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

A. The Prompt Payment Act (PPA) 
 

B. The NASA Procedural Requirements (NPR)  
 

C. NASA Enterprise Performance Support System (EPSS) 
 

D. Other Applicable Federal Regulations 
 

E. NASA Policies and Procedures 
 
 

2.0 Purpose 
 
To outline Agency procedures followed by the NSSC related to providing payment and 
required reporting for vendor payments. 
 
3.0 Applicability/Scope 
 
In accordance with Federal regulations and NASA policy, the NSSC is responsible for 
providing voucher examination and payment services including assembling, reviewing, 
processing, recording, reporting, and reconciling commercial and government invoices. 
The NSSC shall process all documents in accordance with the PPA. The NSSC shall 
process payables from the receipt of the initial invoice to payment based on acceptance 
by NASA. 
 
The NSSC shall use Core Financial Software – Systems, Applications and Products in 
Data Processing (SAP) R/3 – to perform the financial management (FM) activities. FM 
is required to use Business Objects (BOBJ) for reporting, query and reconciliation 
activity. NSSC is required to adhere to NPRs, NASA’s EPSS, and other applicable 
Federal regulations and NASA policies and procedures.  
 
4.0 Privacy Data 
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All participants involved must ensure protection of all data covered by the Privacy Act.  
 
5.0 Records 
 
Records shall be maintained in accordance with NPR 9615, NASA Records Retention 
Schedules (NRRS). These records are included in the Financial Management Division 
(FMD) functional Master Records Index (MRI), applicable NRRS or General Records 
Schedule (GRS) items that provide retention/disposition authority. 
 
6.0 Cancellation/Supersession of Previous Documents 
 
This document supersedes NSSDG-9200-0004 Revision 17.0. 
NOTE: The Service Provider (SP) is responsible for documenting and maintaining all 
macros/scripts utilized in these processes.  
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PROCESS 1 – INVOICE PROCESSING 

 

 

Receipt of Vendor Invoices  
 
STEP 1. NSSC SP, Vendor Payment Processor (VPP) – Accept Invoice (Control 

Activity 11.7.3.1)  
 

A. Accept Non-IPP Invoice from Accounts Payable Work Management 
System (AWMS) 
 
Note: Invoices received via IPP are automatically parked by the Agency 
Applications Office (AAO) interface. Supply only invoices where the goods 
receipt & acceptance is posted in SAP will auto post by the AAO interface.  
 

1. VPP logs into AWMS 
 

2. Click on Manager Queue 
 

Note: ServiceNow (SN) VPP Point of Contact (POC) monitors the 
AWMS Manager Queue and alerts the AP SP team of aged 
invoices over 3 days. AP SP Lead and/or VPP reviews aging 
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invoices and works them out of the queue by parking or reassigning 
them.  
 

3. Double click on first invoice 
 

4. Click on “Open in New Window” next to “External Invoice Link” 
 

B. Performs initial checks 
 

1. Ensures the invoice from Document Imaging (DI) is date-stamped 
with date received 
 
Note: All non-IPP invoices pass through and are date/time stamped 
by DI. Use the Designated Billing Office (DBO) receipt stamp date 
to calculate due date for invoices that have a DBO other than 
NSSC. DBOs include NSSC DI date and time stamp, NASA Center 
or Office of Naval Research (ONR) date.  
 
Note: The IPP received date is the received date for invoices 
submitted via IPP. 
 

2. Ensures the invoice has Vendor name, address, description of 
services and goods, contract number, invoice date, amount, and 
invoice number 
 

a) As of October 1, 2016, invoices without an Invoice Date will 
be returned to the vendor, including Construction Invoices. 
Exceptions are General Services Administration (GSA), 
Office of Management and Budget (OMB) & Standard 
Government Forms [SF] and utility invoices 
 

b) Voucher Date, Invoice Date, & Billing Date are 
interchangeable 

 
c) Center created forms lacking proper Prompt Pay invoice and 

containing incorrect verbiage (estimate number, period date) 
are not acceptable and will be returned to the vendor. Center 
created forms must include ‘invoice number’ and ‘invoice 
date’ verbiage 
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d) As of January 4, 2017, invoices without an Invoice Number 

will be returned to the vendor, including Construction 
Invoices. Exceptions are GSA, OMB & Standard 
Government Forms [SF] and utility invoices 

 
e) Voucher Number, Invoice Number, & Billing Number are 

interchangeable 
 

3. Verifies information captured by DI in AWMS is correct. If not, 
corrects information and saves. 
 

C. Process for Non-Standard Documents 
 

1. If the invoice was routed to the wrong department at NSSC, VPP 
adds enough information in the work log for DI to reroute and clicks 
“Return to DI” in AWMS 
 

2. If the document is a payment inquiry, VPP adds enough information 
in the work log for DI to reroute to the NSSC Customer Contact 
Center (CCC) and clicks “Return to DI” in AWMS 

 
3. If the document is a vendor audit request, VPP adds enough 

information in the work log and clicks “AP Move to Case” in AWMS 
 

4. U.S. Bank Statements and NSSC reconciliations for the Purchase 
Card and Concur Centrally Billed Account (CBA), VPP parks the 
document on the applicable business area and notifies the center 
Lead and their backup via email that the document is parked.        
P-Card and CBA reconciliations are not routed for approval (Refer 
to Appendix F & G) 

 
5. U.S. Bank Statements for Fleet Card are parked on the center 

ZREM. Parked document is routed through the IRIS Console for 
approval and all other actions (Refer to Appendix H) 

 
Note: All posted credit card documents’ Reference Field should be 
as follows: Account Number Statement MMDDYY Payment 
Number (i.e. 1234xxxxxxxxxxxx 010120 01)  
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6. If the invoice does not provide required information, VPP parks the 

invoice in SAP and returns the invoice to the vendor. If there is no 
Contract/Purchase Order (PO) number on the invoice, VPP parks 
the invoice in SAP with ‘Return’ in the PO/Contract number position 
in the DRN Reference field, updates the invoice data and rejects 
the invoice to the vendor 

 
7. If a contract/PO number exists but appears to be off by a digit (1 vs 

I, P vs D, O vs 9), the VPP will review the vendor account history. If 
the current invoice meets the pattern of previous invoices (i.e. 
account number, invoice sequence, pattern of invoices), the VPP 
will use the contract/PO number from the vendor history without 
rejecting the invoice. The VPP will add a note to the DRN justifying 
their decision to use the contract/PO from vendor history 

 
8. Third Party Commercial Invoice received and the contract type in 

ME23N is a Direct Site NIPR/MIPR/NDPR awarded to a Federal 
Agency 
Note: As of June 1, 2017, all third-party payments will need Office 
of the Chief Financial Officer (OCFO) approval via email. This email 
should be attached in SAP Transaction Code (T-code) 
ME23N/ME33K to justify payment to the third-party vendor 
 
Note: As of June 1, 2017, third party commercial invoices listing a 
Direct Site NIPR/MIPR/NDPR are no longer acceptable, unless 
OCFO approval is attached to ME23N 
 
Note: OCFO has given the Procure 2 Pay Process Champion 
the authority to approve third-party payments.  
 

a) VPP parks the invoice in SAP  
b) VPP notifies the AP CS Lead via SN task 

i. Provide the award number  
ii. Provide the SAP DRN. 
iii. Attach Award PDF 
iv. Attach Invoice PDF 

c) CS actions; 
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i. Check 3rd Party Spreadsheet located on the shared drive: 

N:\FM Division\Accounts Payable_Accounts 
Receivable\Accounts Payable\3rd party invoices 

ii. If the Award / 3rd Party Vendor combination have already 
been approved by the Procure 2 Pay Process Champion, 
return SN ticket to VPP with approval to process invoice. 

iii. If this is a new Award / 3rd Party Vendor, forward 
documentation to the Procure 2 Pay Process Champion 
for guidance on acceptance or rejection of the 3rd party 
invoice.  

iv. When the AP CS Lead or delegate receives acceptance 
or rejection, the AP CS Lead updates the 3rd Party 
Spreadsheet on the shared drive, updates SN task and 
returns to AP L2 for processing.   

d) VPP Receives SN ticket from AP CS Lead 
i. If approved: VPP should attach the approval email in 

ME23N to the award and continue processing the 
invoice. 

ii. If not approved: VPP should attach the rejection email in 
ME23N to the award and reject the invoice to the Vendor. 

 
 

 

 

Processing Vendor Invoices 
 
 
Each VPP accesses his or her assigned parked vendor invoices in SAP and ensures 
each invoice is valid according to the PPA. If the invoice does not meet the 
requirements of the PPA, the VPP returns the invoice to the vendor accompanied by a 
letter detailing its deficiencies, within seven days of receipt of the invoice. The VPP 
attaches a copy of the rejection letter and rejected invoice in TechDoc, ME23N/ME33K 
and in SAP to the Document Reference Number (DRN) for the rejected invoice, 
annotating “rejection” and date in the AWMS work log for non IPP invoices. For Invoice 
Processing Platform (IPP), the VPP rejects the invoice in SAP and the interface rejects 
the invoice in IPP automatically. No letter is created. The VPP also tracks the returned 
invoice, includes an explanation on all returned invoices, and correctly matches them 
with re-submitted invoices. (Note: If a contract/PO number exist but appears to be off by 
a digit (1 vs I, P vs C/D), the VPP will review the vendor account history. If the current 
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invoice meets criteria of previous invoices (i.e. account number, invoice sequence, 
pattern of invoices), the VPP will use the contract/PO number from the vendor history 
without rejecting the invoice. The VPP will add a note to the DRN justifying their 
decision to use the contract/PO from vendor history. The VPP completes the due date 
calculation and Financial Management Services (FMS) Treasury calculator for interest, 
if applicable. 
 
NOTE: The PPA does not allow for interest not to be paid/waived when due. Interest is 
not subject to being waived, even if the vendor states that they would like to waive any 
interest that is due to them. 
 

 The VPP then performs a two or three-way match (compares the invoice 
with the PO and if applicable, the goods receipt) on the invoice in SAP to 
compare the PO quantity and dollar amount with those same figures on 
the invoice. If costing, funding or GR/IR is required, the VPP routes 
applicable requests via SAP Invoice Routing and Information System 
(IRIS) Request Console (ZFI_AP_Console) within 72 business hours of 
invoice receipt date. If the invoice passes all the status checks, the VPP 
requests approval via the IRIS Request Console. VPP selects “Approval 
CV” tab for IPP invoices submitted as IPP Cost Voucher. AP Lead runs 
ZFI_AP_INVC_STAT daily to review and monitor parked invoices to 
ensure the documents are routed for the appropriate actions. VPP runs 
the ZFI_AP_INVC_STAT report throughout the day to check for completed 
actions before an invoice can be posted.  
 

 As of April 30, 2018, the IPP interface will auto-post supply invoices if the 
103/105 is complete and there are not service lines.  

 
 As of December 2018, the IPP interface will auto-post non-shared service 

award invoices if cost is sufficient and IRIS actions are complete.  Note – 
this does not apply to partially approved invoices. 

 
 As of August 24, 2018, the IPP interface auto-routes costs and approvals 

for PPS awards. 
 

 After all approvals, cost, goods receipts are obtained, and the IRIS actions 
are ‘complete’, the VPP then posts the invoice in SAP. Invoices that come 
in already approved are not routed through IRIS unless they require cost 
or funding.  
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 As of June 15, 2017, the designated approver will be assigned in 
Procurement for Public Sector (PPS) for Procurement Instrument Identifier 
(PIID) awards and Legacy awards. If no approver is designated or is 
invalid in the Invoice Approver field in SAP, the approval request will 
cancel and an email we be generated to the NSSC CCC and will 
automatically be assigned to AP L2. The VPP will notify the Contracting 
Officer listed in the Contract or current Modification and the center POC 
via email using the email template at N:\FM Division\Accounts 
Payable_Accounts Receivable\Accounts Payable\External Email 
Correspondence to update the Invoice Approver. If the approver is not 
corrected within 7 days of initial notification, VPP will continue to contact 
the initial POCs and the Center Procurement (PR) Lead every 2 days. 

 
 In support of WBS 3.1.1 AP, the SP shall perform the following tasks: 

 
o Review each IPP invoice to determine if sufficient cost exists to 

post the invoice. The IPP interface will propose the Contract Line 
Item Number (CLIN)s that should be used for cost. If enough cost is 
not available, the NSSC VPP will route the invoice in IRIS for cost 
and run reports to ensure the cost requested agrees with the 
amount for each CLIN invoiced. 
 

o After cost is received, validate the invoice amount submitted by the 
vendor through IPP matches the amount of cost provided to AP to 
post each invoice. This will be performed at the CLIN level for every 
IPP invoice manually or by using the Allocation T-code.  

 
STEP 2. NSSC SP, VPP – Review Invoice (Control Activity 11.7.3.1) 

 
A. VPP uses T-Codes ME23N/ME33K/ZFI_OLA_PO or SCASE for PIID awards 

to review PO status prior to parking an invoice 
 
Note: For newer PO/contract numbers that return an error “Not Found”, VPP 
contacts the Center PR or Finance POC to determine if the PO/contract is 
new and not yet released in SAP or is invalid. 
 
