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1.0 Introduction

The National Aeronautics and Space Administration (NASA) Shared Services Center
(NSSC) supports the Agency’s internal effort to create an environment conducive to
streamlining and simplifying payments for Grants and Cooperative Agreements. NASA,
through the establishment of the NSSC, an organization reporting directly to NASA
Headquarters, has transitioned to a consolidation model for the award and
administration of all Agency Grants & Cooperative Agreements. The consolidation is
designed to achieve efficient and effective service, improve data quality, standardize
processes, leverage skills and investments, and provide economies of scale.

NASA is required to adhere to policies and procedures as prescribed by Department of
the Treasury Circulars and Manual, and Office of Management and Budget (OMB)
Circulars. Other grant management and financial information is addressed in NASA
Procedural Requirements (NPR) 5800.1 Grant and Cooperative Handbook; and NPR
9680.1A NASA’s Management of Grants and Cooperative Agreements.

2.0 Purpose

To outline Agency procedures followed by the NSSC related to the processing of
payments for Grants and Cooperative Agreements for Financial Management Division
(FMD) documents.

3.0 Applicability/Scope

In accordance with Federal regulations and NASA policy, the NSSC is responsible for
providing support for NASA research, science and education communities in the award
and administration of research, education, training, and facilitate Grants and Cooperative
Agreements.

The NSSC shall use Core Financial Software — Systems Applications and Products
(SAP) R/3 — to perform the financial management activities. Financial Management is
required to use SAP Business Objects (BOBJ) for reporting, query and reconciliation
activity. NSSC is required to adhere to NPRs, NASA'’s Enterprise Performance Support
System (EPSS), and other applicable Federal regulations and NASA policies and
procedures.
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SAP, Payment Management Services System (PMS), and BOBJ will be used for
monitoring and reconciliation purposes containing the same basic information including,
but not limited to, identifying information, inception and expiration dates, award and
modification amounts, drawdowns (disbursements), explanations of adjustments, and
differences between PMS and SAP.

The grantee requests funds via the Department of Health and Human Services
Payment Management Services System (DHHS/PMS) using their User Identification
and Password. The transactions interface to SAP on a defined schedule administered
by NASA Agency Application Office (AAO). Transactions that fail to post in SAP appear
as a failed Intermediate Document (IDOC) - Status Code 51. FMD personnel monitor
the drawdowns through PMS and review the SAP failed IDOC report to identify and
investigate any discrepancies. The failed IDOC will be manually processed in the SAP
system by NSSC FMD personnel.

The quarterly Federal Financial Report (SF-425) is electronically submitted to PMS by
the grantee as mandated in the procurement requirements. The final certified (signed by
grantee) SF-425, prepared at the end of the award period, is reconciled to SAP by
NSSC FMD personnel. If the actual amount drawn down is less than the award amount,
a de-obligation process is required to close out the grant in SAP. FMD personnel will
determine the amount for de-obligation (Appendix D). Procurement personnel will
communicate the amount to the grantee, and update the necessary entries in CMM.
CMM interfaces to SAP; SAP interfaces to PMS, updating the authority amount in PMS.

The NSSC FMD shall perform the following functions:

e Perform in the capacity of liaison between Grantee, DHHS/PMS and
Procurement as required

e Assist with recipient on PMS new account registration

e Assign Advance Payment Method Numbers

Interact with PMS to establish Advance Payment Method Award account

registration

Investigate all failed IDOCs and manually process in SAP

Investigate all failed Correct Exceptions and manually process in PMS

Generate PMS, SAP and BOBJ reports

Reconcile Centers’ and DHHS/PMS’ data

Suspend advance payments temporarily to recipients if appropriate

Reconcile final certified Federal Financial Report SF-425

Close PMS subaccounts
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4.0 Privacy Data
All participants involved must ensure protection of all data covered by the Privacy Act.
5.0 Records

The NSSC Grants Service Delivery Guide outlines processes that include the creation
and receipt of NASA official records as defined by NPR 1441.1. These records are
included in the FMD functional Master Records Index (MRI), applicable NASA Records
Retention Schedule (NRRS) or General Records Schedule (GRS) items that provide
retention/disposition authority.

6.0 Cancellation/Supersession of Previous Documents

This document (NSSDG-9000-001 Revision 12.0) supersedes version 11.0 of the same
document.

NOTE: The Service Provider (SP) is responsible for documenting and maintaining all
macros/scripts utilized in these processes.
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PROCESS — ADVANCE PAYMENT METHOD TYPE GRANTS

Processing Advance Payment Method type Grants

STEP 1.

NSSC Procurement — New Advance Payment Method Grant is awarded;
or supplement to existing grant is created

. If awarded to existing grantee:

1. PPS interfaces to SAP

2. SAP interfaces to PMS

3. New authority is posted to corresponding PMS subaccount
4. Funds are available for grantee to request draws

. If awarded to a new grantee, NSSC HHS Processor (SP) initiates a new

account in PMS.

. The HHS Processor contacts the Government Business POC as noted in

SAP and forwards a “Payment Package” to the grantee via e-mail
(Appendix C)

. In preparation of CMP 2b.2 (Disbursements), the HHS processor may also

identify Advance Payment Method grants in SAP that did not interface to
PMS. When identified the HHS Processor can retrieve the AOR
information from TechDoc as an alternate POC

. Log into SAP — T-Code Z LOC_VIEW

1. Purchasing Organization = ARC — SSC

2. Select HHS authority not sent to HHS

3. Look for the red bullets (These identify New Grantees to be
processed).

. Search SAP for Grantee (This is done to avoid sending an unnecessary

New Grantee request to PMS)

1. Enter PO number in ME23N. This will provide the assigned vendor
number with center, plant, and funding center. They must all be the
same NASA center.

2. Enter vendor number into T Code XK03. Remove purch.
Organization data. Check all boxes, press enter. The US Federal
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Government tab provides the needed contact information for the

grantee.
Display Vendor: Imitial Screen
E E-
- -
Vvendor 173937 Q) UNIVERSITY SYSTEM OF NEW HAMPSHIRE
— = )
Company Code HMASH MASA

Purch. Organization

General data

|| Address

[+ Control

[+ Payment transactions
[+ Contact Persons

Company code data

[« Auccounting info

[+ Payment transactions
[« Correspondence

[ Withholding tax

Purchasing organization data

[ |Purchasing data
[ |Partner functions

Display Vendor: Address

5% LY [& [£] us Federal Government

Vendor 173937

— = - —
Preview

Mame

Additional Fed Govt Data

Title

-

Name

UMIVERSITY SYSTEM OF NEW HAMPSHIRE

SPONSORED PROGRAMS ADMINISTRATION

Search Terms

Search term 1/2 11ME8

Street Address

Street/House number
Postal Code/City
Country

Time zone

PC Box Address

PO Box

Postal code
Company postal code

51 COLLEGE RD SERVICE BLDG 107

03824-2620 || DURHAM
us usAa
[EST

Region NH Mew Hampshire
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3. To perform a general search of the grantee without using a vendor
number, click the radio button and enter the Grantee name. This

will provide all vendor numbers available for the name.

Display Vendor: Initial Screen

Vendor [Q)
Company Code uasa| NASA
Purch. Organization HSSCl

General data

[]Aaddress

[ Control

[ Payment transactions
[] Contact Persons

Company code data

[ Accounting info

[ Payment transactions
[ Correspondence

[ withholding tax

Purchasing organization data
[1 Purchasing data
[1Partner functions

[=

=]
MASA Account Group by POrg =[] =

Ve —

Purch. Orgaraation ]

b —

Aot e —

o —

O ——

Name | TAU ZERO FOUNDATION INC

Searchtem —

Maimum Mo. of Hits 500
[N | 1«11
« | 4 | B3

=
court Group by POrg E lI‘ @
=

A EEE R EE
Vendor “| POrg | Group| Group| Cty| Crcy| Hame 1 |SearchTern
169979 |GSFC ZHHS US USD TAU ZERO FOUMDATION INC GKSZ6
169979 NASA ZHHS US USD TAU ZERO FOUMDATION INC GKSZ6
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G. Open Grants Access Database(N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\Grants\01 Work
Management\ Grants Database.accdb) and select “New Grantee

MNew Grantee
Information

Information” button
1. Enter Vendor Number, Institution Name, and PO Number
2. Enter the Center 3 or 4 digit initial. Note: The Center can be found
in SAP under t code ME23N. See section D above.
i. Click Account Assignment — Scroll to the right for the
Center
3. Enter the Contact email and Cage Code
i. Click into the Vendor Name/PO Number/Grant number
Click | US Federal Government |

i.
iii. Cage Code is on Line “Search term 72"

v, ciick (N

4. Click on line 6 (Government Business POC) and Scroll to the right
for Contact Email address

H. Log into Sam.gov. From Sam.gov, search by the Cage Code to find the
Duns Number and EIN and update the database. You will also need to
check the Grantee information to determine the Entity Type. Click on the
“Entity Codes” button in the Access database record and update the field
with the code.

Click on
Enter the Cage code

Click =~ View Details |

Click * Core Data

Search for the Duns Number and EIN and update the Access
database record.

ok w0 M=

6. Search in the General Information section to determine the Entity
Type.
Entity Codes
7. Click on the “Entity Codes” button in the

database and update the database with the code.

i. See APPENDIX Z for Entity Codes
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Note: If a Vendor Number was found in SAP T-Code XK03 with the correct
Center, skip to STEP 4.

|. Log into PMS after verifying that all of the information listed above is
entered in the Grants Database.
Registration

Entity
Establish
Change
Approval Status

Registration User Guide

1.
2.

Registration

Entity

3. Establish
4. Enter data into PMS

i
ii.
iii.
iv.
V.
Vi.
Vii.
Viii.

Drop down selection of Center

Location

EIN prefix

EIN

DUNS

Registration type

Recipient class

Recipient type

Comments—NASA - <CTR> - < APPENDIX Z Code type
2>
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Create New Entity
ENTITY DETAILS

is for an international organization without a Tax 1D, please provide @ DUNS Mumber.

Agency:  MATIONAL AERONAUTICS AMD SPACE ADMIN
~Bureau/Organization UnitOPDIV: SI1MASA AMES RESEARCH CENTER ~
=L & D O
*EIN Prefix: O Individual @ Organization

*Please provide the EIN and/or DUNS of the Entity to be added:

EiN: 880193033
DUNS: 131364820
*Registration Type: ® Payee O Recipient
*Recipient Class: Private Profit (Large Business) ~
*Recipient Type: Other Special Interest Organization ~
Entity Code:  Private Profit (Large Business) - Other Special Interest Organization

COMMENTS

Please provide your comments belows.

Comments:

MASA - ARC - FS2B5|

Mzdrmunn 1000 sharsessrs

Crear Cance:

5. Click Matching SAM Entries

6. Next PMS screen will show matching SAM entries. Select
appropriate entry. Click Review for PMS Duplicates.

Select the Location of incorporation and the EIN Prefix; then, provide the organization’s or individual's Tax NMumber and/for DUNS Number. NOTE: If this

Create New Entity
ENTITY DETAILS
Agency: MATIONAL AERONAUTICS AND SPACE ADMIN
Bureau/Organization Unit/OPDIV:  s521-NASA AMES RESEARCH CENTER
Location: Domestic
EIN Prefix:  Organization
EIN: 880193033
DUNS: 131364820
Registration Type: Payee
Entity Code: Private Profit (Large Business) - Other Special Interest Organization

MATCHING SAM ENTRIES

The followang list of Entities are Registered in SAM. Click on the icon under actions to view additional details for the registered organization. Select the
radio button of the Entity you wish to Register in PMS_ If you do not find any matches in the Entity List below - please enter correct information or activate
record in SAM.

Select one or more of the active DUNS:

Status =1 DUNS Name City State Couniry | Action
O | Active 880193033 131364820 Heneybes Robatics, Lid. Brooklyn NY usa
Page | 1 |of1 Records perpage: (10« | | || Displaying 1 to 1 of 1 items

Back Review for PMS Duplicates Cancel
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7. If no duplicate account exists, select Submit Request.

PMS ENTRIES

There are no Entifies registered in PMS for the EINDUNS specified above.

Back Submit Request Cancel

Success

“our request was successfully submitted for processing.
To view the status of your request or to make modifications, use the Request ID
below.

Request ID is ESTREGO058180

STEP 2. NEW GRANTEE — Submits SF1199A and PMS System Access forms to
HHS/PSC/Division of Payment Mgmt

A. In Access record, click on “New Grantee Package” button to create

New Grantee
Package

Package to email Grantee

Email

B. Select the “Email” button
package attached.

to email grantee with

STEP 3. PMS - New account established
A. PMS establishes new account
B. PMS sends a welcome package to the grantee to include their password,

account number and detailed instructions on how to access their account
(https://pms.psc.gov/)

STEP 4. NSSC HHS Processor (SP) — monitors PMS and processes

A. Check the Approval status of the New Grantee a day or two after
registration.
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STEP 5.

1. Go to PMS at https://pms.psc.qgov/
2. Click on “Approval Status”

Registration
Entity
Establish

Change
Approval Status

Reqistration User Guide

3. When Account has been established in PMS, the status will be
Confirmed Released.
i. Copy the Payee Identification Number (PIN), Account
Number, and Employer Identification (EIN) into the
database

. Set up LOC number. (Note: See Appendix H)

1. Note: 0000-AIN-XXXX-if reaches 9999, go to alpha numeric.

. Create a ServiceNow ticket. Assign case to GRANTS/PAYPAK/FM-

GRANTS L2/ <PROCESSOR>. Route task to FM ACCOUNTS
PAYABLE/VENDOR MASTER/FM AP L2/ <POC> to update the vendor
master.

. Add in Short Description Grantee Name, UPDATE ZHHS — Vendor #

. Add in Work Notes: Please update vendor XXXXXX with the following

information: TAX CODE 3: XXXXXXXXXX, TAX CODE 4: 0000XXXXXX,
PMS PIN: XXXXX

NSSC AP Vendor Master Processor (SP) — updates vendor master

. Vendor number is updated to include

i.  Advance Payment Number
i. PIN

Page 23 of 152
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STEP 6.

STEP 7.

STEP 8.

iii.  Account

iv.  EIN information

v. Tax #3 = PMS assigned EIN Number

vi. Tax #4 = NSSC assigned Advance Payment Number
vii.  Acct# = PMS assigned PIN Number

. FMT task is routed back to FMD Grants L2

NSSC HHS Processor (SP) — continues process

. Confirm information is updated in SAP through t-code XK03. Resolve FMT

stating ‘Update confirmed’.

. HHS Processor monitors PMS to verify that the funds were posted through

the SAP interface and that the amount corresponds with the amount on
the basic Grant

1. https://pms.psc.gov/

. If the SAP interface fails to post to PMS and all vendor issues are

resolved, then the increase/decrease authority is performed manually
based on the contractual document received from Procurement—Note:
Follow manual authorization process as outlined in “POP End dates”
Appendix Q

1. On-line Authorization — entered by HHS Processor
2. On-Line Authorization Approval — approved by Grants Manager
(CS)

. Once all action items are complete, FMCis annotated as ‘PMS Sync

Confirmed’ then resolved.

Grantee — Performs drawdown of funds from PMS — (Control Activity
11.6.3)

. Grantee performs drawdown by accessing established account(s) within

PMS to withdraw funds by account and subaccount (grant number)

AAOQ - System Interface from SAP/PMS and PMS/SAP — (Control Activity
11.6.3)
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A. Monday through Friday, the drawdown interface will post each drawdown
amount per grant (SAP) to corresponding subaccount (PMS)

1. Refer to Enterprise Performance Support system (EPSS) at
https://epss.nasa.gov/gm/folder-1.11.8188
i. HHS Interface Run Schedule

B. The interface will select the appropriate Grant (PMS subaccount) which
the drawdown amount will be applied. SAP will record an IDOC for each
PMS drawdown or credit memo for the drawdown amounts based on
oldest funds being distributed to first. (Doc type ZH drawdown; or ZL credit
memo) (Appendix M)

STEP 9. HHS Processor (SP) — Identify and Process Failed IDOC(s) — (Control
Activity 11.6.3)

A. Run the Z_ HHS_IDOC_VIEW Report daily in SAP and select Failed in the
IDOC Status box to identify failed IDOC(s)
IDoc Status
[] successfully posted (53)
Failed (51)
[ Parked (64)
[ Flagged for deletion (68)

1. These events will cause the IDOC to fail:
i.  EIN on the input file does not match any EIN on vendor
master
i.  Recipient EIN number is not found on the vendor master
iii.  Imported purchase order not valid for HHS processing
iv.  Drawdown amount exceeds total undisbursed amount
v.  Credit amount exceeds total disbursed amount
vi.  No ALls were chosen for the input
vii.  Drawdown processing blocked for PO
viii.  Cost already exceeds ob amt in XXXXXXX
ix.  Purchase order item has an open 533 accrual on Service
Entry Sheet
X.  Grant closed in SAP (Refer to Appendix O)
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B. Research, and if appropriate, manually post the failed IDOC from Step 9.A
items 1i — 1v.

C. Post failed IDOC through Access Database (macro)

1. In the main menu, click “Failed IDOCS” button

2. Click “Update Record” button and select line from
Z HHS IDOC_VIEW Report and it will update the IDOC Number,
Trans Date, Amount, Business Area, PO Number, FY_Year, CAN,
OBJ Class, and Fund.

3. Click “Park In SAP” button and the database will park the IDOC in
T-CODE MIR4 and update the Vendor Number and SAP DRN.

4. Click “Route for Cost” button and the database will route the IDOC
for cost and will enter the IDOC #/ YEAR/ CAN/ OBJ CLASS/
FUND and the Request Amt in T-Code — ZFI_AP_CONSOLE.

D. To manually post a failed IDOC (if cost is available) use SAP T-Code
MIRO - used to create an invoice

1. Select from Transaction drop down list
i. Invoice
i. Credit Memo if IDOC is a negative (return of funds to PMS)
2. On Basic Tab insert
i. Invoice date
i.  Amount
iii.  Textfield — enter Grant Number, two spaces and then IDOC
# (leaving off preceding zeroes)
3. On Payment Tab insert
i. PmtMethod=H
i. PmntMeth. Sup. = # of NASA Center (ex: 51 = GSFC)
4. On Details Tab insert
i. Doc. Type =ZH (HHS Drawdown Inv) OR =ZL (HHS
Drawdown Cr)
ii. Bus. Area = Center’s business area (ex: 51= GSFC)
iii.  Assignment = HHS processor’s initials (ex: IRB)
5. In middle section of SAP screen on the PO Reference tab insert the
Grant Number as shown on the IDOC <enter>
i. Ifthere are no funds, cost will need to be requested
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i.  Ared symbol will be displayed ®CO (top right of screen)
indicating that the document cannot yet be posted — exit and
Park the document

E. To Park a failed IDOC (cost is needed) use SAP T-Code MIR7

1. Follow steps described for Posting a failed IDOC (reference STEP
9)

F. If no cost is available, route for Cost using the Invoice Routing and
Information System (IRIS) (Appendix I)

1. SAP T-Code: ZFI_AP_CONSOLE

2. Enter DRN (DOC 56xxxxxxxx) and Purchasing Doc number (grant
#)

3. Click on “Check Validity”

4. Click on “View Tab Screen” to proceed to Request tabs screen

5. On the Cost tab, enter IDOC #/ YEAR/ CAN/ OBJ CLASS/ FUND
and the Request Amt, and then press enter &

6. An automatic function will calculate the total amount of uncosted —
a progress indicator will appear in the lower left corner of the
screen.

7. Click on “Route Request”. A yellow triangle icon will appear
indicating the request is waiting to be picked up (interval is every 60
seconds)

8. Click the Refresh & button to refresh the status of requests. The
icon will change to & when the request successfully interfaced

9. Click the “IRIS” button (next to TechDoc button) to view invoice on
IRIS web

G. Verify cost completed

SAP T-Code: ZFI_AP_INVC_STAT

Select Parked Invoices only

Enter Document Type ZH and ZL

Execute

Check the “Cost” column for status of the document (Pending or
Complete)

abhwnN =
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6. When Status is “Complete”, proceed to post invoice using T-Code
MIR4 or click into the 5600#.

H. Post Invoice — cost applied (Appendix 1)

SAP T-Code: MIR4

Enter DRN 5600#

Click on “Display Document” or click on “Enter” on keyboard
Click on “Edit”

Click on “Display/Change”

Update “Posting Date” to today’s current date, click on “Enter” on
keyboard

On bottom left of screen, click on @ icon — the bottom screen will
populate (this may take a while)

Qahwh =

~

8. Click on icon — this will remove all empty lines and display
where there is available cost.

9. Select any items to be cleared from screen leaving just the items
with the required fund and commitment item $ to post

10.Click on the icon to display just the items needed for posting. If
more cost is available than needed on the correct fund, remove
unnecessary lines and adjust the last line to the dollar amount

required.
11.1f all is in balance, then a green bullet will be displayed (top right)
CO@  Balnce | 0.00 |uUsD

12.Click on the “Post” icon
13.The “Display Invoice Document” page will display, at the bottom left
there will be a message:

@ Invoice document 56021538529 has been posted

|. Flag for Deletion from SAP inbox after Invoice has been “Posted”

Click on SAP Business Workplace icon

Click on “inbox” ¥ & Inbox
Click on corresponding failed IDOC line
Click on “Flag for Deletion”

hpopnd =
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i. Iffailed IDOC is not in your SAP Business Workplace, then
send an email to Matthew Buchheit at the AAO
(matthew.d.buchheit@nasa.gov) and ask him to flag it for
deletion.

i. DO NOT delete a failed IDOC until the record has been
processed. A failed IDOC in your workflow in-box represents
a transaction that could not be processed by the interface; it
will need to be entered manually into the system in order for
it to be applied to the appropriate GL account

STEP 10. HHS Processor (SP) — Grantee Returns Funds

A. NSSC receives check from grantee.

1. If grant is closed or open in one or both systems and the funds are
not cancelled funds — return payment to grantee advising them to
issue check to PMS (Appendix U)

2. If grantis closed or open in one or both systems and the funds are
cancelled funds, advise AR to post to miscellaneous receipts
(Appendix U)

B. NSSC AP receives IPAC from PMS. AP assigns FMC/FMT to HHS
Processor for processing.

1. Cancelled funds — various scenarios — reference Appendix U
2. Not cancelled funds — various scenarios — reference Appendix U

C. IDR Process
1. Depending on the scenario from above, an IDR may need to be

created — reference Appendix N
2. To Rescind an IDR - reference Appendix N step 4

STEP 11. HHS Processor (SP) — Identify and Process Failed Authority — (Control
Activity 11.6.3)

A. If the SAP Authority interface fails to post to PMS, the “Correct Exception”
will be generated in PMS. The HHS Processor runs the Correct Exception
Report weekly in PMS to review the funding data for inconsistencies and
ensures that all fields are populated.
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1. Possible errors that could occur may include:
i.  The transaction does not pass all edits (ex: Tax Code 3, 4
or PIN number do not correspond to PMS data)

B. The HHS Processor corrects the error(s) and re-processes the Correct
Exception report in PMS

STEP 12. HHS Processor (SP) — New Authority issued to new ZHHS vendor
numbers — (Control Activity 11.6.3)

A. The HHS Processor utilizes the Z_ LOC_VIEW report to monitor authority
issued to new ZHHS vendor numbers. If the new account has not been
established in PMS, the EIN, Award and PIN fields will be indicated with
“To Be Determined” (TBD). See “Process — Advanced Payment Method
Type Grants” for steps.

B. Upon completion of establishing the account in PMS (Procurement
creates the vendor number) and updating the Vendor Master with the
relevant information (STEP 4 - E), the system will interface and the
authority will be posted to their corresponding subaccount in PMS

C. If the SAP interface still fails to post to PMS once the vendor master
issues are resolved, the increase/decrease authority may be performed
manually based off of the contractual document

D. HHS Processor selects “On-Line Authorization” in PMS and populates the
relevant fields and “Submit(s)”

E. The Grant Manager (CS) is notified to perform the approval action via e-
mail

F. The Grant Manager (CS) reviews, approves or rejects action (See
Appendix Z)

1. The Grant Manager reviews the data entry in SAP and PMS and
approves or rejects entry. If data does not match in both systems,
then the Grant Manager deletes the entry and notifies the HHS
Processor of the deletion
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G. The HHS Processor corrects and resubmits

1. The necessary corrections are made and resubmitted to the Grant
Manager for approval

STEP 13. HHS Processor (SP) — Daily CMP 2b.1 and monthly CMP 2b.1 and
2b.2—The NSSC will perform the CMPs to ensure SAP and PMS are in
sync for all centers except NMO.

