selection in al cases
[ Pmint method selection if not successful
Line items of the payment documents

Accounts required
Vendors (from/to)

Customers (from/to)

d) Return to the “Status” tab on the “Automatic Payment
Transactions” screen, it will prompt you to “Save” the Parameters

I Exit editing
Save data?

& |

| ves |

No || 3% ‘Cancel |

e) Create an IPAC Proposal

f) Select “Proposal” in the “Automatic Payment Transactions”.

=
| Payment Run _Edit Goto Environment System Help

le”

2400 @@ CHE anaD OE @B

Automatic Payment Transactions: Status

Status |[*& Proposal |[%& Payment Run |

Run Date

[ps/os/2016[5)

Identfication [23003]

_Parameter ,

Status
@ Parameters have been entered

g) The “Schedule Proposal” box will pop up, choose only the option
to “Start immediately”.
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III? Schedule Proposal

Page 160 of 235

Start date

Start time

06/08/2016

Target computer

oo:oo:oo|

[ Create payment medium

II:'.7

=

means the proposal is ready.

Status

Run Date

h) To monitor the status of the proposal, select “Status” in the

Payment Run Edit Goto Environment System Help

“‘Automatic Payment Transactions”, all green boxes under status

o aH &G | DDEGE ) 3| |  EE e Em
Automatic Payment Transactions: Status

Identification

[Pesos/2016[=)
|230032|

Status

@ Parameters have been entered
£ Proposal is running

&2 Proposal run has been scheduled

6. To display the Payment Proposal, select the “Proposal” icon with
glasses.
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=
Payment Run Edit Goto Enwvironment System Help

& | 0| A H €@ DHE oo  EE @
Automatic Payment Transactions: Status
|ﬂ Status ||=.f\§‘.'= Payment Run ||5? Proposal ||6’c(> Proposal ||g Proposal |

Run Date pesos/2016[=)

|23003|

Status

Status
@ Parameters have been entered
@ Payment proposal has been created

=
Proposal Edit Goto Settings Environment tem  Help
@ 2 dEH Ca SHEIODON EE @

Display Payment Proposal: Payments
|&][ choose || Dsplay || Back from find |

Run On 06/08/201623003 Snd. CC |nasa|
Payments/exceptions
(=] ] ] [E= 3] [E] & a]@ al=s] 6] [«]
Vendor BusA |P../P|Ty...|= AmntpaidinLC|= Cash dscnt(LC)ln Lost cash discnt|= Amount paid (FC)|: p.tms | Name 1 Nar
H23 (231 @ 9,578.47 0.00 0.00 9,578.47 1 | DEPARTMENT OF THE AIR FORCE DEI
23 231 @ 22,549.13 0.00 0.00 22,549.13 1 |U.5. Department of Defense us
32,127.60 * 0.00 - 0.00 - 32,127.60 * 2
LI [ 1L<1[+]
Positioning Payment volumes
Number of ine items 2 Outgoing payment [ 0.00]
Incoming payment [ 32,127.60|
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7. Verify that the Business Area (BA) and Payment Method
Supplement match on all lines. If it does not match, notify AM.

8. Verify all invoices that need to be IPAC’d.

a) Those bills that are determined not be IPAC’d (problem w/bill,
Credit Bill, etc.) may be blocked.

i. Enter customer number in FBL5N.

- Customer Line Item Display

& » ece B ew
Customer Lime Itern Display

% % J5l (] Data Sources

Custornar sefaction

I 2 [ =
Customer account ILu.'.rﬂ k! to )
Company code EASH to =

Sekection wsng search help
Saarch help ID
Search strng

ii. Double click online that needs to be blocked.

& |st [Edr Goto Extrgs Enyronment  Settings  System  Help -

9 » Qe SAR DTLD PR o=
Customer Line Item Display
Hi M & 28" SB&0 YA B4 BERBE B O sk

Cuastomer 4472
Company Code WhZA
Hame SAF/PMBIE-AFOY
City Washington
5t | Asaiqueent Dooumentlo | Typ|Doc. Date |5 dmt in loc.cur.|Liurr|Clrng doc. |Texc

| onsozednea EPODDLZETL RV |06/ 29/ 201T

L 1 10,451.34 |O5D
[ JELEERITE 8000014123 |BY |07/28/200T

[

-

29,677.75 |03D
¥, 641.85 |0ED

o - IS

j|oosnzs4212 S0O000TRL0|EV |01/30/201E
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iii. Click on the “Pencil” to edit document.

[E Dooument Edi

a bl

Gaoto

eace

Extras Enyronment

System  Help

S0 e

E_] Display Document: Line Item 001
I:?

1P A+ » & 5 addtional Data 1] Withholding Tax Data

Customer Eu"r';'_ 10 sariFmams-aroy GIL Acc 13100000 |
CaCode HASR PO Box 14200

MASA Washington Doc.Wo.  |BoonoisaTi)
| Lne Item 1/ Invoice / 01

Amaunt [10,451.34 | usp

Additional Data

Bus. Area 5|

Disc.base  |0.00 Disc. amount  |9.00 UsD

Payt Terms 2000 Daysipercent |0 jo.000 |wfe Jo.0o0 |afo |

Bine Date  [0€/25/2017) Invoice Ref, | 16 lefe ]

Prnt Block

Dunn. block Dunning key |

ascdunned [ | [d

Assgnment 0090244863 |

Text [ Lang text

iv. Enter “A” in Pmnt Block and save changes.

B v A B PaddeonalDats 4 nettem  EH+ Previous &
Customer 4472 SAF/FMBIB-AFOY G/L Acc
Coloda HASE PO, Box 14200
HASA Washingtan Dec. |
| Lme Itern 1 { Inwoice [ 01

Amourit [10,452.24 | uso

| Addtional Data

Bus. Area 51 |
Disc. basa [o.oo Disc. amount 0,00
Payt Terms  |zocoo Days/parcant | \

Bine Date r_:-:_l-.-'za f2017 Irvoice Rief, r
et pock (2l
Dunn. block Dunning key
Last dunned |
Amgnment | 0050244863
Text
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v. After all documents have been blocked, delete original
proposal by selecting Edit > Proposal - Delete.

vi. Leave the parameters in the proposal.
vii. Follow manual steps to re-run the proposal.

viii. Verify that the totals match.

b) Add a screen shot of balanced proposal to the VF04_Billing
Breakdown spreadsheet for the current day’s tab.

[ < == v o- S H MSFC VFO4-Billing Breakdown FY2018 P04 xisx - Excel
FILE HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER  ACROBAT  BPAP CMPS  AccountsReceivable V1.5 AP_IPA
o u
36 Cut = Normal Bad
B Copy - —
s » Format Painter | © T 2 ° | Fo
Clipboard [ Font Alignment nNumber
picture1  ~ | i f
A e c D E F G H 1 J
1 | custome[~ Customer Name ~| Trading Partr| - | sales Ord - |sDInvoi ~| _ Fiinvoice [-| Billpati~| Amount [-|  AutoIPAC [~| Manualip
_1 [Custom
28 (4966 Department of Defense 9700 27527 90254115 (8000007712 01/30/2018] §  41,129.97 | § 41,129.97
39 [5191 Naval Air Systems Command HQ 1700 38072 90254117 (8000007714 01/30/2018] $ 324.11 | S 324.11
40 [5272 Naval Air Systems Command HQ 1101 37331 90254119 8000007716 01/30/2018| $ 4,059.84 | $ 4,059.84
a1 TOTAL COUNT 39 39
42 TOTAL AMOUNT $1,026,566.69 S 1,026,566.69 $
43 Display Payment Proposal: Payments
441 | & choose Depby Backfromng
45 - —~
Run on 62701/ 2018]l01 snd.cc[msal
a6 1 I
47 Payments/exceptions.
= A ELED B B JEL @) (&)
a9 Vendor  [BusA ... B T...|®  LCpmt amk Cash discnt(LC) B Lost dec.LC) T Amount pad (FC) T p s Name 1
= Bz 621 @ 35,682.00 0.00 0.00 1 USAG-GARRISON IMSE-RED-RMS
& 9593564 0.00 0.00 95,935.64 1 U.S. AGENCY FOR INTERNAT DEVELOP
51 2 1@ 0.00 0.00 0.00 0.00 © U.S. AGENCY FOR INTERNAT DEVELOP.
52 2 &1 @3 14,092 0.00 0.00 141,020.27 1 U.S. AGENCY FOR INTERNAT DEVELOP
- 2 21 @ 41,581.70 0.00 0.00 41,591.70 1 MDA
2 213 385,73 0.00 0.00 285,73 1 U.S.COAST GUARD
54 2 1@ 622 0.00 0.00 622 1 U.S.COAST GUARD
= 2 218 288272 0.00 0.00 288272 1 U.S.COAST GUARD
2 21 @ 782.36 0.00 0.00 782.36 1 U.S.COAST GUARD
56 2 213 418,48 0.00 0.00 481848 1 U.S.COAST GUARD
57 I 586.56 0.00 0.00 586.56. 1 NOAA/NESDIS-GOES R
= 2 218 0.00 0.00 0.00 0.00 0 NOAA/NESDIS.GOES-R
2 w21 @ s 0.00 0.00 11349168 1 NOAA/NESDIS-GOESR
59 2 1@ 53,578.74 0.00 0.00 s3,578.74 1 NOAA/NESDIS-GOESR
60 2 218 6,087.19 0.00 0.00 6,987.15 1 DLA Avtion Business Operations
o 2 218 2,302.76 0.00 0.00 2,302.76 1 DLA Avation Busiess Operations
2 218 3,363.16 0.00 0.00 3,363.16 3 BLA Avation Business Operations
62 2 e21@ 217184 0.00 0.00 2,171
= 2 218 7,184.61 0.00 0.00 7,184.61
ERr— 20 280 no n'ne ann 2n'ssn o 3 Comnder 1S B BDECOM
64 <
65
= Posonng Payment volumes.
Humber ofine 2ems (38 | /48 Outooing payment
57 Incoming payment T,02¢6,56.¢3
68
69
70
71
72
73
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9. Complete payment run.

=4
Payment Run Edit Goto Environment System Help

1AL @ee CHE Dhoan BE @m

g

Automatic Payment Transactions: Status

Run Date

|8 status || % paynTn |[# Pproposal || Proposal |2 Proposal |

p6/08/2016=)

Identification

23003|

Status

@ Parameters have been entered
@ Payment proposal has been created

a) The “Schedule Payment” box will pop up.

b) Choose “Start immediately” and “Create Payment Medium” then
click the check mark icon.

NOTE: The payment medium will ensure that you create a file that is sent
to the Treasury.

III:' Schedule Payment

Start date

os/08/2016 Start immediately

Start time

oo:oo:oo|

Target computer
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c) To monitor the status of the proposal, select “Status” in the
“‘Automatic Payment Transactions”, yellow icons means report is
running and all green boxes under status means the proposal is
ready.

&
Payment Run Edit Gofo Environment System Hep

G 1 AECEQ R aDaa BE Q6
Automatic Payment Transactions: Status
8] status ||& Proposal ||S Proposal |

Run Date p6/08/2016[ﬁ'J
Identification 23003

Status

Status
D Parameters have been entered
@ Payment proposal has been created
& Payment run is ready to be started

=g
Payment Run Edit Goto Environment System Help

v 1 dHICOQ SRR ODOS BE QE
Automatic Payment Transactions: Status
&) status || Payment | |6 Proposal || Proposal |

Run Date ps/08/2016[3)
Identification 23003

Status

Status
@ Parameters have been entered
@ Payment proposal has been created
@ Payment run has been carried out
Posting orders: 2 generated, 2 completed
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I3
| Jobkg Edt System Hep

el :ludcee CHE anoan

Ben

10.Click on “Payment” to display the DIT information.