1. In ME23N, VPP types the PO number in Other Purchase Order Field (Shift 

F5) and presses Enter 
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Note: For Center “Utility company” invoices without a contract number, the 
VPP parks the invoice without a contract number. The external Tech Doc 
link is e-mailed to the Center POC to update the contract number and 
sends invoice back to NSSC Accounts Payable (AP). The VPP attaches 
the updated link to the parked document and processes as normal. If the 
VPP can determine the contract number by comparing it with previous 
invoices with the same account on the vendor history, VPP adds a note to 
the DRN and uses the contract number from the last invoice to process 
the current invoice. 
 
Note: Langley Research Center (LaRC) receives invoices from Virginia 
Natural Gas and Kennedy Space Center (KSC) receives invoices from 
Florida City Gas, VPP parks and pays invoices on ZREM 161593 
SOUTHERN COMPANY GAS 
 

2. Makes sure the item information is displayed by clicking the ‘Expand Item 
Detail’ icon next to item in ME23N 
 

3. Matches KRED to ZREM via the Cage Code 
 

Note: If SAP returns error message “Vendor XXXXXX is not an Invoicing 
Party for Purchase Order NNXXXXXXXX, Vendor XXXXXX, PORG XXX,” 
VPP submits a SN Task to the Vendor Master Maintainer to partner 
correct ZREM and KRED. 
 
Note: When parking, check XK03 to be sure that the ZREM is not blocked 
by clicking Extras in the menu bar and clicking Block Data in the drop-
down menu. 
 

 
4. Reviews the Deliver/Invoice tab to determine payment terms 

 
5. Reviews the Additional Data to determine contract validity start and end 

dates. If end date is expired, routes invoice for approval via SAP IRIS 
Request Console 

 
B. If no ZREM exists:  

 
1. VPP temporarily parks the invoice against the Vendor KRED. If no KRED, 

temporarily park against NASA KRED (149541). 
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2. Update notes that ZREM needed. Click “AP Move to Case” in AWMS for 
invoice to be sent to the AP Vendor Master.  

 
Note: For IPP invoices, VPP will create a SN Task and send to AP Vendor 
Master that a ZREM is needed. 

 
3. Create a note in SAP that a ZREM vendor has been requested and the 

date 
 

Note: Vendor Master updates may take up to 48 hours if a NASA 
Integrated Service Management System (NISM) Request (REQ) is 
submitted to correct the data. If the Vendor Master update is not 
completed by the payment due date, the VPP will alert the Vendor Master 
Maintainer, who will elevate the NISM REQ to an emergency level.  
 

STEP 3. NSSC SP, VPP – Park Invoice (Control Activity 11.7.3.1) 
 

A. VPP uses T-Code MIR7 and ZMIR7 to park invoice. For Step-by-Step End 
User Procedures, refer to NASA’s EPSS at https://epss.nasa.gov/gm/folder-
1.11.3555?originalContext=1.11.8183  [SAP – Core Financials / Accounts 
Payable / Sub Process Area / Enter Invoice / ZMIR7 or MIR7 – Enter and 
Park Logistics Invoice Verification (LIV) Invoice (End User Procedure)] 
 
Note: The maximum amount for individual payments is $99,999,999.99. If an 
invoice exceeds $99,999,999.99, the VPP will split the invoice and post 
multiple invoices smaller than $99,999,999.99 and process multiple payment 
proposals if applicable. 
 
1. Reference field should include PO number or contract number followed by 

two spaces and the invoice number 
 
Note: Utility documents Reference field should be listed as Account 
Number_ _PO Number (if applicable)  
 

2. Reference field for invoices with outline agreements should include the 
lowest level invoiced (either the Outline Agreement and/or Task Order) 
followed by two spaces and the invoice number 
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Note: If SAP returns error message “Vendor XXXXXX is not an Invoicing 
Party for Purchase Order NNXXXXXXXX, Vendor XXXXXX, PORG XXX,” 
VPP submits a SN Task to the Vendor Master Maintainer to partner 
correct ZREM and KRED. 
 

B. VPP uses T-Code MIR4 to add Invoice TechDoc link 
 

1. Clicks Display Document 
 

2. Clicks the Services for Object icon 
 

3. Clicks the Create icon 
 

4. Clicks Create External Document (URL) 
 

5. Types “Invoice” in the Title edit box 
 

6. Cuts and pastes the link from tech doc in the Address edit box 
 

7. Clicks the green check icon 
 

8. Clicks the yellow arrow exit icon 
 
C. For non-IPP invoices, goes back to AWMS and records the DRN from SAP 

and clicks Parked in SAP 
 

STEP 4. NSSC SP, AP Vendor Master Maintainer – Create/Update Vendor 
Master/ZREM (Control Activity 11.7.5.2) 

 
A. For Step-by-Step End User Procedures for creating or updating Vendor 

Master information, refer to NASA’s EPSS at  
https://epss.nasa.gov/gm/folder-1.11.8194 [EPSS SAP > Core Financials > 
Accounts Payable > Job Aids > NASA Vendor SAM Frontend] 
 

B. Vendor Master Maintainer receives SN Task requesting new ZREM 
 
1. Using the CAGE Code, KRED, Contract Number, and DRN provided in 

the SN Task, searches SAP using T-Code XK03 for existing ZREM for the 
vendor. 
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a) If no ZREM is in SAP, opens System for Award Management 

(SAM) and searches for an active SAM registration for the vendor. 
 

i. If the vendor has an active SAM 
 

 Opens the NASA Vendor Web frontend 
(https://vendor.nasa.gov) 
 

 Creates a new ZREM 
 

 Links it to the vendor’s KRED for the Data Universal 
Numbering System (DUNS) used to create the ZREM 

 
ii. Some foreign vendors do not have a SAM registration. In 

these cases, using information from the KRED and from the 
invoice 

 
 Completes a Request for New/Change ZREM Vendor 

Master Record form. Banking is not necessary since 
foreign vendors are paid by ITS. 
 

 Attaches form to an REQ request and submits to 
AAO.  

 
iii. If a vendor’s SAM is expired 

 
 Emails Vendor POCs listed in expired SAM 

requesting they re-activate the SAM.  
 

 When the SAM is re-activated, continues with creating 
a ZREM as in Step 4.B.1.a.i above 

 
b) When the new ZREM is created, add to the SN task and return to 

the requestor.  
 
Note: Occasionally vendors change their mailing address or 
banking information and SAP must be updated. Existing ZREMs for 
vendors with active SAM records update automatically from SAM 
when the vendor makes changes to their SAM record. 
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Note: The interface between SAM and SAP runs 4 nights each 
week. If the vendor updates their SAM and the update is needed in 
SAP before the interface runs in order to make a payment on time, 
the Vendor Master Maintainer will manually update in SAP. 
 

 
C. The Vendor Master Maintainer receives the SN Task requesting ZREM 

update because a payment is returned by Treasury for incorrect banking, the 
vendor has called the Contact Center, or the vendor indicates on an invoice 
that their information has changed. 
 
1. Using the CAGE Code, and/or DUNS from the ZREM provided in the 

Task, searches SAP using T-Code XK03 for existing ZREM for the vendor 
and checks to see if the ZREM has a Purchasing and/or Posting Block. 

 
a) If the ZREM is not blocked, opens SAM and searches for an active 

SAM registration for the vendor 
 

i. If the vendor has an active SAM and it shows the new 
banking 
 

 Opens the NASA Vendor Web frontend 
(https://vendor.nasa.gov) 
 

 Updates the ZREM 
 

ii. If the vendor’s SAM shows the old banking or is expired 
 

 Emails POCs in SAM requesting they update or re- 
activate the SAM 
 

 When the SAM is updated or re-activated, updates 
ZREM as in Step 4.B.1.a.i above. 

 
2. When the ZREM is updated, updates Work Notes in the Task and return 

to the requestor 
 

D. Vendor Master Maintainer receives SN Task requesting update of KRED / 
ZREM partner 
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1. Signs into SAP enters T-Code ZFI_AP_UPDATE_PRTNR and presses 

Enter 
 

2. On the Single Vendor Partner Update screen, enters the KRED with the 
incorrect link in the KRED Vendor field, clicks the Execute icon and a 
message displays verifying the link has been removed 
 

3. Signs into NASA Vendor web front-end https://vendor.nasa.gov/ 
 

a) Clicks the Update Vendor tab 
 

b) Enters the correct ZREM to link to the KRED in the SAP ID: field 
 

c) Clicks the Next button. The Update vendor in SAP screen displays 
with ZREM information. 
 

d) In the Linked KRED Vendors box, click the Update KRED Links 
button. The Add KRED Link screen displays 
 

e) Clicks the Add KRED Link button 
 

f) Types the KRED in the Linked KRED vendor ID: box and click the 
Add Link button. When the KRED displays in the Linked KRED 
Vendor’s box, clicks the Finish button on the Add KRED Link 
screen. 
 

4. Add note to the SN Task that the KRED/ZREM link has been updated and 
reassign the SN Task to requestor 
 

E. Vendor Master Maintainer receives SN Task requesting to Block/Unblock 
ZREM 

 
Note: Occasionally a ZREM is centrally blocked to prevent further posting to 
the ZREM. Some situations that require a posting block include a tax id 
number change, name change, or when a vendor appears on the Excluded 
Parties List. The NSSC Vendor Master Maintainer is allowed limited ability to 
apply or remove ZREM posting blocks 
 
1. Apply Vendor Posting Block 

a) In SAP, enter the T-code ZFI_AP_UPDATE_BLOCK and press 
Enter. 
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Note: T-code provided to NSSC June 2016 

b) On the Vendor Block/Unblock and Status Change Report Utility 
screen, enter the ZREM being blocked/unblocked in the Vendor 
field and click the “Block/Unblock” checkbox. In the Required Audit 
fields enter the SN Case Number, Task Number, Requestor Name, 
Justification for the block, and click the clock icon. 
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c) SAP will display a message box advising that the vendor was 
successfull  blocked/unblocked. 

 

 
 
STEP 5. NSSC SP, VPP – Process Parked Invoice (Control Activity 11.7.3.1) 

y
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A. Runs T-Code FBLIN or Invoice Status Report (INV_AP_INVC_STAT) in SAP 

to pull a list of all parked documents by Center for VPP processing 
 
Note: VPP routes Center actions within 72 hours of invoice receipt date. 
 
Note: VPP reviews and validates auto routed (cost/approval) documents for 
accuracy. 
 
1. In Assignment edit boxes include VPP initials. 
 

B. Validate date received (invoices from DI are date stamped with date received) 
 

C. Validates the invoice meets prompt payment requirements 
 

D. Validates there is only one Contract/PO listed on the invoice or rejects the 
invoice. 

 
Note: If a contract/PO number exists but appears to be off by a digit (1 vs I, P 
vs D, O vs 0), the VPP will review the vendor account history. If the current 
invoice meets the pattern of previous invoices (i.e. account number, invoice 
sequence, pattern of invoices), the VPP will use the contract/PO number from 
the vendor history without rejecting the invoice. The VPP will add a note to 
the DRN justifying their decision to use the contract/PO from vendor history. 

 
E. Views contract in Prism Legacy or SAP SCASE to verify invoice is in line with 

contract terms and conditions 
 

F. Update Payment Method for: 
 
1. Foreign vendor with foreign bank account = C 
2. Foreign vendor with domestic bank account = F 
3. Employee = E 

 
G. Validates invoice has not been previously paid by running FBL1N by vendor 

number or follow the Duplicate Invoice Macro 
 

Checks for Duplicate payments Automation Process: 
SP POC opens the current Excel and verifies that the Duplicate Invoice 
Review macro is installed.  
 
1. Open Excel and check for a tab titled “Accounts Payable” 
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2. If Accounts Payable is available, proceed to Step 5.G.3.g 
 

3. If Accounts Payable is not installed, follow these steps to add Duplicate 
Invoice Review macros to Excel 

 
a) Go to directory (N:\FM Division\Accounts Payable_Accounts 

Receivable\Macros\) 
 

b) Select “Add-in Installer.xlsm” 
 

c) Click on Finance Add-In Installer 
 

d) From the drop-down, select “AccountsPayable.xlam” and check 
Install 

 
e) Click “Execute 
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f) Accounts Payable – Duplicate Invoice Review macros are now 
added to your Excel Ribbon 
 

g) Select the Duplicate Invoice Review button on the Accounts 
Payable ribbon to start process 
 

h) A pop-up menu will appear to enter Lookup Values

i) The macro will: 
 

i. Start SAP T-Code FBL1N to pull the report 
 

ii. Update Dynamic Selections 
 

o Center (if provided on form) 
 

o Document Type 
 

o RE, RM, KG, KR, ZG, ZN 
 

iii. Payment Method 
 

o C, D, E, F 
 

iv. Update Vendor Accounts (provided on form) 
 

o If All Vendors Selected, then update list of vendors to 
exclude 
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o If specific vendors are provided, then update to 
include only those accounts 

 
v. Update Date Range (provided on form) 

 
vi. Update Type 

 
o Normal Items 

 
o Special G/L transactions 

 
o Noted Items 

 
o Parked Items 

 
vii. Run Report 

 
viii. Once report is pulled, filter results based on form input 

 
o Amount 

 
o Invoice Number 

 
ix. Output completed report to excel worksheet 

 
o Once the macro is complete, if there are results, the 

excel file will be open on the desktop 
 

o If invoice is duplicate, process rejection and then 
delete parked document 
 

o If invoice is not a duplicate, continue 
 

H. For non-IPP invoices, VPP uses T-Code MIR4 to validate the invoice and 
back up documentation match or reject the invoice 
 
Note: Invoice Rejection Job Aid https://epss.nasa.gov/gm/folder-
1.11.543235?originalContext=1.11.8190 [SAP – Core Financials / Accounts 
Payable / Job Aids / Improper Invoice Reason Codes & Vendor Notification 
Letter (End User Procedure)] 
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I. Verifies freight is authorized on the contract 
 

1. If the invoice is billing for shipping, the VPP will review SAP t- code 
ME33K or ME23N NASA DATA Tab > NASA Information > Contract Type 
to determine the award type. 