A. Reference

1. NSSDG-9000-0003 — Financial Management Division - Advanced
Payment Method — Grants Continous Monitoring Program

STEP 14. NSSC Procurement / Agency-wide Contract Closeout Services —
Grantee notified to submit all required “Final” Reports

A. Prior to the Grant Validity End Date, Procurement and Closeout Services
notify the grantee to submit all required “Final” Reports

B. If the grantee is considered non-compliant, a 270 Day Unilateral Closeout
Decision is made.
1. A grantee is considered non-compliant with the terms and

conditions of an award when they do not provide acceptable final
reports by the identified due date or an extension granted.

i.  Under these conditions, the Grant Officer shall initiate
unilateral close out (close out without the cooperation of the
recipient) of the award within 270 days of the completion
date of the award in accordance with CFR 200.344(a)(2).

i.  Unilateral closeout allows the Grant Officer to comply with
the OMB requirements for closeout.

iii.  Due to the recipient’s non-compliance with the terms and
conditions of this award, the Grant Officer has determined
that administrative closeout will be processed unilaterally.

2. Procurement and Closeout Services complete a closeout package
for the grant which includes
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STEP 15.

i.  Signed Contract of Completion Statement by a closeout
team member and Contracting Officer.

ii.  Signed Contract Closeout Checklist

iii.  Signed Unilateral Closeout Decision memo by Contracting
Office.

iv. Package is provided to NSSC HHS Processor to request
closeout in PMS by CS.

v. NSSC HHS Processor sends email to CS requesting 270
Unilateral closeout be performed in PMS. (Note: Manual
closeout — 059). See Appendix Z for CS Process of Manual
closeout.

C. Reference

1. NSSDG-5800-0001 Grants and Cooperative Agreements
2. NSSDG-5000-0001 Agency-Wide Contract closeout Services
3. Grant and Cooperative Agreement Manual (GCAM)

NSSC HHS Processor — Final SF-425 Reconciliation (Control Activity
11.6.4)

. The grantee will submit a signed copy of the SF-425 and mark it as

“Final”. They will submit it as instructed in their Award as per “Required
Publications and Reports” in accordance with 14 CFR Part 1260 and NPR
5800.1 NASA Grants and Cooperative Agreement Handbook

. Finals received at the NSSC are to be routed to Closeout Services

. Closeout Services will record, track and distribute each Advance Payment

Method Grant’'s SF-425 to the NSSC FMD Grant Department for
reconciliation. Closeout puts received SF-425'’s in the following folder:
N:\Document Imaging Department\FM GRANT SCANS\TO BE
COMPLETED.

. From SN the Final 425 will be saved as the same naming convention of

the Grant number, followed by 425 in N:\Document Imaging
Department\FM GRANT SCANS\TO BE COMPLETED

Page 32 of 152
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E. The FMD HHS Processors will process the final 425.

1. Open the Grants Database.accdb at N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\Grants\01 Work
Management

2. Open the Final 425 from the TO BE COMPLETED folder

3. Select the “Finals” button on the main menu of the Grants database
for finals.
Forms 2« ||E

= rinas @ Grants Reports
j Main Menu

Finals

v/

Finals Status
Report

Completed Finals
Report

4. Enter the Grant Number in the “Grant Number” field and press
refresh. A popup will appear if the Final is already in the database.
5. If no duplicate is found, attach the SF-425
6. Enter the date received, Cash Receipts, and Disbursements from
10a and 10b from the Final 425.
7. Select PMS Update button to fill in the rest of the fields and get a
Status update.
i. Ifallfields do notfill in; double click in Date Receive and
select today.
i. Enterin the following:
a) Contact Name
b) Contact Number
c) Contact Email
8. Depending on the discrepancy identified, as noted in the status
field, the grantee will be contacted via e-mail to perform a corrective
action.
i.  The frequency of the follow-up will be performed on an “as
needed” basis.
ii. If aresponse and/or action is not performed by the grantee,
the HHS Processor will request assistance from the Grant
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Administrator recorded (or successor) on the NASA Grant
and Cooperative Agreement (NASA Form 1687) for further
resolution.

If status is “Completed — Deob” or “Completed — 059", press
the “Final Package” button to complete the Closeout
Reconciliation (Appendix D) with supporting documentation
from SAP and PMS and create pdf package.

The package is attached to SAP, the Grants database, and
copied to the following folder for the Closeout Service:
N:\Document Imaging Department\FM GRANT
SCANS\COMPLETED.

F. The Status in Database will determine if Grant can be closed or left in the
database for further action

1.

2.

If status is “Completed — 0597, this means that all funds have been
drawn and spent and can be closed in PMS and SAP.

iv.
V.

Vi.
Vii.
viii.

Select Refresh
Select Final Package — this will create the final Package for
Closeout. There will be no less than 5 pages.

a) Cover Sheet

b) Final 425

c) PMS screen shot

d) 2 SAP screen shots
Final Package will be saved in the Database, ME23N,
N:\Document Imaging Department\FM GRANT
SCANS\COMPLETED and N:\FM Division\Accounts
Payable_Accounts Receivable\AccountsPayable\Grants\01
Work Management\Finals
Select 059. When PMS screen comes up, select submit.
Select 059 email and hit send. Email is sent to CS. See
Appendix Z for CS process.
Add Date in Sent to Closeout field
Add initials in Processor field
Move Final 425 from To Be Completed Folder to Finals
Archive folder

If the status in the Database is Completed — DEOB $$$, this means
the Grantee did not use all the funds available to them.

Select Refresh
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i. Select Final Package. This will create the final Package for
Closeout. There will be no less than 5 pages.
a) Cover Sheet
b) Final 425
c) PMS screen shot
d) 2 SAP screen shots
iii.  Final package will be added to Database, ME23N,
N:\Document Imaging Department\FM GRANT
SCANS\COMPLETED, and N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\Grants\0O1
Work Management\Finals
iv. Add Date in Sent to Closeout field
v. Add initials in Processor field
vi.  No further action is required because a DeOb will need to be
completed
vii.  Move Final 425 from To Be Completed Folder to Finals
Archive folder
3. If the Status is Pending Quarterly FFR, this means the Grantee has
completed all draws and Final 425 and will need to file their
Quarterly information in PMS. This happens in the month after the
end of the quarter.
i. Select Refresh
i. Select Attach SF425 in SAP
iii. Select Attach Comment in SAP
iv.  Move Final 425 from To Be Completed Folder to Finals
Archive folder
4. Any other Status in the database will require attaching the SF425
and the comment in SAP.
5. Other statuses will at some point require an email to the Grantee
for further action.
6. After all Finals from To Be Completed folder are complete move
any Final Packages that are in the Finals folder to the Archive
folder.

STEP 16. NSSC HHS Processor — Additional activities supported by HHS
Processor

A. How to process reversal requests received from NASA Center(s)
(Appendix V)
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B. The impact of disbursement moves in SAP and corresponding effects in
PMS (Appendix L)

C. Updating the period of performance start date in PMS (Appendix Q)

D. Updating the period of performance end dates in PMS — macro (Appendix
Q)

E. Updating the period of performance end date in PMS — manually
(Appendix Q)

F. Explaining how the PMS weighted algorithm works (Appendix T)

G. How to work with PMS to update disbursements on accounts with
cancelled funds (Appendix S)

H. Explain how PMS posts to same year funds (Appendix R)

|.  Review of cancelling funds in PMS on year-end draws and disbursement
reporting (Appendix O)

J. How to identify when obligations are moved from one fund to another on a
PMS obligation and the net effect is zero (Appendix X)

K. Reviewing the AP Grants transition from the NASA Centers to the NSSC
and defining the areas of responsibilities (Appendix E)

L. PMS policy when grantees request draws on expired grants (Appendix U)

STEP 17. NSSC HHS Processor — Process Net Zero Report

When obligations are moved from one fund to another on an HHS obligation and the
net effect is zero, the transactions are not being recorded to the grant awards table
and therefore do not interface to HHS.

Resolution----Run t-code ZHHS_NET_ZERO weekly for a specific date range to look
for changes in the Fund and Commitment Item for HHS Awards (YG, YH and YS)
where the net change is zero for the obligated amount. These transactions will still
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need to be manually entered at DHHS since they are still not being recorded on the
grants awards table for the interface to send to DHHS.

A. Scenario 1: Records have not been manually updated on the HHS

system.

1. Enter t-code ZHHS_NET_ZERO
i.  Dates will default to current month.
i.  Only current fiscal year data can be modified using this

transaction.

iii.  Check the “Display Only” box to show records from prior fiscal
year(s) in read-only mode.

HHS Net Zero Changes Workbench

G &

Businage dras
Datec of HHE Modifications
Furchasing Document

C

10/01/2819 to 051112011

HHS Prior Flscal'Year Dala
|| Display Only

Recomnmendation; Submit background job for Display Only requests.

Enter parameters

| &)
V. Execute .

Vi.

If no business area is selected, a performance warning will

appear (press [enter] to proceed past the warning, if desired).

@ Please entar a Business Area or PO Document o slanificanty improve performance
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Vii.

viii.

HHS Met Zero Changes Workbench

Hold the CTRL key to select multiple rows (the rows that net to

zero). Click save E to push those records into the
ZMM_GRANT_AWARDS table so they will be ready to be sent
to HHS through the interface.

| HHS Net Zero Changes Workbench
LA Nl ]

[ T T
[ E— [ -

Click|¥ Note the green indicators in the “Mod Recorded
column.
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X.

Xi.

HHS Net Zero Changes Warkbench
aBnn

|

Run Z_LOC_VIEW using this PO (Example: NNG06GJ05G)

and check the box for Only mods not yet sent to HHS. The
records added in the current scenario should now be visible in
Z LOC_VIEW, meaning they have been successfully added to

table ZMM_GRANT_AWARDS.

Grant Administration: View Grant Mods

et AtAiatration. View Iranl Sods

ProRg

wengr 132100

(A1) ATAVETART
award | OIS
Fin b 1 L1}

PO msoer  Areh fusus Dets  Rag

m TR el

THERIHD

Baw mitharity

EIN B fareaen

SOUTHELE! RESCMACH FNEIE ST
X CULIBRA kD
eI

fN-m

Cusilative  BateSant Frt Mo
T 58400
;N

Fana
[l
ELAEZINTD

[
e
iR

e
20
04

AN
-
e

In ZHHS_NET_ZERO view, click the back button E and click

Yes on the subsequent dialog to return to the parameter screen.

Re-execute ZHHS NET_ZERO using the same parameters.
The net-zero entries for PO NNG06GJ05G have been

successfully dropped
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B. Scenario 2: Records have been manually updated on the HHS system.

1. This scenario will also demonstrate actions that will cause errors when
attempting to execute the transaction incorrectly.

2. Action: Checking the MUpd boxes and clicking save E without
highlighting the rows or entering dates “Sent to HHS:”

| HHS Nat Zaro Changes Workbanch

amn D

3. Action: Checking the MUpd boxes, highlighting the rows, and clicking

save E without entering dates “Sent to HHS:”

HHS Net Zero Changes Workbanch
a Bl n
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4. Solution

i. Select the appropriate dates when manual updates were
executed on the HHS system
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ii. Check the MUpd boxes for each record that nets to zero.

Highlight the rows with offsetting amounts. Click save gto
push those records into the ZMM_GRANT_AWARDS table
already flagged with “Sent to HHS” with the date(s) entered.
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. HHS Net Zero Changes Workbench

aEn

iii. Click |¥ . Note the green indicators in the “Mod Recorded
column as well as the dates and MUpd flags set in the far right

columns.

"HHS Net Zero Changes
a Bk @

L1l

Workbench

e

iv. RunZ_LOC_VIEW using for this PO (Example: NNX11AB84G).
Populate the Date transmitted to HHS with the date used in the
previous step. Check the box for Only mods sent to HHS.
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HHS View Grant Modifications
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v. The records in the current scenario that were added to the table
in the previous steps should now be appearin Z_ LOC_VIEW

results:

Grant Administration: View Grant Mods
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5. Re-execute ZHHS_NET_ZERO using the same parameters. The net-
zero entries for PO NNX11AB84G have been successfully dropped.

HHS Mot Zoro Changss Workbaneh
SRR @&

STEP 18. HHS Processor (SP) — Received Quarterly Federal Financial Report
(FFR) from PMS (Control Activity 11.6.4)

A. PMS will email the NSSC their “Disbursement Return Status Report”
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B. Report is provided on a quarterly basis. Grantees are considered
“delinquent” if they have not electronically filed their quarterly report in
PMS by the 30" day after the quarter ending (ex: Quarter ending March

31st, due by April 30t)

1. PMS blocks all accounts that are delinquent in filing their quarterly

SF-425 report

2. Upon submission of quarterly report and acceptance by PMS, the
account will be unblocked and the grantee may access their funds

C. The HHS Processor will perform a 1% stat sampling on accounts for each
NASA Center on the electronic Quarterly SF-425’s submitted to PMS. If
within the 1% sampling, a discrepancy is discovered, the grantee will be
contacted for resolution (Appendix F)
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SYSTEM COMPONENTS (EXISTING SYSTEMS)

IT System Title IT System Description Access Requirements

SAP/Integrated Enterprise
Management Program
(IEMP)

Interfaces with PMS for grant

activities in FMD User role at NSSC

SAP Records—Business

Business Objects (BOBJ) Warehouse User role at NSSC
Grant payment, financial User role at NSSC
DHHS/PMS management reporting, and

cost allocation
Document Management
System designed for the

TechDoc User role at NSSC
management of any type of
document or file
IRIS Invoice Routing & Information User role at NSSC
System
ServiceNow Work Management System User role at NSSC

Grants Database Work Management System User role at NSSC
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CUSTOMER CONTACT CENTER STRATEGY

Contact Center

The NSSC Customer Contact Center can be reached via e-mail, fax or phone.

E-mail: nssc-contactcenter@nasa.qov
Fax: 1-866-779-6772
Phone: 1-877-NSSC123 (1-877-677-2123)

Document Imaging

All incoming documents will be received into the NSSC Document Imaging Department
where they will be processed and electronically filed. Documents may be sent to the
NSSC as follows:

E-mail: nssc@nasa.gov
Fax: 1-866-779-6772
Mail: NASA Shared Services Center

ATTN: FMD-Grants
Building 1111, Jerry Hlass Rd.
Stennis Space Center, MS 39529

Relevant Points of Contact at the NSSC

Michele Rollins

NASA Shared Services Center
Building 1111, Jerry Hlass Rd.
Stennis Space Center, MS 39529
Phone: 228-813-6322

E-mail: Michele.M.Rollins@nasa.gov

Financial Management Division (SP)
Sarita R. Harper

NASA Shared Services Center
Building 1111, Jerry Hlass Rd.
Stennis Space Center, MS 39529
Phone: 228-813-6913
Sarita.Harper@nasa.gov
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APPENDIX A — ACRONYM LIST

AAO Agency Application Office

ALI Accounting Line ltem

AOR Authorized Organization Representative

AP Accounts Payable

AR Accounts Receivable

BOBJ Business Objects

BOC Bill of Collection

BW Business Warehouse

CAN Common Account Number

CCR Central Contractor Registration

CMM Contract Management Module

CMP Continuous Monitoring Program

CS Civil Servant

DHHS/PMS Department of Health and Human Services Payment
Management Services System

DI Document Imaging

DPM Division of Payment Management

DRN Document Reference Number

DUNS Data Universal Numbering System

EPSS Enterprise Performance Support System

FFR Federal Financial Report (SF-425)

FMC/FMT ServiceNow Financial Management Case/Task

FMD Financial Management Division
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FY Fiscal Year
GL General Ledger
HHS Health and Human Services (aka DHHS/PMS)
IDOC Intermediate Document
IDR Invoice Data Requirements
IEMP Integrated Enterprise Management Program
IPAC Intra-Governmental Payment and Collection
IRIS Invoice Routing & Information System
LOC Letter of Credit
NASA National Aeronautics and Space Administration
NPR NASA Procedural Requirement
NSSC NASA Shared Services Center
oC Object Class
OMB Office of Management and Budget
PANS Payee Account Numbers
PIN Payee Identification Number
PLI Procurement Line ltem
PMS Payment Management Services (aka DHHS/PMS)
PO Purchase Order
POC Point of Contact
SAP Systems, Applications and Products in Data Processing
(NASA’s Core Financial System)
SF Standard Form
SN ServiceNow
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SP Service Provider

TBD To Be Determined

TIN Tax ldentification Number
VIN Vendor Identification Number
VIP Vendor Invoice Processor
VPP Vendor Payment Processor
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APPENDIX B — ADVANCE PAYMENT METHOD GRANTS WORK FLOW

NSSC FMSD Grants and Cooperative Agreements and Advance Payments Process Flow
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NSSC FMSD Grants and Cooperative Agreements and Advance Payments Process Flow
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NSSC FMSD Grants and Cooperative Agreements and Advance Payments Process Flow
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NSSC FMSD Grants and Cooperative Agreements and Ad

vance Payments Process Flow
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NSSC FMSD Grants and Cooperative Agreements and Advance Payments Process Flow
Final SF425 Submission
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NSSC FMSD Grants and Cooperative Agreements and Advance Payments Process Flow
Final SF425 Submission - Continued
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APPENDIX C — PAYMENT PACKAGE (SAMPLE)

Dear Grantee:
This letter is in reference to your newly awarded grant/cooperative agreement with the
National Aeronautics and Space Administration (NASA).

New Grant Recipients that do not have an account with the Department of Health and
Human Services (DHHS) Payment Management System (PMS) for the awarding NASA
Center are required to complete and return the SF-1199A Direct Deposit Sign-up Form
and Contact Information Sheet.

The original SF-1199A form, with original signatures from the recipient and bank,
must be returned to the address listed below. Important - forms with whiteout will not be
accepted.

Once you have completed the enclosed forms, please return them to:

Regular Mail Only: Express Mail Only:

Regqular Mail: Express Mail:

HHS/PSC/Division of Payment Management HHS/PSC/Division of Payment
Management

P.O. Box 6021 7700 Wisconsin Ave., Suite 920

Rockville, MD 20852 Bethesda, MD 20814

The process for completing the paperwork and establishing your account will take
approximately 14 days from the time DHHS receives your completed documents.
DHHS will send you system access instructions, an account “PIN” number and
password. As soon as we receive notification from DHHS that your account “PIN”
number has been established, we will deposit the authorized funds, based on the
grant/cooperative agreement award, into your account.

If you have further questions or comments, please call the NSSC Customer Contact
Center at (877) 677-2123 or e-mail to nssc-contactcenter@nasa.gov.
Regards,

NASA Shared Services Center
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Instructions for Completion of the
DIRECT DEPOSIT SIGN-UP FORM (SF-1199A)
(Please Read This Carefully)
OVERVIEW
What is the purpose of this form?

Grant Recipients must have established, active accounts in the Payment Management
Services (PMS) in order to request authorized funds. The accounts are established in
PMS once the completed SF-1199A and Payment Management Services Access forms
have been received by Division of Payment Management (DPM). It is the responsibility
of the Awarding Agency to provide the requisite Direct Deposit Sign-Up Form (SF-
1199A) and DPM’s Payment Management Services Access Form to the grantee for
completion. It is also the Awarding Agency’s responsibility to ensure the accuracy of the
forms’ information prior to forwarding them to DPM for processing.

Who must complete this form?

SF-1199A - Section 1 is to be completed by the grant recipient. Section 2 is to be
completed by the Awarding Agency. Section 3 is to be completed by the recipient’s
financial institution.

Who must disseminate copies of this form?

The Awarding Agency should retain copies of the SF-1199A and Contact Information
forms. The financial institution will retain its copy of the SF-1199A. Both originals must
be mailed to the Awarding Agency.

What if some of the information changes (banking or contact information)?

The recipient must obtain and complete a new SF-1199A. Blank forms are available on
the DPM Web site at https://pms.psc.gov/ and should be available at the recipient's
financial institution as well. Once all sections are completed, please include a cover
memo stating that the accompanying SF-1199A form is being submitted to change
account information in the Payment Management Services System. The memo should
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list all the Payee Account Numbers (PANS) that are affected. All information should be
forwarded to your Awarding Agency.

Who must complete the DPM Payment Management Services Access Form?

The form must be completed and accompany the SF-1199A for “each” individual who
wants to gain access to the Payment Management Services. Forms should also be
submitted for personnel changes and/or account access deactivations.

ADDITIONAL INFORMATION

» The back of the SF-1199A must be read carefully before signatures are made.
* All information is to be typed or printed in ink on the SF-1199A.
« All signatures must be original and in ink.

» Alterations such as erasures, correction fluid and strike-outs are unacceptable and will
invalidate the form.

* All data elements on the SF-1199A must be completed unless a blank is indicated.
* The SF-1199A cannot be faxed.
* The Payment Management Access Form must have signature in order to be valid

Section 1 (To Be Completed by Payee)

A. TYPE OR PRINT YOUR ORGANIZATION'S NAME, ADDRESS AND TELEPHONE

NUMBER. Do not enter an individual's name in this block. Forms containing white out or
any alterations to the payee name are unacceptable.

B. TYPE OR PRINT YOUR ORGANIZATION’S NAME.

C. Claim or Payroll ID Number: The form cannot be processed without this information.
This is your organization’s 12-digit Central Registry (CRS)/Employer Identification
Number (EIN) or your organization’s 9-digit Tax Identification Number (TIN).

D. Check type of Bank account "Checking" or "Savings".
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E. TYPE THE ACCOUNT NUMBER at your Financial Institution to which the funds will
be "Direct Deposited". Do not use white out or make any alterations to the account
number.

F. Check the box "Other" and type the name of the awarding Federal agency.
G. Leave blank.

Payee Account Holder’s Certification: The individual(s) having signature authority for the
bank account should sign and date.

Other Required Information: At the Top Right Hand Corner, Please Type “Duns”
Followed By Your Organizations DUNS Number (Data Universal Numbering System)

Section 2 (To be completed by Payee)

Awarding Agency Information: NASA Shared Services Center (NSSC), Building 1111,
Jerry Hlass Rd., Stennis Space Center, MS 39529

Section 3 (To be completed by your Financial Institution)

The bank’s representative must sign the form and provide a telephone number for
contact purposes.

The depositor account title must be filled in and should match the payee name in most
cases. Maintain the payee(s) copy for your records.

Note: If “ALL” portions of this section are not completed, this will cause a delay in your
organization being established in PMS.
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Standard Form 11994 OMB No. 1510-0007
{Rew. June 1287)
i A
R SIGN-UP FORM
DIRECTIONS
+ To sign up for direct deposit, the payee is to read the back of this * The claim number and type of payment are prnted on Govemment
form and fill in the information requested in Sections 1 and 2. Then checks. ﬁSe-e the sample check on the back of this form.) This nfomna-
take or mail this form to the financial institution. The financial in- tion is also stated on beneficiary/annuitant award letters and other
stitution will verify the information in Sections 1 and 2, and will com- documents from the Government agency.
plete Section 3. The completed form will be returned to the Govern-
ment agency identified below. * Payees must keep the Govemment agency informed of any address
changes in order to receive important information about benefits and
* A separate form must be completed for each type of payment to be to remain qualfied for payments.

sent by Direct Deposit.
SECTION 1 (TO BE COMFPLETED BY PAYEE)

A NAVE OF PAYEE (last, first, middle initial)

D TYPEOF DEPOSITORACCOUNT | | cHECKING [ | savings

= LEPOSITOR ACSSUNT NUMBER
ADDRESS (sireet. route, PO. Box. APO/FPO) E |

A STALE ZIZCRn= F TYPE OF PAYMENT (Check only one)
Social Bectrity Feud SalaryMil. Sivilan Pay
TCLEM IGHC HUMEBER Bupplemental 3ecurity Income Mil. Active
AREA CODE Railroad Retirement — Mil. Retire.
Civil Service Retirement (OPM) Mil. Survinaor
B MAME OF PERSOMN(S) ENTITLED TO PAYMENT WA, Compeensation o Pension Sthar
(specii)
¢ CLAIMCR PAYROLL ID NUMBER G TIIS BOX FOR ALLOTMENT OF PAYMENT ONLY (i applicable)
TYPE AMOUNT
Prefix Suffix |
PAYEE/JOINT PAYEE CERTIFICATION JOINT ACCOUNT HOLDERS' CERTIFICATION (opiiona)

| certify that | am entitled to the payment identified above, and that | | | certify that | have read and understood the back of this form, including
have read and understood the back of this form. In signing this form | | the SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS.

authorize my payment to be sentto the financial institution named
below to be deposited to the designated account.