Job Log Entries for F110-20160608-23003 / 09103000

' Previous Page

Job log overview for job:  F110-20150608-23003 / 09103000

Date Message cext Message class|Message no. |Message type|

06/08/2016 Job started 00 516 s

06/08/2016 Step 001 started (progran SAPF110S, variant 6000000394326, user ID NS000294) 00 550 s

06/08/2016 Format "X PAPER" not defined for output device "$NOO3" Pz 002 s

Log for payrent run for paynent on 06/08/2016, idensification 23003 Fz 01 s

> Fz 693 s

> Additionzl log for customer 1383 company code NASA ¥z 692 s

> Fz 693 s

> ——— Posting docunents additional log Fz 798 s

> Document 2000094483 company cods NASA currency USD payment method 1 ¥z 741 s

> Lit PK Acct R Znount Tax Fz 743 s

> ¥z 748 s

> |001 15 0000001383 9,578.47 0.00 ¥z 748 s

> 002 40 1310.5000 9,578.47 0.00 Fz 744 s

> ¥z 748 s

B > ¥z 693 s

o > Additional log for custener 2803 company code NASA Fz 692 s

09: > ¥z 693 s

o > Posting docunents additicnal log ¥z 798 s

095 > Docunent 2000094484 company cods NASA currency USD payment method 1 Fz 741 5

o > LIt B Acct Ra Bmount. Tax ¥z 743 s

09: > ¥z 744 s

o > |001 15 0000002803 22,549.13 0.00 Fz 748 s

o > {002 0 1310.5000 22,509.13 0.00 ¥z 748 s

o > ¥z 748 s

o End of log Fz 398 5

09: Step 002 started (program SAPFPAYM SCKEDULE, varianc £0000000117893, user ID NS000294) 00 550 s

o Format "X PAPER" not defined for output device "§NO03" or 002 s

095 Payment media created in fornat IPAG FG UPLD BFIBLO2 222 5

o No Pagment Vedia Created in Format IPAC FG UPLD BFIBLO2 159 s

09: Payment media created in format IPAC FG UPLD BFIBL02 222 H

o No Payment Vedia Greated in Format IPAG FG UPLD BFIBLO2 159 s

09: Payment media created in fomat IPAC_FG UPLD BFIBL02 222 s

o No Payment Media Created in Format TPAC FG UPLD BFIBL02 159 H

o Payment media created in fornat IPAG_FG UPLD BFIBLO2 222 s

o Yo Payment Vedia Created in Pormat [PAC_FG UPLD BFIBLO2 159 s

o Payment media created in fornat IPAC FG UPLD BPIBLO2 222 s

05/08/2016 09:10:32|No Payment Media Created in Format IPAC FG UPLD BFIBL02 159 s

06/08/2016 0 Payment media created in format IPAC FG UPLD BFIBLO2 222 s

06/08/2016 09:10:32|No Payment Media Created in Format 1PAC FG VPID BFIBLO2 159 s

05/08/2016 0 Payment media created in format IPAC_FG UPLD BFIBL02 222 s

05/08/2016 09: No Payment Media Created in Format IPAC FG UPLD BFIBLO2 159 s

11. Use T-Code SQO01 Accounts Receivable Group query for Doc Ref.
numbers for the IPAC Confirmation.

= guery from User Group AP: Initial Screen

Manme I User group nanne I
e =g Aoccounts Payalkble

AP -MNSSC Aoccounts Payalkble

AR Accounts Receivabile
MNSSC MNSSC AP Users
SGELRECON  SGL Recon Groid o

Wchoosel

| Author and last user
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Responsible Office: Accounts Receivable
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12.Choose query: Z_IPAC_AR _DIT

=3
| Query Edt Goto Extras Settings Envionment System Help

[@  of90 ©6@ CHE #0040 BR OB

Query from User Group AR: Initial Screen

DDD‘@ With variant H® In background H@«‘ Saved Lists |

Query area Standard Area (Client-spedific)
Query
G owwy | B owowion

OEOELEEEE|

Queries of user group AR : Accounts Receivable

Name | Title Infoset Logical Database| Table/View/Join | Infoset Title
FRBYSALESORDER | Funds Reservation By Sales Order FUNDSRESBYSALESORDER KBLP ... Funds Reservation by Sales Order
Z_ARCROSSWALK AR Transition Report for Biled, Colected & Amts Z_ARCROSSWALK ZSD_CROSSWALK | MS43026:Z_ARCROSSWALK
Z_AR_BILLDOCS AR Biling Documents Z_SD_1 VBRK ... VBRK VBRP VBAP

Z AR INT-RATES  check table for interest rate values for Dunning Z_AR_INTRATES T056Z MS42374:7_AR_INTRATES
Z_AR_IPAC_CNFM  IPAC Confirmation Detais Z_AR_IPAC_STATS FMFGT_IPAC_STATS | Z_AR_IPAC_STATS
Z_AR_SO SOLI Details Z_VBAP_VBAK VBAK ... VBAK_VBAP
Z_AR_WBS_4DIG AR Four Digit WBS Z_VBAP VBAP ... VBAP T

Z BILLREQ STAT | Biing Request Status 7_BILLREQ STATUS VBRK AR Biling Request Status
Z_CUSTOMER Customer Record Detais Z_CUSTOMER KNAL ... ‘CUSTOMER MASTER
Z_CUSTOMER_AOF Find Customer TAS from Sales Order Lines Z_CUSTOMER_AOF VBKD ... M542374:Z-CUST_AOF
Z_CUST_AOF_GVWT Find Customer TAS Components from US Government Fields Z_CUST_AOF_GVT VBKD ... MS42374:7_CUST_AOF_GVT
Z_CUST_TAS Find component fields for Customer TAS string by Sales Order | 7Z_CUST_TAS VBAK ... MS42374:Z_CUST_TAS
Z_CUST_TRADE  Customer Number and Trading Partner with Customer Name | Z_CUSTOMER KNAL ... CUSTOMER MASTER
Z_CUs_PMS Customers & Payment Method Supplement with Recon Account | Z_CUSTOMER KNAL ... ‘CUSTOMER MASTER
Z_INVALID_CT Find Invalid Customer TAS string by SO Z_CUST_TAS VBAK ... MS42374:7_CUST_TAS
Z_IPAC_AR_CIR  Find clearing docs for IPAC Colections Z_IPAC_AR_CLEARING FMFGT_IPAC_FILE ... | M542374:Z_IPAC_AR_CLR
Z_IPAC_AR_DIT | Identify IPAC file elements with DIT Z_IPAC_AR_DIT FMFGT_IPAC_FILE ... | MS42374:Z_IPAC_AR_DIT
Z_IPAC_DOC_REF  IPAC Doc Ref values Z_IPAC_DOC_REF FMFGT_IPAC_FILE | M50272807.Z_IPAC_DOC_REF
Z_IPAC_FILE Detais of IPAC Payment Fies Z_IPAC_FILE FMFGT_IPAC_FILE | M50272807:Z_IPAC_FILE
Z_IPAC_STATS View IPAC fie confirmation status Z_IPAC_STATS FMFGT_IPAC_STATS | M50272807:Z_IPAC_STATS
Z_NASA_AOF_TAS Find AOF and TAS from Fund Z_NASA_AQF_TAS FMFINCODE ... MS42374:Z_NASA_AOF_TAS
Z_TAS_LOOKUP Look up Customer TAS on table Z_TAS_LOOKUP ZF1_IPAC_CUS_TAS | MS42374:Z_TAS_LOOKUP

13.Use DIT Numbers from the IPAC Payment Run Log as parameter

for query.

|_Erogram Edit Goto System Help

|& 1B eee CHE DN00 PR @F
Identify IPAC file elements with DIT

Report-specific selections
Date to i
Fiscal Year m‘ o | :| v
Accounting Document Number I B w [ ] %)
Clearing Doc Number (DIT) 2000094483 | o 2000094484 =
IPAC Document Reference Number | o | o)
Relative Record No. from IPAC ‘| to :| &)
US Fed IPAC processing Fie D [to 2|
| Qutput spedification

Layout
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|E='

Report Edit Goto System Help

|& JHie@e CHE 2Don PR 0B

Identify IPAC file elements with DIT

EIBREE R ERERER R EE EE R !

Identify IPAC file elements with DIT

Rel. Rec. No. | Doc.Ref.No.| Date | Documentno| cimg doc.  [= Amount| Crey| Year|US Fed. IPAC System Fle D |
0047 01603530 06/01/2016 8000011856 2000094484  22,549.13 2016 | 8000050116060128002

22,5493 8000050116060128002 &%
0001 01604056 | 06/08/2016 | 8000012320 2000034483 9,578.47 2016 | 8000050116060832002
0002 01604057 06/08/2016 8000011856 2000094484  22,549.13 2016

- 32,127.60 8000050116060832002 1
0003 01602632 |04/01/2016 | 8000012320 | 2000094483 9,578.47 2016 | 8000050120160401001

-« 9,578.47 8000050120160401001 7Y
i) ++ 64,255.20

NOTE: Query contains information used in the IPAC Confirmation step using
FMFG_IPAC_CFRM.

XD02, XD03 - Change or Display A Customer Account (End User

Procedure)

IPAC Upload File Creation Process

= al=F (=5 | ()] ] ] o] ] hef| ] =] = ]

IPAC Upload File Creation Process

RecNum'Compam{Receiver

|ReceiverALC|lnvoice Do | Year| LnIte...|Doc.Type|Acct. .|Doc.R ..|Clearing Doc |Ye...|}: Clearing Am...'
R

0ot MASA
000z FASA
0003 MASA
oooa MASA
ooos FASA
000 MASA
ooo7F FASA
o0og FASA
[ululu]) FASA

0000002408 (12400406 8000008714 | 2011
0000002408 [12400406 8000008715 | 2011
0000002606 (13140001 8000006723 | 2011
0000002606 (13140001 8000008724 2011

0000001804 (70080000 2000008704 | 2011
0000002241 |72000001 2000008711 | 2011
0000002241 |72000001 2000008712 | 2011
0000002241 |72000001 8000008713 | 2011

1 [w] (R 4,180.00
1 RY [w] iy T81,766.33
1 RY s} [SIEY 1,154.07
1| RV o [N 79,46910
0000001804 (70060000 8000008708 | 2011 1/ RY [n] Ry 74,869.00
1 RY [n] A 6,335.21
1 RY D VY 22,373.04
1 RY D VY 32,530.01
1 RY D [iA, 39,248.00

= 1,043,524.76

NOTE: If any bills were cancelled, manually clear the documents prior to running
the automatic IPAC (unless cancelled bill occurred the previous day).

NOTE: To review postings for the IPAC transactions, you can click on the clearing
document number (i.e., 2000xxxxx) and the posting showing the customer number
will appear. You can also drill down to see the actual GL postings.

NOTE: Many trading partners do not accept payment during the last few business
days of the month. This is stated in the Trading Partner agreement. The Treasury
Financial Manual (TFM) restricts IPAC transactions the last three business days of

the quarter.
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STEP 2. Payment Processor — Confirm IPAC file uploaded via Treasury.

A. Prior to executing the confirmation process, the operator must log into the
Treasury System and execute the Bulk File Status Download. This will
download a summary report and detail pages for each IPAC and each
rejected transaction.

NOTE: Use this procedure to confirm the Treasury File update.

NOTE: Perform this procedure when the IPAC file has been uploaded to
Treasury.

1. Log on to IPAC.gov.

2. Click on Bulk Batch on left-hand side.

3. Click on Bulk File Status.

4. Enter “8000000001” in the <Upload ALC> field.

5. Click Submit.

6. Use the radio button to choose the report you want to see.

7. Click <View Confirmation> or <View Errors>.

8. Click <Print>, then <OK>, then <OK> to pdf file.

9. When PDF pops up, save it to: N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly

Billing\<Center>\<FY>\<Period>\PAYMENT PROCESSOR\< CTR_AUTO
IPAC BULK FILE CONFIRMATION REPORT_DATE>.