 
 

2. If the award is Fixed Price (FP), VPP navigates back to the contract 
Delivery/Invoice tab > Incoterms to determine type of shipping terms  

 
 

3. VPPs do not verify specific clauses or FP contracts. 
 

4. If the award is FP the VPP processes the invoice paying up to the amount 
obligated without further funding requests or approval to short pay. 

 
If there is a shipping line on the award or invoice and not the other (a 
shipping line is not on both), the vendor may have included shipping in the 
unit price being billed or the vendor may have needed to add a shipping 
line on the invoice to equate to the obligated amount.  The VPP will not 
reject the invoice until analysis is performed.  The VPP will compare the 
overall amount being billed to the overall amount obligated in SAP.  If the 
amount being billed is equal to or less than the obligated amount in SAP 
for the items being billed, then post the invoice for the quantity of items 
being billed and then up to the amount obligated for shipping.  For 
example: 
 
Scenario 1 - Shipping line in SAP but not on invoice 
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The VPP will post lines 1 & 2 at the quantity and amount obligated in SAP, 
then post line 3 for shipping in SAP for $70.00.  This will mean the invoice 
is posted at the amount billed by the vendor and is within the obligated 
amount. 
 
Scenario 2 - Shipping line on invoice but not in SAP 

 
 
The VPP will post lines 1 & 2 at the quantity obligated in SAP, the VPP will 
need to divide the remaining $50 for shipping between the 2 lines 
obligated, consuming all extra funds from each line at a time.  In this 
example, the remaining $25 of obligations will be consumed from line 1, 
then the remaining $25 will be consumed from line 2.  Keeping in mind the 
amount posted will be calculated by unit price.  Therefore line 1 will be 
posted at 100 @ $10.75, line 2 will be posted at 200 @ $2.25 for a total of 
$1500.  This will mean the invoice is posted at the amount billed by the 
vendor and is within the obligated amount. 
 

5. For non-FP awards, VPPs will review the contract Terms and Conditions 
to verify if any of the clauses listed in Appendix V are listed in the contract. 
If none of the clauses are in the contract, the VPPs will route a request 
through SAP IRIS Console approval queue requesting a clause in order to 
determine how to pay the shipping. 
 

6. Approval is not needed for the shipping line on an invoice where there is 
no other service line (D) in SAP. 

 
7. Freight may be put on the General Ledger (GL) tab using G/L account 

6100.2200 if authorized and not a separate line item (Refer to Appendix 
V). 

 
8. If the vendor includes shipping charges on their invoice and the contract is 

flagged other than FFP, review the PO/contract terms and conditions for 
the following clauses to determine how to process the shipping charges 
based on the contract FAR Clause. 
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J. Verifies the correct ZREM is used 

 
K. Validates if there is a notice of assignment on the contract 

 
L. Determines if 2 or 3-way match 

 
1. For 2-way match (PO and invoice) where costing is not required, 

continues with Step 5.Q 
 

2. For 3-way match for services, requests cost via the SAP IRIS Request 
Console 
 

3. For 3-way match for goods, a 103 and 105 is required in SAP for costs (no 
approval required for invoices where all lines in SAP are Supplies (Z)) 

 
Note: IPP Invoices - VPP reviews “Message Count” on the eInvoice 
Report (ZFI_AP_EINVOICE IPP Tab) for system messages (ex. 
duplicate invoice, CLIN cost, purchasing center, etc.) 
 

M. Determines Cost 
 

1. VPP uses ME23N to make sure the Header information is displayed by 
clicking on the ‘Expand Item Detail’ icon next to Header 
 

2. Reviews Status tab. The difference between Delivered and Invoiced is 
the amount of available cost, minus trashed or unknown lines. 
 

3. Reviews Financial Data tab. The difference between Total Obligation 
Amount and Invoices paid is the amount of available funds, minus any 
Disbursement in Transit (DIT)s not cleared by treasury interface 
(1300#). Note: The Invoice Paid Total updates after DIT’s are cleared. 
 

4. Cost Worksheet: VPP uses cost calculation below to determine if 
sufficient cost is available for the overall PO. 

 
Note: VPP takes into consideration other parked invoices for the 
overall PO. 
 
a) Ordered minus Invoiced = Un-liquidated Obligations 

 
i. Delivered – Invoiced = Cost 
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ii. Amount of Invoice – Total of Cost (that’s available) = Cost 
Needed 

 
b) T-Code ZFI_OLA_PO is also used to determine available PO cost 

status on contracts with unexercised options where values on the 
status tab are not accurate. 
 

c) Financial Tab: Costed vs uncosted values, minus any DIT not 
interfaced in SAP. 

 
5. Determine CLIN Cost for IPP invoices 
6.  

NOTE: The SAP Allocation T-Code will be used to post all IPP 
documents, so the withholding tax is automatically calculated. For 
Step-by-Step End User Procedures for running Cost Allocation Report, 
refer to NASA’s EPSS at https://epss.nasa.gov/gm/folder-
1.11.1301459?mode=EU&originalContext=1.11.1231385  [Invoice 
Processing Platform > eInvoicing with IPP: eInvoicing Cost Allocation 
Report] 
 

Note: The withholding tax must be manually updated for 
documents with supply line items (“Z”) that cannot be posted using 
the Allocation T-Code (ZIPP_INV_ALLOCATION).  
 

o Enter document number into T-Code MIR4 
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o Determine amount of D line items  

 
o Select Follow-On Documents 

 
 

o Double click on Accountin  Document 

 

g
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o Double click on Vendor Number

o Double click on Change Display  

o Double click Withholdin  Tax Data 

 

o Click reen check mark or hit Enter 

 

o Delete the invoice amount displayed in W/Tax Base field and 
enter the amount of D line items  

g

g
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o Click the green check mark 

o Click Save 
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a) As of 12/13/2018, NSSC implemented the Intelligent Automated 

Services (IAS) which automatically updates IPP CLIN based 
invoices in SAP using the SAP ZIPP PO Extract Report. The IAS 
BOT runs each business day at 1:00 a.m. and 12:00 p.m. 

 
i. The IAS BOT executes the SAP eInvoice report 

 
 Identifies cost requested 

 
 Accesses the IPP invoice via the IRIS link 

 
 Records the IPP CLIN (s) and amount and 

PO/contract number 
 

 Executes the ZIPP PO Extract Report on the 
PO/contract number to verify if sufficient cost is 
available 

 
 If sufficient cost is available, IAS BOT updates the 

SAP DRN with the Purchase Line Item (PLI)s and 
cost, enters “Cost Complete” in the DRN Text Field 
and re-parks the updated DRN. 

 
 If insufficient cost is available, IAS updates the SAP 

DRN with “Cost Incomplete” in the DRN Text Field 
and re-parks the updated DRN. 

 
ii. VPP monitors SAP DRN Text Field after the IAS BOT run to 

determine if invoice was updated with cost complete and 
posts invoice only if approval is complete. 

 
iii. If the Text Field states “Cost Incomplete”, VPP updates the 

Text Field with $ and original cost request date.  
 

b) Determine PLI/Accounting Line Item (ALI)s associated with invoice 
CLIN: ZFI_PO_EXTRACT 

 
i. Navigate to the “Prod” tab for balance of obligations sent to 

IPP 
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ii. Navigate to the “Test” tab for current obligations balance 

while posting current invoices on the same CLIN 
 

c) Select PLI to IPP Lines tab 
 

d) Filter on invoice CLINs to identify PLI/ALIs using the subtotal option 
 

e) Click collapse selection for the CLINs not needed 
 

f) Copy purchase doc number column 
 

g) Navigate to the DRN - MIR4 
 

h) Select edit/change document 
 

i) Next to the PO field, select the arrow, paste the purchase doc in the 
PO 
 

j) Navigate back to the PO Extract report and repeat if multiple ALIs 
are needed  
 

k) Copy ALI/PLIs that match each invoice CLIN 
 

l) Click Adopt 
 
Note: Invoice amount balance can be used to identify if cost is 
sufficient or if additional cost is required.  
 

7. Determine cost for blanket contracts 
 

a) Execute ZFI_OLA_PO 
 

b) Total value columns 
 

c) Subtotal by CLIN 
 

d) Determine the amount available cost per CLIN 
 

8. Go back to IRIS IPP eInvoice and determine the amount invoiced per 
CLIN 
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Note: IRIS IPP eInvoice only displays 7 lines per view – VPP will need 
to scroll down multiple pages to view CLINs and match cost to SAP 
 
Note: IRIS IPP eInvoice does not allow to be exported to Excel 
 
Note: If cost provided by center does not match what was proposed by 
IPP/SAP, VPP reroutes cost request via IRIS Request console for 
confirmation to post outside of IPP/SAP proposal. 
 

N. Request Cost via SAP IRIS Request Console if insufficient cost is available 
 

1. Logs into SAP T-Code (ZFI_AP_CONSOLE.) Refer to EPSS Job Aid 
https://epss.nasa.gov/gm/PerformSearch?SO=rel&amp;object=1.25.20
1&amp;format=EU SearchXML.shtml&amp;mode=EU&amp;illegals&a
mp;O1=any&amp;MH=2000&amp;visibletext=IRIS&amp;P1=IRIS - 
SAP Core Financials > Account Payable > Job Aids > Invoice Routing 
and Information System (IRIS) 
 

2. Updates Comments to include amount needed plus other information, 
if needed 
 

3. Clicks ‘Route Request’. 
 

4. Center Cost POC will check IRIS periodically and provide cost or 
status the invoice in SAP within three business days. 

 
O. Request Funding via SAP IRIS Request Console if no obligation is available, 

for non-IPPinvoices  
 

1. Logs into SAP T-Code (ZFI_AP_CONSOLE.) Refer to EPSS Job Aid 
https://epss.nasa.gov/gm/PerformSearch?SO=rel&amp;object=1.25.20
1&amp;format=EU SearchXML.shtml&amp;mode=EU&amp;illegals&a
mp;O1=any&amp;MH=2000&amp;visibletext=IRIS&amp;P1=IRIS - 
SAP Core Financials > Account Payable > Job Aids > Invoice Routing 
and Information System (IRIS) 
 

2. Updates the Comments with information for the funding POC  
 

3. Clicks ‘Route.’ Center Funding POC will check IRIS periodically and 
provide funding or status the invoice in SAP within three business days 
and complete funding request in IRIS 
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4. Once funding is received, VPP requests cost if needed 
 
 

P. Request Goods Receipt via SAP IRIS Request Console if Goods Receipt & 
Acceptance (103/105) are not in SAP 

 
1. Selects PLI’s requiring Goods Receipt & Acceptance (103/105), clicks 

refresh 
 

2. Adds comments if needed 
 

3. Clicks ‘Route Request’. 
 

4. Center Goods Receipt & Acceptance POC checks IRIS periodically 
and coordinates the goods receipt & acceptance or statuses the 
invoice in SAP within three business days and completes IRIS request. 

 
Q. Request approval via SAP IRIS Request Console if approval is required 

 
1. Approval tab defaults to ‘Approval CV’ for IPP cost voucher submission 

type 

 
2. Delegated Approver logs in to IRIS and approves invoice 

 
Note: Solutions for Enterprise-Wide Procurement (SEWP) fees do not 
need approval 

 
Note: Earned Award Fees can be paid via mod or invoice for non-IPP 
awards. Award fees that are submitted to the NSSC via a hardcopy 
mod do not require further approval from the Contracting Officer. 
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Note: Earned Award Fees for IPP awards must be submitted via IPP 
using the Earned Award Fee Submission Type and require approval 
via IRIS. 
 

R. Use the following codes to include in the text field based on the status of the 
invoice: 
 

1. Requested Cost: $ MM/DD 
2. Requested Approval: WOA MM/DD 
3. Requested 103/105: 103/105 MM/DD 
4. Funding: Funding MM/DD 
5. Requested Approval & Balance of Cost: WOA MM/DD, $ MM/DD 

($$$$.$$) 
6. Pending Supplement Documentation: SD MM/DD 

Note: SD should only be used when the document cannot be routed in 
IRIS or the document is pending an action outside of IRIS. 