SIGMATURE NATE SIGMATURE DATE

SIGMATURE DATE SIGNATURE NATF

SECTION 2 (TO BE COMPLETED BY PAYEE OR FINANCIAL INSTITUTION)
GOVERNMENT AGENCY NAME GOVERMMENT AGENCY ADDRESS

SECTION 3 (TO BE COMPLETED BY FINANCIAL INSTITUTION)

NAME AND ADDRESS OF FINANCIAL INSTITUTION ROUTNG HUMBER CHECK
DIGIT

DEPOSITOR ACCOUNT TITLE

FINANCIAL INSTITUTION CERTIFICATION

| confirm the identity of the above-named payee(s) and the account number and title. As representative of the above-named financial institution, | cer-
tify that the financial institution agrees to receive and deposit the payment identified above in accordance with 31 CFR Parts 240, 209, and 210.

PRINT 2R TYPE REPRESENRATIVE'S NAME | SIGNATURE OF REPRESEMTATIVE TELEPHOME NUMBER DATE

Financial institutions should refer to the GREEN BOOK for further instructions.
THE FINANCIAL INSTITUTION SHOULD MAIL THE COMPLETED FORM TO THE GOVERNMENT AGENCY IDENTIFIED ABOVE.

N3N 7540-01-058-0224 1199-207
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BURDEN ESTIMATE STATEMENT
The estimated average burden associated with this collection of information is 10 minutes per respondent or record-
keeper, depending on individual circumstances. Comments conceming the accuracy of this burden estimate and sug-
gestions for reducing this burden should be directed to the Financial Management Service, Facilities Management
Division, Property & Supply Section, Room B-101, 3700 East-West Highway, Hyattsville, MD 20782 or the Office
of Management and Budget, Paperwork Reduction Project (1510-0007), Washington, D.C. 20503.

PLEASE READ THIS CAREFULLY
All information on this form, including the individual claim number, is required under 31 USC
3322, 31 CFR 209 and/or 210. The information is confidential and is needed to prove entitiement to
payments. The information will be used to process payment data from the Federal agency to the finan-
cial institution and/or its agent. Failure to provide the requested information may affect the process-
ing of this form and may delay or prevent the receipt of payments through the Direct Deposit/Elec-
tronic Funds Transfer Program.

INFORMATION FOUND ON CHECKS

Page 61 of 152

Most of the information needed to complete
boxes A, C, and F in Section 1 is printed on your
government check:

3 United States Treasurys# .

DO0O - 4157315

& Be sure that the payee’s name is written exactly as it ap-
pears on the check. Be sure current address is shown.

DoLLARE  oTs

2 2
"JOHN DOE. (= conr) E""wq-@
123 SRISTOL STREST @'

HAMKING SRANCH, TX TE54:

© claim numbers and suffixes are printed here on
checks beneath the date for the type of payment
shown here. Checkthe Green Book for the location
of prefixes and suffixes for other types of payments.

NOT NEGOTIABLE

(F) Type of payment is printed to the left of the amount. S0000005k8% Otds7aTeke

SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Joint account holders should immediately advise both the Government agency and the finan-
cial institution of the death of a beneficiary. Funds deposited after the date of death or ineligibility,
except for salary payments, are to be returned to the Government agency. The Government agency
will then make a determination regarding survivor rights, calculate survivor benefit payments, if any,
and begin payments.

CANCELLATION
The agreement represented by this authorization remains in effect until canceled by the reci-
pient by notice to the Federal agency or by the death or legal incapacity of the recipient. Upon cancella-
tion by the recipient, the recipient should notify the receiving financial institution that he/she is
doing so.
gThe agreement represented by this authorization may be cancelled by the financial institution
by providing the recipient a written notice 30 days in advance of the cancellation date. The recipient
must immediately advise the Federal agency if the authorization is cancelled by the financial institu-
tion. The financial institution cannot cancel the authorization by advice to the Government agency.

CHANGING RECEIVING FINANCIAL INSTITUTIONS

The payee’s Direct Deposit will continue to be received by the selected financial institution until
the Government agency is notified by the payee that the payee wishes to change the financial in-
stitution receiving the Direct Deposit. To effect this change, the payee will complete the new SF 1199A
at the newly selected financial institution. It is recommended that the payee maintain accounts at
both financial institutions until the transition is complete, i.e. after the new financial institution receives
the payee's Direct Deposit payment.

FALSE STATEMENTS OR FRAUDULENT CLAIMS
Federal law provides a fine of not more than $10,000 or imprisonment for not more than five (5)
years or both for presenting a false statement or making a fraudulent claim.
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"""  DEPARTMENT OF HEALTH & HUMAN SERVICES

L

R

Page 62 of 152

Program Support Center
7700 Wisconsin Ave 10 Floor
Bethesda, Maryland 20814

Payment Management System Access Form
#=#*This form must be competed in its entirety in order to be processed=*=

Flease print or hype
Action(s) Requested: (check all that apply)
0 Establish New User Access

d Change Existing User Access: Current PMS Usemame

3 Update Existing User Contact Information: Current PMS Usemame

d Deactivate User Access: Current PMS Username if not known, print or type first and last name of person to be
deactivated and complete sections 1, 2 and 5 below

1. Name of Institution/Organization:
1. Payee Idenhfication Mumber(s) (PIV) if not known, list EIN:
Is the action requested for all accounts associated with this PIN(s)? O Yes QI No
3. Request to Establish/Change Access or Update Contact Information for:
Mame (Please Prnt):
Title:
Telephone #:
E-Mail Address:
Mailing Address:
4. Type of access requested for user:

O Payment Requests and Inquiries
O Inguiry Only
O Federal Financial Report (FFE)

5. Supervisor's Approval of requested action (recipient organization authorized representative)
If vou are the highest ranking person in vour organization, please sign vour ovwn form.

Supervisor Name (Please Prnt):

Supervisor’'s Signature:
Supervisor's Title: Supervisor’s Telephone Number:

IF THIS IS ANEW ACCOUNT, PLEASE MATI. THIS FOEM ALONG WITH YOUR S5F-1199A DIRECT DEFOSIT FORM.

IF YOUE BANKING INFORMATION HAS BEEN ESTABLISHED IN THE PAYMENT MANAGEMENT SYSTEM, YOU
MAY FAX THIS FORM TO 301-492-5096 or 301-492- 458]1. FLEASE FAX ONLY ONE FORM AT A TIME.
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APPENDIX D — CLOSEOUT RECONCILIATION (SAMPLE)

National Aeronautics and Space Administration
NASA Shared Services Center — Finance Office

Grants and/or Cooperative Agreements

This file is complete in accordance with MASA closeout requirements 1260.77, Grant Closeout Procedures.

Grant Number
Institution

Period of Performance
Center

FINANCE SECTION

Obligated Amount
Disbursed Amount
De-cbligate Amount

Last Payment (Posted) Date

Voucher No.

Finance Reconciler
Mame
Phone
E-mail
Date of Reconciliation

Motes:

PLIfALI

PR#

PLIfALI

PR#

For Finance Use Only:

Emailed to Center (if applicable)
To Document Imaging
Aftached in SAP

To Closeout

Spreadsheet Updated

059 in PMS
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National Aeronautics and Space Administration
NASA Shared Services Center - Finance Office

Grants and/or Cooperative Agreements

This file is complete in accordance with NASA closeout requirements 1260.77, Grant Closeout Procedures.

Grant Number
Institution

Period of Performance
Center

Obligated Amount
Disbursed Amount
De-obligate Amount

Last Payment (Posted) Date

Voucher No.

Finance Reconciler
Mame
Phone
E-mail
Date of Reconciliation

5 235,088.00

] 235,003.97

$ 5.03 PLIALI an
7/24/2015 PR# 4200478696
5602274967 PLIFALI
PR#

For Finance Use Only:

Emailed to Center (if applicable)
To Document Imaging

Attached in SAP

To Closeout

Spreadsheet Updated

058 in PMS
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FEDERAL FINANCIAL REPORT
|Follow form mtnaticns)
1. Fedeval Agency and Crganicational Dlement 2. Federal Grant or Cibver identying Mamber Assigned by Federal Agency
o Which Beport i Suteitied T regort multiphe grants, e FFR Artechanast) 1

Feciplent Organkration [Maswe and complete addnecs Inchuding Zip mode
Trashees of Boaton Unbersity - Difice of Ressarch Accounting
IS Buick Streat, Ind Floce, Beton MA D2T15

da. DUMS Numiber b, W Is Reriplent krrounl Membar e et dping Wumbe: Bapart Type 7. Bt ol Actoumbing

[T tmpeestt svasltiphe prasts, use FFRAI miamant)
&:: [Foesh o
— ] = e
[TFwmi

B. Project/Grasi Feriod I‘mﬂwmm

Ll 4

Fram: [denth, Duy, Year) To: {ionth, Day, Year) Imonth, Dary, Year]
B6/20/11 06/13/15 DEFTIf1S
0. Transactiong I Cumwdalive
|flise Nres o« for singie ar multiple grond reporting)
Fecheral Cash [To report mulfiphe granis, sles use FFR Aktscheneni):

. Cath Recelgts ST |
b Conk Deburpements ST, 9T
€ Cash o Haned [line u sinus b
Fecmral Expencltures and Uscklipated Ralance:

o Tota! Feceral bands suthoriasd

e Federal share o expenditures

1. Federal share of wliuidated oblgaion

[ 3 Total Federsl share [lum of lney e snd 1
[ Unbhgued bt of e e o 4 i

L Total Federal program incoms eamed
m. Frogram incomes expanded in sccordance with the deduction aliemadive
| Pregram icome txpended in sccondincs with [ sddticn Mternate

. Uinexpended program income Bine | misus line m oo bne n|

[ererodfrom  [PerodTe i pase amoant Charged Federa taare
[ )|

12 Memerks:  Fili enchudes capital and fabricated equipment expenses of 51,767.38  (Prepared by Sabvie Zaccaria Research Aominivtranos: T81-353-4556 racraria @i edu]

Cartification; By signiag this repart, | certity that |t in ires, complete, snd scoursbe bo the beet of my knowlsdpe. | sm swans thet
-y falyn, fictitiows, or frmsdulent information mey sebject me 10 iimbsal, dvil, or sdeialitortve penaltes (U5 Cods, Tite T18, Section 1001}
» Typed or Printed Mame and Tithe of Authorted Certifying Official

Ciane Bakdwin, Inferim Vice President for Research Finsnce B Axslstand Vice President for Sponsored Prograenm
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INQUIRY: AUTHTC-E {Authorization Transactions Extended)

op DIV:S AOTH TC'a Follow
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Hita: &
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mc-m AIT1 FHASSS1 DISE TT's Follow --
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APPENDIX E — GRANTS TRANSITION SCHEDULE/RESPONSIBILITIES

February 9, 2009
¢ DFRC-GRC-JSC-KSC -SSC
e Centers transitioning will also be responsible for the following:
o All grants with a validity end date of December 31, 2008 and prior
will remain at the Centers for final closeout or disposition
o January CMP; due February 2009
Closeout of grants not transitioning to NSSC
Reconciliation of all PSC 272s for the 15t Quarter

March 2, 2009
e LARC
e LARC will also be responsible for the following:
o All grants with a validity end date of February 28, 2009 and prior

will remain at LARC for final closeout or disposition
February CMP; due March 2009
Closeout of grants not transitioning to NSSC
Reconciliation of all PSC 272s for the 15t Quarter

March 9, 2009
e ARC

e ARC will also be responsible for the following:
o All grants with a validity end date of February 28, 2009 and prior
will remain at ARC for final closeout or disposition
February CMP; due March 2009
Closeout of grants not transitioning to NSSC
Reconciliation of all PSC 272s for the 15t Quarter

April 13, 2009
e MSFC
e MSFC will also be responsible for the following:

o All grants with a validity end date of March 31, 2009 and prior will
remain at MSFC for final closeout or disposition
o March CMP; due April 2009
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o Closeout of grants not transitioning to NSSC
o Reconciliation of all PSC 272s for the 15t Quarter

April 20, 2009
e HQ
e HQ will also be responsible for the following:
o All grants with a validity end date of March 31, 2009 and prior will

remain at HQ for final closeout or disposition
March CMP; due April 2009
Closeout of grants not transitioning to NSSC
Reconciliation of all PSC 272s for the 2nd Quarter

December 1, 2009 (Phase I) — January 2, 2010 (Phase Il)
e GSFC
e GSFC will also be responsible for the following:
o All grants with a validity end date of November 30, 2009 and prior
will remain at GSFC for final closeout or disposition
o December CMP; due January 2010
Closeout of grants not transitioning to NSSC
Reconciliation of all PSC 272s for FY2009 4th Quarter
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APPENDIX F — 1% STAT SAMPLING QUARTERLY DISBURSEMENTS

REPORT PROCESS

STEP 1: Formatting Quarterly Disbursements Reports from PMS

A. PMS NASA POC will send an email with the information required for the
Quarterly Disbursements - 1% Sampling process

B. Open 1% Sampling template Excel Spreadsheet.

1.

2.
3.
4

Save 1 per center. This is found at N:\FM Division\Accounts

Payable_Accounts Receivable\Accounts Payable\Grants\00 1% Sampling

Copy data for each center from e-mail and paste into excel spreadsheet

Highlight first column / Data Tab / Text to Columns

Fixed width / next / move (or create break line as needed) / next
Convert Text to Columns Wizard - Step 1 of 3 ? 4

The Text Wizard has determined that your data is Fixed Width,
If this is correct, choose Mext, or choose the data type that best describes your data.
COriginal data type

Choose the file type that best describes your data:
D Delimited - Characters such as commas or tabs separate each field.

@ Fixed width - Fields are aligned in columns with spaces between each field,

Freview of selected data:

1l Oser Code Account Status S05 L]

------------------------------------------- ~

(2] Fazm 0¥S1D Dosted 1

5| Fazm 0¥75D Dosted 4 w

< >
Cancel Einish
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5. Adjust columns as needed / Select finish when columns are correct.

Convwvert Text to Columns Wizard - Step 2 of 3 ? >

This screen lets you set field widths [column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

Data preview

. 10 20 5:0 40 50 @O
ser Code Acocount Status 905 =T
F22B O¥Y51P Posted 1
F22B [ah'ar-l =) Dosted 4 L
£ >
Cancel < Back Einish

6. Sort Data / by Status / Order of Zto A
(Hint: sometimes extra spaces are inserted before text in column —
remove spaces before sorting — OR — sort, remove spaces &
resort)
C. On all “Posted” accounts — take a 1% audit sample for analysis.

STEP 2: Obtaining 1% Stat Sampling from PMS Reports

A. Statistically sample 1% of the population from the PMS Quarterly Status Report
on accounts listed as “compliant” on their quarterly reporting.
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B. Copy and paste Account Numbers from the PMS Quarterly Status Report into a

separate Excel tab

[ S R i -

LELor

e
MR
AR
SRR
W
LR

B e R e e

Cwrerapr

a5 Wrap Tt

A1 should be the active cell

Fpamamaag = 5 Table » foylgar

2. Choose “Formulas” tab from the ribbon

XH9-®-=

f‘: X AutoSum + ﬂ Logical = ﬁ'

[ Recently Used ~ fA Text~ i - £ Use in Farmula =(% Trace Dependents ¥ ~
Insert Mame 2 - Watch
Function [ Financial = {27 Date & Time ~ (i~ Manager EE Create from Selection | 4, Remove Arrows ~ @ ' window
Function Library Defined Mames Formula Auditing

Home Insert Page Layout Formulas

Bookl - Microsoft Excel . -

Data Review View Developer Acrobat

§ i3 Define Name ~ E:"Trace Precedents @

r [N

AP-AR

o=

E dgoium s
e 4.

. BIg- - ‘h.d. ERE EiE ﬁ..,.,{_“,,". B=% s« "4 8 Coniboral Pomat (o !.'!:IM [-Illli H-Iﬂr

0@ o@d

'
'
Sertk P & 1
of Ul = Pty falgen v '
- 1
.
1
-
it
|
a ] 5

_—re
2@ =

B &

Calculation [T
Options = l“"a
Calculation

3. Select “fx” insert function

S

Insert
Function
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4. A popup appears: choose Math & Trig for the category; scroll “select a
function:” until you see “randbetween”

Insert Function

?

Search for a function:

Go

Select a function:

Type a brief description of what you want to do and then didk
Or select a category: |[UET R RIg] IZ|

PRODUCT
QUOTIENT
RADIANS

ROMAMN
ROUMND

RAND M
[RANDBETWEEN _______________________________________ |g

RANDBETWEEN{bottom,top)
Returns a random number between the numbers you specify.

Ok

Help on this function [

I=n

5. Enter a random bottom and top number variation

Function Arguments

L2 (S

Formula result = Volatile

Help on this function

| 3015831!DP53P

0OP54P
nTsnp

RANDEETWEEN
Bottom | 3010001 = 3010001
Top |3019999 = 3019999

= Volatile

Returns a random number between the numbers you specify.
Top is the largest integer RANDEBETWEEN will return,

[ oc || cancel
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6. To auto populate the column, double click the right bottom corner of A1
cell.

3013378JOPs3P
3019427 0P54P
3018957]0T50P
3013192)1K10P
2010702]1Us6P
3018811)2170P

3019093]30C7P
3013854 ax36P
3017832)55C4P

7. Select column A

A B
3013375]|oP53P
3019427|oPs4apP
3018357|oTs0P
3013192]|1K10P
3010702|1usEP
3018811|2170P
3019093|30C7P

8. Sort in any direction or format

Page Layout Formulas Data Re

ns a4 A Z < Clear
™ o ) o

Z| sort Filter
A"L \"j Advanced

Sort & Filter

9. Sorted data — sort numerically by Column A (smallest to largest)

A B
3010001 C6840P1
3010028 0OY27P
3010030 C0O802P1
3010032 D9944P1
3010040 AB064P1
3010040 D3501P1
3010045 E2109P1

I = T, I S TN R

STEP 3: Instructions to Review 1% Stat Sampling

A. For selected accounts, review the subaccount Charge Advances vs reported
disbursements amounts monitoring any excess “Cash on Hand”. The data pulled
to perform this reconciliation will be from the PMS Sync Report. When the
sampling is complete, create FMC/FMT to Grants L3 for review.

B. Grants manager receives SN task from AP Grants SP that 1% Stat
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Sampling has been completed for all Centers.

C. Grants Manager retrieves file information from N:/FM Division/Accounts
Payable_Accounts Receivable/Accounts Payable/Grants/00 1%
Sampling/FY XXXX/(Fiscal Quarter End Date).

1. Each Center contains both the reconciliation file (MS Excel) and
PMS supporting data (MS Word).
2. Review completed sample files for each Center (usually 1-2 accounts
selected per Center per quarter).

;;;;;;;

3. Reconciliation spreadsheet

H

WILLIAM MARSH RICE UNIV

Posted

o
a/20/2016

a/29/2016

a/23/2016

13 | HMXT3ARISH a0 Grant

Cum Fed Cash Dish less Drawes as of

Prior Cum Disb DisbReported |  3/31/16 | Cashon Hand | April Draws

Date of last
draw

20 HNADBCESTH

21 HNADACKESA

22 HN=OTAVI0H

23 HN=09AHASE cc

2a FNXTIADSEH

25 HN=IEARZED D

ARC COMPLIANT LISTING

Random Selection

ARC - A5059P1

ARC - AB384P1
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4. Click on

61
62
63
64
65
66
67
63
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
83
89
90
a1
92
93

A B
3019069 F&.
3012141 Fg
3011859 F&,
3012448 F&
3011638 F&.
3019705 F&.
3014064 F2
3013738 F&
3019292 F&,
3015180 F&,
3018524 F&
3018298 F&.
3018759 F&,
3016062 F&.
3016834 F&,
3017393 F&
3017254 F&
3018070 F&,
3010846 F&
3019520 Fa2
3019379 F22B
3013028 Fe2B
3019290 Fa2
3016823 F
3013647 F
3015504 F
3015828 F
3013598 F
3010168 F
3010950 F
3013137 F
3010399 F
3011478 F

2
2
2
2
2
2
2
2
2
2
2
2
2
2
2
2
2
2
2

Wowowmm W W W W W mmm W W W W mmm

Wowommmwww W mm

2
2
2
2
2
2
2
2
2
2
2

@ o o 0 0 @ B B

ARC COMPLIANT LISTING

e

AG733P1

A4397P1
AB225P1
9H52P
D2406P1
D9370P1
A9825P1
C4143P1
9H47P
D5163P1
AT591P1
E1360P1
D7897P1
9H49P
A5778P1
B4425P1
9H33P
ATOTSPL
4W1sP
5K15P
A5053P1
D2053P1
9H50P
ATO55P1
9H45P
A5475P1
C5431P2
D9463P1
A5042P1
A4345P1
AB087PL
7Ww4asp
A4315P1

D E

Random Selection

E

G

ARC - A0S

Random Selection tab at the bottom of the spreadsheet

5. Accounts that were selected through the sampling process will be
identified in the spreadsheet as highlighted in yellow; each
highlighted selection should have a reconciliation spreadsheet
within the current MS Excel worksheet.

6. Next, click on the “(Ctr) Compliant Listing” tab at the bottom of the

spreadsheet.

Account

Organization

ARC COMPLIANT LISTING

Status

sHssP Postad
sH57P Posted
sHs9p Posted
sHe1p Posted
Srizap vostad
swiip Pusted
oweze Posted
A1s29P1 Postad
aaza7EL posted
Ass99P1 Posted
Asg1sP1 Posted
naws /1 vostad
AaszsP1 Pusted
Asgaze1 Posted
AMsasP1 Postad
asna7el posted
As0azP1 Posted
ASo59r1] @ Posted
A5061P1 Postad
Asos2P1 Posted
As066P1 Posted
Aso62P1 Postad
Asnrav vosted
As1s1P1 Pusted
As183P1 Posted
Asa75P1 Postad
asaTeR posted
Asasze1 Posted
Asasep1 Posted
Assazl vostad

Random Sclection

4

905 - Artive 964
Mccounts | Aoc

e
5

KOWURKKESONFENOUEOENRROVKRKENE WK

ARC - A5059P1

Exception Created | Exception Updated  Post Date Number(s)  Filed
1 4/15/2016 4/27/2016 4/27/2016
o a/20/2016 a/20/2016 4/20/2015
o
o a/12/2016 4/20/2016 4/20/2016
o af20/2010 a/21/2010 af21/2016
o a/8/2016 a/8/2016 _4/s/2016
1) 4/8/2016 4/11/2016 4/11/2016
o 4/19/2016 4/26/2016 1/26/2016
' a/79/5m6 a/79/7016 af7a/7018
o 4/18/2016 4/18/2016 4/18/2016
o
o af15/2010 a/15/2016 af15/2016
o a/22/2016 a/27/2016 4/27/2016
o a/19/2015 4/22/2016 4/22/2016
o
o a/re/706 a/78/7016 a/76/7018
o 4/13/2016 4/13/2016 4/13/2016
o
o 4/1/2016 a/1/2016
o a/19/2016 a/19/2016 4/15/2016
o a/27/2016 4/27/2016 4/27/2016
o 4/21/2016 4/21/2016 4/21/2016
o afra/sne a/1a/2016 af1a/smne
o 5/2/2016 5/2/2016 5/2/2016
1) a/11/2016 4/13/2016 4/13/2016
o
o a/s/r018 a/s/>016  afe/>018
o
o a/18/2016 4/20/2016 4/20/2016
o afzs/2010 a/28/2010 afzu[2016

ARC - Ag284PL g

Auth Reported braws PO,

=] M - ———————+ 100%
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7. Locate the account(s) that were selected in the random selection tab and
ensure that the dates in the columns labeled “Exception Created,
Exception Updated, and Post Date” match those fields on the
reconciliation spreadsheet. In addition, the number of Active Accounts
(905) and Inactive Accounts (964) are identified at the top of the
spreadsheet. The numbers for the selected account(s) should match on
the reconciliation spreadsheet

ARC COMPLIANT LISTING Random Selection ARC - AS059P1 | ARC - AS384P1

8. Ensure that all Grants populated in the ALL GRANTS portion of the
reconciliation spreadsheet are located within the PMS backup support
documentation for the Center. Current SF425s will be listed and total
cash authorized, prior cumulative disbursement amount, and
cumulative federal cash disbursement totals should tie back to active
grants associated with selected accounts. If there are any errors or
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additional clarification is needed, contact the SP Grants POC.

Note :

Charging TCs have been created in the new system only .