Bulk File Confirmation Report

Submitted Date: 03/31/2011 Logon 1D nasal500
Submitted Time: 12:05:47 File ID120505

Grand MNet Total 51,043,624 76 CR File Name MACFAROOT_20110331110408
Trans Submitted: 9 Current Status: Transaction Processing/Completed

Trans Accepted- 9
Trans Rejected: o

Sender ALC: 80004901
MNet Total: $1.043,524.76 CR Starting Doc Ref No: 00022220
Trans Submitted: 9 Ending Doc Ref No: 00022228
Trans Accepted: 9
Trans Rejected- 0
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B. Start the transaction using T-Code FMFG_IPAC_CNFRM.

FMFG_IPAC_CNFRM - IPAC Upload File Confirmation Process (End User
Procedure)

1. This process will post the General Ledger entry to Cash and reverse the
AR In-Transit posting. (DR 1010.5100, CR 1310.5000). This process also
reverses any rejected IPAC transactions created in the Z FMFG_IPAC
process.

2. Review open items in SGL 1310.5000 and resolve or reverse.

3. When you go into the Confirmation transaction, the system requires
several pieces of information to be entered from the Bulk File Status
Report that is downloaded from the Treasury system. Populate “Treasury
Assigned File ID”, “Fiscal Year”, number of “Transactions Accepted”, and
number of “Transactions Rejected” (if any), “Total Transactions”, “Amount

of Accepted Trans.”, and “Document Reference Number” (range).

NOTE: All information can be found on the “Bulk File Confirmation Report.”

NOTE: When completing the confirmation for a prior year bill, the Payment
Processor will need to use the prior fiscal year in the confirmation process.

IPAC Upload File Confirmation Process
Sender Information

Company Code N.B.S.ﬂ.lﬁl]
Treasury Batch Processing Report

Treasury Assigned File D 120505

Fiscal wear EERER

FProcessing Date Ranoe to

Transactions Accepted =]

Transactions Rejected a

Total Transactions =]

Armount of Accepted Trans. 1,043 524 76

Document Reference Rurmber DDD2222D| 1o QEOZZZ2E
Clearing Document

Document Diate azs31 02011

Fosting Date azs31 2011 |

Pos=sting Period =]
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4. If an IPAC transaction was rejected by Treasury, enter the Treasury
Assigned File ID, Transactions Accepted, Transactions Rejected, Total
Transactions, Amount of Accepted Transactions, and the Document
Reference Number range from the Bulk File Confirmation Report. In the
Rejected Transaction section, enter the Treasury Relative Record No.
from the exported file of the IPAC Upload from Step 1 above.

a) Simulate posting to ensure no errors occur.
b) If all looks correct, uncheck Simulate and execute.
C. Save the confirmation report from SAP that appears on the screen.

1. To Export File and Save: Select List, Export, Local File, Text with Tabs,
Save to N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly
Billing\<Center>\AUTO IPAC CONFIRMATION ACTUAL\<DATE>.

NOTE: The Account Maintainer will update TechDoc with all billing
documentation and the Payment Processor will update TechDoc with IPAC
documentation. Files should be zipped into a single file and named using the
convention LARC DECEMBER 2010~LaRC~FY2011. The zip file is then copied
to N:\Document Imaging\Monthly Billing for loading to TechDoc via the AutoTD
process.

STEP 3. Payment Processor — Reconcile with Treasury (Bulk Confirmation Report).

A. IPAC Confirmation Process

1. Using EMEG IPAC CNFRM above, reconcile IPAC interface with
Treasury activity.

STEP 4. Payment Processor — Record IPAC DRN in SAP for IPACs reconciled with
Treasury.

A. Automated Process
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1. Open the centers “Auto IPAC Confirmation Actual” spreadsheet.

@ o

NMO AUTO IPAC CONFIRMATION ACTUAL 18SEPT15 CUST 420.xls - Excel

FILE HOME  INSERT  PAGE LAYOUT FORMULAS DATA  REVIEW  VIEW  DEVELOPER  CMPS

Al - e > S

A B C D E
1 [IPAC UplolLd File Confirmation ProcessResult

IPAC Upload File Confirmation ProcessResult

Macros

2. Select “View”, the Macro box will appearMa;m.

3. Select “Personal.xIsb!SAPDaily_ AR_DRN_References” macro and click

“Run”-

r
Macro

s

| Macro name:
Personal xisb!SAPDaily_AR_DRN_References

Personal xisb!NEW_RECEIVABLES

Personal xisb!PRELIMINARY_BILLING_REGISTER
Per: |l jected_Billing_Req
Personal.xlsb!SAP_AR_SALES_ORDER_LOOKUP
Personal xisb!SAP_AR_TROR_ACCRUAL
Personalxisb!SAP_AR_TROR_LATEFEES
Personal xisb!SAP_AR_TROR_NewRcvbls

Personal.xlsb!SAP_AR_TROR_WRITEOFF
| | Personal.xisb!SAP_TO_DOI_RECON

Personal xlsb!SAPMetrics
| | Personalxisb!ShowTRORForm

[
| Macros in: | All Open Workbooks

| Description

|
|
L

] T

m

Personal.xisb!SAPDaily AR_DRN_References

Edit | '

Step Into !

4. This prompt box will pop-up, click “OK”.

(1Y Ascript is trying to attach to the GUI.

oK Cancel
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B. Manual Process (to be used if macro is unavailable)

1.

Using FBL3N, edit each 13XXX IPAC document and record the DRN in
the reference field.

2. Add “0’s” to ensure total of 12 digits, and number serially if more than one

transaction per IPAC. For example, DRN “01234567” would be recorded
as “012345670001”

NOTE: The Agency Cash Reconciliation Tool (ACART) tool will match SAP
postings to Treasury transactions using the IPAC DRN. Addition of DRN to the
reference field is to be accomplished no later than the third business day following
the date of the Auto IPAC confirmation.

STEP 5. Payment Processor — Manual IPACs

A. For those few Customers, who require manual IPAC due to information
constraints, start the transaction by logging into the IPAC Web site, located at
https://www.ipac.fiscal.treasury.gov

Manual IPAC’s are necessary for the following:

1.
2.

© oo N o O o~V

Transaction Description

Requisition Number — Some agencies may require this field to be filled in
on the IPAC. The requisition number can be found on the IAA or Center
can provide. If no requisition number can be found, the PO/IAA number
may be inserted in the Requisition Field on the IPAC.

IPAC Rejection — A required field is missing-(Any Reason Listed)
Center to Center Transfers

2400 RL document refund

Credit bill IPAC request on Prior Year Disbursement

Erroneous deposit

Center requests to IPAC under $1.00

Advance Only Reimbursable Customers
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a) 1200 DC Refund docs are processed manually by IPAC. If auto-IPAC
is erroneously processed, reverse the 2000# doc and post IPAC
manually with doc type ZX using special indicator “A”.

b) Center will send a BOC to process a Manual Advance Collection IPAC
(See Accounts Receivable Collections/Deposit Process SDG for full
process to create and route an Advance IPAC).

C. Enter username and password and hit enter.

D. Click on Transactions.

*\\‘ v Fiscal Service

To log in using your Fiscal Service Single Sign On User ID and Password.

Log In || Reset

ssword?

IPAC Today

Last Completed Tran - Accomplished Date: 207}
Must See Messages

No Must See Messages found.

E. On the next screen, enter the Center ALC and the Customer ALC, and click

on the “Collection” button.

11IRS [ARTFHL TH]

- -"{':,'
= PACE#E  Transactions

Lasz Completed Tran - Accomplished Date: 2018-04-06 Doc Ref: 02205

Main | add, Fields |
* Asterisk indicates require
ALC IE{'UE'I:IE:II e
Customer ALC 0003801  Organization I

Transaction Type |E$| ection i




NSSC
Service Delivery Guide

NSSDG-9200-0002 Revision 18.0

Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 176 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

NOTE: For Center-to-Center IPAC, the Transaction type will be “Payment”. The
Sender ALC is the ALC providing the funds. The Customer ALC is the ALC
receiving the funds.

oF o 4 )
.”MME Transactions

Last Completed Tran - Accomplished Date: 2015-09-01 Doc Ref: 72606662 Amt: 362
Main | Add'l. Fields | Sgl Info | Revi
* Asterisk indicates required ficlds

ALC 80000001 ~

Customer ALC 80 0 Organization Info

Transaction Type Payment v

F. On the IPAC - Collection Entry screen, enter the following information:

1. Enter Sender TAS/BETC and Receive TAS/BETC
Sander TAS/BETC Enter/Find:  (8) 9 ]
; L er/ Fin Enter TAS/BETC (U Find TAS, Select BETC
s L ¢ P ATA AD BOR EROR A MAN 5B ;
Sender Treasry Aczunk Sym [0 Jfoe0 | e | [0 [ ][22 | [ow |
Sender BETC *lcon |
History List |SII.5.TA ATD|GPOR|EPCA| A |MATR | STB | BETC v|
Receiver TAS/BETC Enter/Find: (8) O g
= i Enter TAS/BETC U Find TAS, Select BETC
. L, A AD  BPOA  EPOA A MAN LB
Receiver Treasury Account Symbaol | | | | |':|5? | |2|:|11 | |2E|1]. | I:l ||:l‘_|l'JE| | ||JC-|:| | Find
Receiver BETC *biE |
History List |57 |Ta) 10| 5BJA|EFCA| A [MATH| SUB |EETC + |
2. Enter Purchase Order Number, Invoice Number, Obligating Document

Number, Description-Line of Accounting information can be found, SAP
T-Code -

VAO3-Display Sales Order-enter sales order number, double click into
‘PO Number”, click on text tab and double click “Acct Classification”. If
it’s not in the “Acct Classification” field, double click into the WBS and
then click “Texts” tab.
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Purchase arder nr,
Invoice nr.

Obligating doc. nr.

Description

Miscellansous

* |HHM402-10-0129 |

* | 8000012845

* 30141516

1BX¥ HIDT100G1 1495 610000 A
HHM402-1-0129 549203
£350,000.00| W

NOTE: Purchase Order Number is the MIPR Number. Invoice Number is the
BXXXXXXXXX SAP Document Number. Obligating Document Number is the
9OXXXXXX SAP Bill Number. Transaction Description includes MIPR
Number, Accounting Distribution, ALC Number, and Partner Code. This
information is included in the Text field of the Sales Order.

NASA Reimbursables 22633

Sold-to pa 286l

Sales  Contract data | Shipping

Purchase order no.

¢ Biling Document

HHM402-1-0129
DEFENSE INTELLIGENCE AGENCY / BUILDING 6000 / WASH..

" Accounting | Conditions ¢ Account assignment | Partners . Texts

Txt ty. Lang.

« [# Header note EN
& @ Completion note
+ [ Acct Clssffication  |EN

9710100 4400 111DT9 25301 1BXX HIDT100G1 1495
510000 HHM402-1-0129 549205 $350,000.00

3. Enter Contact Name (NSSC- Accounts Receivable), Contact Phone
Number (877-677-2123), Unit of Issue (EA), Quantity (1), Unit Price,
and Detail Amount

Contact
Name

Contact
phone nr.

Pay flag
Unit of issue
Quantity
Unit price

Detail
amount

NSSC - Accounts Receivable

First & last name

877-677-2123

* Final ~

* EA
*1
* 100.00

* 100.00
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NOTE: Each ALC will have different requirements. Complete the information
requested that is unique to that ALC.

G. Click on “Next” button on bottom of page.

H. If a Requisition nr. Is required by the receiving agency, retrieve from the
Center or insert PO / IAA number in the requisition field. Then, click “next”.