7. Partial Payment: Partial Payment # 
8. Rejected Invoice: Rejected MM/DD 
9. Credit Memo: CR MEMO MM/DD 

Note: Once BOC created, add BOC 18xx 
Note: AP Refunds pending Center guidance should list pending IRIS 
action and CR (ex. Funding 01/14 CR) 

10. Final Invoice in Closeout: FIN INV MM/DD C/O 
11. Invoice Reversal Billable: B 
12. FI Invoice for Interest Payment: Original SAP Doc # 
13. Late Invoice: LATE ## (reason code number) 

 
Note: This information should be first in the text field 

 
STEP 6. NSSC SP, VPP – Update, Reject, or Delete Parked Invoice (Control 

Activity 11.7.3.1) 
 

A. For Step-by-Step End User Procedures for posting, changing or deleting a 
parked LIV invoice, refer to NASA’s EPSS at https://epss.nasa.gov/gm/folder-
1.11.3203?originalContext=1.11.8176  [SAP > Core Financials > Accounts 
Payable > System Role > Vendor Invoice Processor > MIR4 – Delete, 
Change or Post parked Invoice (End User Procedure)] 
 
NOTE: When a parked invoice is in edit mode, ALWAYS change the Posting 
Date to the current date 
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1. Update text field with pending IRIS actions 
 
2. Reject invoice by following the EPSS Invoice Rejection Job Aid 

https://epss.nasa.gov/gm/folder-1.11.543235?originalContext=1.11.8190 
[SAP – Core Financials / Accounts Payable / Job Aids / Improper Invoice 
Reason Codes & Vendor Notification Letter (End User Procedure)] 

 
a) Attaches Rejection Letter to invoice in TechDoc, ME23N, ME33K, 

and the DRN 
 

3. Delete rejected invoices that have aged for 60 days or revised invoice has 
been received 

 
STEP 7. NSSC SP, VPP – Post Parked Invoice (Control Activity 11.7.3.1)  

 
A. For Step-by-Step End User Procedures for posting, changing or deleting a 

parked LIV invoice, refer to NASA’s EPSS at https://epss.nasa.gov/gm/folder-
1.11.3203?originalContext=1.11.8176  [SAP > Core Financials > Accounts 
Payable > System Role > Vendor Invoice Processor > MIR4 – Delete, 
Change or Post parked Invoice (End User Procedure)] 
 

B. VPP runs the ZFI_AP_INVC_STAT report throughout the day to check for 
completed IRIS actions and notes of specific posting guidance provided by 
the center. 
 
Note: Centers are required to complete IRIS actions before an invoice can be 
posted. 
 
NOTE: Allocation Report T-Code (ZIPP_INV_ALLOCATION) should be used 
to post IPP documents to ensure withholding tax is calculated correctly. 
(Refer to STEP 5>M>5>NOTE). 
 
Note: VPP reviews and validates auto posted documents and adds initials to 
assignment field.  
 
Note: If an auto-posted document needs to be reprocessed from the IPP 
interface, a re-key Change Request (CRQ) needs to be submitted to AAO. 
Using T-code ZIPP_AUTOPOST_EXCPTN will allow/not allow invoices to be 
auto posted against the PO/Contract while AAO reprocesses the document. 
For Step-by-Step End User Procedures for Auto-Post 
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Document Exclusion Maintenance, refer to NASA’s EPSS at 
https://epss.nasa.gov/gm/folder-
1.11.1307386?mode=EU&primaryCSH=zipp autopost excptn [Invoice 
Processing Platform > eInvoicing with IPP: Auto-Post Document Exclusion 
Maintenance (ZIPP_AUTOPOST_EXCPTN)] 
 

C. VPP reviews the SAP DRN received date, net terms, 103/105, acceptance 
date, and terms and conditions to determine due date and if interest is due. If 
the invoice is due interest:  

 
1. VPP will complete and attach Interest Penalty Sheet  

 
2. VPP enters the reason for delay in the Detail tab 
3. VPP updates text field with Late Reason Code (i.e. LATE ##) 

 
4. AP Lead will verify interest is due when late invoice appears on payment 

proposal.  
 

D. Post document 
 

E. Adjust the days on the follow-on documents to align the invoice due date with 
the net terms 

 
STEP 8. NSSC SP, VPP – Posting Credits and Link Credit Memo to Debit 

Invoice  
 

Note:  The process to enter a Credit Memo (CM) is exactly the same as the 
process to enter a regular Materials Management (MM) invoice. The Doc Type 
for MM invoice is RE and KG for Non-PO Credit memo invoice.  

A. VPP posts the invoice and the credit memo and links them together using 
SAP T-code FB02 for the payment 
 
NOTE: For non-IPP invoices, if a credit line appears on the invoice notating a 
previous overpayment, VPP parks the credit portion as a separate DRN, 
notating the reimbursement/overpayment on the original DRN, and indicates 
Partial 1, 2 in the DRN Text Fields 
 
1. VPP identifies the DRN of the original invoice and applies the credit back 

to the same PLI(s) as the original invoice/payment 
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2. If VPP is unable to identify the DRN of the original invoice,  
 

a) VPP validates that PO is not admin complete and funds are not 
cancelled 
 

i. If PO is admin complete, IDR will be submitted to AR to 
issue BOC; a FI credit will be processed when the BOC is 
collected 
 

ii. If PO is admin complete and funds are cancelled, screenshot 
of cancelled fund will be submitted to AR to issue BOC and 
notes that AR will post to Miscellaneous Receipts 

 
b) VPP verifies that there are no pending debit invoices available to 

post credit against 
 
NOTE: If debit invoice is identified, use Step 8.A above to process  

 
c) VPP will contact the vendor to inquire on CM  

 
i. Update SAP Text Field with “Contacted Vendor MM/DD/YY 

or Pending Vendor Guidance MM/DD/YY” after CR MEMO 
XX/XX. 
 

ii. Add correspondence to DRN. 
 

iii. Take action based on vendor’s response 
 

NOTE: VPP will follow up if guidance is not provided in first 
inquiry.  

 
o No future invoices expected: 

Vendor Communication Schedule 
1st communication Upon receipt of CM 
2nd communication 7 days after receipt date 
3rd communication 14 days after receipt date 
CM reflects as an exception on CMP for 2 
consecutive months  VPP submits IDR to AR  
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1. VPP immediately submits IDR to AR 
requesting a refund from the vendor 

 
2. Once AR creates BOC, SN Task is returned 

VPP 
 
3. VPP adds “BOC 18000xxxx” to SAP Text field 
 
NOTE: BOC Number/18000xxxx is found by 
accessing the SN AR FD Tab. 
 
NOTE: CM will remain in a parked status until the 
funds are received from the vendor or from 
Treasury. 
 

o Future invoices expected:  
 
1. VPP adds “Pending Future Invoices” to SAP 

Text field.  
 
2. CM will remain parked until debit invoice is 

received to post against 
 
3. If CM remains as an exception on CMP for 2 

consecutive months, an IDR will be submitted 
by the 3rd business day of the month 

 
i. VPP immediately submits IDR to AR 

requesting a refund from the vendor 
 
ii. Once AR creates BOC, SN Task is 

returned to VPP 
 

iii. VPP adds “BOC 18000xxxx” to SAP 
Text field 

 
NOTE: BOC Number/18000xxxx is found 
by accessing the SN AR FD Tab. 
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NOTE: CM will remain in a parked status until the funds are received from the 
vendor or from Treasury. 
 
 
 
 
 
 
 
 
 

Processing Multi-Center Invoices 
 
 

STEP 1. NSSC SP, VPP – Process Multi-Center Invoices (Control Activity 
11.7.3.1) 

 
A. For IPP multi-center invoices, the e-invoicing system will create a document 

“A” (also referred to as Parent) for total invoiced amount in SAP and related 
documents. The related documents will be parked for $ 0.01 for all funding 
centers on the contract. 

 
 
1. All IRIS actions will be processed under the “A” document only. Each 

related document text field should be notated with the pending actions of 
the “A” document (Parent document). (ex: WOA 12/17 $ 12/17 Parent 
5603199154) 
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2. Once actions are completed in IRIS for “A” document, VPP will review 

IRIS Cost queue for posting guidance. VPP will post all (parent and 
related) documents according to center cost breakout. Update Text field 
with Partial Payment #, as needed.  
 
Note: DO NOT change business area of parent or related documents.  
 

3. VPP will delete any unused related documents.  
 

4. Review the IPP eInvoicing Report (ZFI_AP_EINVOICE) to ensure balance 
is $0.  
 
Note: If invoice is partially approved, there will be a balance listed in IPP 
eInvoicing Report.  

 
 

B. For Non-IPP invoices, the Cost Team provides multi-center payment 
guidance. The VPP should create a new SAP document(s) for the amount(s) 
provided.  

 
1. In the original (parent) SAP document, VPP types partial #1 in the Text 

Field and (A) in the Reference Field after the Contract/PO number and 
invoice #. 
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2. In the new SAP document, add a (B) at the end of the reference field, after 

the Contract/PO number and invoice #. 
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3. Types in the Text field, Partial 2, 3, 4, etc. and reference the original 
(parent) DRN. 

 
a) When subsequent DRNs are created, VPP accesses SAP T-code 

ZFI_AP CONSOLE to relate them to the parent DRN 
 
b) Enters the Debit DRN 

 
c) Selects View Tab Screen 

 
d) Expands the “Additional Invoice Information” 

 
e) Selects arrow next to Other Partial Payment 
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4. Enters the subsequent DRN (s) and fiscal year to relate subsequent 

DRN(s) to the parent DRN 

 
5. Attaches any pertinent documents (invoices, approvals, e-mail 

correspondence, etc.) from the original parent SAP document. 
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Processing Finance Invoices (FI) 
 

 
 
 
NOTE: Refer to FI Settlement Payment Process for any settlement payment 
requests. 
 

STEP 1. NSSC SP, VPP – Receive and Review FI (Control Activity 11.7.3.2)  
 

A. VPP uses the following steps to receive and review the invoice from AWMS: 
 

1. Logs into AWMS 
 

2. Clicks on the Manager queue 
 

3. Locates and double clicks on FI invoice 
 

4. Clicks the Open in New Window next to the external invoice link to view 
the invoice. 
 

5. Performs initial checks 
 

6. Ensures the invoice from DI is date stamped with date received 
 

7. Ensures the invoice has Vendor name, address, date, amount, invoice 
number, description of services/ goods invoiced 
 

8. If the invoice is not valid (not a NASA invoice) for payment, parks the 
vendor document under the NASA KRED (149541) and rejects 

 
STEP 2. NSSC SP, VPP – Park FI (Control Activity 11.7.3.2) 
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A. VPP uses Step-by-Step End User Procedures on NASA’s EPSS at  

https://epss.nasa.gov/gm/folder-1.11.3179?originalContext=1.11.8183 [SAP – 
Core Financials / Accounts Payable / System Role / Vendor Invoice 
Processor / FB60 – Enter FI Invoice (End User Procedure)]  
 

B. VPP uses T-Code FBV0 for which there is no contract or purchase number 
issued to add the invoice TechDoc link 

 
1. VPP enters Invoice Document Number 

 
2. Clicks Display Document 

 
3. Clicks the Services for Object icon 

 
4. Clicks the Create Icon 

 
5. Clicks Create External Document (URL) 

 
6. Types “Invoice” in the Title edit box 

 
7. Cuts and pastes the link from TechDoc in the Address edit box 

 
8. Clicks the green check icon 

 
9. Clicks the yellow arrow exit icon 

 
C. In AWMS, add DRN and click “Parked in SAP” 

 
Note: If a ZREM needs to be updated or created, the VPP will send a SN 
Task to the Vendor Master Maintainer (Category = Accounts Payable; 
Subcategory = Vendor Master) to create/update Vendor Master. Add the SN 
Task number and a note that a ZREM vendor has been requested and the 
date to the DRN. 
 

STEP 3. NSSC SP, VPP – Review Parked FI (Control Activity 11.7.3.2)  
 

A. VPP runs FBL1N or ZFI_AP_INVC_STAT in SAP to pull a list of all parked 
documents by Center and performs quality validations 
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1. Validate that all original invoices from DI are dated stamped with date 

received 
 

a) Assignment edit box included VPP assignment code. 
 
Note: Reimbursement FIs should include FI Coversheet, Approved 
Claim for Reimbursement for Expenditures on Official Business 
(Form 1164), and backup documentation. 

 
2. Validate the invoice has vendor name, address, date, amount, payment 

terms, invoice number, description of services/good invoiced 
 

3. Validate invoice has not been previously paid 
 

4. Check ZREM Vendor Number 
 

5. Request Approval and/or Funding via SAP IRIS Request Console if 
applicable 

 
Note: FI Approval & Input Sheet (FI Coversheet) should include all 
information needed to post the invoice. If the invoice does not meet the 
requirements of the PPA, the VPP is responsible for ensuring that the 
invoice is returned to the Center Submitter via email. DO NOT route via 
IRIS. 

 
STEP 4. NSSC SP, VPP – Update or Delete Parked FI (Control Activity 11.7.3.2) 

 
A. VPP uses Step-by-Step End User Procedures on NASA’s EPSS at  

https://epss.nasa.gov/gm/folder-1.11.3271?originalContext=1.11.8183 [SAP – 
Core Financials /Accounts Payable / Sub Process Area / Enter Invoice / FBV2 
–Adjust, Reject, or Delete FI Invoice Amount] 

 
STEP 5. NSSC SP, VPP – Post Parked FI (Control Activity 11.7.3.2) 

 
A. VPP uses Step-by-Step End User Procedures on NASA’s EPSS at  

https://epss.nasa.gov/gm/folder-1.11.3267?originalContext=1.11.8183 [SAP – 
Core Financials /Accounts Payable / Sub Process Area / Enter Invoice / FBV0 
–Post A Parked FI Invoice Amount] 
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FI Settlement Payment Process 
 
The Center Financial Management POC completes and forwards the approved legal 
supporting documentation designating the settlement, the FI coversheet with the line(s) 
of accounting with approval signature to NSSC Contact Center via E-mail or Fax listed 
on the FI coversheet. 
 
Invoices are time and date-stamped upon receipt at the NSSC. (Control Activity 
11.7.3.2) The FI coversheet is separated from the legal supporting documentation and 
processed into AWMS (the legal supporting documentation is retained in TechDoc on a 
separate link in the AP FM Contracts folder). If the legal supporting documentation is 
with the FI coversheet link, the VPP returns the link to DI to split the FI coversheet. The 
VPP then parks and attaches only the FI coversheet/invoice to the DRN in SAP. This 
legal support will not be attached in SAP due to the sensitivity and PII. 
 