If thers were charging transaction

in the old/legacy system (pre July 2608), then the Charging TCs may not equal to the total CHG-ADV on the grant document

5 HNX15AR2EG 136,871.08
2014-5211417-4100 51,872.25
2915-5211513-4180 84,998.75

INQUIRY: AUTHTC-E (Authol

ion Transactions

AUTH TC's

— 5 NNX15AR28G OP DIV:S

low --
EEEINC-AUTH=* === POST DT TIME START DT END DT

6,123.30 35,679.59 @3/31/2816 A
o0 .ea

6,123.38 35,679.59 o
=] -] [}

o

N
N

REF *USER**

T/C RM *=xssrxeeass FCge=snann ISSUE DT **=+= EIN=*=*
850 13 2015-5211519-4168 84,998.75 88/20/15 14:21 #8/01/15 07/31/17 @8/13/15 174118962843 599
050 13 2014-5211417-4100 51,872.25 ©8/20/15 14:21 ©8/01/15 @7/31/17 @8/13/15 174118962049 S99
NET TC 136,871.0@
Hits: 2
INQUIRY: DBT (Disbursement Transactions)
FNASS21 DISB TC's Follow --
T/C s®spopss#n ssskms : wesms SCUM-AMT##5%= DOST DATE® SFY# SssskasCp#ssesss sgre ssssopsssss

995 ©3/31/2016
9065 12/31/2015

6,123.30 84/29/2016 2014
31,556.24 81/19/2016 2014

5211417 416@ R53620
5211417 4188 R53620

R
N

N

“**DUNS NUM*** P *SUFFIX

D. Once you have verified that all data is correct and accurate, Grants Manager
will document that the review has been completed in the SN work log, resolve

the SN task and close the SN case.
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APPENDIX G — ACTION ITEMS - DAILY/WEEKLY/MONTHLY

| EM GRANTS TASKS CHECKLIST |
Dene Frequency Hem Path/lnformation
Diauly Rewew and process Failed IDOCs m SAP Z HHS 1ID0C_ View Access Database
Monior invoice Stat Repor for IDOC Pending Achons. Post when
Diauly completed Access Database
Dby Pull Confirmad Payments Report ;i PMS for daily 7b 1 hips fpmsapp psc govpmsiappimain
Diaanby Run CMP 2.1 reports Confirmed Payments Repods m PMS NAFM DavisionC-SWuloCMPPRODVG rants\Processed
NAFM DrvisionvAccounts Payable_Accounts
Diauby Uaload 26 1 files mbae CMP Tool. Save bo daily wark fike Racevable'Accounts Payable\Grants\Daily Waork folders
NAFM DavisionVAccounts Payable_Accounts
Dby Open 28 1 oulput files, analyze diScrepancias on workpapssrs Racevable'Accounts Payable\Grants\Daily Work folders
Ciaanby Rewwew Z_LOC View for new grandess Update Access records.  |Access Database
As needed |Regisier m PMS. Updale Access reconds hitps fpmsapp psc.govpmsiapp/usemeguest
NAFM Division\Accounts Payable_Accounts
Review PMS regisiration statuses. (Only the regisirar has access  |Receivable’\Accounts Payable\Grants\New Grantes Set
As needed o e sialus ) Send emails with Pmit Pkg and Acct # Up'\Mew Grantee Emails
Create SNow ickets for Vendor Masier to updabe new grants
As needed |Monilor for completion hiips 'esd nasa gov
Dby Reniew PMS for any Comedt Exceplions. Process when needed. |using sieps i SDG)
Sarvice Now tickets [assign/processicreate from emails & phone
Dianby calls) hips llesd nasa gov
SAP tcode SO0M1-HHS Queries—Z_AUTH_BA—mun vanant for
Weeakly S001 Z_AUTH_BA Mismaich between vendor and BA [by cenler) |each cenier individually
2001 Z_AUTH_BA_V2 Mismaich between BA and Award Numbers | SAP f-code 30Q01-HHS Queries—Z_AUTH_BA_V2—run variant
Weekly by agency] for all ZHHS
2001 Z_AUTH_BA_W3 Mismatch between BA and Plant (by SAP fcode 3001-HHS Queries—Z_AUTH_BA_V3—run variant
Weekly [agency) for all ZHHS
Weekly BOBJ GR Indicator Report Appendix AD of the Grants 300G
Last day of SAF kcode FHHS_NET_fERC-—mn each center for cument
interiace  [SAP FHHS_NET_ZERD report month
Last day of
inferiace Manual Authonty 1o PMS for certain grants listed in SDG Listed in Grants CMP SDG
Motify FEWT/Centers about any outstanding failed IDDCs; creale
Monthly IDR forms for AR when needed emails and SMow fickeis
CMP Reports 2b.1 and 7b 2 begin on 1st business day of every  |AAD bool—hEps lemp nasa gowv!
Monthly  |month-2 days deadline MNESSC fool-hitps femp nssc nasa gow!
Moathly Upload Sync Report to SAP, Prepare grants in PMS for closure | SAP tcode ZFI_HHS_SYNC—mun all theee reports; Appendix Qff
Monthly POF End Dates (send to AAD—Pam Kroeger) Appendix O of Grants 3DG
NAFM DivisionAccounts Payable_Accounts
Moathly Morth end Sync report analysis of discrepancies Receivable’\Accounts Payable\Granis\Sync Reporisi\Fy 2020
Analyze CMP Work Paper Diferences. begin after CMPs are
Moathily completed in 158 wi Check for actions needed bo comect discrepancies
Monthly Subaccouwnt Clo - Acoess Database Appendix P of Grants SDG—Access and PMS
FFR Disbursement Status Report-1% Sampling Report-send Creale repor alter receiving emadl from PMS NASA Liaison—
Cuamery  [SMow task to L3, Grants POC Appendix F in Grants SDG
As neaeded |MestingsAelecoms requested by Supervisors. L3 andior Centers |conference rooms, phone. offies, Teams
As needed |IPAC Retumed funds—Create A ds and p emails and SNow tickets
As needed |Reversal requests from cenlers emails and SHow tickets
As neaeded |Audit requests from Intemal ControlsiL3 emails and SHow tickets
SDG Updates (2 wk deadline for new processes, 4 days for
As needed |comrections from CS) emails and SHow tickets
Final SF425 Reconciliation—Create A ds and p
Dty contact graniee for discrepancies Forms received in SNow from Document Imaging
Chose any grant in PMS when Final SF425 is sent fo closeout, i
As needed |applicable BAP/PME/Access—050
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APPENDIX H — ASSIGNING LOC NUMBER - ACCESS DATABASE

STEP 1: This process only begins once it has been verified the new grant has been
established in PMS.

A. Check query —“last LOC used’- for Center request

B. Grants Database is located at N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\Grants\01 Work Management\ Grants
Database.accdb

Open Grants Database and click “New Grantee Information” button

Click “Last LOC Query” button

Enter Center initials ( ex.LARC)

Use next number — (ex.0000230259, next number will be 0000230260)

Click “LOC List” button

Double click “LOC data Input.”

Enter Center Initials and click “ok”.

Nooabkwh =

C. Scroll down and input the following information into database:

Vendor Number

Name of Organization

Tax Number 3 = EIN #

Tax Number 4 = LOC # (0000-Ctr#-last 4 digits) (ex. 0000230259)
Account Number

PIN Number

Date Assigned

Noohwh =

D. Create FMC/FMT ticket with the following and submit task to AP NSSC Vendor
Master.

Grant Number

PIN

Account #

LOC information

EIN

abhown -~
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APPENDIX | - ROUTING COST VIA IRIS

STEP 1: Routing Cost

A. In SAP Easy Access, type in T-Code:

AFI_AP_CONSOLE

1. Enter SAP Document No. and click on “Check Validity”. Some fields will
pre-populate automatically using data provided by the parked invoice

document in SAP.

2. Enter Vendor Invoice Number (IDOC 5600000000) and Purchasing Doc

number (grant #)

=
System Help

g

aldUleae  SHB OO0 BE @

IRIS Request Console

Invoice

Invoice Document Mo.

[5602243570

=015 Parked I Final 1nv Cl1rac

Late Invoice

I SBIR/STTR

Vendor Invoice Number

IDOC 7162215

| IDOC 7162215 NAS5-03127

[0 Owveride Center Default

Vendor 123737 | ASSOCIATION OF UNIVERSITIES FOR RES
Business Area 51 | Goddard Space Flight Center
Agreement &

Purchasing Doc. NAS5-03127

Default Center Code GSFC| Goddard Space Flight Center

3. Click |[] View Tab Screen |to proceed to the Request tabs screen.

To Recipient

Comments:

IDOC 779441/YEAR 2016/CAN 1621/ OBJ CLAS 2550/FUND SCEX22016D

Request Amt

1,600,000.00

Uncosted Obligations

0.00
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4. The top section displays basic invoice and purchasing document
information with drilldown capability to the invoice and purchasing

documents. A tab for each request type is below.

Enter the IDOC #, YEAR, CAN, OBJ CLASS, and FUND in the Comments
and Request Amt, and then press enter &.

m Goods Receipt , Funding , Approval

To Recipient

Comments:

Current Action

\ Route Request

” Please apply cost to grant

<)

| T

Recent Actions

Request Amt

Mo Prior Request

500,000.00

Uncosted Qbligations

19,564,195.56

6. A function will calculate the total amount of uncosted, service-based
obligations outstanding on the award and display this amount below the
Request Amt on the screen. For larger awards, allow slightly more
processing time for the system to pull in the information. A progress
indicator will appear in the lower left corner of the screen:

ﬁ‘ Determining Uncosted Amount.
.

Route Request

7. Click &

A yellow triangle icon will appear indicating the

request is waiting to be picked up by the IRIS web application (interval is

every 60 sec).
MY GoodsRecept | Funding , Approval

To Recipient

Comments:

Current Action

[ Cancel Request ]

” Please apply cost to grant

L]

I

Recent Actions

Request Amt

Created by Irene Barry
06/05/2015 2:12:02 PM

500,000.00

Uncosted Obligations

19,564,195.56 Status: Pending

8. Click the Refresh & button to refresh the status of requests. The icon will
change to a & when the request successfully interfaced and has been

created on IRIS web.
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9. Click the button at the top of the screen (next to TechDoc button)
to go to the invoice view on IRIS web (note: IRIS button is only available
after the invoice successfully interfaces on IRIS web).

w—————"

~ || Reports ~

A User Profile

Days Remaining: 31

Date Paid: Unpaid

Vendor Inv. Num:

SAP Doc. Num:
Center:

Outline Agreement:

View SAP PO Details

Htem Amount

IDOC 7162215
5602243570
GSFC

blank
NAS5-03127
Net 30 days
blank

Open

8 B/5 IDOC 7162215 NAS5-03127

SAP Line Item Detail

Quantity

Inv. Receipt: 06/05/2015
Document: 06/04/2015
Accel. Pmt: 06/19/2015

PPA Due Date: 07/06/2015

UOM | PO Reference pLI PO Text

Penalty After: 07/06/2015

Vendor Info
SAP ID 0000123737
ASSOCIATION OF
UNIVERSITIES FOR RES
3700 SAN MARTIN DR
BALTIMORE, MD 21218-2410

Reference

Actions Requested
© Cost r~)

10.All requests that were routed in SAP Console and created on IRIS web
appear with a status indicator (Pending [3) in the Actions Requested

section.

11.Expand the Approval Request preview by clicking the & icon.

Actions Requested

$500,000.00 Requested on 06/05/2015

Pending Completion

View Request
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12.Click View Request.

R — ©

48} Home (& Pending v o C

- =l Reports ~ =) A& Uuser Profile

Completed Cost Request for Vendor Invoice IDOC 7162215 ! DRN 5602243570

C by line L. on 06/08/2015
Request Details

Center Vendor Inv. Num DRN Outline Agreement Purchasing Doc AmtRegq'd | PPA Due Date
GSFC IDOG 7162215 5602243570 NAS5-03127 $500,000.00  07/06/2015

Invoice Activity Log

Date/Time Tvpe Entry By Action Performed Commen it

+  06/08/2015 02:03 PM CDT Gost Jacqueline LanconBrooks Complete Request completed by Jacqueline LanconBrooks
+  08/05/2015 02:51 PM CDT Cost Tayna Wilson Assign User Request assigned to Jacqueline LanconBrooks.
+ 06/05/2015 02:13 PM CDT Cost SYSTEM Create Please apply cost to grant

File Attachments
3 Ada

File Name Added by Date.

Add Comments.

Awaiting CCR Run

knd Save 4= Back |51 View Invoice

13.Comments can be reviewed and added on the Activity Logs tab.
Attachments can be viewed and uploaded on the File Attachments tab.

STEP 2: Verifying cost is complete

A. In SAP Easy Access, type in T-Code: ZFI_AP_INVC_STAT
1. Select Parked ltems

Invoice Statuses
® Open Items as of 04/11/2016
Parked L] Posted
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2. Select Document Type ZH and ZL
IE:"MuItiple Selection for Document Type

Select Single Values BT [uflsel - S

0_|si |
ZH

7L (=)

3. Click Execute

D [BA  TPurchasing Doc.[Status = Current Amount/Doc Date  Latest GR [GR Stat |Cost [GR |Approval|Funding IRIS |CIrng ... [Text User name
5602424418 51 Parked 358,026.11 04/04/2016 Pending B IDOC 7838952 NAS5-26555 NS000757
5602424570 1,870,276.66 Complete B IDOC 7843117 NAS5-03127 NS000757
5602424572 510,257.21 Complete & IDOC 7843118 NAS5-03132 NS000757
5602424576 251,610.79 Complete G} IDOC 7843119 NAS5-03132 NS000757
2,990,170.77 04/04/201 &
5602424577 258,501.44 |04/05/2016 Complete B IDOC 7843670 NAS5-03132 NS000757
5602424578 127,468.56 Complete B IDOC 7843671 NAS5-03132 NS000757

- 385,970.00 04/05/201 &
Parked @--  3,376,140.77

-+ 3,376,140.77

-+ 3,376,140.77

51 &

(]

4. If status of the Cost column is Complete proceed to posting the document
by either clicking into the invoice or using T-Code MIR4.
5. Once document is “posted”, flag IDOC for deletion.

STEP 3: Post the IDOC document

A. In SAP Easy Access, type in T-Code: MIR4
Enter DRN 5600#

Click on “Display Document” or hit “Enter” on keyboard

Click on “Edit”

Click on “Display/Change”

Update “Posting Date” to today’s current date, hit “Enter” on keyboard

o abkowh-=

On bottom left of screen, click on @ icon — the bottom screen will
populate (this may take a while)

7. Click on icon — this will display where new cost has been applied
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| Purchase Order/Scheduling Agreement

140,355.22

E| |NA55—97045‘ | | |Gnnds,‘semce tems E‘
Layout NASA Default ]

27,656.74

90,617.26

8. Select any items

to be cleared from screen leaving just the items with the

required $ to post.

9. Click on the

icon to display just the items needed (in this instance it

equals the amount requested, but if more cost is posted than needed, you

will adjust one of

the lines to the dollar amount required.

‘ Purchase Order/Scheduling Agreement =] | ‘NA55—97045| ‘ | | Goods/service ftems =] |
Layout | MASA Defauft o]

‘ Ttem Amount Quantity IGR/ |Ord_|Purchase Order |Ttem PO Text Reference Doc. |Acct Assgt B2 |a [G/L Accol
140,355.22 140,355.220 [ & (] [~
‘m 27,656.74 27,656.740 [ r () K2
90,617.26 90,617.260 O = O [

10.If all is in balance, then a green bullet will be displayed (top right)

CO@  Babnce |

0.00 |USD

11.Click on the icon

12.The “Display Invoice Document” page will display, at the bottom left there
will be a message:

@ Invoice document 56021538529 has been posted

STEP 4: Flag for Deletion:

A. Access SAP

Pobd =

Click on “Flag for

Click on SAP Business Workplace icon

Click on “Inbox” P & Inbox
Click on corresponding failed IDOC line

Deletion”
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5. Note: If failed IDOC is not in your SAP Business Workplace, then send an
e-mail to Matthew Buchheit at the AAO (matthew.d.buchheit@nasa.gov)
and ask him to flag it for deletion for you.
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APPENDIX J - MACROS USED IN GRANTS

A. Locate Grants Macros at: N:\FM Division\Accounts Payable_Accounts
Receivable\Macros\Add-In Installer Worksheet to install.

1.

Click on Add-In Installer Worksheet and follow instructions

2. Click Finance Installer/Grants.xlsm

[m] o = Add-In Installer - Excel

File Home Insert Page Layout Formulas Data Review View ACROBAT AP Civil Servant Deposits '1;?' Tell me what you want to do...

= g B B Qg H

Grants GRANTS CMP CMP Fix FORMAT  Update Audit One Percent
Download Form  SYNCREPORT EIN Macro  Sampling Macro

Page 89 of 152

Grants Reports CMPs SYNC Processing Audit | One Percent Sampling
N19 - Jx
A B © D E F G H J K L M N (o]
1 —
g — Finance
i Add-In
4 Installer
5 -l
[3 | Finance Add-In Installer/Uninstaller
7 -l
8 Select Add-ins to Install/Uninstall
9
10| Install ©
n ul Uninstall @
12| AR-Billing.xlam
13 AR_Deposits.xlam
14 | Custom Macros.xlam
15 | DomesticTravel.xlam
- FBWT.xlam
16 | Grants.xlam
7 I3P_AP.xlam
18 | Travel.xlam
19 | 1

3. Click Execute to install add-in.
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APPENDIX K — DISBURSEMENT MOVES IN SAP & EFFECT IN PMS

Purpose:
Moving Disbursements in SAP between FY's will result in future posting issues in PMS

Scenario:
Center requests to move disbursements from 2017 funds to a 2018 reimbursable fund:

Response:
Moving disbursements in SAP from 2017 funds to the 2018 reimbursable fund is not a

process that is recommended. The following describes the chain of events that would
occur should this happen.

PMS posts to the oldest fund first. If there are multiple lines for same year funds, then
PMS uses a weighted algorithm to determine what percentage of the draw will post to the
various same year funds (posting to reimbursable funds first). This algorithm is based on
authority weight. The fund with the greatest authority receives the greatest percentage of
posting. Therefore they are unable to post charge advances (draws) to 2018 funds if there
are 2017 funds available.

If the adjustment is made solely in SAP, it will create a cascade of other posting issues.
The adjustment would cause future IDOCs to fail, which require manual postings to
SAP; these adjustments will cause reporting differences on the monthly CMP reports
and the systems (PMS vs SAP) would no longer be in sync. SOD POC at HQ would
require notification because it will create differences between HHS reporting to Treasury
and SAP postings.

Recommendation to HHS processor:
If contacted by the Center to perform a “disbursement move” of this nature, contact
HQ’s OCFO for direction/approval.
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APPENDIX L — DRAWDOWN INTERFACE PROCESSING

Processing time for HHS Authority is 7 a.m. and the drawdowns interface time is
from 10-12 a.m.

. One drawdown amount per Purchasing Document (Subaccount)

The interface creates and posts an invoice for the drawdown amount with the
document type of ZH. If the drawdown amount is a negative number, the
interface will create a credit memo with the document type of ZL.

. The interface selects the appropriate Procurement Line ltem/Accounting Line

Item (PLI/ALI) across which the drawdown amount will be spread based on the
fund mapped to the CAN and the Commitment ltem

Allocation of the drawdown amount across the ALI’s is by the available
undisbursed obligation for drawdowns starting from the first PLI with applicable
ALl’s.

When posting a credit memo the most recent PLI with available disbursements
on the applicable ALI’s is chosen

. The drawdown/credit memo invoices post cost and disbursements

simultaneously for 2-way match documents.

. View and analyze IDOC for Drawdowns/Credit Memos

1. Use transaction code Z-HHS IDOC_VIEW
i. Filter options:

a) Select IDOC based on:
1) IDOC number or range of numbers
2) IDOC creation date and business area
3) IDOC status choices: Successfully Posted (53), Failed

(51), Parked (64) or Flagged for Deletion (68)

4) Report display

b) IDOC information is displayed along with invoice (if posted)

or error message
c) Drill down is available on the IDOC or PO number

Page 91 of 152
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d) The SAP fund mapped to the CAN is displayed for
informational purposes only
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APPENDIX M - FAILED IDOC PROCESS

The Database.accdb can be used to perform this process.

To open Microsoft Access click on Database.accdb located at: N:\FM
Division\Accounts> Payable Accounts Receivable\Accounts Payable\Grants\01 Work
Management\Grants Database.accdb

Step 1: Processing a failed IDOC for Cost

A. Identify failed IDOC

1.

In SAP, use transaction code Z_ HHS IDOC_VIEW

Display HHS IDoc Content - Drawdowns

IDoc number to E
Business area
IDoc creation date 01/01,/2015 to 01/31/2015

[ successfully posted (53)
Failed (51)

[ parked (64)

[ Fiagged for deletion (68)

The following report will be generated identifying any failed IDOC’s:

Page 93 of 152

84" 1Doc Mo.| Trans Date JEM = Amount] status| PO [ HHS Invoice [ vear [caN | Object Class| Fund | IDoc Status Message

51 | 6879310 01/09/2015 184600055581  70,247.04 |51 | NAS5-02140 2014 | 1423 2550 SCEX22014D | Error: Awd Unknown: Recip
6879311 258,620.22 51 | NAS5-07045 2014 | 1423 2550 SCEX22014D  Error: Awd 0000510005: Dt
6879313 345,635.51 |51 | NNGOZHWOOC 2014 | 1412 | 2550 CASX22014R | Error: Awd 0000510005: D1
6888711 01/16/2015 192600014702 6,219.15 |51 | NNX11AQ27A 2011 | 1114 |4100 EDUX22011D  Error: Awd 0000510078: Re
6893148 01/15/2015 153020602783 25,055.78 |51 | NNX12AFB4G 2014 | 1423 4100 SCEX22014D | Error: Awd 0000510008: Di
6893306 1860138043A2  624,330.72 |51 | NAS5-03127 2015 | 1525 | 2550 SCEX22015D  Error: Awd 0000510022; Di

If applicable, create and “Park” the invoice in SAP (note the DRN 5600#
that is generated)
i. If costis required to post failed IDOC then refer to Appendix | —
Routing for Cost via IRIS

Step 2: Creating IDR form for a failed IDOC on a Closed Grant in SAP
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A. Create/Submit IDR

Complete highlighted areas on IDR

i. Date of Cash Disbursement will be the date of the last drawdown
processed on the fund as populated on the bottom of the form. This
allows Accounts Receivable (AR) to identify the period and
determine which General Ledger (GL) account and doc type they
must post to.

ii. Original 5600 Doc: Last received draw down 5600# posting

iii. Total Amount

AR Invoice Data Requirements Form

k3 Please establish a bill with the following requirements.
Name: SN Case - BOC Request #
Center: SN Case - Collection Received #
Address: SN Case - Rescind # (if applicable)
Customer#
Date of Cash Disbursement:
Contract/ PO Number: AR BILL
Original SAP Document Reference
Number (DRN): AP CREDIT MEMO
SAP Account #: AP CLEARING DOC
EIN/TIN: AR CREDIT MEMO
TOTAL AMOUNT:

iv. Identifying Appropriation Information for IDR
Refund to the Appropriation Bill Requires All Data Listed Below

GL Account:

TAS (if Federal Customer);
Cost Center:

Internal Order:

WBS:

Fund:

Fund Center.