Requisition nr.

Cross Ref Document ref nr.

Sender DUNS
Sender DUNS+4
Receiver DUNS
Receiver DUNS+4
Contract nr.

CLIN

JAS nr.

ACT (Trace nr.)
Job/Project nr.
ACRN

Account. class. code
FSN/AAA/ADSN

DOD activity addr. code

* Asterisk indicates required fields

*

9199461850008

agreement # from block 1 of BS008
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. On the SGL Accounts screen, enter “1010” in the SGL column, and enter the
amount of the IPAC in the Debit Column. Enter “1310” in the SGL column,
and the amount of the IPAC in the Credit column. Click Total at the bottom.
Click Next.

Sender SGL Accounts

SGL F/N Debit Amount Credit Amount
1010 F - 100.00

1310 F - 100.00

Net totals 100 100 Total

l Previous H Next H Add Detail H Cancel H Clear ] [ Help

J. On the “IPAC - Collection Entry” screen, verify details to make sure
everything is correct and click on the “Finished” button.

K. Click on the “Print” button and save the file to the appropriate folder in
TechDoc.

NOTE: Manual IPAC’s are posted using T-Code F-28.

NOTE: Center-to-Center IPAC’s are not posted at the NSSC. Both Centers are
notified the IPAC has been completed and will post accordingly.

STEP 6. Payment Processor — IPAC Reversal due to Customer Rejection (If Necessary)

A. Pull IPAC from AWMS.

NOTE: A reversal approval package is not required for posting a Customer IPAC
reject, even if the collection was made in a prior period.
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NOTE: When reversing an IPAC go into the reversal document in SAP and enter
the original DRN and the rejected DRN in the text field.

B. Go to FB0O3 (8XXXX) or VF03 (9XXXX) and enter document number. This will
provide the Customer number for that bill. This will also provide the
documents that are needed to be adjusted.

C. Using FBRA, “reverse and reset” the 13XXX document and the 20XXX
clearing documents. If the IPAC is manual, reverse and reset the 14XXX
document.

D. Verify via FBL5N that the bill is now open.

E. Open the 13XXX reversing document and note the reject DRN#(s) in the text
of the reversal document so it can be easily located using FBL3N. Also, note
the reject DRN#(s) to the right of the original DRN# in the Reference field.

F. Give Rejected IPAC with information to Account Maintainer to research. If the
Account Maintainer is unable to resolve the issue, the Account Maintainer will
contact the Center for corrective actions.

1. If the IPAC contains the incorrect FSN, typically used for Air Force
customers, the NSSC will notify the Center via e-mail. For those
Customers that have made FSN a requirement, the Center will work
with the Customer to determine the valid FSN. The FSN is typically
located in the Line of Accounting.

Once corrections are complete, the Center requests that the NSSC re-
IPAC the collection.

G. For partial rejections, have the Account Maintainer reverse the bill and billing
document, create a new bill for the IPAC amount, post payment to new bill.

H. If an IPAC has rejected during the monthly IPAC process, create a separate
case in ServiceNow in order to send the notification to the center.
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PROCESS — EXCHANGE/SURPLUS/RECYCLE
SALES/REIMBURSABLE SALES ORDER
STEP 1. GSA - IPAC funds to appropriate ALC.

A. GSA IPAC’s receipts from excess sales to appropriate ALC.

NOTE: The Property Disposal Office is involved in the sale of excess
government property such as furniture, Automated Data Processing (ADP),
communication and photographic equipment to the general public. Depending on
the excess item, there are three types of sales proceeds: exchange, surplus and
recycle. Per Memorandum of Agreement (MOA) between NASA and GSA, all
excess property sales will be through GSA.

NOTE: GSA shall receive 20% of gross proceeds per sale, with the ALC
receiving the remaining 80%. However, for those items designated by NASA as
unique property, the fee for GSA services shall be 10% of the proceeds, with the
remaining 90% sent to the ALC.

STEP 2. NSSC AR Payment Processor— Notifies Center.

NSSC Account Payable Department downloads all IPAC’s from Treasury into the
AWMS system. NSSC Accounts Receivable imports the IPAC information into
ServiceNow. NSSC Accounts Receivable notifies and provides the IPAC
information via the Advance Notification from ServiceNow.

STEP 3. Center — Posts IPAC receipts in SAP and updates the Sales Order.
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PROCESS - EUL (ENHANCED USE LEASE)/NHPA (NATIONAL
HISTORIC PRESERVATION ACT

Enhanced Use Lease agreements represent contractual agreements entered into by
NASA to lease property under EUL authority and the National Historic Preservation Act
facilitates the collection and distribution of lease proceeds associated with NHPA
related property. They both provide related support services associated with these
leases. The amounts collected are used to cover the full costs to NASA in connection
with the lease and the net proceeds of the lease (i.e., cash collections received in
excess of the full cost of leases) are used for appropriate maintenance, revitalization
and improvements.

STEP 1. Center — Center will create a SO for lease receipts and funds disbursements.

NOTE: Centers should use the current year fund (EULXOXXXXL for EUL or
CASX320XXL for NHPA) to record all lease collection and cost activity.

STEP 2. NSSC - Receive Advance.

A. NSSC will receive advance and will notify Center via ServiceNow that funds
are to be posted in SAP. Center will post the Advance in SAP.

NOTE: Advance represents lease payments and any interest collected for late
payment. The Advance may also include in kind consideration in lieu of cash for
rent and lessee paid repairs and improvements.

STEP 3. Center — Post lease related costs.

NOTE: Commitment, Obligation, Cost and Disbursement process will follow the
reimbursable fund process within SAP.

STEP 4. NSSC - Bill costs and liquidate advances. (N Fund process)

A. Advance is liquidated during the monthly Reimbursable Billing process. Costs
are billed and the bill is liquidated against the amount of un-liquidated
advance.

STEP 5. Center — Reduce SO and cash out Net Proceeds. Post RL document E fund to
reduce down payment for transfer of net proceeds.
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STEP 6. Centers/INSSC — Centers work with NSSC to execute FI bill on E Fund NSSC
execute manual FI Bill “DR” Document type for amount of proceeds

A. NSSC - Clear FI Bill with DZ document type. Notify Center when FI Bill is
cleared.
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PROCESS - ROYALTY PROCEDURES ACCOUNTS RECEIVABLE

STEP 1. Licensee — Receive Royalty Payments and forward to NSSC AR.

A. Licensee receives Royalty Checks and forwards to NSSC AR via Federal
Express.

NOTE: To be an eligible recipient, one must be an inventor on a licensed patent
or patent application who was either a NASA employee at the time the licensed
invention was developed or has assigned his or her rights directly to NASA.

STEP 2. NSSC AR — Receive Royalty Payments.

A. NSSC AR receives Royalty checks and Pay.gov notices from Licensee and
Treasury’s CIR.

B. NSSC AR deposits check and provides information to Center via ServiceNow
for Center to post in SAP.

STEP 3. Center Accounting Office — Post Royalty Payments in SAP.

A. Center Accounting Office receives notice via e-mail notification from NSSC of
deposit of Royalty Payment.

B. Center posts Royalty Payment in SAP.

C. Center notifies NSSC via Contact Center of completed SAP posting.

STEP 4. Center License Administrator — View copy of check.

STEP 5. Center — Receive letter of availability of funds.

STEP 6. Center Director — Send letter specifying distribution of funds.

STEP 7. Center License Administrator — Receive letter specifying distribution of funds.
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STEP 8. Center Accounting Office — Create SO, distribute budget and create customer
down payment.

STEP 9. NSSC AR - Create billing request.

A. NSSC AR creates resource related billing request using T-Code DP91
through normal processing.

STEP 10. NSSC AR - Bill customer.
A. NSSC AR bills Customer using T-Code VF04 through normal processing.
STEP 11. NSSC AR - Clear down payment.

A. NSSC AR clears down payment using T-Code F-39 through normal
processing.

STEP 12. NSSC AR — Complete a manual document clearing (if necessary).

A. NSSC AR manually clears documents using T-Code F-30, if clearing fails.

NOTE: Manual clearing is not necessary because automatic clearing occurs
nightly with the clearing program. If auto clearing fails, liquidation can be cleared
manually using SAP T-code F-30 “AB” document type.
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PROCESS - INVALID TAS PROCESS

Invalid TAS identified on an IPAC
The following steps should be taken if the NSSC identifies an invalid TAS on an IPAC:

STEP 1. NSSC AR Payment Processor and Supervisor — Receives the IPAC Download
Report from NSSC AP IPAC section with Invalid TAS IPACs highlighted

STEP 2. NSSC AR Payment Processor — Send the IPAC Download Report to the Center
POC (POC list is available at: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\IPAC\IPAC Invalid TAS Process).

A. Send to the Primary and Alternate Center POCs.

B. Please use the standard verbiage below in the e-mail to the Center POCs:
“Attached is the IPAC Download report which contains highlighted IPAC

transaction(s) that cite an Invalid Treasury Account Symbol (TAS). This IPAC
transaction(s) will be rejected and the sending Agency will be notified of the
invalid TAS via the IPAC rejection. You have been identified as the Center
POC to contact regarding this rejection due to an invalid TAS. Please
coordinate with the appropriate POCs to supply the correct TAS information
to the sending Agency (customer) and update any contractual documents
(e.g., IAA’s) with the correct TAS information as needed.”

STEP 3. NSSC AR Payment Processor — Reject IPAC.

A. Use the following comment for the IPAC rejection: “Invalid TAS used; please
contact ‘Center POC Name/phone number’ to obtain correct TAS information.

B. Process rejection IPAC as normal.
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STEP 4. NSSC AR Account Maintainer — Reverse and Create New Invoice.

A. Reverse the original invoice using SAP T-code VF11 to cancel the invoice
and UBBR to cancel the billing request.

NOTE: Reimbursable invoices only need to reverse for invalid TAS’s. If the ALC or PO
number is updated the invoices only needs to be reprinted if need.
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PROCESS - OUTSIDE REIMBURSABLE BILLING

Sales Order created with another Sales Order WBS
Step 1- NSSC receives request from Center and provide steps to correct the issue.
Step 2-NSSC post correction documents requested by Center.
A. Post a manual credit memo
1. Use SAP T-code FB75 to create credit memo for amount of correction
using GL account 5200.0000 (Reimbursable)

™= Document e System  Help

] |« H &aae ONan  fFR e

>
»
&

N

= BEE B~ @OE (EE

B. Post a cash out document using T-code
1. Use SAP T-code FBZ2 to create cash out document for the amount of the
correction using GL provided by center

C. Post to Miscellaneous Receipts
1. Use Day to Day Posting guidance — Collection No Receivable — Other
Revenue
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 Dowment Ede Geto Setigs B Envioment Sysem  Hep
o - «deceehkh DODD DR Q®
Document Overview - Display

AI/HAPHETETE G o Tsae TEEE Hrecara [i] 00

Doc.Type : DG ( Customer credit memo ) Normal document

Doc. Number 1600005331 Company Code NAsA Fiscal Year 2020
Doc. Date 09/25/2020 Posting Date 09/25/2020 period 12
Calculate Tax [J

Ref.Doc. CREDIT ON 29170

Doc. Currency USD

Itm|PK|Account |Account shor: text Anmcun: |Funds Center Funded Erogram Fund Cmmt Ite Tr.Prt|Text

1(11(833 DEFENSE AGENCIES 31.25- RECV 9700 |credit on 29170
2|40(5200.0000|Rev frm Sves Providd 312251 23 031102.02.07.05.95A1.14 | CASX22014R (0200 9700 |credit on 29170
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METRICS
Initiating Deliverable Receiving Metric
Office/Entity (Output) Office/Entity

Accounts Bill 98% of bills will be

Receivable created without error
attributed to the
NSSC.