Upon receipt of the FI coversheet, VPP performs a search in TechDoc AP FM Contracts 
folder to verify the legal supporting documentation was received by NSSC. If the VPP 
cannot locate the legal supporting documentation, they will contact the AP SP Lead for 
assistance. If it’s determined that the supporting documentation was not received, the 
VPP contacts the center requestor (located on FI coversheet) to obtain and forward to 
NSSC DI (via encrypted email). 
 
The FI coversheet/invoice is retrieved from AWMS by the VPP who performs additional 
checks. The VPP will request a ZREM be created if one does not exist (the payment is 
NOT processed against the ZEMP vendor). The ZREM will be established with tax 
withholding “03” because the entire payment amount is 1099 reportable to the employee 
or vendor (legal firm) whether ‘employee’ or ‘vendor’ is marked on the FI coversheet. If 
banking information is required for the new ZREM, the NSSC Vendor Maintainer will 
send an ACH Form to the Center requestor for completion by the recipient. 
 
If the invoice passes all the status checks, the VPP then posts the invoice in SAP. If the 
invoice fails the status checks, the VPP will reroute the invoice to the Center via SAP 
IRIS Console to correct the account assignment, budget issues, derivation rules and 
internal order/object class issues, etc. Upon completion of correction(s) the invoice will 
be posted. This type of FI payment for a settlement will be posted as payment method 
D, doc type KR, and paid on Payment Run ID “L”. Payments to attorneys are also 
payment method D on Payment Run ID “L”. 
 
Once the Legal payment proposal is received by the Certifying Officer (CO), the CO will 
search TechDoc contract folder to verify the legal supporting documentation was 
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received by NSSC. If the CO cannot locate the legal supporting documentation, they will 
contact the VPP for assistance. 
Non-NASA Award Payments  
 

Note: Any non-NASA award requests are to be reviewed by L3.  

 
STEP 1. NSSC SP, VPP – Receives requests from Center POC via SN case/task 

and routes to AP L3 for approval to process  
 

STEP 2. NSSC CS – Sends email to Center Resource Analyst requesting 
approval from the Center Chief Counsel  

 
A. Email should include attachments provided in original email received from 

Center Resource Analyst. 
 
Note: Any ACH information should not be included in the email. 
 
Example:  

Good Afternoon, 

The <Center> Chief Council Office will need to review each award and make a 
determination on the payment. A legal determination will be made on who can 
receive monetary awards and it depends on their position within their agency. Please 
submit the justification information for the awards as well as the awardee’s 
position/status within their Agency. Thank you, 
 

STEP 3. NSSC CS – Routes the updated SN case/task providing guidance to SP 
L2 to issue the payments  
 

STEP 4. NSSC SP, VPP – Attach center justification email to all non-NASA 
awards being posted  

 
Note: If ZREM is needed, assign SN Task to Vendor Master Maintainer for 
ZREM creation.  
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PROCESS 2 – PAYMENT PROPOSALS 

 
SAP – Payment Proposal/Schedule 
 
After vendor invoices are approved and posted in SAP, the VPP will generate the 
payment proposal/schedule for all invoices due within 30 calendar days, small 
businesses, legal settlement payments, employee reimbursements and all other 
payments that are due immediately.  
 
Secured Payment System (SPS) - Payment Proposal/Schedule Certification 
Process 
 
Note for Payment Dates in SPS: Currently there is no mechanism to stop payment 
schedules certified with future dates; Treasury will confirm the schedule on the future 
date requested. If the payment date is entered as a past date or on the same day as 
entered in SPS, then an error occurs in Payment Automation Manager (PAM), and the 
payment schedule will not process. The CS can contact the Post Payment Customer 
Service Branch (816-414-2100) and request a reclaim of funds from the financial 
institution; the funds will be returned dependent on Treasury’s response time. 
 
Miscellaneous Information: 
The AAO initiates the interface from Treasury confirmation to SAP. If any payments are 
unconfirmed after the Treasury interface runs, FBWT SP reviews open DITs within SAP. 
Once the AP VPP Lead validates that the vendor received payment, the AP VPP Lead 
submits a NISM request (REQ) to the AAO requesting a re-run of the interface to 
confirm the payment. 
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STEP 1. NSSC SP, VPP – Prepare and Review Payment Proposal (Control 
Activity 11.7.4.1) 

 
Each business day at 4am, BOT Adams logs into SAP and executes T-code 
FBL1N agency wide, downloads FBL1N report for all centers, filters into 
different centers and payment types and saves each Center workbook 
located N:\FM Division\Accounts Payable_Accounts Receivable\Accounts 
Payable\Payment Proposals. After each center report is created, BOT Adams 
will log into SN and create one case per center (11 cases).  BOT Adams will 
log into SAP and run proposals for each payment method per center, validate 
payee names, outgoing payment, and write exceptions.  Once each proposal 
has been created, BOT Adams will log into SN and create a task for each 
Center proposal. Once complete, VPP begins Step 1, B below. 
 

A. For Step-by-Step End User Procedures, refer to NASA’s EPSS ZF110 PRO – 
Create and Verify Payment Proposal (End User Procedure) 
https://epss.nasa.gov/gm/folder-1.11.3231?originalContext=1.11.8174 
 
NOTE: As of November 23, 2016, all paper check payments must be 
approved by OCFO. If a check payment is requested, the VPP Lead will 
submit a SN case to AP CS requesting approval for a paper check payment. 
Once the AP CS receives approval, assign the SN case back to the VPP who 
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will attach the approval to the contract/PO in SAP. If the check request is 
denied, the VPP will contact the Contracting Officer to work out an alternate 
payment method with the vendor. 
 
As of June 12, 2018, OCFO delegated approval of all paper check payments 
to the NSSC Chief of FMD. 

Note: Per NPR 9630-1, Chapter 3, 3.3.3 Disbursing Limits. The maximum 
and minimum amounts for which an individual payment should be issued is 
dependent on the type of instrument as follows: 

  
Per NPR 9630-1, 3.3.3.1 Paper Checks. The maximum amount for 
individual check payments is $99,999,999.99. In addition, the NSSC 
shall not issue individual checks for payments less than $5*. 31 Code 
of Federal Regulations (CFR) § 208.3 requires all Federal payments 
made by an agency be made by electronic funds transfer (EFT). NASA 
may only issue paper checks when one of the waiver conditions in 31 
CFR § 208.4 is met. Issuance of a paper check under one of the cited 
waiver conditions requires approval by Deputy Chief Financial Officer 
(DCFO) (F) or delegate as an exception to the mandatory EFT 
requirement. 

 
*Note: The Agency is not in compliance with this policy that 
prohibits check payments less than $5.  Guidance is pending from 
the Procure to Pay Process Champion.   

 
NPR 9630-1 3.3.3.2 Automated Clearing House (ACH). The ACH 
electronic payment process is used to process individual payments up 
to $99,999,999.99. 

 
1. The first digit of the payment proposal number will be used to identify the 

Center of the payment schedule. The Numbering Sequence for payment 
proposals is as follows: 

 
a) Armstrong Flight Research Center (AFRC) – D 
b) Ames Research Center (ARC) – A 
c) Glenn Research Center (GRC) – C 
d) Goddard Space Flight Center (GSFC) – G 
e) Headquarters (HQ) – H 
f) Johnson Space Center (JSC) – J 
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g) KSC – K 
h) LARC – L 
i) Marshall Space Flight Center (MSFC) – M 
j) NMO – O 
k) NSSC – N 
l) Stennis Space Center (SSC) – S 

 
2. The second digit will identify the schedule type of payment: 

 
a) D = Vendor/EFT, (Materials Management (MM) & FI Invoices) 

Excluding Legal/Torts 
b) C = Non-EFT, Vendor Paper Check Payments 
c) E = Claims for Employee-Reimbursements [Official Form (OF) 

1164] and 
Royalty Payments (vendor # begins w/7000) 

d) T = Transportation / Freight Invoices / General Bill of Lading 
(GBA) 

e) L = (FI or MM Invoice) Torts, Legal settlements to NASA  
employee, legal payments to FIRM or vendor settlement 

f) F = Foreign ITS Payments (by wire transfer) or International ACH 
Transaction (IAT) 

g) B = Inventions and Contributions Board (ICB) Payments 
h) X = U.S. Bank, CBA, Fleet, Purchase Card, Individually Billed 

Account (IBA) Split 
i) R = Refund (payments issued on behalf of AR) 

 
B. It is critical that the VPP validates the payment proposal to the FBL1N or 

INVC Stat report for accuracy and any errors are corrected prior to submitting 
to the AP CS for certification. Validate vendor name for Alternate Payee and 
invoice due date for interest, number of vendor invoices and dollar amount 
should match. 
 

C. VPP clicks on “Proposal” tab with the eyeglasses and confirms “Name 1” 
matches “Name of the Payee” to determine if an Alternate Payee vendor is 
identified and confirms correct ZREM is used. If the names do not match, 
review the contract to determine if a Notice of Assignment MOD is active. If a 
Notice of Assignment MOD is not active for the contract, the document will 
remain parked. The VPP will contact the Contracting Officer requesting the 
Notice of Assignment. If not received within 7 days, the invoice will be 
rejected.    
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D. VPP clicks on “Proposal” tab and performs a search (Ctrl - F) for the words, 

interest, budget, exceeded and 6330.2550 to determine if any invoices 
accrued interest. VPP reviews the SAP DRN received date, net terms, 
103/105, acceptance date to validate if interest is actually due and completes 
interest sheet, if applicable. If interest is not due, VPP excludes DRN from 
PPA using SAP T-code FMRC or updates the SAP DRN due date on the 
follow-on document for 103/105 or Small Business Innovation Research 
(SBIR)/STTR acceptance date. 
 
Note: If there is an invoice due interest and exceeds budget, exclude from 
PPA in order to pay principal. The interest should be paid via FI. The FI DRN 
should be parked prior to submitting the proposal (See Step 2). 
 
Note: FI must be parked, FI Interest Sheet must be complete and attached to 
FI document, and FI DRN must be referenced on original invoice before 
original invoice can be submitted on payment proposal. 

 
STEP 2. NSSC SP, VPP – Create FI when Interest Exceeds Budget  

 
A. For Step-by-Step End User Procedures for posting, changing or deleting a 

parked invoice, refer to NASA’s EPSS at https://epss.nasa.gov/gm/folder-
1.11.3179?originalContext=1.11.8176 [SAP > Core Financials > Accounts 
Payable > System Role > Vendor Invoice Processor > FB60 – Enter FI 
Invoice (End User Procedure) / FVB0 – Enter FI Invoice]  
 

B. When an invoice is due interest but exceeds budget, VPP parks a FI for the 
interest payment. 
 
1. Enter the same invoice criteria from the late invoice 

 
a) Invoice Date 

 
b) Received Date 

 
c) Reference field 

 
Note: Reference field should include PO number or contract 
number followed by two spaces, the invoice number, another space 
and INT. 
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Note: U.S. Bank interest payments should include the statement 
account number followed by one space and INT. 

 
d) Include VPP’s initials in Assignment edit boxes 

 
C. VPP attempts to post using original document’s funding information ONLY IF 

interest amount is $500 or less. If interest amount is more than $500, skip to 
D. 
 
1. Use line with largest amount of funds available 

 
NOTE: DO NOT USE REIMBURSABLE FUNDS  
 

D. If funding is not available or interest due is more than $500, request funding 
via the SAP IRIS Request Console 
 
1. VPP self-assigns Funding IRIS Action 

 
2. VPP contacts PR POC via email and attaches any correspondence in 

IRIS. To identify PR POC, follow the steps below: 
 

a) View original document via MIR4 
b) Double click into the PO 
c) In Item, view Delivery Schedule Tab 
d) Double click on Purchase Req. Number 
e) Created by = PR POC 
 

Note: Email Template found N:\FM Division\Accounts Payable_Accounts 
Receivable\Accounts Payable\Escalation Process\NSSC-Escalation 
Process 2018\Communication Templates 
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E. VPP uses FBV0 or FB03 to go back into that document and attach the 
Interest Sheet. 
 

F. Once funding is received, the VPP enters the funding information in the DRN 
in SAP 
 

G. The VPP enters the reason for delay in the Detail tab. 
 

H. The interest payment will be processed on the next payment proposal 
 
 

STEP 3. NSSC CS, Certifying Officer (CO) – Review Payment Proposal  

A. The AP Certifying Officer reviews the payment proposal and supporting 
documentation in SAP (Payment Proposal Report) ZFI_AP_PMT_CERT to 
verify the invoices meet the following criteria: 
 

i. All Non-IPP invoices are attached to invoice document in SAP and 
stamped with date received. All IPP invoices are in IRIS via the eInvoice 
Data Tab.

ii. The name on the invoice matches the ZREM used to post the invoice. 
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iii. Verify the invoice date, invoice number, dollar amount and document 

reference number match the information on the payment certifier report 
using t-code ZFI_AP_PMT_CERT.  

 
iv. Invoices are paid in accordance with the Prompt Payment Regulation.  If 

the payment is late, refer to validation procedures in the AP Paperless 
Proposal SDG. 

 
v. Evidence of receipt and acceptance by an authorized official. 

 

vi Ensure approval from the FMD Chief is attached to the document number in SAP 
for all paper check requests. 