Funds Commitment:

Submitted by:
Date:

1. Use info from SAP — ME23N — AccountASS|gnmentTab

/" Quantitiesieights '| Defivery Schedule | Acceptance Period  Delivery | Invaice , Conditions il Purchase Order History
[ AechssCat | Project B Distribution Single account assignm.. B CoCode Agency g

Pattial Iny. Detive ftom Account Ass.. &)
[EplEtatus|Se Mo, .|@uantihf |Perce |CnstCtr |GILAcct |BusA|0rder |WBS Element |Cummitment|Funds Cir |Fund |Earmark

||_| 1 1.000 0.0 510550 6100.4111 51 FCoAOAA0 550023.07.01.06.04 4100 a1 EXPXZ2009D
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2. Complete from information on Account Assignment Tab
(SAP-ME23N) — see above

Refund to the Appropriation Bill Requires All Data Listed Below

GL Account: 6100.4111

TAS (if Federal Customer): 8009/100124

Cost Center: 510850

Internal Order: FCO000000

WES: 550028.07.01.06.04
Fund: EPX22009D

Fund Center: 51

Funds Commitment. ¥ 4100

Submitted by: Carol Annette Penton
Date: 629/2012
TOTAL MACUNT: L, 5 2.086.90

EXPLANATION OF DEBT

/
PLEASE PUT AN "X" IN APPROPRIATE
AP (CLOSED CONTRACT)
FAILED IDOC (OPEN FUND
(FUNDS NOT YET CANCELED
FAILED IDOC (CANCELED
ELINDSY

RECAPTURE AUDIT /

X

Credit returned to DHHS: failed IDOC # 5206583; Post to 1010.2009

/

Refund to the Appropriation Bill Requires All Data Listed Below

CL Accoynt: 6100 4111

TAS (if Fe/!sralCustomer}: 8009/100124

Cost Cdnter: 510850

Interngl Order: FCoooooo

WES:/ 550028 07 01 06.04
Fundf EPX22009D

Funfl Center: 51

Furlds Commitment: 4100

Slbmitted by: Carol Annetie Penton
Date: 629/2012

/ v. Explanation of Debt
vi. Include in description: POST TO 1010.2999
(Note: this step differs from process for Intra Governmental Payment and
Collection (IPAC) funds from PMS)

B. Create FMC/FMT to AR L2
1. Attach IDR and IDOC for reference

C. Attach IDR and any supporting documentation to Grant in SAP ME23N
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Step 3: Receiving an IPAC from PMS on Closed Grant

(See Appendix AA to see where the funding information is given to PMS to IPAC the
funds for the failed IDOC.)

A. Automated Process through Grants Database - Grants Database is located at
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\Grants\01 Work Management\Grants Database.accdb

1. Select “Close Grant Refunds” button in the main menu

2. Open the IPAC from the FMC/FMT and copy the IPAC DRN, Accomplish

Date, Amount, Grant Number, Case, and Task to the Database.

Select update record to complete the rest of the fields with data from SAP.

Select “Create IDR Form” button to create the IDR form to submit to

Accounts Receivable.

Select “SAP Screenshots” button to create the SAP screenshots need by

Accounts Receivable.

Update Task with IDR Form and SAP Screenshots

Change the short description in the task and case to read as follows:

IPAC #05xxxxxx—CLOSED GRANT REFUND $x,xxx.xx

Forward Task to Accounts Receivable, IPAC, AR-L2 for processing.

10 Pend Case until Task is returned to Grants to be closed

11. AR may not return the task. Check cases occasionally to see if it can be
closed.

W

o

©ooNO®

B. Manual Process to Create/Submit IDR

1. Complete highlighted areas on IDR
i. Date of Cash Disbursement will be the date of the last drawdown
processed on the fund as populated on the bottom of the form. This
allows AR to identify the period and determine which GL account
and doc type they must post to.
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ii. Original 5600 Doc: Last received drawdown 5600# posting

AR Invoice Data Requirements Form |

X Please establish a bill with the following requirements.
Name: SN Case - BOC Request #
Center : SN Case - Collection Received #
Address: SN Case - Rescind # (if applicable)
Customer#
Date of Cash Disbursement:
Contract/ PO Number: AR BILL
Original SAP Document Reference
Number {DRN): AP CREDIT MEMO
SAP Account # AP CLEARING DOC
EINITIN: AR CREDIT MEMO
TOTAL AMOUNT:

Reason for Debt

PLEASE PUT AN "X" IN APPROPRIATE BOX
IFE APPIICARIF

Recoup Funds due to Erroneous

Vendor Payment

CR MEMO Cannot be Consumed

by Debit Invoice

AP Closed Contract

Vendor Refund due to Returned
ltems

Vendor Refund due to Overbilling of
Goods/Senvices

P-Card Refund due to Erroneous
Use of P-card

Failed IDOC (Open Funds)

AP Closed Grant

Employee Training Refund
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2. ldentify Appropriation Information for IDR

Explanation of Debt

Internal info

Refund to the Appropriation Bill Reqguires All Data Listed Below

GL Account:

TAS (if Federal Customer):

Cost Center:

Internal Order:

WBS.

Fund:

Fund Center:

L R T T Y L R TR N TR R N T R R ey PR VR TR ]

Submitted by:

Date:

Use info from SAP - ME23N — Account Assignment Tab

Account Assignment

(B TE] Accasscat [Project = Distribution  [Single accauntassignm 2| GoCode Agency H|
Partial Irtv. | Dertve from Account Ass .|
Status[Seqro. [Cuartity  [Perce  [Costctr  [GiLAcct  [Busalorder |WBS Elernent |Commitrment Funds Ctr [Fund |Earrmarked F..
1 1.088 o.o 510850 G61008.4111 51  FCEOBOOO 647044 .04 83.04 81 4108 51-647044 ESAX2200BD

Complete from information on Account Assignment Tab (SAP-
ME23N) — see above

Explanation of Debt

DO NOT INCLUDE enter “post to the 1010.2999 account” - this
applies to failed IDOCs only. AR knows to post to the 1010.5100
account and in the explanation of debt section enter: Create Bill of
Collection (BOC) for IPAC DRN (enter the DRN from the IPAC)

3. Create FMC/FMT to Accounts Receivable L2

Attach IDR and IPAC
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4. Attach IDR and IPAC to Grant in SAP ME23N

AR Invoice Data Requirements Form

Fad Please establish a bill with the following requirements.
Name: SN Case - BOC Request #
Center : SN Case - Collection Received #
Address: SN Case - Rescind # (if applicable)
Customer#®
Date of Cash Disbursement:
|Contract / PO Number: AR BILL
Original SAP Document Reference
Number (DRN): AP CREDIT MEMO
SAP Account #: AP CLEARING DOC
EINITIN: AR CREDIT MEMO
TOTAL AMOUNT:

Reason for Debt

PLEASE PUT AN "X" IN APPROPRIATE BOX
IF APPIICABIF

Recoup Funds due to Erroneous

Vendor Payment

CR MEMC Cannot be Consumed

by Debit Invoice

AP Closed Contract

Wendor Refund due to Returned
ltems

Vendor Refund due to Overbilling of
Goods/Sernvices

P-Card Refund due to Erroneous
Use of P-card

Failed IDOC (Open Funds)

AP Closed Grant

Employee Training Refund

Explanation of Debt

Internal Info

Refund to the Appropriation Bill Requires All Data Listed Below

GL Account:

TAS (if Federal Customer):
Cost Center:

Internal Order:

WBS:

Fund:

Fund Center:

Submitted by:
Date:
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Step 4: Rescind IDR
A. Create new FMC/FMT
B. Relate to original FMC/FMT #

C. On original IDR, stamp with ‘RESCIND’ and attach to new FMC/FMT

AR Invoice Data Requirements Form |

x Please establizh a bill with the Following requirements.

Vendor Name: University Of Alaska Fairbanks

SN Case - BOC Request #

Center : GSFC SN Case - Collection Received #

Address: 3205 College Road SN Case - Rescind # (if applicable)
Fairbanks AK §57058-3705 Customer#

Date of Cash Disbursement: TI26/2013

Phone Number:

Contract /! PO Number: NMX10AL20G AR BILL

Original 5600 Doc: 5601843631 AP CREDIT MEMO

Vendor Number: 125247 AP CLEARING DOC

EIN/TIN AR CREDIT MEMO

TOTAL AMOUNT: 5 136.95

RESCIND

EXPLANATION OF DEBT

PLEASE PUT AN "X" IN APPROPRIATE BOX
IF APPLICABLE

AP (CLOSED CONTRACT)

FAILED IDOC (QPEN FUNDS)
FLANGS ST VET SIS

FAILED IDOC (CANCELED FUNDS)

RECAPTURE ALIDNT

Credit IDOC# 8178759,

Grant NHX10AL20G closed in SAP; Post to 10102959

RESCIND

Refund to the Appropriation Bill Requires All Data Listed Below

GL Account: 5100.4111

TAS [if Federal Customer]: 30121130120

Cost Center: 518100

Internal Order: FCooooon

WEBS: 791926.02.01.04.71
Fund: SCEX22012D

Fund Center: 51

Funds Commitment: 4100

Submitted by:
Date:

Carol Annette Penton
12/26/20163
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APPENDIX N — PMS CANCELLING FUNDS - YEAR END DRAW AND

DISBURSEMENT REPORTING

Step 1: PMS — Allowing Grantee to Update Disbursements on Cancelled Funds

A. When a grant has a fund that is cancelling and does not have any funds going

forward; PMS will not allow the expenditures to be recorded after the fiscal year
expires.
1. Example: ESAX22008D funds cancel at the end of FY 2014
2. If the disbursements are not updated by 9/30/14 when the grantee files their
9/30/14 in October 2014, PMS will not allow the disbursements to be
recorded

. If a grant has cancelling funds and new funds that have been added to the grant

but has not absorbed the full cancelling funds for disbursement reporting; PMS

will allow the expenditures to be recorded after the fiscal year expires.

1. Example: ESAX22008D funds cancel at the end of FY 2014

2. ESAX22009D funds have never had any draws or expenses

3. All of the ESAX22008D funds need to be “drawn” from PMS before FY
2014. However, the expenditures can wait until the 9/30/14 quarter ends
and is filed in October 2014. PMS will post the expenditures absorbing all
of the 2008 funds and any remaining expenditures will be placed on the
2009 funds.

*ACCT** *DIN* *#**EIN**%#* =xsxx[UNS**sss #rerrssx0rganization Namexs#*xsx
SES1P SK%1 1246000376ES 045808404 THE PENWNSYLVANIA STATE UNIVERSITY
HHES-REG: 03 STATE: PA PMT: ACH STOP: N MAN-REV: N 272: File GROUP: F32E USER: Tadios Asgodom

AGY*® ®emmwwsGRANT***#®mwr® #x®*0C AUTHORIZED®*#®#®#*#% ®=#=%*#*00C DISBURSED**®%% ®=w##=[0C CHG-ADV***%%% =RDT DISB* |
#&=*=*00C CANCEL AUTH***#% #=***00C CANCEL DISB**#* #*****[0C CANCEL CHG***
LT T g LT #*®*0C FUTURE AUTH#*#®#®#% ®=#=##=[0C SNAP DISE**%%% #=w==*=[0C SNAD CHRG==%* 1
R E R R R R QR R Rk R kR kR ReReADPPR TO%* %% ##&*FC0 AUTHORIZED####% #&x*FC0 DISBORSED#&*+** wwwscFC0 CHE-ADV**##** =SJB ACCT*
#*RBEGH**®* *RREND=*=*% #***FCQ FUTURE AUTH***#% ®==#**FCQ SNAP DISB***%% #®=**x*FCQ SNAP CHRG=*=**
3 NNXO9ALESG 508,234.00 380,129.44 423,587.00 06/30/2014
.00 .00 .00
1246000376E5 .00 380,129.44 380,129.44
2008-5510812-4100 80 8/90114.51 423,587.00 380,129.44 423,587.00 NNXOSALESG
07/01/09 06/30/15 -00 380,129.44 380,129.44
2009-5510916-4100 80 9/00128.51 84,8647.00 .00 .00 NNX0SALESG

07/01/09 06/30/15 -00 .00 .00
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APPENDIX O — PMS OPEN/CLOSING ACCOUNTS

Step 1: Closing Grant (Subaccount) in PMS — 059

A. You can access PMS two ways

1. Sign into PMS
i. hitps://pms.psc.gov/
2. Database
i.  Click the Finals Tab in the Grants Database.accdb located
at: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\Grants\01 Work Management
ii. Access PMS, Select “On-Line Authorization”

iii.  Fill in the following information:

Issue Date = Today’s Date

Award Number = Grant Number

Document Ref = S99

Fiscal Year = Year of fund (use the last year of funds)
Old Agency Code = Example: S51 which consists of
Center code (i.e., 51)

CAN = CAN for fund

Object Class = OC for fund

Budget start date = POP start date

Budget end date = POP end date

EIN = EIN assigned for grant

Incremental Amt = 0 (zero dollars)

P00 T

T TTa o
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£ https:{fpmssec. dpm. psc.gov/pls/ipmsprod/pms_start.pms_frame_set - Windows Internet Explorer EJ|E|S]
@\ﬂ + [ hiceps:jpmssec.dpr. pcigovipls{prisprodipms  start;pms. frame_sot & [#e]lx] | |[2]-
Elle Edit  ¥iew Favorites  Tools ﬂglp
& .I.m;:r;e(.d;n.ps(.gDv,l’pls,l’pmsprnd,l’pms_start..‘. |_| -8 f=n - [ Page - { Tools - =
Procedures Screen Help 7
éEEEéFE.L( L On-Line Authorization
Issue| 1 Award | Document
Date: M ber: |r‘ i ol |
T ] “Remal ] ORagma| |
1D: : Code:
; CAN: | et
b i Co;ie:! &= Code: @ 1temal O 2Reverse M%d;i;z:@
- Budget Start Date:i Budget End Date:
EIN: \ DUNS: |
Special Report Code: &) no () ves i Federal Government: () va @ Ne
€ Internst F100% - i
Step 2: Open/Close ‘B’ Account in PMS manually
A. Sign into PMS.
1. https://pms.pcs.gpv/
B. In PMS, click on
1. Authorization then
2. On-line Authorization
i. Complete the following
a) Issue Date: Today’s date
b) Award Number: LOC #
c) Document Reference: S99
d) Fiscal Year: The FY for the fund you are using

e) Old Agency Code: Use code equivalent to Center’'s
business area — see below

1) $10 = HQ

2) S21=ARC
3) S22 =GRC
4) S23 =LARC
5) S24 = AFRC
6) S51 = GSFC
7) S62 = MSFC

8) S64 =SSC




NSSC
Service Delivery Guide

NSSDG-9000-0001 Revision 12

Number

Effective Date: June 04, 2021

Expiration Date: June 04, 2024

Page 104 of 152

Responsible Office: Financial Management Division

Subject: NSSC Grants Service Delivery Guide

9) S72=JSC
10)S76 = KSC
f) CAN:

g) Object Class:

h) Transaction Code:

i) Reverse Code:
j) Modifier Code:

k) Budget Start Date:

[) Budget End Date:
m) EIN:

n) Incremental Amt:
o) Federal Govt:

The CAN for the fund you are using
The OC for the fund you are using
050 (to Open) — 059 (to Close)
1-Normal

5

Start date for the fund you are using
End date for the fund you are using
EIN

0.00

Yes
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APPENDIX P — CHANGING POP DATES IN PMS

Step 1: Changing POP END DATES in PMS -- Use the SAP radio buttons (macros)

from SYNC to UPLOAD PMS data file

A. For new users - See APPENDIX J to Install Grants Macros—to be used to format

the initial upload file output (step G below)

B. Download .csv file NHHS SYNCHRONIZATION TRANSACTION

SPREADSHEET from PMS.

1. This report is saved in the AUTOCMP Reports Folder at: N:\FM
Division\CS\AutoCMP\PROD\Grants\Processed.

C. Copy and save report to desktop file.

D. To pull the report from PMS, log into PMS at https://pms.psc.gov/

1. Online File Access — GET FILE and SAVE AS default name to desk top

folder
Inquiry A Procadures
Reports 1-Click ?
2-Click Open - S
@ = Online File Access
Confirmed Payments
Online Reports
Grant Drawdown NAS STNG FIE (Open 00cs]
Report NHHS SYNC Reports (open docs A
NHHS SYNCHRONIZATION TRANSACTION SPREADSHEET)
' ) NHHS_MYEARA_RPT
Online File Access > NHHS_MYEARE_RPT
, NHHS_MYEARE_TRANS
Registration Select File Type:|NHHS_MYEARF_RET

Authorization

Disbursement

NHHS_MYEARF_TRANS
NHHS_MYEARG_RPT
NHHS_MYEARG_TRANS
NHHS_MYEARJ_RFT
NHHS_MYEARJ_TRANS

User Account If pick list is blank, there are currently no files that you may access.

Maintenance

Click Procedures Icon (located at top left) for instructions on how to download zipped files.
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Inquiry A Procedures
Re orts 1-Click 7
2-Click Opean - -
b @ Online File Access
Confirmed Payments
Online Reports
Grant Drawdown
Crants
File Line | Date
Online File Access > Name Count| Created
— - |WEH1T5Q.NHHS_SYNC_CSV.20210331 xIs |[897  |[04/01/2021
SgiStaton O |WEH1SHC NHHS_SYNC_CSV.20210331 xis|[4774 |[04/01/2021
Authorization 1 ||WEHTJZ5 NHHS_SYNC_CSV.20210331 x5 |[1246 ||04/01/2021
. O |[WEH1SCM NHHS_SYNC_CSV.20210331.x1s|[3321 |[04/01/2021
Disbursement = = = Z
O |[WEH1J2Q NHHS_SYNGC_CSV.20210331.xis |[2599 [|o4/01/2021
User Account O |WEHTHVN.NHHS_SYNGC_CSV.20210331.xs|[2885 |[04/01/2021
Maintenance O [WEH1J29.NHHS_SYNC_CSV.20210331.xis |[521 |[04/01/2021
O |WEH1HST.NHHS_SYNC_CSV.20210331.x1s |[51944][04/01/2021
® |WEH1F30.NHHS_SYNC CSV.20210331.xis |[39205][04/01/2021
.
o
2-Click Opan o =
(7] et Online File Access
Confirmed Payments
Online Reports
Grant Drawdown Fie p=NHHS SYNCHRONIZATION TRANSACTION SPREADSHEET]
Report Fie Name WEH1F30.NHHS_SYNG_CSV.20210331.xls

Online File Access >
Registration
Authorization

Disbursement

User Account
Maintenance

Line Caunt 89205
Date Createc:(04/01/2021
|avsilable Online Untt)B/30/2021

DownLezd Type: ZIPPED

Click Procedures Icon (located at top left) for instructions on how to download zipped files.

i. Right click on the file

2. Extract the file from the Zipped download from PMS

ii. Click WinZip (or 7-Zip, or whatever action item is available)

iii. Click Extract to here

3. Select t-code ZFI_HHS SYNC in SAP

i. Enter the last day of previous month in the “As Of” Date field
ii. Select Excel file with data extracted from PMS file

4. Execute and download results
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HHS Monthly PMS SYNC Report
@ o

Input Report Parameters
"As Of" Date 03/31/2021
File Name C:\Users\vbrockwa\Desktop\ALL SYNC REPORT FILES\FY 2021\SY ..

Run Mode
(@)SYNC Report Only
[ View docs eligible for closure
(")Process for Closure with HHS

5. Click Execute button

HHS Monthly PMS SYNC Report

= 5

SMART NUMBER _|SAP VENDOR ID|PMS AWARDING AGENCY ID|SAP BA|PMS PIN|SAP PINPMS EIN SAP EIN PMS FY|SAP FY|PMS CAN |SAP CANPMS OBJ CLSS |SAP COMMITMENT ITEM|

BOARC017MO005 0000126219 |21 21 BO171i |BO171 |1330175263A2 1330175263A2| 2017| 2017 1723 1723 4100 4100
0000126219 |21 21 BOi7i BOi71 |1330175263A2 1330175263A2 2018 2018 1810 1810 4100

SOARCO17MO00S &

80ARC017MO006  [0000114910 |21 21 9H49  [9HA49  |1846000555B2 184600055582 | 2017| 20171717 1717 4100 4100
0000114910 21 21 9H49  9HA9  1846000555B2 184600055582 2017 2017 1723 1723 4100
0000114910 |21 21 9H49  9H49  1846000555B2 184600055582 2018| 2018 1810 1810 4100
0000114910 |21 21 OH49  9H49  1846000555B2 184600055582 2018 2018 1819 1819 4100

SOARCO17MO006 &4

80ARCO17MO0O07  [0000114781 |21 21 OHSO  [9HS50 | 1580603146A0 |1580603146A9 | 2017| 20171723 1723|4100 4100
0000114781 |21 21 9HS0  9HS0  1580603146A9 1580603146A9 2018 2018 1810 1810 4100

B8OARCO17MO007 &4

80ARC017MO008  [0000114875 |21 21 A7055 |A7055 |1741070544A9 [1741070544A9 | 2017| 20171723 1723|4100 4100
0000114875 21 21 A7055 A7055 1741070544A9 1741070544A9 2018 2018 1810 1810 4100

SOARCO17MO008 &4

B80GSFC17M0002 0000123823 51 51 8H24 8H24 152600203311 152600203311 2016 2016 1621 1621 4100 4100

123823 |51 51 8H24  8H24  1526002033I1 1526002033[1 2017 2017 1712 1712 4100
1123823 51 51 8H24 8H24 152600203311 152600203311 2017 2017 1723 1723 4100

0000123823 |51 51 8H24  BH24  1526002033I1 152600203311 2017 2017 1726 1726 4100
0000123823 |51 51 8H24  |8H24 | 1526002033I1 1526002033[1 | 2017| 2017 1727 1727 4100
0000123823 |51 51 8H24 | BH24  1526002033I1 152600203311 2017 2017 1728 1728 4100
0000123823 |51 51 8H24  |8H24 | 1526002033I1 1526002033[1 | 2018| 2018 1810 1810 4100
0000123823 |51 51 8H24  BH24  1526002033I1 152600203311  2018| 2018 1812 1812 4100
0000123823 |51 51 8H24  |BH24  1526002033I1 1526002033I1  2018| 2018 1818 1818 4100
0000123823 |51 51 8H24  8H24  1526002033I1 1526002033[1  2018| 2018 1821 1821 4100

SOGSFC17M0O002 &

80J5C018M0002 0000157674 |10 72 D4521 |D4521 [1275410763A1 |1275410763A1| 2018| 20181815 1815|4100 4100

80J5C018M0002

801SCO18MO00S 0000172675 72 72 F4391 F4391 1275410763A2 1275410763A2 2018 2018 1815 1815 4100 4100

80JSCO18MO00S &

B8OMSFC17M0008 0000101980 62 62 8H72 8H72 1630520830A4 1630520830A4 2017 2017 1717 1717 4100 4100
0000101980 |62 62 |8H72 |8H72 | 1630520830A4 1630520830A4  2017| 2017 1727 1727 4100

80MSFC17M0008 [

8OMSFC17M0011 (0000101992 |62 62 [8T44 [8T44 |1226001086C1[1226001086C1| 2017| 20171727 1727 4100 4100

8OMSIC17M0011 &

6. Select List
7. Export
8. Local File
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I= save list in file...

In which format should the list
be saved ?

O unconverted

O Rich text format
O HTML Format
2 In the dipboard

x|

9. Generate file, naming convention as below, to desktop sync file. Be sure
to add “.xlIs’ to end of report name.

I= HHS Monthly PMS SYNC Report 5
Directory C:\Users\vbrockwa\Desktop\ALL SYNC REPORT FILES\SYNC REPORTS 12-2019\ [7)
File Name SYNC REPORT UPLOAD FOR 12-2019.XLS [

| Generate || Replace | Extend |[x|

10. Arrow back in SAP and click View docs eligible for closure

HHS Monthly PMS SYNC Report
&

[ Input Report Parameters
"As O Date
File Name

Run Mode
O SYNC Report Only
® \iew docs eligible for closure
O Process for Closure with HHS

12/31/2019

C:\Users\vbrockwa\Desktop\ALL SYNC REPORT FILES\SYNC REPORTS 1

i. Execute




NSSC

NSSDG-9000-0001

Revision 12

Service Delivery Guide

Number

Effective Date:

June 04, 2021

Expiration Date: June 04, 2024

Page 109 of 152

Responsible Office: Financial Management Division

Subject: NSSC Grants Service Delivery Guide

ii. To save click -

= save list in file...

In which format should the list
be saved ?

2 unconverted

i) Rich text format
(O HTML Format
' In the clipboard

Save as below:

=" HHS Monthly PMS SYNC Report
Directory

File Name

Ci\Users\vbrockwa\Desktop\ALL SYNC REPORT FILES\SYNC REPORTS 12-2019) E’J
SYNC REPORT--VIEW FOR CLOSURE 12-2019.XLS E'_]

| Generate || Replace || Extend ||

Arrow back and click Process for Closure with HHS

agrj Monthly PMS SYNC Report

Input Report Parameters

"As Of" Date 12/31/2019

File Name C:\Users\vbrockwa\Desktop\ALL SYNC REPORT FILES\SYNC REPORTS 1
Run Mode :

© SYNC Report Only

v. Execute

I= HHs Monthly PMS SYNC Report
Directory C:\Users\vbrockwa\Desktop\ALL SYNC REPORT FILES\SYNC REPORTS 12-2019\ [7)
File Name SYNC REPORT--PROCESSED FOR CLOSURE 12-2019.XLS [

Generate '
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E. Open the Sync Report Upload file.