Accounts Reimbursable Monthly

Receivable Billing Reimbursable Billing

process run in
accordance with the
OCFO Monthly
Processing
Calendar.
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PRIVACY DATA

All participants involved must ensure protection of all data covered by the Privacy Act.
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SYSTEM COMPONENTS (EXISTING SYSTEMS)

IT System Title IT System Description Access Requirements

ServiceNow System for work management User role at NSSC
and routing

SAP Integrated Financial User role at NSSC
Management System

TechDoc System for storing, reporting, and | User role at NSSC
documenting data

IPAC Treasury System for Intra- Web access, User role

Governmental Payments and
Collection
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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

AAO Agency Applications Office

ACART Agency Cash Reconciliation Tool
ACR Adjustment, Correction or Rescission
ADP Automated Data Processing

ALC Agency Location Code

AP Accounts Payable

AR Accounts Receivable

BETC Business Event Type Code

BOC Bill of Collection

BW Business Warehouse

CAAS Contract Audit and Administration Services
CBA Centrally Billed Account

CFR Code of Federal Regulations

CIR Collections Information Repository
CIRA Central Image Research Archive

CM Credit Memo

CMP Continuous Monitoring Program

CPP Customer Payment Processor

CS Civil Servant
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CST Central Standard Time

DI Document Imaging

DP Deposit Processor

DRN Document Reference Number
EFT Electronic Funds Transfer

EPR Estimated Price Report

EPSS Enterprise Performance Support System
EUL Enhanced-Use Lease

FAR Federal Acquisition Regulation
FAQ Frequently Asked Question
FBWT Fund Balance with Treasury
FDB Funds Distribution Branch

FI Finance Invoice

FRB Federal Reserve Board

FSN Field Station Number

GL General Ledger

GSA General Services Administration
HHS Health and Human Services

HQ Headquarters

IPAC Intra-governmental Payment and Collection
IRS Internal Revenue Service
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JPMC JP Morgan Chase

JSC Johnson Space Center

JV Journal Voucher

MdM Master Data Management

MIPR Military Interdepartmental Purchase Request

MOA Memorandum of Agreement

NASA National Aeronautics and Space Administration

NPR NASA Procedural Requirements

NSF Non-Sufficient Funds

NSSC NASA Shared Services Center

OCFO Office of the Chief Financial Officer

Ol/FERP Office of Infrastructure/Facilities Engineering and Real
Property

OMB Office of Management and Budget

OTCnet Over the Counter Net

PBR Preliminary Billing Report

PIV Personal Identity Verification

POC Point of Contact

PP Payment Processor

SAA Space Act Agreement

SAP Services, Applications and Products




NSSC
Service Delivery Guide

NSSDG-9200-0002 Revision 18.0

Number

Effective Date:

December 10, 2021

Expiration Date: December 10, 2023

Page 197 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

SF Standard Form

SGL Standard General Ledger

SO Sales Order

SOD Statement of Difference

SOLI Sales Order Line ltem

SP Service Provider

SPS Secure Payment System

SSC Stennis Space Center

TAS Treasury Accounting Symbol
TA Travel Authorization

TFM Treasury Financial Manual

TIN Taxpayer Identification Number
TROR Treasury Report on Receivables
WBS Work Breakdown Structure
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APPENDIX B — REIMBURSABLE BILLING FLOW

Accounts Receivable — Reimbursable Billing Work Flow

8 NSSC receives NSSC. nostlﬂe§
17 anddepoe center via Service
=z collaction] —»1 Now an Advance
Received
A |
Create Antici
MIPR (or f Advance A

o Center creates \ s it an A A A Post Down Verify WBS
Q " Expectation of Notification via Set-up or update
= Reimbursable ] Funds Received) Advance Ye: NSSC website payment E—— WBS —> Structure
) Agreement Customer?
1S} (Note 1)

1]

Q

2

o

=

Note 1: The Anticipated Advance
Notification notifies NSSC AR to
expect a payment for a specific
Sales Order. When payment is
received, it's deposited and an
Advance Notification is sent to

Center via Service Now.
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Accounts Receivable — Reimbursable Billing Work Flow

(7]
Q
-
o
7=
YE +
@
€ NO ij:::rfer Center creates Record Costs and
o Exist? P Sales Order Recover CAAS
3 (Note 2)
i YES
| — —
Run Monthly
Run Pre-Billing Reports Run RFMFGRCN_RP1 Pre- Pre Billing - AT
o} ZFI_AR_R_BRQ_NBIL, Billing and Post Billing to “Excluded Sales oo (g:ostsghave Analyze PBR,
8 ZFI_AR_R_BIL_NACC ) note any Advance, ) Order List” Pl Leen posted for Postpone Cost?
= And ZFI_AR_R_RRB_RJCT Receivable and Revenue thepmon(h NO|
Qutagess (ZFI_AR_Billing)| -
(Note 3)

Note 2: New customer accounts for

Direct Accounts Receivable will be
established by the NSSC. The NSSC
process will include an additional
review of the new/revised customer

Note 3: Run
Preliminary_BILLING_REGISTER
macro in Excel to format PBR

accounts once the new/revised
customer account has been
established. New/revised customer
accounts for Reimbursable Accounts
Receivable are established by the
Center.
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Accounts Receivable — Reimbursable Billing Work Flow

. =
Run ’Advance
Postpone Cost ZFI_AR_R _BRQ_ Run VF04 to Customer? YES
using DP91 NBIL and compare Create Invoices
o NOM ™ (Note 4) g to PBR > " (Note 6)
(Note 5)
O
(]
0
=z IPAC Non-Advance YES
Federal Customer?
Issue and Mail
Invoice per Center END
request
o
Q
B
c
O
&
(%]
(0]
=
o
P4

Note 4: Postpone the following:
Cancelled Funds, Sales Order with
net credits, debit amounts $1 or less
and Cost over the Advance

Note 5: The Unbilled Billing Requests
report and the Preliminary Report are
reconciled and if there are any
discrepancies found the “Billing Request” is'
cancelled or updated in VA02.

Note 6: Run

ZAR_BILLING_BREAKDOWN"

Macro in Excel
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Accounts Receivable — Reimbursable Billing Work Flow
Run
ZFI_AR_ALDP in Complete fileds:
Calulation and ':,%Liﬁm;ﬁsﬁ;;i:} Payment Method,
O SimulateliceliEE—, Advance, Receivable and gantge o
(] mode ; ustomer
w (Note 7) Revenuelonia e I;Zgzzﬁ;ziflee_ Enter Center numbers,
z T-code y Specific Variant Document Date,
Z FMFG IPAC —>] created for Posting Date and
= o production Posting Period
(Note 8)
o
Q
o]
=
O
O
(%]
[0}
-
o
7=
Note 8: IPAC (Intragoverrnmental Payment and Collection
Note 7: Use F-39 for System) in SAP use T-Code Z_FMFG_IPAC to initiate
Manual Liquidation process in SAP, using the “Billing Breakdown” spreadsheet
when receiving any created by the Account Maintainer. After reconciliation is
“Exceptions” during completed, IPACs are confirmed with T-Code
Auto Liquidations FMFG_IPAC_CNFRM. Initiating IPAC creates and uploads.
the file into Treasury. The SAP posting is a debit to
1310.5000 (A/R in Transit) and a credit to 1310.0000 (A/R
customer account). Document type “ZQ” (the confirmation)

creates an SGL entry that is a debit to 1010.5100 (cash
account) and a credit to 1310.5000 (A/R in Transit).
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Accounts Receivable — Reimbursable Billing Work Flow

Download Bulk Enter detailed 5
Simulate (test File Treasury information from mSoltr;;l;ltaolee(r::::e
@) mode) to ensure ) Report and Save the Bulk File report o ero AR Reconcile IPAC
N no errors and then Report out of SAP into T-Code Conﬁrmati(;n Rpt interface with END
0 execute FMFG_IPAC_CNF - X Treasury report
zZ Note 9 RM And Save Report
(otelo) o) out of SAP

~
Q
B
=
[0
(@]

(7]

(0]

-

o

=z

Note 9: Notate any
Rejected IPAC’s and Notify:
Center for corrections via
Service Now

Note 10: Enter Treasury Assigned File
ID, Transactions Accepted,
Transactions Rejected (due to TAS,
etc), Total Transactions, Amount of
Accepted Transactions, and the
Document Reference Number range
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JSC REIMBURSABLE SOLELY TRAVEL

o
L
= JSC sends Solely Send notification to
5 Travel Receive and AR-AM with approval
o Reimbursable review IDR  —» to mail bill (and
| Letter packet to billing packet request any changes
S} nssc@nasa.gov if necessary)
[}
e}
e YES
3 Monthly (after AR-AM receives
Ox AR-AM receives notification from AP that the < thersa
ouw packet and marks CBA has been reconciled) the avance fr
oz —» AR-AM checks all open solely .
< case / task as y this solely
< P “Pending” travels to see if they are travel v
DI: = *COCD complete using viai th s of bl
< Z T-Code ZFI_AR_BILLING ail these parts of billing
L2 T Send IDR pack%t‘ltlo sponsor
. 1l
o= NO Create bill billing « DR
(9] L—» (oPota packet to «  Reimb. Letter STOP
% VFo1) JSC for e Pay.Gov insert
approval
**See “NOTE" below
[
Z
< 1e
=
> O
< 0
e
o
<g
|
O
()]
(2]
z

*“COCD" = “Commitment,” “Obligation”, “Cost” & “Disbursement.”
All must equal each other before processing a solely travel for
billing or refund.

**NOTE: If federal customer (rare),
send to AR-Payment Processor to
IPAC
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JSC REIMBURSABLE SOLELY TRAVEL

% 1. Create 1200 refund
ey document and update
zZ Receive and customer master for
L review IDR p{refund.
O
! refund packet 2. Send notification to
(@] AR-AM with approval
Q to refund customer
T
Prepare IDR and bill and ¢
liquidate all remaining 1. Verify 1200 refund document and
cost using DP91/VF01 customer master are set up correctly.
5 o] (oo NOTE Vodow, || Soe s
=) Any amount left from the P aoproval 2. Send task (subcategory — “Refund”)
Orx original request needs to PP to AP-Payment Processor
Ow be refunded to the
oz customer. 3. Mail out refund packet to sponsor 1. Task is received.
<F < advance monies to ° A . i i
¥ = cover all travel 1. Postpone all cost for travel expenses above e Reimb. Letter 2. Center is emailed with
< Z expenses in CG the amount of the advance. proposal date and ID.
| < *See “NOTE 2" Below .
o= 2. Bill up to the amount of the advance and 3. Task is resolved and
N NO liquidate. case is closed.
n
z 3. Create a separate bill for overage (amount
over advance)
4. Send billing packet to Center for approval
k.
a o
< E Q v Taskis received and Task is returned to AR-
& N check or ACH refund is AM with date and ID of
! %] B issued via customer
o=uw ayment proposal payment proposal
? > Q payment proposal.
2 g % +See "NOTE 2" Below See “NOTE 2’ Below

cost is billed and liquidated during the monthly

*NOTE 1: For Solely Travel customers with advances,

**NOTE 2 — If refund is to be paid via ACH for a
Foreign customer (rare), JSC will email an encrypted

reimbursable billing cycle. Any remaining cost, once
COCD complete is billed and liquidated.

document to AR-AM with Foreign Banking Information.
This document is then forwarded (encrypted) to the AP-
PP to refund outside of SAP. After this payment
confirms (1 — 3 business days), the task is sent to the
AR-Payment Processor to manually clear the 1200
refund document.
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APPENDIX C — PAY.GOV ADVANCE (REIMBURSABLE)

, g FINAMCIAL MANAGEMENT SERVICE

United Stotes Department of the Treasury

Pay.gov has been developed to meet the Department of the Treasury’s Financial Management Service Division’s
commitment to process collections electronically.
Pay.gov is a secure, Government-wide, Internet collection portal.