 
If any of the above criteria is not met, and a payment is identified as an 
exception, the AP Certifying Officer notifies the VPP via a SN Task of the 
exception to be researched and corrected prior to the payment of the invoice. AP 
Lead VPP blocks invoice and corrects issue. Once the exception is corrected, the 
invoice is then re-initiated on the payment proposal. 

 

STEP 4. NSSC CS, CO – Execute Payment Run  
 
For Step-by-Step End User Procedures for executing a payment run, refer to 
NASA’s EPSS at https://epss.nasa.gov/gm/workplace  - SAP > Core 
Financials > Accounts Payable > Sub Process Area > Execute and 
Management Payment > ZF110_PRUN – Execute Payment Run and 
NSSDG-9000-0005 (Accounts Payable Certifying Officer Payment Proposal 
Process) 
 

A. Once the payment proposal has been reviewed and no exceptions remain, 
the AP Certifying Officer executes the payment run (collection of invoices that 
will be submitted to Treasury for disbursement) in SAP using the T-code 
ZF110_PRUN. SAP automatically interfaces the payment file which notifies 
Treasury that a payment schedule has been initiated from NASA. Upon 
completion, the Certifying Officer notifies the VPP via SN Task that the 
payment run has been executed. 

 
STEP 5. NSSC SP, VPP – Retrieve Treasury Pre-Edit Report (Control Activity 

11.7.4.1) 
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A. VPP receives SN Task advising the payment has been run 

 
B. VPP waits 15-30 minutes after the Payment Run was executed in SAP 

 
C. VPP logs into bReady 

 
D. Clicks on Systems 

 
E. Clicks on Web Access Tool (WAT) 

 
F. Clicks on dropdown arrow beside PROD 

 
G. Clicks on dropdown arrow beside CF 

 
H. Selects Center and clicks on dropdown arrow 

 
I. Clicks on dropdown arrow beside Treasury pre-edit 

 
J. Chooses current pre-edit report 

 
K. Clicks on View button (eye) 

 
L. Prints report in PDF 

 
M. Saves “B” schedule in Paperless folder for center (i.e. MD049112410B) 

 
N. Validate Pre-edit file “number of payments” and “dollar amount” matches the 

SAP Payment Proposal before entering the schedule in SPS. Correct any 
errors.  

 
STEP 6. SPS Data Entry Operator NSSC SP, VPP – Create Payment Schedule in 

Treasury’s SPS (Control Activity 11.7.4.1) 
 

A. Create GWA Reporter – 440 file  
 
1. After Pre-Edit is returned, VPP executes SAP T-code FMFG_SPS_SUMM 
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2. Identifies the payment schedule requiring certification (payment schedule 

number) 
 

3. Clicks Populate table button to identify the record and select for edit 
 

4. Adds the Control Number from the pre-edit received by WAT 
 

5. Adds the date that the payment is required to be made by Treasury 
(usually the next business day) 
 

6. Specifies Output File name and located on user local drive for the file to 
be saved 
 

7. Unchecks Test 
 

8. Clicks Update Control Number and Create File 
 

B. Import file in SPS  
 
1. Log into SPS 

 
2. Clicks the Import Icon 

 
3. Finds the saved text file created from FMFG_SPS_SUMM T-code 

 
4. Clicks Submit and gets a Successful Read status 

 
5. Highlights the schedule line 

 
6. Clicks Action 

 
7. Clicks Submit to the CO Icon 

 
8. Import Schedules Submitted to CO box displays 

 
9. Clicks OK 

 
10. Clicks arrow to return to main screen 
 
Note: Use the same process for Treasury Disbursing Office (TDO)/IAT 
payments (payment to foreign vendors with domestic bank accounts). 
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STEP 7. NSSC CS, CO – Certify Payment Schedule in Treasury’s SPS  
 

A. CO certifies payment schedule in SPS. 
 
1. Logs into SPS 

 
2. Clicks on the schedule to be certified 

 
3. Clicks on the Certify with Viewing icon 

 
4. Verifies all information (dollar amount, # of payments, ALC, payment date, 

TAS/BETC etc.) 
 

5. Clicks on Certify Schedule icon. A successful block should appear with the 
schedule number.  
 

6. After certification of schedule, goes to View Extracted Schedules.  
 

7. Clicks twice on the date created column to sort the current schedules 
 

8. Clicks on the Certified Schedule to get the Summary Detail and prints to 
Adobe. Saves as “A” schedule in paperless folder for Center. (i.e., 
MD049112410A) 
 

9. Combines each file and signs using their Electronic Signature  
 

10. Resolves SN Task 
 

11. VPP resolves related SN Case 
 

STEP 8. NSSC CS, CO – File Certified Schedule in TechDoc  
 

A. SPS Confirmation 
 

B. Pre-Edit Report 
 

C. Payment Proposal 
 

D. Payment Settlement List 
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Treasury Offset Program (TOP) 
 
When a vendor contacts the NSSC concerning a payment they did not receive, the VPP 
researches the reason for payment interruption in SAP. If the payment was issued to 
the correct vendor, the VPP creates a SN Case and submits a Task to L3 requesting 
the report from the Treasury Check Information System (TCIS). Confirmation reports 
received from Treasury and EFT cancellation reports from Pay.gov provide the basis for 
the VPP to determine if the payment cleared Treasury. If it has cleared, the VPP will 
determine if the payment was issued to the correct vendor, and if so, the VPP will inform 
the requesting vendor of the payment status. If the payment was issued to an incorrect 
vendor, the VPP will submit a BOC/Invoice Data Requirement (IDR) Form to Accounts 
Receivable (AR) to collect the erroneous payment from the vendor who was paid in 
error prior to reissuing the payment to the correct vendor. 
 
The TOP is a centralized offset program administered by the FMS Debt Management 
Services (DMS) to collect delinquent debts owed to federal agencies and states. If the 
NSSC receives a call from a vendor regarding an offset of a payment, the NSSC 
advises the vendor to call Treasury for details of the offset (800-304-3107). 

 

 
Foreign ITS Payment Proposals (Foreign Bank Accounts) 
 
Payments to Foreign vendors, AR foreign customers and foreign employee refunds will 
be submitted via International Treasury System (ITS) and must be certified by 1:00 
Central. VPP will submit SN task to Certifying Officer no later than 11:00am. 
 

STEP 1. NSSC VPP – Enter payment into International Treasury System (ITS)  
 

A. Log into ITS 
 
1. Select Manage Payment 

 
2. Select Create Payment 

 
3. Select ALC 
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4. Enter Schedule Number 

 
5. Under Recipient Information, enter:  

 
a) Recipient ID (ZREM) 

 
b) Recipient Name 

 
c) Recipient Address 

 
6. Under Banking Information, enter: 

 
a) Select Bank Account Type 

 
b) IBAN/Account Number 

 
i. If IBAN selected, enter IBAN Number 

 
ii. If Checking selected, enter Account Number 

 
c) Bank ID Format  

 
Note: SWIFT should always be selected.  
 

d) Enter SWIFT Address 
 

7. Under Payment Information, enter: 
 

a) Type of Payment 
 
Note: Vendor – Charge Our should always be selected 
 

b) Mode of Payment 
 
Note: Electronic should always be selected 
 

c) Recipient Country 
 

d) Value Date will auto generate to 2 future business days 
 

e) Payment Currency 
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f) United States Dollar (USD) Amount or equivalent currency 
 

8. Under TAS/BETC Entry/Selection Panel, enter TAS information 
 

a) Find TAS information by accessing SAP T-Code SQO1 
 

i. Select Z_NASA_AOF_TAS 
 

ii. Enter the FUND 
 

9. Under Payment Details, enter: 
 

a) 1st Line: Process Payment as WIRE 
 

b) 2nd Line: Pay in “Payment Instructed Currency”, i.e.: Pay in USD 
 

c) 3rd Line: PO and Invoice number 
 

d) 4th Line: SAP DRN 
 

10. Save 
 

B. Create PDF file of the following documents 
 

1. ITS Payment Detail Action 
 

a) In ITS, select Manage Payments 
 

b) Under Status, select Awaiting Verification 
 

c) Enter ALC 
 

d) Hit View Payments 
 

e) View Payment file 
 

f) Print to PDF 
 

2. Screenshot of Vendor Invoice 
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3. Screenshot of Approval 

 
Note: Russian payments require Purpose of Payment to be received with 
IRIS approval from Contracting Officer  
 

4. Screenshot of MIR4 
 

5. Combine documents and save as “Proposal ID MMDDYY C”, ex. 
DF001121019C 
 

6. Save PDF N:\FM Division\Accounts Payable_Accounts 
Receivable\Accounts Payable\Paperless Proposals\Center 

 
C. Manually enter payment file into SPS 

 
1. Log into SPS 

 
2. Select Create 

 
a) Schedule Type: Select Summary 

 
b) ALC 

 
c) Continue 

 
3. Enter Schedule Number from ITS Payment Detail Action 

 
4. Enter Total Number of Payments 

 
5. Payment Date = Value Date from ITS Payment Detail Action 

 
6. Select Payment Type = Foreign Mailing (F) 

 
7. Enter Control Number = A111111 

 
8. Enter Remarks Data Entry Panel = Payment Details from ITS Payment 

Detail Action 
 

9. Enter TAS/BETC = TAS/BETC from ITS Payment Detail Action 
 

10. Submit 
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D. View SPS Payment Entry and Print to PDF. Save as “Proposal ID MMDDYY 
B”, ex. DF001121019B 
 

E. Save PDF N:\FM Division\Accounts Payable_Accounts Receivable\Accounts 
Payable\Paperless Proposals\Center   
 

F. VPP sends SN Task to CS 
 

STEP 2. NSSC CO – Certifies payment in ITS and SPS  
 

STEP 3. NSSC VPP – Monitor ITS for Payment Acknowledgment  
  

A. Log into ITS 
 

1. Select Manage Payments 
 

2. Under Status, Select Payment Acknowledged 
 

3. Select ALC 
 

4. Enter Value Date from ITS Payment Detail Action 
 

5. View Payments 
 

6. View 
 

a) Under Additional Information 
 

i. Secondary Status = PAID 
 

ii. Secondary Status Date should be Value Date listed on ITS 
Payment Detail Action 

 
STEP 4. NSSC VPP – Manually Clear Payment in SAP  

 
A. Access SAP, T-Code F-53 

 
1. Document Date = Value Date from the ITS Payment Detail Action 

 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 84 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 
2. Reference = 0000 and Proposal ID_DRN, i.e. 

0000DF001_5600000000 
 

3. Clearing Text = Clear Foreign ITS Payment 
 

4. Account = 1010.6100 
 

5. Business Area 
 

6. Amount 
 

7. Text = Clear Foreign ITS Payment 
 

8. Account = ZREM 
 

9. Process Open Items 
 

a) Select document to be cleared 
 
Note: Ensure Not Assigned = $0.00 

 
10. Post 

 
B. Add foreign payment information to FIDO Manual Spreadsheet Ndrive: N:\FM 

Division\Accounts Payable_Accounts Receivable\Accounts Payable\AP 
Reports Working Copies\FIDO_Manuals for NBID 
 
Note: Upon notification that an international payment is rejected, first review 
that the payment information was entered correctly into the SPS or ITS. If no 
obvious errors are found, the NSSC VPP will determine if the banking 
information has changed and will assist in resolving the error to reissue the 
payment timely. 
 

Electronic Funds Transfer (EFT) Cancellations 
 

Fund Balance with Treasury (FBWT) notifies AP that payment has been 
returned/cancelled via SN task. Regional Finance Center (RFC) Cancellation Report is 
attached to task. 
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STEP 1. NSSC VPP – Completes FBRA to reverse payment  

 
A. Request permission from Certifying Officer to reverse payment via SN task 

 
B. Once permission is granted, reverse clearing. Refer to NASA’s EPSS at 

https://epss.nasa.gov/gm/folder-
1.11.593572?mode=EU&originalContext=1.11.8174 [SAP > Core Financials > 
Accounts Payable > System Role > FBRA – Reverse Clearing Document]  

 
C. Submit SN task to CO to complete FCH8 (Reversal of check) 
 
D. Once check reversal has been completed, SN task is returned to VPP 
 

STEP 2. NSSC VPP – Block payment from being pulled in on proposal  
 

A. Access SAP T-Code FB03 and enter DRN 
 

1. Double click into Vendor Number 
 

2. Select Change Display/Change Mode 
 

3. Enter “B” in Pmnt Block field 
 

4. Save 
 

B. Send SN task to Vendor Master to update vendor master banking information 
 

STEP 3. NSSC Vendor Master – Contacts vendor to obtain correct banking 
information (Control Activity 11.7.5.2) (Refer to Processing Vendor 
Invoices, Step 4, C) 
 

STEP 4. NSSC VPP – Unblock payment and re-processes payment  
 

A. Access SAP T-Code FB03 and enter DRN 
 

1. Double click into Vendor Number 
 

2. Select Change Display/Change Mode 
 

3. Remove “B” in Pmnt Block field 
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4. Save 
 

B. Process payment on payment proposal.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PROCESS 3 – REVERSALS 
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STEP 1. NSSC DI, VPP, or CO – Create SN Case/Task  
 

A. Create SN Case Task 
 

1. If the reversal is the result of a Center request, a SN Case/Task is 
created prompted by Center’s submission to NSSC DI 
 

a) SN Case Subcategory should be set to “Reversal”. 
 