F. Choose Yes to open file.

Microsoft Office Excel

' The File vau are trving ko apen, '15C SYNC 022811.%LS', is in a different Format than specified by the file extension. Yerify that the file is nat
. corrupted and is from a trusted source before opening the file. Do you wankt ko open the file now?

[ Yes ] | Mo | [ Help ]

A B G D E F G H | J K L M N 0 P

07/03/2018 Dynamic List Display

SMART NL SAP VENDI PMS AWAI SAP BA PMSPIN SAPPIN PMSEIN SAPEIN PMSFY SAPFY PMS CAN SAP CAN PMS OBJ CSAP COMM

80ARCO17 126219 21 21 BO171 B0171 13301752613301752¢ 2017 2017 1723 1723 4100 4100
80ARCO17 126219 21 21 BO171 BO171 13301752613301752¢ 2018 2018 1810 1810 4100 4100
" B80ARCO017M0O005
80ARCD17 114910 21 21 9H49 9H49 18460005 18460005 2017 2017 1717 1717 4100 4100
80ARCO017 114910 21 21 9H49 9H49 18460005¢ 18460005 2017 2017 1723 1723 4100 4100
80ARCO17 114910 21 21 9H49 9H449 18460005¢ 18460005! 2018 2018 1810 1810 4100 4100
n 80ARCO17MO006
80ARCO17 114781 21 21 SH50 9H50 15806031« 15806031« 2017 2017 1723 1723 4100 4100
80ARCO17 114781 21 21 9H50 9H50 15806031 15806031« 2018 2018 1810 1810 4100 4100
. 80ARCO17MO007
B0ARCO17 114875 21 21 A7055 A7055 17410705¢ 17410705« 2017 2017 1723 1723 4100 4100
80ARCO17 114875 21 21 AJ055 AT7055 17410705 17410705¢ 2018 2018 1810 1810 4100 4100
* 80ARCO17MO008
80GSFC171 123823 51 51 8H24 8H24 15260020: 15260020: 2016 2016 1621 1621 4100 4100
80GSFC171 123823 51 51 BH24 8H24 15260020: 152600202 2017 2017 1712 1712 4100 4100
80GSFC171 123823 51 51 8H24 8H24 15260020: 15260020: 2017 2017 1723 1723 4100 4100
80GSFC171 123823 51 51 BH24 8H24 15260020: 15260020: 2017 2017 1726 1726 4100 4100 ¢
80GSFC171 123823 51 51 8H24 8H24 15260020: 15260020: 2017 2017 1727 1727 4100 4100
80GSFC171 123823 51 51 BH24 8H24 15260020: 152600202 2017 2017 1728 1728 4100 4100
B80GSFC171 123823 51 51 8H24 8H24 15260020: 15260020: 2018 2018 1810 1810 4100 4100
80GSFC171 123823 51 51 8H24 8H24 15260020: 15260020: 2018 2018 1812 1812 4100 4100
80GSFC171 123823 Sl 51 8H24 8H24 15260020: 152600202 2018 2018 1818 1818 4100 4100
ANGSFC1 7 123823 51 RH24 RH?24 182A0N20° 152A0020° MR MR 18M 1”21 4100 41nn
1. Delete the top 2 rows selected in gray. The Sync Macro requires this
action.

2. Save on the NDrive at: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Payable\Grants\Sync Reports\FY2021

3. From the original downloaded excel file, click Grants tab.

4. Click FORMAT SYNC REPORT

o
FORMAT Update
SYNC REPORT EIN

SYMNC Process ng
Note: This macro was created at AAO to be used by the NSSC. In the
event of a macro issue, contact them for correction.
5. Or Run the Macro — FormatExtract or Control+f
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6. Click ok when the following popup appears:

Microsoft Excel

LastCello - 30829238

Ok

7. Filter for EINs that error due to an “E” in the text. They will have been
brought into Excel as “exponentials” and will need to be corrected.

8. In Grants macro tab, click Update EIN to correct EINs. This will find and
correct the EIN and paste it into spreadsheet with a leading single quote
(‘) to keep the format (‘1386006309E5). Be sure to log in to PMS first.

NOTE: The EINs can be changed manually by looking up each grant in

PMS for the correct EIN. Go to Inquiry>Expanded Inquiries>Grant
Inquiry>Grant. Enter grant number. In spreadsheet, add the leading single

quote, then the EIN as noted in PMS.

‘Ej JSC SYNC 022811.XLS - Microsoft Excel - = x

2 vome | imsen  pagelaout  Fomuas  Dats  Revew  View ® -5 x
e aiiori - % Siwrap Te eneral - 3@ f = I ]St ?
B Calib 1 | | Siwrep e General ﬂ [ || - ) e o
"5 Fomat painter ||| B L U 7| E] el L e e S e e P T

Ciipboard 0 Font = Alignment = Number B Styles cenis Editing
A9 ¥eEd > @neodEa0s - |
[ AL -Q fx | Effective Date =
L A T 5 = ) E F G H T ] [3 T

40 3/30/2011 1 5 NNJOSHF03G 2008 572 0812 4100 0.00 152059511007 7/1/2005 6/30/2011

a1 3/30/2011 1 5 NNJOSHFO3G 2009 S72 0922 4100 0.00 152059511007 7/1/2005 6/30/2011

42 3/30/2011 1] 5 NNJOSHI37G 2006 S72 0612 4100 0.00 1135598093D7 10/1/2005 9/30/2011 E

43 3/30/2011 1 5 NNJOSHI37G 2007 572 0711 4100 0.00 113559809307 10/1/2005 9/30/2011

s 3/30/2011 1] 5 NNJOSHI37G 2008 S72 0812 4100 0.00 1135598093D7 10/1/2005 9/30/2011

45 3/30/2011 1 5 NNJOSHI38G 2006 S72 0612 4100 0.00 1135598093D7 10/4/2005 9/30/2011

a6 3/30/2011 al 5 NNJOSHI3EG 2007 572 o711 4100 0.00 113559809307 10/4/2005 9/30/2011

a7 3/30/2011 1 5 NNJOSHI38G 2008 S72 0812, 4100 0.00 1135598093D7 10/4/2005 9/30/2011

a8 3/30/2011 1] 5 NNJOGHA28G 2006 S72 0612 4100 0.00 104210362274 4/1/2006 9/30/2010

a9 3/30/2011 1 5 NNJOGHA28G 2007 572 o711 4100 0.00 104210362244 /1/2006 5/30/2010

50 3/30/2011 1] 5 NNJOGHA28G 2008 S72 0812 4100 0.00 104210362274 4/1/2006 9/30/2010

e 3/30/2011 1 5 NNJOGHA35G 2006 S72 0612 4100 0.00 1951643307A8 5/1/2006 9/30/2010

52 3/30/2011 1] 5 NNJOGHAS0G 2007 S72 0711 4100 0.00 1746000203C2 10/4/2005 9/27/2008

53 3/30/2011 1 5 NNJOGHB77G 2006 S72 0614 4100 0.00 1.39E+14 2/1/2006 1/31/2011

54 3/30/2011 1 5 NNJOGHB77G 2007 S72 0711 4100 0.00 1.39E414. 2/1/2006 1/31/2011

55 3/30/2011 1 5 NNJOGHB77G 2007 S72 0713 4100 0.00 1.39E+14 2/1/2006 1/31/2011

56 3/30/2011 1] 5 NNJOGHD31G 2006 S72 0612 4100 0.00 152600203604 6/1/2005 5/31/2011

St 3/30/2011 1 5 NNJOGHD31G 2007 S72 0711 4100 0.00 152600203604 6/1/2005 5/31/2011

58 3/30/2011 1] 5 NNJOGHD31G 2008 S72 0812 4100 0.00 152600203604 6/1/2005 5/31/2011

59 3/30/2011 1 5 NNJOGHD79G 2006 S72 0612 4100 0.00 161102962683 10/1/2006 9/30/2010

60 3/30/2011 1] 5 NNJOGHDE9G 2006 S72 0612 4100 0.00 1546055378A8 1/1/2007 12/31/2011

61 3/30/2011 1 5 NNJOGHDE9G 2007 S72 0711 4100 0.00 1546055378A8 1/1/2007 12/31/2011

62 3/30/2011 1 5 NNJOGHDE9G 2008 S72 0812 4100 0.00 1546055378A8 1/1/2007 12/31/2011

63 3/30/2011 1 5 NNJOGHDE9G 2009 S72 0922 4100 0.00 1546055378A8 1/1/2007 12/31/2011

64 3/30/2011 1] 5 NNJOGHDE9G 2010 S72 1023 4100 0.00 1546055378A8 1/1/2007 12/31/2011

65 3/30/2011 1 5 NNJOGHDS0G 2006 S72 0612 4100 0.00 195222640683 1/1/2007 12/31/2011

66 3/30/2011 1] 5 NNJOGHDS0G 2007 S72 0711 4100 0.00 195222640683 1/1/2007 12/31/2011

67 3/30/2011 1 5 NNJOGHDS0G 2008 S72 0812, 4100 0.00 195222640683 1/1/2007 12/31/2011

68 3/30/2011 1 5 NNJOGHD90G 2009 572 0922 4100 0.00 195222640683 1/1/2007 12/31/2011

69 3/30/2011 1 5 NNJOGHDS0G 2010 S72 1023 4100 0.00 195222640683 1/1/2007 12/31/2011

70 3/30/2011 1] 5 NNJOGHD91G 2006 S72 0612 4100 0.00 122177530684 1/1/2007 12/31/2011

71 3/30/2011 1 5 NNJOGHD91G 2008 572 0812 4100 0.00 122177530684 1/1/2007 12/31/2011

72 3/30/2011 1] 5 NNJOGHD91G 2009 S72 0922 4100 0.00 122177530684 1/1/2007 12/31/2011

73 3/30/2011 1 5 NNJOGHD94G 2006 S72 0612 4100 0.00 1952081258A4 '9/11/2006 8/31/2010

K« ]| 3ISC SyNC 022811 /F0 4 [ m ) )

Ready
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’5) JSC SYNC 022811.XLS - Microsoft Excel T
2| vome | e pagelsyowt  romuss  Data  Rewew  View @ - = x

Tk cut ot cln AW = E autosum - A7 R

) Liacopy ] Fin

Paste 2 rormat painter || BT Hi] |y A |'$ - % o+ |8 || C U3 Creae ;"'5:1

Clipboard = Font = Alignment Number
[T e e [ R s N E e, g [ O |
[ 153 ~ (0 % « fe| '1385006309E5
A B c ) = F G H 1 T K L

40 3/20/2011 Y 5 NNJOSHF03G 2008 S72 0812 4100 0.00 152059511007 7/1/2005 6/30/2011
a1 3/30/2011 1 5 NNJOSHF03G 2009 S72 0922 4100 0.00 152059511007 7/1/2005 6/30/2011
42 3/20/2011 Y 5 NNJOSHI37G 2006 S72 0612 4100 0.00 1135598093D7 10/1/2005 9/30/2011 E
43 3/30/2011 1 5 NNJOSHI37G 2007 S72 0711 4100 0.00 1135598093D7 10/1/2005 9/30/2011
a4 3/20/2011 Y 5 NNJOSHI37G 2008 S72 0812 4100 0.00 1135598093D7 10/1/2005 9/30/2011
45 3/30/2011 1 5 NNJOSHI38G 2006 S72 0612 4100 0.00 1135598093D7 10/4/2005 9/30/2011
46 3/20/2011 ! 5 NNJOSHI38G 2007 S72 0711 4100 0.00 1135598093D7 10/4/2005 9/30/2011
a7 3/30/2011 1 5 NNJOSHI38G 2008 S72 0812 4100 0.00 1135598093D7 10/4/2005 9/30/2011
48 3/20/2011 Y 5 NNJO6HA28G 2006 S72 0612 4100 0.00 1042103622A4 4/1/2006 9/30/2010
a3 3/30/2011 1 5 NNJO6HA28G 2007 S72 0711 4100 0.00 1042103622A4 4/1/2006 9/30/2010
50 3/20/2011 Y 5 NNJO6HA28G 2008 S72 0812 4100 0.00 1042103622A4 4/1/2006 9/30/2010
51 3/30/2011 1 5 NNJOGHA35G 2006 S72 0612 4100 0.00 1951643307A8 5/1/2006 9/30/2010
52 3/20/2011 oy 5 NNJOGHAS0G 2007 S72 0711 4100 0.00 1746000203C2. 10/4/2005 9/27/2008
53| 3/30/2011 1 5/NNJOSHB77G 2006 572 o514 a100 o.00[1336006300€5 | 2/1/2008 1/31/2011
54 3/20/2011 1 5 NNJOGHB77G 2007 S72 0711 4100 0.00 1.39E+14 2/1/2006 1/31/2011
55 3/30/2011 : 3 5 NNJOGHB77G 2007 S72 0713 4100 0.00 1.39E+14 2/1/2006 1/31/2011
56 3/20/2011 Y 5 NNJO6HD31G 2006 S72 0612 4100 0.00 1526002036D4 6/1/2005 5/31/2011
57 3/30/2011 1 5 NNJO6HD31G 2007 S72 0711 4100 0.00 1526002036D4 6/1/2005 5/31/2011
58 3/20/2011 Y 5 NNJO6HD31G 2008 S72 0812 4100 0.00 1526002036D4 6/1/2005 5/31/2011
59 3/30/2011 1 5 NNJOGHD79G 2006 572 0612 a100 0.00 161102952683 10/1/2006 9/30/2010
60 3/20/2011 Y 5 NNJOGHDE9G 2006 S72 0612 4100 0.00 1546055378A8 1/1/2007 12/31/2011
61 3/30/2011 1 5 NNJOGHDE9G 2007 S72 0711 4100 0.00 1546055378A8 1/1/2007 12/31/2011
62 3/20/2011 Y 5 NNJOGHDE9G 2008 S72 0812 4100 0.00 1546055378A8 1/1/2007 12/31/2011
63 3/30/2011 1 5 NNJOGHDE9G 2009 S72 0922 4100 0.00 1546055378A8 1/1/2007 12/31/2011
64 3/20/2011 Y 5 NNJOGHDE9G 2010 572 1023 4100 0.00 1546055378A8 1/1/2007 12/31/2011
65 3/30/2011 1 5 NNJOGHDS0G 2006 S72 0612 4100 0.00 195222640683 1/1/2007 12/31/2011
66 3/30/2011 1 5 NNJOSHD90G 2007 572 0711 4100 0.00 195222640683 1/1/2007 12/31/2011
67 3/30/2011 1 5 NNJOGHD90G 2008 S72 0812 4100 0.00 195222640683 1/1/2007 12/31/2011
68 3/20/2011 Y 5 NNJO6HD90G 2009 572 0922 4100 0.00 195222640683 1/1/2007 12/31/2011
69 3/30/2011 1 5 NNJOGHD90G 2010 572 1023 4100 0.00 195222640683 1/1/2007 12/31/2011
70 3/20/2011 Y 5 NNJO6HD91G 2006 S72 0612 4100 0.00 122177530684 1/1/2007 12/31/2011
71 3/30/2011 1 5 NNJOGHD91G 2008 S72 0812 4100 0.00 122177530684 1/1/2007 12/31/2011
72 3/20/2011 Y 5 NNJO6HD91G 2009 572 0922 4100 0.00 122177530684 1/1/2007 12/31/2011
73 3/30/2011 1 5 NNJOGHDI4G 2006 572 0612 4100 0.00 1952081258A4 9/11/2006 8/31/2010
W <> ¥ ISC SYNC 022811 ¥ [ m >

Edit [EETE 4005 E']é §+
10. Save formatted spreadsheet to desktop folder with original naming

convention and add FORMATTED.xls or .xIsx
G. Forward the FORMATTED file to the current POC at the AAO for further
processing.

1. Current AAO POC is Matthew Buchheit, Matthew.D.Buchheit@nasa.gov
i. E-mail subject line: POP end dates {Month/Year}
ii. Text: Attached is the spreadsheet for the POP end dates from the
{Month/Year} Sync report

H. AAO will process, the data will interface to PMS and POP end dates will be
updated.

Step 2: Manually change POP END DATES in PMS through SAP
A. Access PMS

1. Use extracted Sync report from Step 1
2. Remove the B accounts

3. Save sync to Excel

4. Do NOT delimit the report

B. SAP T-Code ZFl_HHS_Sync
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-_—

. Date should be the date of the sync report (ex: 2/28/11)

2. Upload the saved Excel sync report into SAP (ex: D:\Documents and
Settings\cpenton\Desktop\Holding

File\WEH1J29.NHHS_SYNC_CSV.20110228)

Execute

ii. Down the report as follows:

iii. Click icon 8t icon from left
iv. Choose spreadsheet

v. Click check |

[= Save listin file.

In which format should the list
be saved ?

O Rich text farmat
O HTML Format
Qln the cliphoard

vi. File Name—format as noted above

IET’ HHS fanthly PMS SYMNC Report

Directory

File Mame HLS

DiDocuments and SetingsicpentomDesktopiHolding Filey

Generate || Replace || Extend |

vii. Click

Zenerate

3. Opening Files from manual upload to SAP

i. Open the file downloaded from SAP — DO NOT OPEN THROUGH
EXCEL, FIND THE FILE AND RETRIEVE
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iii.
iv.

When prompted — choose yes

Verify that the il is nat cormupted and is from a trusted source before opening the file, Do you want ta open the

'f The file you are trying to open, 'HQ Sync o SAP.xls', is in & diferent format than specified by the file extension,
file row?

(s | [ w | [ bep |

Ctrli+F
The macro runs automatically — once macro setting is enabled
**(see below if computer needs setting adjusted)

4. Format any EINs that did not populate correctly
5. Save finished product and submit to Matthew Buchheit at AAO identifying
which Center spreadsheet relates to

C. Macro Settings in Excel

Select

Noobkwh =

OK

File

Choose Options

Choose Trust Center

Choose Trust Center Settings
Choose Macro Settings
Enable Macros




NSSC NSSDG-9000-0001 Revision 12

Service Delivery Guide Number

Effective Date: June 04, 2021

Expiration Date: June 04, 2024

Page 115 of 152

Responsible Office: Financial Management Division

Subject: NSSC Grants Service Delivery Guide

Step 3: Changing a POP Start or End Date in PMS
(Note: This process is “Live” in PMS.)

A. Request is received through Service Now or via email to update POP date.

B. Reverse Authority in PMS (using existing start/end dates)

1. Go to Main Page<Authorization<On-Line Authorization. Complete form
with current PMS information.

2. Submit.

3. Contact Civil Servant (CS) via email to approve transaction (See Appendix
Z). Include screenshots of Manual Authorization and matching information
in SAP, along with explanation of request.

Issue Award Document
Date: 02/19/213 Number: NMNXT12A048G Reference- 599

_ Awarding ol

Fiscal

‘:ear 2012 Agency OR Agency 551
: D: Code:

_ Object
CAN: 1223 oo 4100

Reverse
Transaction Code: Modifier

050 - B
) 1-Normal @ 2-Reverse COUS:

Code:

Budget Start Date; 06/03/2013 Budget End Date: 08/14/2016

EIN: 152059511086 DUNS:

Incremental Amount: §1000.00

Special Report Code: Federal Government:
@ No ) Yes @ Yes () No

4. This transaction will update in PMS immediately when approved.

C. Reenter Authority in PMS (using new start/end dates)

1. Create new On-Line Authorization form as noted above. Complete form
with new data as provided in SAP. Give details on how this action is
performed.

Submit.

Contact Civil Servant (CS) via email to approve transaction (See Appendix
Z). Include screenshots of Manual Authorization and matching information
in SAP, along with explanation of request.

w N
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Issue Award Document
Date: 02/19/2013 T MNMNXT12ZA048G Reference: 599
. Awarding Old
fr':::_' 2012 Agency OR Agency S51
E D: Code:
5 Object
CAN: 1223 Class: 4100
Reverse
Transaction 050 - Code: Modifier 5 -
Code: @ 1-Normal () 2-Reverse Code:

Budget Start Date: 10/01/2012

EIN: 152059511086 DUNS:
Incremental Amount: 5100000

Special Report Code:
@ No O Yes

Budget End Date: 09/30/2015

Federal Government:
® ¥es O

No

Cancel

4. CS approves transaction (See Appendix Z)
5. This transaction will update in PMS immediately.
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APPENDIX Q — PMS - POSTING TO SAME YEAR FUNDS

Step 1: PMS Posting to Same Year Funds

A. If same FY funds, one is Reimbursable (R) and the other is Direct (D), then PMS
will post draws to (R) funds first until fully utilized, then will start posting to (D)
funds.

1. Example 1: Grant NNX11AQ41G
i. Direct (D) fund - CASX22013D - $140,000.00
ii. Reimbursable (R) fund - CASX22013R - $165,138.00

B. If same FY funds, both are Direct (D), then PMS uses a weighted algorithm to
determine what percentage of the draw will post to the various same year funds.
This algorithm is based on authority weight. The fund with the greatest authority
receives the greatest percentage of posting

1. Example 2: Grant NNX12AQ93G
i. Direct (D) fund - CASX22013D - $99,821.00
ii. Direct (D) fund - CASX22013D - $60,000.00
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APPENDIX R - PMS - UNCANCEL FUNDS TO UPDATE
DISBURSEMENTS

Step 1: Un-cancel fund in PMS to allow grantee to update “cumulative expenditures
(disbursements)”

Scenario:

Grantee needs to update “cumulative expenditures.” The funds are cancelled and
grantee is unable to update because the entry field on the form is disabled.

Process:

A. Advise PMS to send request to un-cancel the fund.
1. To urrent POC at NASA HQ (currently this is John Emery -
john.m.emery@nasa.gov) .
2. There will be no 224 impact for this request.
3. Once the fund is un-cancelled:
i. The grantee can access PMS and update the “cumulative
expenditures” field on their quarterly FFR.

B. Sample

From: Asgodom, Tadios (PSC/FMP/PMS) [mailto:Tadios.Asgodom@psc.hhs.gov]

Sent: Friday, January 30, 2015 9:03 AM

To: Emery, John M. (HQ-IM010)

Cc: Penton, Carol A. (NSSC-NSSC)[Service Provider]; Watkins, Jennifer L. (NSSC-NSSC)[Service Provider]; Barry, Irene R. (NSSC-NSSC)[Service Provic
[PSC/FMP/PMS); Nikki Andersen; Ramirez, Gladys (PSC/FMP/PMS); Johnson, Valerie W. (NS5C-XD015)

Subject: RE: GSFC FINAL 5F425 NNX03AL79G CommunityWorks Inc - POP 3/30/2014

John,

Would you approve to un-cancel the grant number NNX0SAL75G. The Grantee wants only to update the cumulative expenditures
in the 12/31/2014 FCTR.

Thank you.

*ACCT** *PIN® #*ws*EIN#**wx *xxswx[NS**##% wxsxsswnQrganization Namew =& x#
C6615P1 Ceels 1810541491R1 182075452 COMMUNITY WORKS INC
HHS5-REG: 08 STATE: MT PMT: ACH STOP: N MAN-REV: Y 272: File GROUP: F82E USER: Tadios Asgodom

AGY#* ##sxrssGRANT****##%# ###*0C AUTHORIZED#*#*##% ##***[00C DISBURSED#*#*##% ##****D0C CHGE-ADV**####
*%#*DOC CANCEL AUTH*#*#%* *#***DOC CANCEL DISB*#** #*#****D0OC CANCEL CHG***

R T TR L L T ###*[0C FUTURE AUTH#*##% ##**00C SNAP DISB*###% ##%*#»*D0C SNAP CHEG####
wrErnra R FOO*#**rssss #%##ADPR ID#***#% *##**FC0 AUTHORIZED#*###% #»#**FC0 DISSURSED#*###% ##*#*FC0 CHE-ADV**##%#
FEREBEGHH R ARREND® R **#*FCO FUTURE AUTH*##% *#***FC0O SNAP DISB**#%% ##***FCO SNAP CHRG****

5 WNXOSALTAG 499,048.00 475,302.38 495,048.00
499,048.00 475,302.38 499,048.00

18105414911 .00 475,302.38 499,048.00
2008-5510812-4100 80 8/950114.51 455,048.00 475,302.38 4585,048.00

06/04/09 09/30/14 .00 475,302.38 459,048.00
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C. Notification is received that the fund has been un-cancelled:

From: Ramirez, Gladys (PSC/FMP/PMS) [mailto:Gladys.Ramirez@PSC.hhs.gov]
Subject: RE: GSFC FINAL 5F425 NNX0SALTSG CommunityWorks Inc- POP 5/30/2014

Hi Tadios,
Grant has been temporary un-canceled to allow disbursed amount adjustment.
Thanks,

Gladys Ramirez M.ACC.
Lead Accountant, Accounting and Reports Branch
Payment Management Services

D. PMS notifies Grantee to proceed with the adjustment:

From: Asgodom, Tadios (PSC/FMP/PMS) [mailto:Tadios.Asgodom@psc.hhs.gov]
Subject: RE: GSFC FINAL 5F425 NNX0SALYSG CommunityWorks Inc- POP 5/30/2014

Mary,

As the grant is temporarily un-cancelled, please notify me when you certify the report.