Pay.gov provides the ability to make payments by check, credit card, or debit card 24-hours-a-day.
Pay.gov is Web-based, allowing customers to make payments from any computer with Internet access.
Pay.gov does NOT require a login ID or password to use the service.

For Bank Account (ACH) payments you will need:

For credit or debit card payments you will need:

Account Holder Name
Payment Amount

Account Type

ABA Routing Number
Account Number

Check Number

Payment Date

Business Contact Name
Company Name

Contact Telephone Number
Contact Email Address
NASA Agreement/EPR Number
NASA POC Name

Account Holder Name
Payment Amount

Billing Address

Card Type

Card Number

Security Code

Expiration Date

Payment Date

Business Contact Name
Company Name

Contact Telephone Number
Contact Email Address
NASA Agreement/EPR Number
NASA POC Name

*Please note that credit card payments cannot be made in increments higher than $24,999.99.
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*However, note that there is no limit on debit card payments. Only Visa, MasterCard, AMEX, and Discover are
accepted.

To make a payment:

Go to the NASA Shared Services Center (NSSC) Web site at https://www.nssc.nasa.gov/home.

On the right side of the screen, scroll down and click Pay NASA.

Select the appropriate NASA Center from the NASA Center drop-down menu.

Select Advances from the Transaction Type drop-down menu. Click the Submit button.

A payment screen will appear. Payments can be made using an ACH Debit or a Credit Card.

Enter payment information in the fields provided. The required fields are marked with a red asterisk.

For Bank Account Debit (ACH) payment transactions, select the desired Scheduled Payment Options:

e One Time Payment

e Multiple Payments allows you to schedule the Frequency of the Scheduled Payments as well as the
Total Number of Recurring Payments.

e Click the Continue with ACH/Plastic Card Payment button if the payment information entered is correct.
To cancel the payment, click the Cancel button.

e Enter a personal email address to receive a confirmation number at the end of your transaction. Please

retain this number for your records.

If you have any problems with the system during the payment process, please call Pay.gov Customer Service at
800-624-1373. For all other inquiries, please contact the NSSC Customer Contact Center at 877-677-2123.

1 /7774 LA TFIRSTGOV



NSSC
Service Delivery Guide

NSSDG-9200-0002 Revision 18.0

Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 207 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

APPENDIX D — EXCLUDE SALES ORDER FORM — NSSC FORM 0086

Form available at: https://forms.neacc.nasa.gov/documents/11002/203921/NSSC86.pdf/

! Clear Form || Print Record I =

ADMINISTRATION

NATIONAL AERONAUTICS AND SPACE

NASA SHARED SERVICES CENTER
STENNIS SPACE CENTER, MS 39529-6000

Center Request to Exclude Sales Orders from

Request must be sent to NSSC@NVASA.GOV or Fax to 866-T79-6772 before the

Reimbursement Billing

last three business days of the month

Section 1. Basic Information

*Required

*1a. Name:

Date/Time Field:

04/08/2014

*1b. NASA Centers:

*"1c. Phone:

1d. Billing Month: ‘ 1e. Fiscal Year: ‘

Section 2. Reason to Exclude (Click "+" to add additional lines as applicable)

Line

+ It:m 2a. Sales Order:

2b. Reason to Exclude:

2c. If Other OCFO Approved, Please Provide
Description:

|1

E

NS5C-Form-0086 11/2013 PREVIOUS EDITIONS ARE OBSOLETE

Page 1 0f 1
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APPENDIX E - EFT RETURN REASON CODES

Reason for Return from Treasury

VA Checks:

Undeliverable

01

Remarried (Payee Code 10)
02

Deceased

03

Income Limitation

04

VA Requested or Payee Returned
05

Other

06

Replacement Check Returned
09

Tax Checks:

Holds

01
Undeliverable
02
Correspondence
03

EFT/Miscellaneous Checks:

Undeliverable/Banking information invalid

02

Deceased

06

VA Transmittal or Request

08

Other

10

Correspondence

11

Invalid/Missing RTN (Routing Transit Number)
60

Invalid/Missing Account Code (01-checking or 02-saving)
61
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APPENDIX F — ACCOUNTS RECEIVABLE MONTHLY BILLING

CHECKLIST

Monthly Billing Checklist

Center CENTER
Month,Year MONTH, CALENDAR YEAR (FY20i#)
Complete?| Role Action “Save os" Example

1 AM Look in TechDoc for 5ales Orders to be excluded from billing. 5ave copy of report G3FC Excluded 30 FY2014 P10
UBER 1 - Review exception reports (Unbilled Billing Requests). Save a copy of

2 At GSFC UBBR1 FY2014 P10
report.

3 Ad Review exception reports [Docs Missing in Accounting). Save a copy of report. GSFC Missing in Accounting FY2014 P10

4 Al Review exception reports (Rejected Costs). Save a copy of report. GSFC Rejected Costs FY2014 P10
Run the reconciliations (Advances, Receivables, Revenues). Save into an Excel R

5 Al e G5SFC Baseline Recons FY2014 P10
workbook.
in 5AF, run the PER and exclude Sales Orders, as necessary. Export PER to

& AT i . GSFC PBR FY2014 P10.xlsx
Spreadsheet and format for analysis.

7 Al Save the PER count as HTML GSFC PBR FY2014 P10.html
Analyze PER. Postpone Net Credit Costs, Cancelled Funds, Direct Funds, and

a8 Al Amounts Over the Advance. Note any split bills needed (Credit Commitment Lis MNA
on last day of the month IPAC bills)
Postpone Costs using DP91. *Ifreceive “Hard Error” indicating cver S0LI, note

9 AT MNA
on PER.

10 Al Cregte manual Billing Requests using DP21 to spiit bills. MNA
Create single bills using VFD1 for manual Billing Requests created. (Do this ifthe

11 AT . i e e i i el MNA
sales order has multiple lines that must be created separarely).
Run DPSE Test . Save the Test Detail files. Review errors and make neceszary

12 At . GSFC DPS6 Test FY2014 P10
gdiustments.

13 Al Run DP9E (Uncheck Test] . Save the Actual Detail files GSFC DPO96 Actual FY2014 P10
UEBBR 2 - Run and review Unbilled Billing Request report. Reconcile to PER. Make
gdjustments, o5 needed. Sove a copy in Excel. (Recon outage can occur ifcosts

14 Al . . L . GSFC UBBR2 FY2014 P10
moved between when PER was run and when billing requests created. If
differences, need te review billing requests and match back to PER.)
Cregte bills using VFOL. Save a list of billing reguests dispiayed. Sgve Summary

15 A dispiayed after sqving. Then, click documents button. Save list of SAP GSFC VF04 & Billing Breakdown FY2014 P10
documents created.
UEBBR 3 - Run and review Unbiiled Billing Request report. Compars to the 1st

16 At , e . GSFC UBBR3 FY2014 P10
UBBR. Totals should match.
Reguest bill copies using ZRCF_SPOOL_TO EMAIL. Combine 1114 and 1080 bills

17 At . GSFC BILLS FY2014 P1D
into one POF.
Run Liguidation of Advances {Calculation, Simulare Posting) and review error

18 At ) GSFC ALDP Test FY2014 P10
log. Save.

19 A Run Liguidation of Advances {Calculation and Posting) Save. GSFC ALDP Actual FY2014 P10

20 A Run Manual Liguidation using F-33 as needed. MNA

21 Al Review AR Special Instructions prior to updating Billing Bregkdown MA
ZAR_VFO4 BILLING - Complete Billing Breakdown Spreadsheet for Payment NA

22 AM Processor to use for IPAC purposes. Be sure to include bills from step 10.
Run List of Customer Line [tems [Should match PER, UBBR2 and VFOd Billing

23 At ) GSFC LOCLI FY2014 P10
Bregkdown)

24 A Run Reimbursable Recons and address Outages. Save copies. This may invclive Add to "After" tabs of Baseline Recon
coordingtion with center and/or reversal of bills. Workbook saved in Prebilling.

25 A Request MAIL BILL copies using ZAR_VFO_BILLING GSFC BILLS FY2014 P10
ifany bills were reversed during the billing activities, attach bockup to the

26 AT . . MNA
reversal document in SAP.
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Clean out any extra and/or erronecus files from your folder. Exampie: ifyou

27 Al : . . i - .. MA
have an xisand an _xisx of the same file, only keep one.

28 AN Email Center Contact billing is complete MNA

Subcategory = Other

29 Al Create Cose/Task that Billing is complete and send task to AR Supervisor for Short Description = “IPAC (Month and Fiscal
review. Yeari”

30 AR Supervisor |Review billing and assign task to Payment Processor for IPACIng.

31 PP IPAC. When complete, assign task to Account Maintainer
Run Aging and verify all [PACs have been compieted [or rejected). Assign task to

3z Al .
AR-Supervisor.

33 AR Supervisor |Review task - Resoive Task - Close Case

Notes
) Get Signatures for all Federal 5F1080s that must be Mailed, Faxed or Emailed.
Reminders

Zip all billing files and load inta TechDoc (Mid-Maonth Checkiist)
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APPENDIX G — REIMBURSABLE BILLING REFUND FLOW CHARTS

Scenario 1

bill exists for a non-advance customer

Create a cash out document when a refund is made through a MANUAL IPAC when no open (uncollected) reimbursable

Notifies NSSC
via ServiceNow
to create credit
bill for IPAC
Refund

Center

o
- O i

% % Service Now B‘;ﬁat;gﬁﬂ; Assign task to
8 - Record/ Task is DP91g qur it Payment Processor
05} = received. ( Bill) (a\?Fm)e for creation of Cash
< g Out (2400) Doc

¥

(2400)
Document

Payment
Processor

Post the Notity Center

Create F-31 Create a i
manual IPAC that Refund is

(RL) Cash Out Manual IPAC to in SAP Complers

refund cash to
the customer

(“ZX’ Doc
Type)

Resolve Task
and Close
Record

Accounts
Payable

Notes
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Scenario 2
Create a cash out document when a refund is made through an AUTO IPAC when no open (uncollected) reimbursable
bill exists for a non-advance customer

Notifies NSSC

o
o via ServiceNow
(= to create credit
S bill for IPAC
Refund
o
= 8 X Create Credit 3
= WG e
Qc e (DP91) and Credit o !
s e Bill (VFO1) GEzERe
=
Using T-Code Using T-Code o
i=hc Z FMG IPAC, create a FMFG IPAC CNFRM, generate oty Ceul
(0] % DIT document using the confirmation document using Complete.
€ 8 Auto-IPAC file IPAC confirmation process for the Resaya Taék
%‘ o generation which DIT generated in Step 1 after andlcioss
o i automatically clears the confimation report is downloaded Record
credit bill from the Treasury IPAC system

Accounts
Payable

Notes
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Scenario 3

Refund (through the Treasury Payment Program) all or a portion of the down payment to the customer (1200 document)

ot e T Delete the A" in the Pmnt Using T-Code XD02, Update
o (Doc T ge DC) Block Field on the Credit the Customer Master. Notifies NSSC
i) Credit Side S|dé/p PstKy = 09, Transaction Detail Information via ServiceNow
= SGL=A y= Payment Method 5 (check) or that refund
8 Debit Side — PstKy = 19, 2. Change the Debit Line's 6 (electronic transfer). document is
Customer #, SGL = x Fund, Assignment Number to the Grouping Key = 01. Checkbox ready.
appropriate down payment. for “Single Payment”
Sales Doc and Line Item #.
L
@
—
g % Service Now
8 = Record / Task is
S received.
=

Payment
Processor

Accounts
Payable

All steps by Center and AR need to be
done by noon on the same day so that AP
has time to get the payment on a customer

payment proposal that day. If not, the
document will clear overnight and will have

to be reset by the Payment Processor

Notes
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Scenario 3 (cont...)