 

2. If the reversal is the result of a NSSC error, a SN Case/Task is created 
by the VPP or the AP CS 

 
3. If the reversal is the result of an EFT Cancellation, a SN Case/Task is 

generated by the FBWT 
 

a) SN Case Subcategory should be set to “Return Payments” 
 

STEP 2. NSSC SP, VPP – Create FD FM Reversals Tab in SN  
 

A. Create Functional Detail tab. At the top right of the Case, choose “Create FD” 
(FM - Reversals) and then add reversal information to the Functional Detail 
FM Reversals (FDFRV) Tab 
 

B. Enters available information 
 

1. Customer/Vendor Name as it appears in SAP 
 

2. Customer/Vendor Number from SAP 
 

3. Center Abbrev from pull-down menu 
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4. Reversal Reason from the pull-down menu 
 

5. Dollar Amount to be reversed 
 

6. Billable versus Non-Billable – Select Billable box if reversal is billable 
(center requested, not a NSSC error) 
 

7. Original SAP Document Number identified on Reversal package 
 

8. Original Clearing Doc Number (2000#) 
 

9. Original Clearing Doc Number Fiscal Year (FY) 
 

10. Treasury Confirmation (1300/1500#) 
 

11. Treasury Confirmation FY 
 

12. Treasury Confirmation Doc Date 
 

13. Treasury Document Reference Number – Enter “TREASNASA nnnnn” 
 

14. Parent Doc Number (if applicable) 
 

15. Parent Doc Number FY (if applicable) 
 

16. Financial Invoice (yes/no) 
 

17. Original SAP Document FY 
 

18. Contract/Purchase PPS Order Number 
 

19. PLI/ALI/Line Number No. 
 

20. Delivery Order/Task Order Number 
 

21. Invoice Number 
 

22. Invoice Date 
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23. Original Service Entry Sheet (ME23N) [if available] 
 

STEP 3. NSSC SP, VPP – Request Permission to process reversal  
 

A. Create SN task and assign to CO to approve the process of executing a 
reversal. 

B. The CO will review the SN task and using the following standard verbiage: 

 Yes, please process. 

No, please process tomorrow.  

Once approved or denied, CO will route the task back to AP L2 for processing 

 
Note: Reversals are not to be processed before 10 a.m. due to the Treasury 
interface clearing payments. 

 
STEP 4. NSSC SP, VPP – Reverse Clearing Document  

 
A. For Step-by-Step End User, refer to NASA’s EPSS at 

https://epss.nasa.gov/gm/folder-1.11.593572?originalContext=1.11.8174 - 
SAP > Core Financials > Accounts Payable > System Role > Agency Vendor 
Payment Processor > FBRA – Reverse Clearing Document (End User 
Procedure 
 

B. Once the clearing document has been reversed, the document is in open 
status and can be reversed. 

 
C. Add a “Payment Block” to the DRN Follow On document.  
 

STEP 5. NSSC CS, CO – Cancel Vendor Check Payment  
 

A. Certifying Officer uses Step-by-Step End User Procedures on NASA’s EPSS 
at https://epss.nasa.gov/gm/workplace and clicks on SAP – Core Financials / 
Accounts Payable / Sub Process Area / Recertify Payment / FCH8 – Cancel 
Check Payment 
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Note: Treasury Confirmation must be reversed and reset via FBRA prior to 
canceling check payment. 
 

B. Determines the check number for the paid invoice 
 

C. Reverse and reset the cleared invoice 
 

D. Cancel the confirmed check 
 

STEP 6. NSSC SP, VPP – Reverse Document  
 

A. Reverse Document 
 

1. For MM invoices, refer to NASA’s EPSS at 
https://epss.nasa.gov/gm/workplace - SAP > Core Financials > 
Accounts Payable > System Role > Agency Vendor Payment 
Processor > MR8M – Reverse Invoice and Re-enter (End User 
Procedure) 
 

2. For FI invoices, refer to NASA’s EPSS at 
https://epss.nasa.gov/gm/workplace and clicks on SAP – Core 
Financials / Accounts Payable / Sub Process Area / Enter Invoice / 
FB08 – Reverse Invoice and Re-enter (End User Procedure) 

 
STEP 7. NSSC SP, VPP – Clear Vendor Account & Create SAP DRN  

 
Note: This step does not apply to FI invoices 
 

A. Clear the vendor account for specific document numbers (invoices or credit 
memos). For Step-by-Step End User, refer to NASA’s EPSS at 
https://epss.nasa.gov/gm/workplace - SAP > Core Financials > Accounts 
Payable > System Role > Vendor Payment Processor > F-44 – Clear Vendor 
 

B. For Disbursement Move requests, create SAP DRN via MIR7 until Center 
posting guidance is received  

 
Note: Place Original DRN in the InvRef field BEFORE saving 
 

STEP 8. NSSC SP, VPP – Notify Center, as needed  
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A. If Center action is required, notifies the Center that the action can be 
completed. Record the Center notification event in the SN Task Work Notes. 
 

B. If Center provides posting guidance to a CLIN other than the IPP invoice 
CLINs, the Center will need to submit a NISM Incident (INC) to AAO to 
synchronize SAP with IPP. Refer to EPSS Job Aid eInvoicing with IPP: NASA 
Implementation Overview in Appendix QQ. 

 
STEP 9. NSSC SP, VPP – Post & Clear Corrected Transaction in SAP  

 
A. Post Corrected Transaction 

1. For MM invoices, utilize MIRO or MIR4 
2. For FI invoices, utilize FB60 

 
B. Clear Corrected Transaction via F-52 (credit memo) or F-53 (debit invoice)      

Note: Update Text field with “Re-Entry Original DRN” (ex. Re-Entry 
560000123”  
 

C. The reversal form and any supporting documentation should be attached in 
SAP on the original DRN and the new DRN.  
 
Note: If a posted document is reversed, the VPP adds a note to the old and 
new document noting the reason for the reversal. 
 

D. Update SN Task Work Notes with any applicable notes and Resolve. 
 

E. If reversal is same month clearing, add DRN and Clearing to the FIDO 
Manual Sheet located on the N drive: N:\FM Division\Accounts 
Payable_Accounts Receivable\Accounts Payable\AP Reports Working 
Copies\FIDO Manuals for NBID 
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METRICS 

 
Initiating 

Office/Entity 
Deliverable 

(Output) 
Receiving 

Office/Entity Metric 

FMD/AP Payment of Vendor 
Invoice 

Vendor Process and Pay 
98% of invoices 
On-time. 

 
Green:>=98% 
Yellow:>=97% 
and 

<98% Red:<=97% 

FMD/AP Payment of Vendor 
Invoice 

Vendor Pay no more than 
$200 in interest 
penalties per $1M 
in payments. 

 
Green:<=$200 per 
$1M 
Yellow:> $200 and 

<= $300 per $1M 
Red:> $300 per $1M 

FMD/AP Working Capital 
Fund 

Vendor 95% of advances 
with complete 
funds commitment 
documents are 
processed within 
four business days. 

 
Process 95% of 
liquidation 
transactions with 
available funding by 
the end of the 

 calendar month that    
the services are billed. 
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SYSTEM COMPONENTS (EXISTING SYSTEMS) 

 

IT System Title 
IT System 

Description 
Access 

Requirements 
IT System 
Interfaces 

SAP/Integrated 
Enterprise 

Management 
Program (IEMP) 

Integrated Financial 
Management System 

User Role at NSSC SPS, bReady, 
CMM 

bReady 
Portal/WAT 

System used for 
retrieving Pre-Edit 

Report 

User Role at NSSC SAP/IEMP, SPS 

Pay.gov System used for 
notification of EFT 

Cancellations 

User Role from 
Treasury 

 

SPS Secure Payment 
System for certifying 

payments to Treasury 

User Role from 
Treasury 

SAP/IEMP 

TCIS Treasury System used 
to view and/or cancel 

check payment 

User Role from 
Treasury 

 

ITS.gov Treasury System used 
to process foreign 

payments 

User Role from 
Treasury 

 

TechDoc/DI System used for 
capturing invoice 

images 

User Role at NSSC AWMS 

AWMS System for receiving 
and tracking invoices 

User Role at NSSC TechDoc/DI 

SAM System used to verify 
banking information 

User Role at NSSC SAP 

Government On-
Line Accounting 
System (GOALS) 

Treasury System 
used to view and/or 
process 

Intra-governmental 
payments 

User Role from 
Treasury 
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IT System Title 
IT System 

Description 
Access 

Requirements 
IT System Interfaces 

Payment 
Management 
System (PMS) 

Department of 
Health and 
Human Services 
(DHHS) System 
used to view 
and/or process 
AP Grants/Letter of 

Credits 

User Role from 
DHHS 

SAP 

Wide Area Work 
Flow (WAWF) 

Department of 
Defense (DOD) 
system used for 

electronic invoices 

User Role from 
DOD/WAWF 

None – used for audit 
purposes only after April 

15, 2018 

Invoice Routing 
Information 

System (IRIS) 

System for routing 
and tracking invoices 

User Role at 
NSSC 

SAP 

ServiceNow (SN) System for vendor, 
customer inquiries 
and NSSC internal 

communication. 

User Role at 
NSSC 

 

PRISM Legacy System used to view 
Legacy contract 

information 

User Role at 
NSSC 

https://pls.nasa.gov/prism- 
legacy-ui 

PPS Procurement Award 
Application 

User Role at 
NSSC 

SAP 

IPP US Treasury system 
used for electronic 

invoices 

User Role at 
NSSC 

SAP 

 
 
 
 
 
 
 
 

CUSTOMER CONTACT CENTER STRATEGY 
 
The NSSC CCC can be reached via phone, fax, or e-mail. 
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E-mail: nssc-contactcenter@nasa.gov 
Fax: 1-866-779-6772 
Phone: 1-877-NSSC123 (or 1-877-677-2123) 
 
Document Imaging 
All incoming documents will be received into the NSSC TechDoc Center, where they will 
be processed and electronically filed. Documents may be sent to the NSSC as follows: 
 
E-mail: NSSC-AccountsPayable@nasa.gov 
Fax: 1-866-209-5415 
Mail: NASA Shared Services Center 
        Building 1111 Jerry Hlass Road 
        Stennis Space Center, MS 39529 
 
Relevant Points of Contact at the NSSC: 
 
Financial Management Division – CS 
Michele Rollins 
NASA Shared Services Center 
Building 1111 Jerry Hlass Road 
Stennis Space Center, MS 39529 
Phone: 228-813-6322 
E-mail: Michele.M.Rollins@nasa.gov 
 
Financial Management Division – SP 
Sarita Harper 
NASA Shared Services Center 
Building 1111 Jerry Hlass Road 
Stennis Space Center, MS 39529 
Phone: 228-813-6913 
E-mail: Sarita.Harper@nasa.gov 
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APPENDIX A – NSSC AP ROLES & RESPONSIBILITIES 
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APPENDIX B – AP PAPERLESS CERTIFICATION WORK FLOW 
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APPENDIX C – AP CERTIFICATION PROCEDURES 

 
The following procedures outline the Paperless Process AP Certifying Officer’s will use 
to certify vendor payments. The intent of this job aid is to establish a standard, efficient 
process to allow a large volume of payments to be processed by the NSSC. 
 
Procedures for Certifying Invoices for AP: 

 Pull up the Payment Proposal in SAP using T-Code ZF110_PRUN. After 
inputting the proposal Run Date and Identification #, click on the Proposal tab 
(with eyeglasses) to bring up the Payments List. Verify the payment proposal 
date prepared by the VPP and the payment run date are the current date. If the 
date of the proposal is not the current date, the certifier will reject the proposal 
back to the VPP. From this list, verify the Business Area and the Pmt Meth Supl 
are the same Center. Also check the Payment Method for the payment type 
being paid (D, E, etc.). In the Type field, verify that all boxes are green, and not 
red. If there are red circles, then these should be the same exceptions to be 
found later in the Exception Report to be worked with the VPP’s. In the Payment 
Volumes box at the bottom of the page, the Outgoing Payment will be the total 
amount of all invoices being paid. 

 
Using the ZFI_AP_PMT_CERT and the Payment Proposal, enter the Vendor # to 
view the invoice link to check: 

 INT Date Stamp verifying that the invoice is paid within # of days allowed (7, 14, 
30 days, etc.). If not, check to see if penalty is being paid, if applicable. 

 If invoice is a partial pay, check to ensure the received date in SAP is the actual 
received date of the invoice. The received date in SAP should not be 
manipulated to avoid a penalty payment, if interest is due. 

 Vendor name and invoice amount are the same on invoice and payment 
proposal. 

 . 
 If invoice is an FI Interest payment, ensure that the GL account paid against is 

6330.2550. If not, return the payment to the VPP for correction. 
 
 
Check the Payment Proposal tabs in SAP, (created by the VPP), for the following 
information: 
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 Parameter tab – check the “Pmnt Meths” is “D” or whatever type is being paid 

based on Proposal # (Identification); Vendor #’s should always fall between 
100000-999999. 

o Free Selection tab – check the business area to verify the center being 
paid 

o Additional Log tab – Make sure 1st (Due date check), 2nd (Payment 
method selection in all cases), and 4th (Line items of the payment 
documents) boxes are checked; Vendor #’s should always fall between 
100000-999999. 

 
Check the Payment Run Log to verify vendor accounts and dollar amounts. 
 
Check the Payment List Exception Report to verify what didn’t make the payment run. 
Work the invoice exceptions with the VPP. 
 