If you need any additional information, please contact me.
Thank you.
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APPENDIX S — PMS - WEIGHTED ALGORITHM EXPLAINED

PMS Weighted Algorithm

When PMS receives the request from the grantee concerning a draw, they utilize the
oldest funds first. If there are several funds for one particular year, the draw is
dispensed based on the weight of the authority per fund for that same year.

Normally the transaction from PMS will interface and post in SAP. This keeps the grant
in sync by FY, CAN and OC between both systems.

An example of the "weighted" authority method posting in PMS on a $3500 draw:
FUND Auth per fund divided by total auth equals % Draw

multiplied by equals posting amt
the draw amt

SCEX22009D $100,000 / $140,000.00 = 71.4 *$3500
= $2,499 posting in PMS/SAP

AERX22009D $30,000 / $140,000.00 = 21.4 *$3500
= $ 749 posting in PMS/SAP

CASX22009R $10,000 / $140,000.00 = 07.2 *$3500

= $ 252 posting in PMS/SAP
TOTAL AUTHORITY $140,000
$3,500 draw

Another Example:

PMS determines how to post by using a “weighted algorithm”. Below is an example of
authority, disbursed and drawdowns.

2012 funds that have the greatest authority will receive the highest percentage of the
requested draw. The numbers annotated in red are the amounts of % of each draw.
Understand when one fund is completed, the percentages change based on what
authority has remaining funds to draw from.

**FCO********* *****FCO AUTHORIZED**** ****FCO DISBURSED***** *****FCO CHG_
ADV***** FS >90
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NNXO08AYS57G 1,151,648.06 979,816.08 1,000,736.63

12/31/2012 AO

.00 .00 .00

2008-S510814-4100 100,000.00 100,000.00 100,000.00 O N
2009-S510913-4100 97,873.00 97,873.00 97,873.00 O N
2010-S511014-4100 175,448.06 175,448.06 175,448.06 O N
2011-S511111-4100 270,262.00 270,262.00 270,262.00 O N
2012-S511212-4100 318,669.00 157,375.04 177,012.59 O N
93.87%
2012-S511213-4100 168,576.00 168,576.00 168,576.00 ON -
0-
2012-S511217-4100 14,503.00 7,162.32 8,056.05 ON
4.27%
2012-S511219-4100 6,317.00 3,119.66 3,508.93 O N

1.86%

On 2/9/2013 there was a requested draw in the amount of $440.76. Below identifies the
percentage used on the requested agrees with what is above in red based on there was
$339,489 in total authority that had remaining funds to withdraw.

INQUIRY: CHG-ADV (Charging Transactions)

CHARGING TCs Follow --
T/C wrxxxk NC-AMT****** POST DATE* *FY* *******CAN******* *QC*

062 440.76* 1.86%

062 440.76*93.87%

062 440.76*4.27%

Total draw requested $440.76

8.20 02/09/2013 2012 S511219
413.73 02/09/2013 2012 S511212
18.83 02/09/2013 2012 S511217

4100
4100
4100
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APPENDIX T — RETURNED FUNDS - VARIOUS SCENARIOS

Scenario 1: NSSC Receives Check from Grantee

A. If the grant is closed OR open in one OR both systems and the funds are NOT
canceled funds, return the payment to grantee advising them to forward to PMS
for proper processing.

B. If the grant is closed OR open in one OR both systems and the funds ARE
canceled funds, advise AR to post to miscellaneous receipts.

C. The decision was based on the fact that HQ OCFO — Data Analysis Branch
(Jessica Davis) reconciles to Treasury and the transaction is recorded at PMS
even if funds are IPAC’d to us. Therefore, PMS will be the traffic cop for all
refunds unless the funds are canceled. (Verified as a valid process on 1/27/15)

Scenario 2: NSSC Receives Check from Grantee — attach supporting documentation
of transaction to grant in SAP for audit trail purposes

A. Not Cancelled Funds

1. Closed PMS — Open SAP = AR returns check to grantee & advises them
to forward to PMS

2. Closed PMS — Closed SAP = AR returns check to grantee & advises them
to forward to PMS

3. Open PMS — Open SAP = AR returns check to grantee & advises them to
forward to PMS

4. Open PMS — Closed SAP = AR returns check to grantee & advises them
to forward to PMS

B. Cancelled Funds
1. Closed PMS — Open SAP = keep check and advise AR to post to
miscellaneous receipts
2. Closed PMS — Closed SAP = keep check and advise AR to post to
miscellaneous receipts
3. Open PMS — Open SAP = keep check and advise AR to post to
miscellaneous receipts
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4. Open PMS — Closed SAP = keep check and advise AR to post to
miscellaneous receipts

Scenario 3: NSSC AR Receives IPAC from PMS - attach supporting documentation of
transaction to grant in SAP for audit trail purposes

A. Not Cancelled Funds

1. Closed PMS — Open SAP = IPAC sent in error — reject IPAC or return
IPAC (depending on IPAC Dept’s policy) to PMS; CS will notify HHS
processor to reopen PMS account; PMS system will process that evening;
it should flow through the system correctly — verify in the morning.

2. Open PMS — Closed SAP = Failed IDOC will be generated when PMS
files interface to SAP; notify CS to contact grantee to draw back funds &
issue check to PMS (PMS will forward refund to NSSC via IPAC); when
IPAC received, advise AR to post to fund

3. Closed PMS — Closed SAP = CS will be notified by PMS; CS will furnish
PMS with TAS BETC; PMS will IPAC funds to NSSC; when IPAC received
at NSSC advise AR to post to fund

4. Closed in SAP = Advise AR to post to fund

B. Cancelled Funds
1. Closed PMS — Open SAP = Advise AR to post to miscellaneous receipts
2. Open PMS — Open SAP = Advise AR to post to miscellaneous receipts
3. Closed PMS — Closed SAP = Advise AR to post to miscellaneous receipts
4. Open PMS — Closed SAP = Advise AR to post to miscellaneous receipts

Scenario 4: Grantee returns funds to PMS (account open); Grant Admin Complete in
SAP; Funds not canceled; Credit included in draw w/multiple grants

Credit posted to PMS Grant
PMS to SAP interface fails (failed IDOC)

HHS Processor researches failed IDOC and contacts CS for assistance.

oo w>

CS contacts grantee to draw back funds and mail check to PMS (include PMS
account & grant number)
HHS Processor — this is a two-step process:

1. Step One:

m
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i. Prepares IDR (reference current IDR job aid)
1) In “Explanation” area of IDR insert information:
a) Credit IDOC #000000
b) SAP Closed Grant # NNX
c) Create BOC
i. Do not instruct to post to 1010.2999 (only if
cancelled funds)
ii. Create FMC/FMT - Attach IDR and copy of failed IDOC
iii. Do not flag the credit IDOC for deletion - there will be an exception
on the CMP cover sheet unless Steps One and Two are initiated
and completed within the same month.
iv. Route FMC/FMT to AR for processing (keep note of FMC/FMT # for
future reference)
v. Monitor grant for return of funds
1) Grantee draws funds back
2) Rescind IDR
a) Create new FMC/FMT
b) Relate to original FMC/FMT #
c) On original IDR, stamp with ‘RESCIND” and attach to
new FMC/FMT (sample attached)

2. Step Two:
i. HHS processor will monitor until PMS receives check from grantee

ii. If no response/corrective action is received from grantee, HHS
processor will contact L3 via email for assistance
iii. PMS receives check and contacts NSSC
1) Returned funds will not reflect on grant
iv. NSSC CS notifies PMS to IPAC funds to NSSC (See Appendix AA)
v. NSSC receives IPAC
vi. IPAC creates FMC/FMT (IPAC will be attached) and assigns to
Financial Management/Grants/In-Box/Grants L2
vii. HHS processor will prepare IDR (reference current IDR job aid)
viii. IDR will be attached to FMC/FMT and route unassigned to the
ACCOUNTS RECEIVABLE
ix. AR will complete appropriate postings
x. Flag the credit IDOC for deletion
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AR Invoice Data Requirements Form

Please establish a bill with the Following requirements.

Vendor Name:

University Of Alaska Fairbanks

5N Case - BOC Reguest #

Center: GSFC 5N Case - Collection Received #

Address: 3205 College Road 5N Case - Rescind # (if applicable)
Fairbanks AK 95709-3705 Customer#

Date of Cash Disbursement: TI26/2013

Phone Number:

Contract /| PO Humber: NMNX10ALZ0G AR BILL

Original 5600 Doc: 5501843631 AP CREDIT MEMO

Vendor Humber: 125247 AP CLEARING DOC

EIN/TIN AR CREDIT MEMO

TOTAL AMOUNT: -] 136.95

RESCIND

EXPLANATION OF DEBT

PLEASE PUT AN "X" IN APPROPRIATE BOX

— IFAPPLICABIE
AP (CLOSED CONTRACT)

FAILED IDOC (OPEN FUNDS)
SELIGS NOT FET CHNCEL ETE

FAILED IDOC (CAMCELED FUNDS)

RECAPTURE AUDIT
Credit IDOCH# 61787599, Grant NNX10AL20G closed in SAP; Post to 10102555
RESCIND
Refund to the Appropriation Bill Requires All Data Listed Below
GL Account: 8100.4111
TAS [if Federal Customer]: 8012130120
Cost Center: 518100
Internal Order: FCOO00000
WEBS: 791525.02.01.04.71
Fund: SCEX22012D
Fund Center: o1
Funds Commitment: 4100

Submitted by:

Carol Annette Penton

Date:

12026020183
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APPENDIX U - REVERSALS

Step 1 — If request received by email, create an FMC/FMT
A. FMC/FMT ticket will be created based on the following:

1. If the reversal is the result of a Center request
i. Request will be received via DI — DI will process and create a
FMC/FMT and route to FMD-Grants Team
2. If reversal is the result of a FBWT request
ii. Request will be received directly from FBWT via e-mail
3. If the reversal is the result of an NSSC error
iii. FMC/FMT request will be generated by HHS Processor

B. Log into ServiceNow and click “Create New Case.”
¥ Finance Cases

W Create New Case

Set the Category to “Grants.”

Set SubCategory to “Reversal”

Set Assignment Group to “FM — Grants L2”

Set Short Description to “Reversal - <Grant Number> - S6##HHH##"
Set FD Selection to “FM — Reversal’

abrwN =
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¢{ == Finance Case- FMCO26TSTT

Manage Attachments (2): ] Chandler 30MSSC17Mo0s7 NSSCI...  [rename] [view] [

e e e e

f f— e Follow

message.em| [rename] [view]

FD Selection

Status

Priority

Age of Caze

Dayzin WIP

Opened by

Opened

Watch list

and azsign it to L2 for

Please add each Inv Reversal & Disbursement Move Worksheets sttachments from this email to the Caze numbers azsigned.

Number FMCo2875TT
Call Number CALL2281640
Customer Jazen Wyche
Contact Jazen Wyche
Location Goddard Space Flight Center
Category | eRavrs |
SubCategory REVERSAL
Azzignment Group FM - GRANTS L2
Azzigned to Valerie Brockway
il
Short Description Reversal 30NS5C17M005T 5603349445/2020
FASO De-obligation ticket 4620 to correct Columbia University obligation error.
Description Please create a caze in SMow for the reversal
Thank you.
Work notes ‘Work notes
Activities: 17

VE Valerie Brockwey

Reversel s camplete.

Update Copy to New Create FD Create User

—MNone -

Closed Complete

4-Low

3

o

Jazen Wyche @

08-23-2020 14:31:47

Additionsl comments | Post

Work notes « 089-23-2020 10:55:18

1. Go to Task. Select Create FD

2. From the Functional Area Records box

ticket.

Choose “Reversal”’ and then “Create” to add a Reversal Form to the
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¢{ | = FDF Reversals - FDFAVO012540

FD Number FDFRVO012548
Cazz FMCoze7aTT o
Reverzals = Motes
Cuztomer/\endor Mame TRUSTEES OF COLUMBLA UNIVERSITY Ik
‘endor Number 123440
Reversal Reazon Diowmward Adjustment
Eillable [Yes or Mo) ez
Original Clearing Dot Number
(2000)
Treasury Confirmation 1500156753
{1300/1500%)
Treasury Confirmation Doc 05-21-2020
Date
Treazury Document Reference
[TreazMASAs)
Reversal of Check # Clearing
Doc [FCHE)
Irvioice Reversal (MREM or 56033594563
FEoa)
Invoice Re-Entry (S600/1900%)
Parent Dot Number
Financial Invoice [yesing) Mo
Contract/Purchase PPS Order
Mumber
Delivery Order/Task Order So0NSECITMDDST
Mumber
Invoice Number IDOC 11013142

Invoice Date

Original Service Entry Sheet
(MEZ3M)

Special Instructions/Re-
posting guidance

05-10-2020 10c45054

Category

SubCategory

Customer Number

Center

Dollar Amownt

Original SAF Document

Original Clearing Doc Mumber
FY

Treasury Confirmation FY

Reverzal of Treasury
Confirmation (FERA)

Treasury Check Mumber

Block DRM [Yes or Na)

Clear Vendor (F-44)

Invoice Clearing to Cash (F-52
or F-53)

Parent Doc Humber FY

Original SAF Document FY

PLIJALI Line number Mo,

SAP Posted Date

Funds Commitment Document

Line No.

Travel Authorization

GRANTS

REVERSAL

Goddard Space Flight Center

22358583

5803343445

2020

1500147669

No

100527063

2020

165

08-11-2020 10:51:32

The purpose of thizs reversal is to place funding on correct contract. Please reverse invoice 560339445 and repost to 30NS5C1TMO0ST FLI 130

3. Complete the following: (You may not be able to complete all the fields at
first, but complete the ones you know.)
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Vi.
Vii.

viii.
iX.

X.

Xi.
Xii.
Xiii.
Xiv.
XV.
XVi.
XVii.
XViii.
XiX.
XX.
XXi.
XXii.
XXiii.
XXiv.

. Customer/Vendor Name - Type in Vendor Name (as it appears in

SAP)

ii. Vendor Number - Type in ZHHS Number (from SAP)
iii. Center - Select Center from dropdown menu

Reversal Reason — Select the appropriate Reversal Reason from
the dropdown menu

Dollar Amount — Amount to be reversed

Billable item (yes/no)

Original SAP Document No — This refers to the original SAP DRN
identified in Reversal package

Treasury Confirmation number

Treasury Confirmation FY

Treasury Confirmation Doc Date

Reversal of Treaury Confirmation (FBRA)

Block DRN (yes/no)

Invoice Reversal (MR8M)

Clear Vendor (F-44)

Invoice Re-entry (5600)—if reposting needed
Invoice Clearing to Cash (F-52 or F-53)

Financial Invoice (yes/no)

Original SAP Document FY

PLI being reversed

Delivery Order/Task Order Number (grant number)
SAP posted date (drop down)

Invoice number (IDOC number)

Invoice date (drop down)

Special Instructions/Re-posting Guidance

Step 2. Perform research - annotate FMC/FMT with information.

Step 3. Request and receive approval
A. Reroute FMC/FMT to CS Grant Manager requesting authorization to proceed
B. Receive approval to proceed from CS Grant Manager

Step 4. Reverse Transactions

A. Reverse Transactions in SAP.

1. MR8M & F-44 steps outlined in the IDOC process found in job aides.
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2. Reversal Package worksheet should be updated with MR8M and F-44
reversal document confirmation.

Step 5. Notify Center

A. If a Center action is required, notify the Center that the action can be completed.
B. Record the Center notification event in the ServiceNow Work Notes.

Step 6. Post Corrected Transaction—NOTE: Interface between SAP and PMS may
need to occur first. PMS may redistribute funds in their system to correct the change
made by SAP reversal.

B. Post disbursements in SAP

1. MIR4 in the IDOC process found in job aides.
2. In the Text Field enter the FMC # and original Reversed DRN #.

Step 7. Resolve ServiceNow FMC/FMT

A. Attach reversal worksheet and supporting documentation in SAP and to the FMT
ticket.

B. Resolve ticket and case.
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APPENDIX V — REPORTING

Report 1: ZHHS Net Zero Report

A. Scenario: When obligations are moved from one fund to another on an HHS
obligation and the net effect is zero, the transactions are not being recorded to
the grant awards table and therefore do not interface to HHS.

B. Resolution----Run t-code ZHHS NET _ ZERO for a specific date range to look for
changes in the Fund and Commitment Item for HHS Awards (YG, YH and YS)
where the net change is zero for the obligated amount.

C. These transactions will still need to be manually entered at DHHS since they are
still not being recorded on the grants awards table for the interface to send to

HHS Docs not found in ZMM_GRANT_AWARDS
Report displays HHS Docs with Fund and Commitment changes that net 0 and MOT FOURND
in ZMM_GRANT_AWARDS table
Mo documents found to match the selection criteria
Dates of PO Line Ghy [iaatszotofe) ta 18/31/2810

D. Source of Information: Reference: SR-208040
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APPENDIX W — PMS POLICY/SYSTEM UPDATE NOTIFICATION

From: Asgodom, Tadios (PSC/FMS) [mailto: Tadios.Asgodom@ psc.hhs.gov]
Sent: Monday, December 09, 2013 12:30 PM

To: Johnson, Valerie W. (NSSC-XD015)

Subject: New Banking Policy

Good Afternocon Valerie,

The Division of Payment Management has updated the policy on 5F1153A Direct Deposit Sign-up Forms to allow us to receive
scanmed or faxed copies instead of requiring original signatures. The 1199A form must be completed correctly; we will no
longer cbtain bank verifications for forms that are not completed correctly.

Below is a list of the most common mistakes that will require a new form. Please check all forms before sending them to
verify that they have been filled out correctly:

*  For a bank change, the name of payee (Section 1A) should match the name in PMS

*  Section 1B should be the organization’s name. A person’s name is not acceptable

*  Signatures: The grantee needs to sign Section 1C. A bank representative needs to sign Section 3. If signatures are
missing, the form must be resubmitted.

*  Alterations of any kind to the banking information are not acceptable

*  Section 3 must be completed in its entirety.

*  The Depositor Account Title field should match Section 1A. If the Depositor Account Title field is left blank or has the
type of account written in it, the grantes must submit a new form.

*  |fthe Routing Number field is left blank or is incorrect, the grantee must submit a new form.

*  |fthe Bank Name is missing, the grantes must submit a mew form.

All forms can be scanned to me instead of being sent via FedEx. If you are sending mew account registrations, please scan me
the new account memo request, the 5F 11954 and the user access form. | will then provide everything to Central Registry to
start the new account process. You can still mail the forms if you wish.

Let me know if you have any questions.
Thank you,

Tadies Asgodom, Accountant

Division of Payment Management

Fimancial Management Service

Program Support Center

Office of the Assistant Secretary for Administration
U5, Department of Health and Human Services
TT700 Wisconsin Avenue, Suite 101204

Bethesda, MD 20814

Office (201) 492-4333

Fax (301) 452-5035

WL SCE DV
DS‘C Program Support Center '
s "Managing the Business Start with -
F"mw of Government®
Chsi Coamamiiasnll 1 Coitdimed Laivida

Got g minute? Please tell us about your customer experience,

The One DHHS Helpdesk for PMS Support is available to assist you with general questions and password resets Monday-
Friday 7Tam-Spm EST (with the exception of federal holidays). The Helpdesk may be reached at 1-877-614-5533 or
PMSsupporti@psc.gov. The Self Help Web Portal is available 24 hours 2 day, seven days a week at www.psc.gov/one-dhhs.
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From: Benson, Thaddeus (PSC/FMP/PMS) [mailto: Thaddeus.Benson@psc.hhs.gov

Sent: Thursday, May 01, 2014 11:23 AM

To: NSSC; Mielke, David R. (HQ-IM020); Robinson, Elizabeth M. (HQ-TA000); Tyler, Charlene (NSSC-XD015); Smith,
Talley D. (NSSC-XD015); HALE, LAURESE H. (HQ-IM020); Rivera, Wilfredo (HQ-IM020); Johnson, Valerie W. (NSSC-
XD015); Subject: New Name for the Division of Payment Management

Importance: High
Good Moming Ladies & Gentlemen

ATTENTION: All PMS USERS!|

Please note that the name of our organmization has changed from the Division of Payment Management to
Pavment Management Services, an organization within the Financial Management Portfolio of the Program
Support Center (PSC). Effective immediately, please ensure that that the new name of our organization is

reflected on all future comrespondence.
vir

Thaddeus

Thanks_

Thaddeus Benson

Payment Management Services, Office of the Director

Program Support Center

U.S. Department of Health and Human Services
7700 Wisconsin Ave_. Room 10470-D
Bethesda, MD 20857

Office: (301) 492-4988
Fax: (301) 492-5050

RxC

Program Support Center
MANAGING L

7 A
GOVERNMENT™ # fo

T, A"
Got a minute? Please tell us about your customer expenence.
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APPENDIX X - CODE TYPES

Code Type 1: Entity Codes

ENTITY TYFE CODE

EMTITY TYFE CODE IS & CORMPOSIT DATE ELEMERNT CORSISTIMNG OF TWO SEFARTATE DATA ELEMENTS: CHARACTERISTIC CLASS AMDO SFECIAL
INTEREST CLASE.

CHABACTERISTIC CLASS CODE SPECIAL INTEBEST CLASS CODE
IMOPIDUAL L EDUCATIORNAL EMTITY
GOVERMMEMNT & AFFILIATED ORGAMIZATION EDUCATIOMNAL DEFARTMEMT . 1
ELEMENMTARY & SECOMDARY SCHOOL 1z
FEDERAL 1 JR COLLEGE, COLLEGE & UMRIVERSITY . 13
INTERSTATE 22 LIBRARY & MUSELUM 14
STATE 23 FESEARCH INSTITUTIOMN, FOURDATIORN & LABORS 15
COUMTY 24 SCHOOL BOARD & SCHOOL DISTRICT . 15
cITY 25 STUDEMT 17
SFECIAL UMIT OF GOVERMMERMT 26 WOCATIORNAL & TRAIRMG SCTHOOL 1=
SPOMNSORED ORGAMIZATION L. 27 OTHER EDUCATIOMAL ORGAMIZATION 12
OTHER [TOWRS, VILLAGES, AMERICAR IRDLAR TF 28
HEALTHERTITY
L0 GOVERMRMEMT OFGAMNIZATION
EMYIRORMERT AL ORGAMIZATION s il
FUELIC MOM-FROFIT 41 HEALTH DEFARTMEMNT 22
FRIVATE MOMN-FROFIT 42 HOSPITAL 33
FFRIVATE FROFIT [LARGE BUSIMNESE] 43 MEDICAL OOCZTOR 24
FRIVATE FROFIT [SMALL BEUSINESS) 44 RURSIMG HOME OF OTHER DOMICILE CARE FACIL 35

OTHER HEALTH ORGAMZATION 36

LOTHER ORGARZATION
S0CIal SERVICES EMTITY
FOREIGM MOM-FROFIT &1
FOREIGM FROFIT EZ CORAMRAURMITY ACTION ORGAMZATION . a1
INTERMATIOMAL (U5, & FOREIGHN, OF 2 OF MORE FOREIGM OF - 632 LAW EMFORCEMEMT AGENCY [ IMCL. CRIMIMAL FI . g2
FEHAEBILITATION ORGAMZATION [OTHER THAR CRIFIN A e}
WELFARE DEFARTMMEMT 54
OTHER SOCIAL SERVICES ORGAMIZATION BA
OTHER SPECIAL SERVICES EMTITY
"T"FORALL EMTITIES, SELECT ORNE CODE FROM THE
LEFT AMD OME FROM THE RIGHT. COMSULTAMT 71
FIMAMCIAL INSTITUTION T2
IMOLAR TRIEAL COURCIL V3
INTERMEDIARY ORGAIMIZATIOMN [INSURAMCE, ETI 74
FLARMIMG & ADRMIMISTRATIVE ORGARMZATION Kl
SUFFLIER ORG [SERYICE, SUFFLIES, MATERIAL & Ve
OTHER SPECIAL INTEREST ORGAMIZATION T
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Code Type 2: Center Codes

PMS CENTER CODES PMS CENTER IDs
F82 |HQ ALL WEH1F30
F82A |HO-MGMT OFFICE ARC WEH1DF5
F82B |ARC AFRC |WEH1ENU
F82C |AFRC GRC |WEH15CM
F82D |GRC GSFC  |WEHIHST
F82E |GSFC KSC WEH1T5Q
F82F |I5C LARC |WEH1HVN
F82G |K5C MSFC |WEH1J2Q
F82H |LARC NMO |WEHSHC
F821 |MSFC J5C WEH1D5C
F821 |55C S5C WEH1129
HQ WEH1JZ5
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APPENDIXY - CS APPROVALS IN PMS

A. Grants Manager receives request from SP requiring approval of action for

grant in PMS.