Refund (through the Treasury Payment Program) all or a portion of the down payment to the customer

o
[0
=
c
[
(@)
— $ Verify Customer Master m—
= = Information is Correct and that Assign task to Account Maintainer
3 Refund document has been set Payment Proceccor receives task and notifies
g < up correctly had that back-up to create the Center that Refund is
<& Documentation is attached to Payment Proposal. Complete. Resalve Task
= Refund Document and Close Record
A
— 5 Payment Processor creates the Payment
g »n Proposal and creates a new task with
= $ subcategory “Payment Proposal” routes to
S O AR L3, then routes the original task to the
T o Account Maintainer to monitor.
o
2o
53 AP i
© enters in SPS and
8 > routes to AR L3
o ©
< (oL
G AR L3 will review and 5
kn o p AR L3 will review and certify the
E < oertify the|pavineiHEiSi payment is SPS per the pre-edit
PEC and selectiRpaylENY report, combines documents and
< medium to send to port,
8 > files in Techdoc, then closes the
o treasury, then routes task tadl
kL Q to AP L2, Subcategory
&J “Payment Proposal”
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Scenario 4

Create a credit bill that will serve as the refund document for refunds.

Notifies NSSC
‘T) via ServiceNow
< to createa
[0} Credit Bill for
(&) Refund
A\
. *Is this an Advance
ServiceNow Bﬁ{?atzcmd“ Customer that center N Is this an IPAC No
] Record/Task illing Request wants reclassified to back; Customer
c s o (DP91) and Credit to down payment
T g Bill (VF01)
3
=
©
S Yss Yes
§ UsellCor Verify Customer
8 RZFI LA ALDP @ Master is set up
S efund the credit and correctly & assign
< Notify Center that taskDIP a a
request is complete. Prooesgor
Resolve Task and Requesting IPAC
Close Record
.
z o Notify Center that
(0] % Refund is Complete.
; o Resolve Task and
© O Close Record
o g
**To determine if a Sales Order has an advance, you can use
ZFl AR BILLING or F-39 or FBL5N to see if there is an advance. If
% there is $0.01 or more, it is okay to Auto Liquidate (see above).
g
2 If this is an advance customer and ALDP does not work you can
reclassify the credit bill using F-30 (see EPSS “Reclassify Cash for Credit
Bill Back to the Down Payment’)
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Scenario 4 (cont...)

Create a credit bill that will serve as the refund document for refunds.

-
[0
-
(=
[0
()
i Account Maintainer
S Verify Customer L
i receives task and
2 this Refund Mastar o notifies Center that
£ Ne e ve S y Refund is Complete.
£ Pl
s Checls) iyl Resolve Task and
T refund on customer ssolve el
= payment proposal lose Recor
g
Q
Q
Q
<
= (5
52
E o
T 9
=
0o
= 2 Agugtf,it:rs AP updates task with
g & Payment Proposal ID and Date of
8 g Pro| ygsa| to Proposal and Assigns
8 ? Issue %ustomer back to AR Account
< N Refund Maintainer
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Scenario 5
Post Reimbursable Credit Bill to Misc. Receipts

o Notifies NSSC via

i) ServiceNow to

(= create a Credit Bl

8 to post to Misc.

Receipts
- O Create Credit Notify Center that
c c A Billing Request A Use Day-to-Day Action is Complete.
8 ° s:x;e/?g :{( Using T-Code As;lgn t:?:: L Posting Guide to Assign task to AR-L3
Q c is AT DP91 and Credit Progssor post to Misc. for SAP JV posting
2 @© y Bill Using T-Code Receipts. and attachment
= VF01 verification
|3 |
- = Create a cash document
= & (F-31) Document Type = RL.
g 8 Use the Credit Bill FI Doc# Assign task back to Account
Ss) as the Doc # to be Maintainer
© O processed in the “Open
o Items” Selection
2o
Qo

3®©
S >
o ©
< o

(7]

&

o

7=
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APPENDIX H — INSTALLING MACROS AND ADD-INS

Installing the AR-Macro Catalog:

N:\FM Division\Accounts Payable_Accounts Receivable\Macros

@ Security Warning Some active content has been disabled. Options...

Installation Menu

Choose the appropriate option for your computer

|

e Select “Options” button.
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Microsoft Office Security Options @ — S

l ) Security Alert - Macros & ActiveX

Macros 8 ActiveX
Macros and one or more ActiveX controls have been disabled. This active content might
contain viruses or other security hazards. Do not enable this content unless you trust the
I source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the content
I provides critical functionality and you trust its source.

Maore information

File Path: C:\...indows\Temporary Internet Files\Content. Outlook\TXNOGAZH\AR Macro.xlsb

() Help protect me from unknown content (recommended)

0K l [ Cancel

Open the Trust Center

Installation Menu

Choose the appropriate option for your computer

e Select the “Save to my Windows PC...” button.
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File Already Exist —

The file
'CAUsers\ffouquet\AppData\Roaming\Microsoft\ExcehXLSTART\Personal.
¥Isb' already exists. Would you like to save over the existing file?

e |f you get this message, select “Yes” if you don’t mind your personal
workbook being overwritten. If you select no, it will create a “personal (2)”
workbook.

| R A file named 'C:\Users\ffouquet\AppData\Roaming'\Microsoft\Excel\XLSTART\Personal.xlsb' already exists in this location.
Do you want to replace it?

Mo ] l Cancel ]

e |[f you get this message, select “Yes” if you don’t mind your personal
workbook being overwritten. If you select no, it will create a “personal (2)”
workbook.
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When you close the Excel application you will be prompted to save
changes to your Personal Macro workbook. Make sure to say YES!

e Select “Yes”.
e C(Close Excel.

R

Do you want to save the changes you made to the Personal Macro Workbook? If you click Yes, the macros will be available
the next time you start Microsoft Office Excel.

e Select “Yes”.

(%] [t | (oo ]
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Next time you open Excel, the macros will be available to you.

Macro name:

Personal.xlsb!Accruals iz
Personal.xlsb!Accruals
[ Step Into

Accruals
Personalxlsb! AFBD.AFED

AR _Macro.xlsb!AFED.AFED
Personal.xlsh! AGING_DUMNMNING —
AGING_DUNMING
Personal.xlsb! AGING_TROR

AGING_TROR
Personal.xlsb!AGING1310

AGING1310

Personal.xlsb!ApostroPut

ApostroPut

Macros in: | All Open Workbooks |Z|

Description

Cancel

Installing the AR-Billing Add-In
N:\FM Division\Accounts Payable Accounts Receivable\Macros\AR-Billing.xlam
(Double-clicking on this link will automatically download the add-in)

Installing the AR-Billing Updater
N:\FM Division\Accounts Payable Accounts Receivable\Macros\ Updater-AR-

Billing.xlam
(Double-clicking on this link will automatically download this automatic updater)

Installing the AP-AR Add-In for CMPs
N:\FM Division\Accounts Payable Accounts Receivable\Macros\ AP-AR.xlam
(Double-clicking on this link will automatically download the add-in)

I
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Installing the AP-AR updater
N:\FM Division\Accounts Payable Accounts Receivable\Macros\Updater-AP-
AR.xlam
(Double-clicking on this link will automatically download this automatic updater)

L
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 | — SSC BILLING RECONCILIATION PROCESS

e SSC will send a “Billing Attachments Month Year” email. It will include 8
attachments.

£ Reply €2 Reply Al (£} Forward (1 IM
Fri 8/1/2017 1:05 PM

Necaise, Caroline M. (SSC-SAITECH)[SAITECH, INC. - IT Services Contract]

Billing Attachments August 2017

WBartes, Alica P (NSSCHSSC) [Service Provider]; M Blount, Deborah A, (NSSC-NSSC)[Service Provider]; M Causey, Veronica M, (55C-8A22); MLam, Linh ¥, (55C-BA22); M Mitchel, Sandra L, (55C-BA22);
Sullvan, Kelly E. (55C-BA22); B Watts, Monica M. (S5CBA27)

Cc 55C-DL-SDCOPS
0 Follow up. Completed on Thursday, September 21, 2017,

To

Message @Billing_Attachments.pdf (265 KB) @No_Cust_Deta\l_Rpt.pdf [27 KB)
1N Contract Rot.odf (24 KB] @No_Cust_Rpt.pdf [26 KB)
= Billing Atachments.xlsx (93 KE 0 Manual-Bill-Atachments-Totals.xlsx (40 KB)

[ Reimbursable-Bill-Attachment-August-2017 xlsx (15 KE) Billing_Attachments_dwn_adj.pdf (239 KE)

Thank You,

Caroline Necaise
Stennis Data Center
SaiTech Team ITS Contract

w1 228-685-2116 | w: 228.688.1898 | caroline.m.necaise@nasa.gov
B9121 Rm 133, Stennis Space Center, MS 39529

e Save the RECON STATEMENT “Billing_Attachments” pdf in the Monthly Billing
folder.

e Open the BILLING BREAKDOWN spreadsheet in the Monthly Billing folder and
filter on Liquidations. (Uncheck “Blanks” in order to show the liquidation docs only.)

e Open the “SSC Bills FY20## P##” file in the Monthly Billing folder. ADD TEXT
(RED, BOLD, 48) ‘PAID’ onto the liquidated bills.

e PP should save a copy of the Billing IPACs in the Monthly Billing folder. However,
if the file has not been saved, pull the SSC SENT IPACS for Monthly Billing and
save as “SSC IPACs FY20## P##’. **Review IPAC file to ensure only IPACs
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processed for Monthly Billing are included. Any other IPACs should be
deleted from the file**.

e Highlight the rows of the ‘DO NOT MAIL’ bills on the BILLING BREAKDOWN
spreadsheet.

Note: Do Not Save as this is only used for your printout.
e Open Bills file and add Text (RED, BOLD, 20) ‘DO NOT MAIL’ onto the bills.

e Open the Recon Statement file add Text (RED, BOLD, 20) ‘DO NOT MAIL’ onto
the customer pages

Note: Customer 113706 will not have a Recon Statement page.) Save as
“Billing_Attachments_ MONTH_YYYY_REV”.

e Delete $0 or Net Credit customer pages from the Recon Statement REV file.

Note: Make sure to validate that the customer is not listed on the Billing Breakdown
spreadsheet before deleting.

e Print out the Billing Breakdown spreadsheet. (Make sure to hide columns that
aren’t needed.)

¢ RUN SSC COMPARE MACRO
STEP 1: Open Excel and run “IPAC Download Report”
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= B -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
=l F‘ i e

g R &2
CMP Fix AP CMP ARCMP IPAC Download Prebilling

Farm Download Download Report
CMP Fix  Accounts Payable Accounts Receivable

Al . Use for Daily IPAC Reports

The form that loads is used for
A B C executing, saving, and formatting H
| reports. I

L]
2 [% AP-AR.xlam
3 Tell me more
4

Today Only thru Yesterday This Mth  Yesterday

ALC 80000101 - 55C - 64 -

Month Day

S 2 [ 20 ]

Year

L 3 -[f 1 -] 2016 -]
IPAC Download Report -

BUREAU OF THE

N fia S

Select an authentication method and enter your credentials
Log In using your Fiscal Service ID:
S50 User ID and Password b

User 1D: |

Password:

Forgot your User 1d?

Forgot your Password?

To log in using your Fiscal Service Single Sign On User ID and Password. I

Bookl - Excel
ACROBAT CMPS Accounts Receivable
J K L M

Forgot your User 1d7 | Register [ i




NSSC NSSDG-9200-0002 Revision 18.0

Service Delivery Guide
Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 227 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

e

What do you want to do with report.csv?

Size: 54.8 KB

Type: Microsoft Excel 2003

From: C:\Users\alang\AppDatatLecaliMicroseft\Windows\ Temporary
Internet Files\, Content.JES'4JM2P1X)

< Open

The file won't be saved automatically.

2 Save

& Saveas

¢ OPEN
¢ OPEN
e ALLOW

e Click back to excel to locate the black box below:

r N
IPAC Download Form (It

EJ
F ki
e

Do you want to save this file to "MNAFM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\IPAC\SSCVFY 201648 May
2016N35C_05-02-16\55C IPAC DOWNLOAD 5-4-2018.dsx"?
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The file below should pop up (excel sheet with 4 tabs):

BH It repor (Lcsv-Exce
EX fove DGBT BGELOT RORMULS  DEA RN VW ACOMT  CVRS AcomsReciche
CIp Yotd sovl=_ s, L
Gir Jn s == 9 Buwmre Gered - Lr‘ 20 [voma
Facoy - ¥

e
¥ FometPenter “omnatirg® Table

Cipbgard L Font I Aignment & Number &

[C I f
A b c P £ i 6 4 1

1 IPACDRN _|oviginatingAL.c|customeraLc [senderBT | Ictiline1 |

7@ -8 X
Bares, ALICIAP(NSSC-NSSC Sz Proider] - |

o = I
Ead Good Neutral éﬁm EX @ Thucur 5Y m
- Fil -

BIU- 5 DA E== &% DVagebCeoner - §-% 2 4 g5 Condtonl fomatss Exolenctory... (Input Linked Cel Note | Insett Deete Fot Sotd find &

)

Ll it Sekat
Shles Cells Edting A

K L 4 N J
[awantiyuri |uniterice _[oeti ‘Dexn'plion |

sagesr]  soonase | | smn nwn| sy i

KSCTO SSC

i ’li] 138,145.201 38,145.20‘LEASE”BE?]E!PAVMEN’ ‘FMCOO!!AI]

Origiral | TPAC Downlozc Report | IPACs Sent | IPACs Received ®

i3 Moo 1o

Save this spreadsheet to Desktop As: “SSC AR IPACS”.xIsx
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2 Save As
@@i- Desktop » = | 43 [ll Search Desktop ¥l I

Organize »

¢ Favorites
B Deskiop
18 Downloads
%l Recent Places  |=
| Accounts Recei|
. Monthly Billing
|\ Dunning
1/ TROR
| Solely Travel
. Bills of Collectio
. Debt Managem:
| CMPs
11 FY2016 DAILY SC
. TRAVEL
1 ALICIABARTEE ™

MNew folder

FIELETCRESSC AR IPACS xsy]

] e

Eﬁ SSC Billing Addresses and POCs.xls

Authors: Microsoft Corporation

E SSC CITY DINER MENU pdf

=== Timesheet Adjustment-CSCxls

= Authors: CSC SSD

E’I TRACS RETURNED PAYMENTS (PROCESS FLOW).pdf

&1 TROR L2 Checklistxls
éﬁ Authors: LMIT-ODIN

E TROR~Aging Instructions.docx

Authors: LMIT-ODIN

e LU T L A il

Size: 98.2 KB

Date modified: 1/12/2016 11:29 AM
Size: 67.5 KB

Date modified: 5/1/201312:29 PM
Size: 444 KB

Date modified: 10/5/2009 4:06 PM
Size: 116 KB

Date modified: 11/7/2013 12:54 PM
Size: 321 KB

Date modified: 9/4/201311:34 AM
Size: 540 KB

Date modified: 11/1/2013 3:25 PM HI
Size: 415 KB i

Save as type: [All Files ()

= Hide Folders

e Make sure to select “EXCEL .xIsx” as Save as type.

e SAVE

e CLOSE SPREADSHEET
STEP 2: SAVE REV RECON STATEMENT FILE AS EXCEL VERSION

e Open Recon Statement file and Save as Excel version using the same
naming scheme.

Recon Statement file should look like this once converted to Excel:
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o % - ilng,Attchments APRIL 2016 RV e
WOME | WS PAGEUNOUT  FORULAS  OATA REEW  VEW  ACROBAT | CPS  AccousReevabe
oy . =
%cut TimesNewfoma-[10 <[ K & == ¥+ Bweptet Generat

o 25w
.  Format Painter

B Iu-

ERETre

Perod/Fcal Year
Apil 2036

er: 1044
Customer Name:  MS Army Corps of Engineers
ntr

Stennis MS 39529

[t oottt oW
e

12 Custome Totals

13 55,5108 |

1

o R T
Customer Name:  Naval Oceanographic Office (Aot 2016
catemges A ——
s
.
Wibs [Mer Description [Sales Doc # Contract [Billed Current JHM Snce |leht Credit Not. [cow
16 lincention Jilled
e DR [ P
= e ‘
z
E R
-
He=s
= 3295 14.16 ‘nn ‘mmnunx [DYNETICS TECHNICAL |$7DW ‘
27 [N6230616MPO0 INS
o R —
@ 3295 2116 ‘)12)& ‘msﬂuﬂzm [7acoBs - |$l,m5 25 ‘
= e
a
S
= 3295 12,16 ‘Juﬂ ‘msnsmzu ‘PERSMNEL MANAGEMENT, |$l)6 50 ‘
39 [N0005516MPO06 10
I
Table1 | ®

e Only keep the Recon Statement excel spreadsheet open.

B H B -

HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  ACROBAT  CMPS

e
g

Monthly
Billing
Eilling

P23 v fe

1
[customer Numher: 1044 Period [Fiscal Year |
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H LTEI‘ TE Bookl - Excel
FILE PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT CMPS Accounts Receivable

rmD Ll
gls RE

Monthlf  55C Billing SS(Y Create

Billingy Compare  Billing Packages

Billing

REPORT SHOULD LOOK LIKE THIS:

=] - s
FILE HOME INSERT PAGE
L=

SIS

Monthly

Billing

Billing

K30 - I

A B C D
Sales Doc # Billed Current

1 Month

2 |28815 $26,310.69

3 32115 $70.00

4 |32238 $1,016.25

5 |32273 $136.50

6 |32366 $5,159.24

7 |32373 $136.98

g |32374 $3,510.00

o |32375 $1,039.00

10 |32396 $34,519.94

11 |32947 $64.80

12 33123 $13,999.05

13 |34148 $95,174.00

14 32228 $692,147.19

15 32187 £23,453.65

16 | 32285 $85.62

17 |32287 $426.00

18 |32318 £784.24

10 |33299 $4,481.12

20 |28485 $1,301.6%

21 |31187 $1,514.04

22 |31195 $25717.87

25 |32402 $139.00

241 |32776 $107.27

25 |33193 $5,053.74

26 |31012 $2876.95

27 |32393 $22.75

28 |31397 $2104.19

20 |33104 $27865.43

a0 | 27527 $1,862.25

31 |31509 $67,825.86

32 |32797 $196,340.12

33 |32855 $4,724.87

34 27829 0,17

35 [32191 $10,698. 16

36 | 27669 $16,327.97

37 |31481 $1118.496

38 |32467 $85,058.35

39 |32582 $4,658.00

40 |30593 $1,315.79

41 |31209 $426616.45

42 |33179 $18,425.89

43 |30315 $8,002.90

14 |34096 $3,663.87

15 |29844 $34,108.03

Table 1 (]
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The yellow dictates differences between the Recon Statement and the IPACs that
were actually processed.

Highlight the rows in red of the ‘DO NOT MAIL" Sales Orders.

For the SO/Amounts highlighted in yellow on the SSC Compare spreadsheet, filter
by the SO on the Billing Breakdown spreadsheet. (A) If no results return, that
means that there were no bills created for that sales order. Add a $0 next to that
SO/Amount on the SSC Compare Spreadsheet. (2) If a different amount shows on
the billing breakdown than what’s on the SSC Compare spreadsheet, that means
that the bill was created for the amount listed on the billing breakdown. Add the
correct amount and customer number next to the SO/Amount on the SSC
Compare spreadsheet. (3) All Non-Federal customers’ sales orders will be
highlighted in yellow on the SSC Compare spreadsheet. This is because IPACs
are not processed for non-federal customers. You will still need to filter by the SO
on the billing breakdown. If the amounts are the same, an adjustment will not need
to be made on the recon statement for that sales order. Go ahead and highlight
that row in green.

Check rows highlighted in yellow again.
Update REV Recon Statement according to the SSC Compare Spreadsheet.

Suggestion on correcting some customers: Subtract the “labor” and “other”
amounts from the SO total on the recon statement. Then add the “labor” amount
listed on the actual bill. Most times the amounts should now match. If not, see
CJI3 instructions to help reconcile:

N:\FMDivision\AccountsPayable AccountsReceivable\Accounts
Receivable\Monthly Billing\64 - SSC Billing\Special Instructions

Once all adjustments have been made to the REV Recon Statement, close all
PDFs and Excel sheets.

STEP 3: Open new excel spreadsheet to run the “SSC Create Billing Packages”
macro.
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Click AR Tab

H Br- =
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
e i={E,
T B %

Manthly  S5C Billing SSC Create
Billing Compare  Billing Packages

LCEl

VIEW DEVELOPER ACROBAT CMPS Accounts Receivable

Billing
Al - fe
A B C D E F G H I J i L M M 0] P
]
2
Click SSC Create Billing Packages
H LTEI" = Bookl - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

=
s
Manthly  S5CBilllg S5C Create

% DBilling Packages

Al - fe

DEVELOPER ACROBAT CMPS Accounts Receivable




NSSC NSSDG-9200-0002 Revision 18.0
Service Delivery Guide

Number

Effective Date: December 10, 2021

Expiration Date: December 10, 2023

Page 234 of 235

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

' ™
Create Billing Packages ﬁ

IPAC file to process
Salect IPAC file ‘
INVOICE file to process
Salect INVOICE file ‘

RECON file to process

Slect RECON file ‘

Process Files

Select the “SSC IPACs FY20## P##” IPAC file, the “SSC Bills FY20## P##”
INVOICE file, and the “Billing Attachments_ MONTH_YYYY_REV” Recon
Statement file.

e Click Process Files *Takes about 5 minutes to run*.

e “Process Complete” message will pop up once complete.

e Hitok.

NOTE: If anything was unable to be combined, it will be in the
BILL_PKT_WKG folder. You will have to manually combine.

e All combined packages will be in the Customers’ folders of the Distribution
folder.

o Verify that all packages are correct.
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STEP 4: Email Packets

2123,

Thanks,

Alicia Bartee

Accounts Receivable

NS5C Fax: 1-866-779-6772

Thu 5/5/2016 11:31 AM

Bartee, ALICIA P (NSSC-NSSC)[Service Provider]
MAY 2016 INVOICES
To 'MARSHA, ALEXANDER @MEXWEB.ORG';

Ec LANDRY, BRIAN MICHAEL. (SSC-BA2Z)

Message  TEI111622.pdf (451 KE)

‘steven. dienes @nexweb.org'

Attached are your MAY 2016 INVOICES for Customer 111622, Should you have any questions, please contact the NSSC Contact Center at 877-677-

NASA Shared Services Center,/Pearl River Technologies LLC
NS5C Contact Center: 1-877-677-2123

To visit our website: www.nssc.nasa gov

e Before sending, verify that all packets are included in an email.

STEP 5: Update B-line Date for “EMAIL” bills and add note.

e Open Billing Breakdown and filter on “EMAIL” column (unselect blanks).

e Update the Bline date to the date the email was sent to the customer.

e Add a note to the billing document in SAP:
“Title: Bline Date Adjusted

NOTE: Bline date adjusted to the date the bill was emailed to the customer.”