B. Sign into PMS
1. https://pms.psc.qov/

2. Select Authorization/On-Line Authorization Approval

C. Find grant indicated in step 1 and Select.

D. Verify action being requested is correct and the correct grant is selected

1. 059 transactions — incremental amount is $.00
2. POP start date change — equal what has been relayed by

requestee

3. On-line authorizations

E. Approve the 059 transaction.

F. Reply to email or send SN task back to SP stating the 059 approval is

complete.
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APPENDIX Z - PROCESSING REFUND/CREDITS FOR CLOSED

ADVANCE PAYMENT GRANTS PROCESS

A. Grants Manager receives E-mail and NSR ticket from Dept. of Health and
Human Services (HHS):

1.

2.

Subject: NASA Closed Grant with grant number- example (NASA
CLOSED GRANT — NNX07AK17G)
Attached copy of funds (check) received from grantee\

B. Go to ME23N in SAP

1. Select “other purchase order” clip
2.
3. Click on header and go to NASA information tab — if Admin Complete date

Enter grant number from email

is filled then proceed with step 6. If not, go to and follow step 12.
If the Grant is Administratively Complete in SAP, the Grants Manager will
request HHS to Intra-governmental Payment and Collection (IPAC) the
funds to NASA. NSSC must provide PMS with the appropriate Agency
Location (ALC) and Treasury Account Symbol (TAS) to include on the
IPAC. The IPAC should reflect “Refund for Letter of Credit (LOC) Grant
NNX.... In the transaction description filed on the IPAC. Please see steps
7-11 on how to get the TAS and ALC information.
To get the TAS and ALC information:

i.  Click on Environment and AC Commitment Documents

i.  Double click “Spec purpose ledger” (bottom one)

iii.  Double click latest ledger doc no. (bottom one)

« TAS/BETC number example: 8009/100120
iv.  Go back to “item detail” part of ME23N and click on Account
Assignment tab for Funds Center #. Example 51

If the grant is not Administratively Complete, the HHS Processor/Grants
Manager notifies HHS/PMS to open the grant for posting in PMS to allow
the credit to flow through the interface. (The notification to HHS/PMS can
be done by e-mail to POC)
Grants Manager (CS) will send e-mail to HHS Processor (SP) asking to
re-open grant in PMS.
HHS Processor (SP) will submit an On-line Authorization in PMS for
approval by Grants Manager (CS).
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9. Grants Manager (CS) will send e-mail to HHS/PMS POC to allow the
credit to flow through the interface.
i. HHS/PMS POCs:
+ Tadios Asgodom: Tadios.Asgodom@psc.hhs.gov
(301) 492-4993
* Gladys Ramirez: Gladys.Ramirez@psc.hhs.gov
(301) 492-5066
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APPENDIX AA - FIND THE MIX-MATCH IN PMS AWARDING
AGENCY ID AND THE SAP BA

A. Open the Sync Report before it is formatted to send to AAO/Matthew Buchheit.
(See Appendix Q to locate report)

o7/ 03,2018 Dy
SMART MNLSAP WEMND PMS AWA SAP B PMS PIMN  SAP PIN  PMS EIN SAP EIN
BOARCOLT 126219 21 21 BO171L BOL17L 133I0L7S2E 13I0LTFS2E
BOARCOLT 126219 21 21 BO17L BO171L 13ITOLTFS2E 1201 FS2E

- BOARCOLZMWOOOS
BOARCOLT 114910 21 21 9H49 SHAS 184600055 1841600055
BOARCOLT 114910 21 21 9H49 oHA49 184600055 184600055
BOARCOLT 114910 21 21 9H4a9 oHAa9 1284600055 1284600055
= 2BOARCOLZWVIOOOGE
BOARCOLT 114781 21 21 9HS0 BHSO 158060314 15806031
BOARCOLT 114781 21 21 9HS0 BHSO 158060314 158060314
- BOARCOLZMIOOOT
BOARCOLT 114875 21 21 ATFOSS ATOSS 174107054 174107054
BOARCOLT 114875 21 21 AFOSS ATOSS 174107054 174107054
= 2B0ARCOLZVIOOOS
BOGSFCL7I 123823 51 51 BH24a 2H249 152600202 152600203
BOGSFCL7I 123823 51 51 8H24 sH24 152600202 152600203
BOGSFCL7I 123823 51 51 8H24 sH24 152600202 152600203
BOGSFCL7FI 123823 51 51 BH2a 2H249 152600202 152600203
BOGSFCL7I 123823 51 51 8H24 aH24 152600202 152600203
BOGSFCL7I 123823 51 51 8H24 sH24 152600202 152600203
BOGSFCL7FI 123823 51 51 2H24a 2H24 1526002032 152600203
BOGSFCL7I 123823 51 51 BH24a 2H249 152600202 152600203
BOGSFCL7I 123823 51 51 8H24 sH24 152600202 152600203
BOGSFCL7I 123823 51 51 8H24 sH24 152600202 152600203
- BOGSFCL7MOOOZ2
BOISCOLSM 157674 10 72 DAS21 DAa521 12754107€ 12754107€

B. Add a Column after Column SAP BA and Name the column MixMatch

07/03/2018 Dynamic List Display
SMART NUMBER SAP VENDOR ID PMS AWARDING AGENCY ID  SAP BA MixMatch
B80ARCO1L7MOOOS 126219 21 21
B0ARCO1L7MOOOS 126219 21 21
* B80ARCOL7MOOOS
BS0ARCOL7MOOOG 114910 21 21
20ARC0O17MO0CO6 114910 21 21
B80ARCO17MOOCOG6 114910 21 21

C. In the 15t cell in the New Column add a formula to compare the PMS AWARDING
AGENCY ID (column E) to SAP BA (column F)

1. =IF(E6=F6,"True", "False")
2. Note: The number 6 is the row number.
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D. Select the Cell with the formula and drag to the End of the list.

The formula will add True if the columns match and False if they do not

SMART MUMBER SAP VENDOR ID PMS AW SAP BA MixMatch

BOARCO17MO005
BOARCO17MO005
BOARCOL7MO005
BOARCO17MO006
BOARCO17MO006
BOARCO17MO006G
BOARCO17MO006
B80J5C018MO002

126219
126219

114910
114510
114910

157674

21 21 True
21 21 True

True
21 21 True
21 21 True
21 21 True

True
10 72 False

E. Filter on the mix-match column,

MixMatch and False

Column G (the new column) and select all

SMART NUMBER SAP VENDOR ID

B80J5C018M0002
BONS5C18K0767
BONSSC18K0918
BONS5C18K0974
BONSSC18M0043
NAS5-02140
NAS5-02140
NAS5-02140

157674
118457
135844
138454
105677
1032666
103666
103666

PMS AW SAP BA MixMatch

10 72 False
64 51 False
10 51 False
51 23 False
22 21 False

51 False

51 False
51 False

F. Begin the research in SAP and in PMS to see why the PMS Award Center and

SAP Centers do not match.
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APPENDIX AB — GR INDICATOR REPORT/3-WAY MATCH

Purpose: The GR Indicator Report is run once a week. The purpose of this report is to
find all Grants that are marked as a three way match. All grants should be 2-way match.
Access to bReady and BOBJ is required to run this report.

A. bReady loginlink is: https://bready.nasa.gov/group/bready/home

1. Click on MY SYSTEMS in the upper right, then Procurement

2. Click on BW via BOBJ from Information Delivery to the left

Information Delivery hd

BW via BOE]J

3. Click on the orange box in My Applications

= My Applications

V7

4. Click on Purchasing
5. PRRPT33 - PO’s by PLI/ALI — ITD(ZMC_PRRPT33_ITD_V300) then OK

Open Data Source O

S Find | " [ Folders |
Views: Roles -
= [ Purchasing [0000000432] -

"=_1 Contract Values by PO Document [ZMI_CVPO_V200]
[T PRRPT16 - Total Obligations and Actions - TTD [ZMC_PRRPT16_TOA_TTD_v200]
7 PRRPT23 - Overage Closeout Analysis - Age [ZMC_PRRPT23_OCA_AGE_V200]
=+ PRRPT24 - Uncost/Undisb Obs & Closeout Tracking - ITD [ZMC_PRRPT24_UOCT_ITD W2
| PRRPT26 - Uncost/Undish Obs & Expired Contracts - ITTD [ZMC_PRRPT26_UOEC_ITD_V2
- POs in Cancelling Funds - ITD ALI/PLI Detail [ZMC_PRRPT27_POCF_ITD_V20!
—5 PRRPT27 - PRs in Expiring Funds to Review - ITD [ZMC_PRRPT27_PREF_ITD_V200]
- Center Operational & Workload Report by Doc - FY [ZMC_PRRPT29_FY_V200_
—+ PRRPT29 - Center Operational & Workload Report by Doc - ITD [ZMC_PRRPT29_ITD_V2I
5 PRRPT30 - Status of PRs - Fiscal Period Amounts [ZMC_PRRPT30_FPA_V200]
RRPT30 - Status of PRs - Fiscal Period Counts [ZMC_PRRPT30_FPC_W200]
RRPT30 - Status of PRs - FY Amounts [ZMC_PRRPT30_FY_V200]
RRPT30 - Status of PRs - PR Age Counts [ZMC_PRRPT30_AGEC_V200]
RRPT33 - POs by PLIJALI - FY [ZMC_PRRPT33_FY_V300]

PRRPT33 - POs by PLIJALI - ITD [ZMC_PRRPT33_ITD_V300]
= PPEET24 _ DRe hu BIT/AIT - B [784C PRRPT24 =¥ 430N

iIR=1R=1R+1R-1Re R
2Em
L
dEB

(o] [eTRe 1R R 1R

4 Back Next OK Cancel
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6. Include the following required and optional prompts. Select ‘All” for

complete list:

i. Required prompts include:
a) Plant (Center) values equal *to pull data for all centers.

b) Period/Fiscal year inception to date (ITD) through the current
fiscal year end, “006/2021” GR Indicator Report
ii. Optional prompts include:
a) Purchasing Document Type
b) Values equal to “YG” and “ZGRN” for grant purchasing
document types GR Indicator report

7. Click OK at the bottom

8. The report will take approximately 10 minutes to run. See the Process
button in the left corner for progress.

| All | Required | Optional Variants + -|

~ * Plant (Center)

Include - values Equal -
3| (X |+

+ Outline Agreement

¥ PRISM Contract

» PO (Internal or Legacy)

~ Purchasing Document Type

Include - values Equal -
G 7| (X
Include - values Equal o
ZGRN 3| (X| |4

b Material Group

» MR11

b Cost Center

~ * Period/Fiscal Year ITD
006/2021 5]

¥ Fund

» WBS Element

¥ PIID PO Document

+ 0A or Contract

B. Once the workspace opens, remove and add the following fields from the Rows

area of the Layout section:

1. Remove the following default fields:

i. PRPLI
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i.

2. Add in the following fields:
i.

i.

iii.

iv.

PO ALI

Plant

Administratively Complete

Vendor Account Group from PO (Internal or Legacy)

Goods Receipt from PO PLI

H= @ Prompts

R R e
fdddddddddddPdddd eV P Ve e ey

o8 or Contract

O& or Contract Ttemn
Outline Agreement
Outline Agreement LI {CLIN)
Period/Fiscal Year
Physically Complete
PIID PO Document
Plant

PO (Internal or Legacy)
PO ALT

PO Document Date
PO HDR Del Ind

PO PLI

PPC

PPS Item Mumber
PR

PR PLI

PRISM CLIM

PRISM Contract
Program

Program Year
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3. Click the Export button =~

in the top left to export the report to excel,

Export to XLSX (Excel 2007 and later)
Export

Edp

Shest 1

= BT anatysis 1

[+ Repeal auler haader mermbers

[ Expart Conditional Farmats applied Lo &
[+ Hiighlight Tatals

[+ Expart May and Text valuss & ceparate colurmns

CHE

repeating the outer header members and separating Key and Text values

B

dilferent measure

=]

Save to N: drive under the Grants folder. Use default naming convention

and save to the current daily work folder.

document types’.

Repeat all steps above, beginning at A.6 through B.4.
Modify the ‘Values equal to “YG” and “ZGRN?” for grant purchasing

o

Change doc types to 'YS’, “YH’, and ‘ZCOA’.
Re-run report and save as above.

Combine data from both reports into 1 file by copying and pasting from

one to the other. Save file to be used for analysis.

C. Identifying GR Indicators

1. After exporting the report, the following actions are performed:
i. Select all data in Analysis 1 tab. Copy and paste to new tab. This is

now the working tab.

ii. Delete first 3 rows. Highlight Title Row (now row 1) and select

Filter.
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iii. Filter for grants that are not closed by filtering the “Administratively
Complete” field for PO PLIs with “#”.
iv. Filter for HHS vendors by filtering the “Vendor Account Group” field
for PO PLIs with “ZHHS”.
v. Filter for PO PLIs set-up as a three-way matches by filtering the
“Goods Receipt” field for PO PLIs with “X”.
vi. Filter for PO PLIs that have not been fully costed by filtering the
“ITD Uncosted Obligations” field for amounts other than “$0.00".
D. Reviewing Data
E. Atleast weekly, the NSSC should review all grant documents with ZHHS vendors
that have PO PLlIs set up as three-way matches.

1. Check remaining grants in SAP for IDOCs posted to PLIs with the GR
Indicator marked. If nothing is posted to the PLI, contact the center POC
to remove the GR Indicator.

2. If a PLlis fully costed already, even if there are no postings yet, no action
is needed. IDOCs can be posted to the PLI.

3. If there are postings to the PLlIs listed, those docs must be reversed in
order to remove the goods receipt indicator. Check with the center POC to
see if they wish to proceed with the reversals or continue applying cost for
each failed IDOC.

4. After reversing documents and the goods receipt indicator is removed, the
costs and disbursements must be reposted to the same funds as the
original posting. NOTE: If a de-obligation/re-obligation of funds occur,
PMS will redistribute the funds in their system. An IDOC may come
through the interface to offset the document. Check the balance between
both systems before reposting to ensure accuracy.

5. This process will require coordination between the NSSC and the Centers
to ensure same-day corrections.
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APPENDIX AC — ACCESSES REQUIRED FOR GRANT DUTIES

A. Service Now

1. Service Provider — HHS Processor
i. Submit NAMS request for NSSC Service Now Request

ii. Role: FM Grants L2

2. Civil Servant - Grant Managers

i. Submit NAMS request for NSSC Service Now Request

ii. Role: FM Grants L3

B. PMS - (Note: For PMS guidance https://pms.psc.gov/grantors/access-

newuser.html)

1. Service Provider — HHS Processor
i. Submit NAMS request for Payment Management System

a) Roles:

1) Registration
2) Access to Electronic Reports and Files
3) On-line Authorization
4) Federal Financial Report (FFR): Federal Cash
Transaction Report (FCTR)
i. View
5) Federal Financial Report (FFR): Federal Status
Report (FSR)
i. View
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User Access Update Request
REQUEST DETAILS

User Type: Awarding Agency

User Email: valerie d brockway(@nasa gov
Request Status: Initiated
DEPARTMENT / BUREAU /| ORGANIZATION UNIT
“Select Action: Add Remove
Status | Department OPDIViAgency Region/Bureau
1 MATIONAL AERONAUTIGS AND SPACE ADMIN 2-NASA S10-NASA HEADQUARTERS
2 MATIOMAL AEROMNAUTIGS AND SPACE ADMIN 2-NASA S21-NASA AMES RESEARCH CENTER
3 MATIONAL AERONAUTIGS AND SPACE ADMIN 2-NASA S22-NASA GLEMM RESEARCGH CENTER
4 MATIOMAL AERONAUTIGS AND SPACE ADMIN 2-NASA S23-NASA LANGLEY RESEARGH CENTER
5 NATIONAL AEROMAUTICS AND SPACE ADMIN 2-NASA B e ARMS TRONG R RESEARCH
& MATIOMAL AERONAUTIGS AND SPACE ADMIN 2-NASA S51-NASA GODDARD SPAGE FLIGHT CENTER
7 NATIONAL AEROMAUTICS AND SPACE ADMIN 2-NASA S55-NASA MANAGEMENT OFFICE
B NATIONAL AEROMAUTIGS AND SPACE ADMIN 2-NASA S62-NASA MARSHALL SPACE FLIGHT CENTER
9 MATIOMAL AERONAUTIGS AND SPACE ADMIN 2-NASA SE4-NASA STENNIS SPAGE CENTER
10 MNATIONAL AERONAUTICS AND SPACE ADMIN 2-MASA S72-NASA JOHNSON SPACE CENTER
Page| 1 |of2/||»|| = || Records perpage: [10 » || & | Displaying 1to 10 of 11 items.
LEGEND:
- Added
- Removed

ACCESS LEVEL
Please check and/or uncheck all access that should be added or removed (please note gray checked boxes are included):

Awarding Agency Inquiry @
Account Maintenance @
- Registration @
Access to Electronic Reports and Files &
u On-Line Authorization %
Approve Authorizations
Approve On-Line Authorization i ]
Process 0569 Transactions Only i ]
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Payments
Approve
Confinm
Process On-Line Authorization Batch
Process On-Line Subaccount Batch
Process On-Line Authorization End Date Extension

Federal Financial Report (FFR): Federal Cash Trar ion Report (FCTR)
View
Federal Financial Report (FFR): Federal Status Report (FSR)
View
Approver

SUPERVISOR

Enter your supervisor's name and contact information below. If you are the highest ranking person in your organization, you may list yourself as the supervisor.
Once the reguest is submitted, the person that is listed as the supervisor will receive an email with a link that they will need to use to approve the request. The
person listed as the supervisor does not need access to the PMS to approve the request.
*First Name:
Middle Initial:
“Last Name:
“Job Title:
“Email Address:
*Telephone:
ADD COMMENT

Comments

Maximum 1000 characters.

CERTIFICATION

| certify that the information, statements and representations provided by me on this form are true and accurate to the best of my knowledge. |
understand that a willfully false certification is a criminal offense and is punishable by law (18 U.S.C. 1001)

2. Civil Servant - Grant Managers
i. Submit NAMS request for Payment Management System
a) Roles:
1) Access to Electronic Reports and Files
2) On-line Authorization
3) Process On-Line Authorization Batch
4) Process On-Line Subaccount Batch
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B Payment Management System X 4 = o X
« C @ pmsapp.pscgov/pms/app/usemequest/updateaccess/sub/agency T B 6
- Added
Removed

ACCESS LEVEL
Please check andior uncheck all access that should be added or removed (please note gray checked boxes are included):

Awarding Agency Inquiry
Account Maintenance
Registration
[ Access to Electronic Reports and Files
On-Line Authorization
Approve Authorizations
Approve On-Line Authorization
Process 059 Transactions Only
Payments
Approve
Confirm
Process On-Line Authorization Batch
Process On-Line Subaccount Batch
Process On-Line Authorization End Date Extension
Federal Financial Report (FFR): Federal Cash Transaction Report (FCTR)
View
Federal Financial Report (FFR)
View

Approver

SUPERVISOR

Enter your supervisor's name and contact information below. If you are the highest ranking person in your organization, you may list yourself as the supervisor.
Onee the request is submitted, the person that is listed as the supervisor will receive an email with a link that they will need to use to approve the request. The
person listed as the supervisor does not need access to the PMS to approve the request.

C. NSSC IT ACCESS REQUEST (ITAR)--NAMS
1. Service Provider — HHS Processor

i. Functional Area--Financial Management (FM) L2

ii. Common Drive Share--nsscfs01p)nssc-shared--NS-GG-Grp-Modify
(N Drive)

iii. Drive Share(s) and/or Server Group(s)--N:drive > FM Division >
Accounts Payable_Accounts Receivable > Accounts Payable >
Grants

D. AGCY0032 —Active Directory Generic Account--NAMS

1. Service Provider — HHS Processor
i. nsscgrantfmd@mail.nasa.gov

E. MICROSOFT OFFICE (WORD, EXCEL, ACCESS, OUTLOOK)

1. Service Provider — HHS Processor
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2. Civil Servant — Grants Manager

F. EXCEL MACROS FOR GRANTS—quidance to load macros is in SDG

1. Service Provider — HHS Processor

G. SAM.GOV—complete application on website

1. Service Provider — HHS Processor

Go to https://www.sam.gov/SAM/
Create a User Account

H. GRANTS ACCESS DATABASES—ESD HELP DESK

1. Service Provider — HHS Processor

l. SAP--NAMS

Contact ESD to be added

1. Service Provider — HHS Processor

Submit NAMS request for the following roles
a) Z:AG_DISP_ONLY Agency Display
b) Z:.AGHHSPRC AG AP - Health & Human Services
(HHS) Processor
c) Z.AGPMTPRC AG AP - Vendor Payment Processor
d) Z:APHHSPRC AP - Health & Human Services (HHS)

Processor

e) Z:APIACPRC AP - Intra-Agency Payments and
Collections Processor

f) Z:APINVPRO AP - Vendor Invoice Processor

g) Z:APPMTAUD AP - Payment Auditor

h) Z:APPMTPRC AP - Vendor Payment Processor

i) Z:APTRPYPR AP - Travel Payment Processor

i) Z:NASACOMP NASA Commonly Used Transactions

k) Z:NSAPORGNSSC - AP - Organizational differentation

) Z:OMGQ_DISPLAY_ONLY T-code OMGQ (Display
Capability Only)
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m) Z:0MGS_DISPLAY_ONLY T-code OMGS (Display
Capability Only)

n) Z:POPRRPTG PO - Procurement Report Generator

o) Z:PPSFMDSP Folders Management Display

p) Z:QUERYSQO01 Query Viewer

q) Z:SGLCOMM SL - Common tcodes across all SGL
roles.

r) Z:SGLRECON Agency SGL Recon Analyst Tool

s) ZP:NSLASER All Print devices for NSSC (except
Secured Printers)

ii. Most used T-Codes

a) XKO03 - Display vendor (centrally)

b) SQO01 - SAP Query: Maintain queries

c) ZFI_AP_INVC_STAT - Invoice Status Report

d) ZFI_AP_CONSOLE - Invoice Request Console

e) FBL1N - Vendor Line Items

f) MEZ2L - Purchase Orders by Vendor

g) MIR4 - Call MIRO - Change Status

h) ME23N - Display Purchase Order

i) FBRA - Reset Cleared Items

j) MR8M - Cancel Invoice Document

k) F-44 - Clear Vendor

[) MIRY7 - Park Invoice

m) FBO3 - Display Document

n) FMZ3 - Display Funds Commitment

0) GR&5 - Execute Report Group

p) FBV2 - Change Parked Document

q) Z_HHS_IDOC_VIEW - View Contents of HHS IDocs

r) ZFI_HHS_SYNC - HHS Monthly PMS SYNC Report

s) F-52 - Post Incoming Payments

t) F-53 - Post Outgoing Payments

u) ZFI_AP_HHS - HHS Grants / Disbursements by EIN

v) Z_HHS _DD_DISTRIBUTE - HHS Drawdown 2-way 3-way
Report

w) Z LOC_VIEW - View HHS LOC Mods

x) Z_LOC_VIEW_EX - View HHS LOC Mods by Vendor

y) Z LOC_PRINT - Print HHS Letter of Advice
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z) ZHHS NET_ZERO - HHS Net Zero Changes Workbench
aa)ZFl_OLA_PO - Outline Agreement - PO Report
bb)SCASE - Case Management

2. Civil Servant — Grants Manager

Submit NAMS request for the following roles

a) No additional roles are required if you have AP CO accesses
Most used T-Codes

a) XKO3 - Display vendor (centrally)

b) FBL1N - Vendor Line Items

c) ME23N - Display Purchase Order

d) FBRA - Reset Cleared Items

e) FBO3 - Display Document

f) FCH8 — Reverse Check Payment