On the PAM Report, verify: 
 

 Agency ID and ALC Number is the same business area (Center) being paid on 
the payment proposal 

 Amount from PAM Report equals amount being paid on Payment List 
 Schedule number is the same as the schedule number from the 

ZSE16_FMTC_SCHNO T-Code run 
 
In SPS, prior to certifying, verify: 

 Total Amount 
 Agency Name 
 Destination RFC 
 ALC 
 Schedule # 
 Total # of Payments 
 Payment Date 
 Summary Type Code 
 Control # 
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APPENDIX D – NSSC AP AGENCY PROCESS FLOW 
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APPENDIX E – AUTOMATED PAYMENT PROPOSAL PROCESS FLOW 
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APPENDIX F – TRAVEL CBA PROCESS FLOW 
 
 

 
 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 122 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 123 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 124 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 125 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 126 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 
APPENDIX G – PURCHASE CARD PROCESS FLOW 
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APPENDIX H – FLEET CARD PROCESS FLOW 
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APPENDIX I – NOTICE OF ASSIGNMENT & ASSIGNMENT OF CLAIMS 
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APPENDIX J – DISBURSEMENT MOVE PROCESS FLOW 
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APPENDIX K – AP PURCHASE ORDER/CONTRACT CLOSEOUT FLOW 
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APPENDIX L – AP ROYALTY PROCESS FLOW 
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APPENDIX M – SAP AUTOMATIC PAYMENT NOTIFICATION EMAIL 

 
Note: Sent only for travel reimbursements 
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APPENDIX N – ICB AWARD PROCESS 
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APPENDIX O – FI PROCESS FLOW 
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APPENDIX P – NPR 9631 DISBURSEMENTS 

 
NPR 9631.1.2.8 Large Disbursements: NASA shall report large disbursements in 
advance of request for disbursement to services RFC. 
 
NPR 9631.1.2.8.1 A: Large disbursement includes single transactions, multiple 
transactions of a common nature, and repetitive transactions totaling $50 million or 
more. 
 
NPR 9631.1.2.8.3: Large disbursements must be reported in advance of the transaction 
settlement date. A minimum of two business days’ notice is required for disbursements 
totaling $50 million or more. The AP CS responsible for the payment associated for their 
assigned Center should reference the AP CS Work Instructions (NSPWI-9200- 0002) 
for instructions on communicating to Treasury. If the disbursement will be over $500 
million, a minimum of five business days is required. 
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APPENDIX Q – AP DOCUMENT TYPES                             

 
APPENDIX R – AWARD FEE PAYMENT TRANSMITTAL SHEET 
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APPENDIX S – GRC DELAY PAYMENT DUE TO LATE COST REPORT  
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APPENDIX T – OMB ACCELERATED PAYMENTS MEMO  
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APPENDIX U – 100% VOUCHER EXAMINATION 

 
 Cessation of DCAA Support to NASA and Review of Cost 

Vouchers - As of Friday, November 27, 2015, DCAA auditors 
stopped approving NASA cost-type vouchers in Wide Area Work 
Flow (WAWF), thus rejecting the vouchers. 

 
 As of April 30, 2018, Cost Vouchers will interface directly into SAP from IPP. 
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APPENDIX V – SHIPPING RECEIPT CLAUSES & POLICY 
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APPENDIX W – JPMC/U.S. BANK ACCOUNT NUMBERS & ZREMS 

 
JPMC Account Numbers & ZREMs 
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APPENDIX X – AP PAYMENT PROPOSAL PROCESS 

 
Note: A SN Case/Task should be created for all payment proposals and reversal 
packages. Errors identified in the payment proposal/reversal process must be 
communicated and resolved through SN by the VPPs and COs as well as documented 
in a quality ticket. 

1. Emergency Payment Proposals 
Approvals for late payments 
Email must be approved by Certifying 
Officer (CO) before submitting a proposal. 
Due to IPP transition, IPP CLIN based 
invoices must cycle through the AAO 
CLIN batch job each night; therefore, 
daily payment proposals exclude 
invoices posted on current day. 

AP is no longer processing emergency 
same day proposals on invoices 
posted the same day since IPP CLIN 
based invoices have to be monitored 
through the nightly IPP CLIN Batch 
job. 
Only include payments that will be late, or 
those payments that will incur additional 
interest if run on the next payment day, 
and invoices due to be paid that day 
which will prevent them from aging over 
30 days and becoming late. (Block 
payments that pull in for small businesses 
and those that are not late, etc.) 
As of November 19, 2015, Same Day 
payments are prohibited as per OCFO. 

 
The maximum amount for 
individual payments is 
$99,999,999.99.  

2. Daily Payment Proposals ** 1st proposal should be submitted by 
9:00am 

No additional payments should be added 
to this proposal once the SN Case/Task is 
submitted and the review/validation of 
payments is being performed by the CO, 
unless concurred by CO (CO and VPP will 
communicate and resolve all errors 
through SN and not emails, or instant 
messaging). Pre-edits should be 
processed within one hour of receiving the 
SN task. 
2nd proposal/proposals 
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**This guidance excludes CBA, refunds & 
Agency payment proposals. A second 
proposal can be run before noon without 
approval on the last day of payments for 
the month. 

If a second proposal is needed on a 
normal business day, this would be 
considered an emergency payment and 
guidelines listed in 
#1 should be followed. 

3. Refund Proposals All Refund payment proposals should 
be submitted before 12pm. 

4. Agency Payment Proposals Effective 5/1/2014 - Agency payments 
should be included on the regular 
payment proposals. All Agency payment 
proposals should be submitted before 
9am. 

5. CBA Proposals 
 

When CBA reconciliation is received 
from the Center, VPP will generate a SN 
Case/Task and assign to CO to obtain 
approval and to schedule a payment 
date.  
 
The VPP enters the following in the 
Title: “Center Name – Disbursement 
Month – CBA” (i.e. MSFC- December – 
CBA). The SN Case/Task should 
include due date, advance anticipated 
proposal date, and any additional 
information needed to process/schedule 
proposal. 
 
CO will review task and reassign it to 
VPP. 
 
The CO will schedule and advise the 
VPP when to submit proposals. The 
exceptions would be CBA payments 
that are submitted late and are paid the 
day they are submitted to the NSSC. 
 
Using the same SN Case/Task, VPP will 
process the CBA proposal. 
 
The VPP will provide a list of the CBA 
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proposals as well as any vital information 
in the work log. All proposals will be 
processed using one task. Pre-edits will 
be done at one time. Upon completion of 
entering all pre-edit reports associated 
with the SN Case/Task, the VPP will 
notate in the work log, “All pre-edits have 
been entered for above CBA proposals". 
The reconciliations should be 
attached to the DRN with the largest 
dollar amount for each Center prior to 
assigning the task to the CO. 
 
VPP will save all CBA Pre-edits on 
the “N Drive” in the Center’s folder 
they are processing i.e., Stennis Pre-
edits in the SSC folder. 
 
Follow the remaining steps of the 
current paperless process. 

6. Reversals 
 
Reversals cannot be processed before 
10:00am. 

When a reversal package is received from 
the Center, the VPP will generate a SN 
Case/Task and assign it to the Certifying 
Officer. VPP will state in the SN 
Case/Task the number of payments 
needing reversal. 

If multiple reversals are needed- the VPP 
will submit one SN Case/Task for 
approval. Once CO approval is received 
the VPP must submit a separate task for 
each reversal. 

 
**Note: If the CO cannot complete the 
FCH8 within 1 hour, the CO will notify the 
Senior CO or another CO for assistance in 
completing the reversal. 

SN subject should be Reversal. 
 
The Certifying Officer will review the Task 
and reassign it to the VPP advising that 
the reversal can be completed. 

 
The VPP will complete the FBRA and 
reassign the Task to the CO. 

 
The CO will complete the FCH8 within 1 
hour (depending upon the volume of 
reversals) of receiving the Task back from 
the VPP and will reassign it to the VPP 
when the FCH8 is complete to carry out 
the remainder of the reversal process. 
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7. Charge Card Payment Dates Purchase Card: Payment due date is 

calculated 30 days from the SAP interface 
date NOT the NSSC statement receipt 
date. 
Effective 4/21/14: P-Cards are 
authorized for payment upon receipt of 
reconciliation. 
Travel CBA: Payment due date is 
calculated 30 days from the NSSC 
statement receipt date. CBA Cards are 
authorized for payment upon receipt of 
reconciliation 
Fleet Card: Payment due date is calculated 
30 days from the NSSC statement receipt 
date. Payment may be processed upon 
receipt of funding/approval from center 

8. Travel Payments Travel Payments: Proposals should be 
submitted before 9:00. 

1. Reconciliation files should be 
attached on the “N” drive in the 
SAP Travel Payment Posting 
folder. 

2. Reconciliation files should be 
inside the corresponding center 
folder, and inside a folder 
containing the date and center 
name, (i.e. 071514 NSMAT). 

Reconciliation files should be attached in 
SN Case/Task for all Travel proposals, 
including Change of Station. 

9. Treasury Time Schedule Foreign Payments: Proposals must 
be certified in SPS by 1:00 Central 

 
Payments: Proposals must be 
certified in SPS by 4:00 Central 

 
Treasury Holiday Schedule: A memo 
is received in October for the 
upcoming holiday season. (Memo 
will be disseminated to COs and 
VPPs regarding early close time for 
holidays.) 
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APPENDIX Y – PROCUREMENT INSTRUMENT IDENTIFIER (PIID) 
NUMBERING SCHEME 

Beginning June 19, 2017, new awards were issued out of PPS and utilize a DOD type 
numbering scheme: 
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Beginning ***Modifications to existing contracts that previously used a “NNX” or outside 
buyers will continue to use the “NNX” number throughout the life of the contract and will 
be modified in Enterprise Central Component. 
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APPENDIX Z – INVOICE PROCESSING PLATFORM (IPP) PROCESS 
OVERVIEW 

 
The agency transitioned to a new eInvoice solution for PO based awards in two phases: 
April 30, 2018 included all PPS awards and WAWF/iRAPT awards (excluding 
SBIR/STTR awards); Phase 2 go-live was July 2, 2018 which included all Legacy and 
SBIR/STTR awards. 
 
Vendors must have an active SAM and IPP account. When NASA issues an award, 
AAO stages the vendor in IPP and the vendor appears on the XMVL – NO Proposed 
Matches list. The Vendor Maintainer performs a match on all vendors in this list daily. 
The Vendor Maintainer performs a match on the vendors listed in the IPP Proposed 
Match – 100% TIN/IPP ID. The Vendor Maintainer verifies the IPP vendor TIN matches 
the SAP KRED TIN and matches the individual vendors. The NSSC Vendor Maintainer 
uploads the XMVL matched file to WAT each day before 2:00 o’clock PM with Date 
Range from 4/16/2018 to today. Once AAO receives the XMVL matched file, the vendor 
PO data will be sent to IPP. 
 
Refer to EPSS Job Aid eInvoicing with IPP: NASA Vendor Matching & Maintenance 
for further reference:  
https://epss.nasa.gov/gm/folder-1.11.1231388?mode=EU&originalContext=1.11.989546 
 
Once the PO data is available, vendors will access IPP and submit invoices per CLIN. 
The invoice will interface into SAP and be parked by the eInvoice Interface. The 
eInvoice interface will detect available CLIN cost and park invoices on the available cost 
by invoiced CLIN. The interface will auto-post supply invoices when the goods 
receipt/acceptance (103/105) is posted and there are no service lines. The VPP 
validates the posted invoice for correctness. If a posting or contract issue is discovered, 
the VPP reverses the posted invoice and rejects the invoice. If a previously excluded 
award needs to be sent to IPP, the Center Contracting Officer or center POC will submit 
NSMS Change Request to AAO to include the award. Refer to EPSS Job Aid:  
 
eInvoicing with IPP: NASA Implementation Overview 
https://epss.nasa.gov/gm/folder-
1.11.1281575?mode=EU&amp;originalContext=1.11.1231385 
 
Refer to EPSS Job Aid eInvoicing with IPP: SAP Invoice Business Rules for further 
reference: 
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https://epss.nasa.gov/gm/folder-
1.11.1280648?mode=EU&primaryCSH=eInvoicing%2CIPP 
 
 
Upon validation and review of the IPP invoice CLINs, the VPP uses the 
ZFI_AP_EINVOICE report to determine the specific PLI (s) associated with the IPP 
invoice CLIN. 
Refer to EPSS Job Aid eInvoicing with IPP: eInvoicing Report ZFI_AP_EINVOICE 
for further reference: 
https://epss.nasa.gov/gm/folder-1.11.1251419?mode=EU&originalContext=1.11.989546 
 
The VPPs route a request for the amount of cost needed via SAP IRIS Console. If the 
Center Cost Analyst provides cost guidance to consume First in First Out (FIFO) or cost 
on a different CLIN, other than IPP invoice, the center will submit a NISM INC to AAO to 
sync SAP and IPP. 
 
Refer to EPSS Job Aid eInvoicing with IPP: NASA Implementation Overview for 
further reference: 
https://epss.nasa.gov/gm/folder-
1.11.1281575?mode=EU&primaryCSH=eInvoicing%2Cwith%2CIPP 
 
Each business day at approximately 6:45 p.m. NSSC receives an email “CLIN 
monitoring batch job results” with the days results of AAO’s reconciliation of the IPP 
invoiced CLIN (s) to the posted SAP DRN’s. 
 
Note: If email is not received (meaning CLIN Validation was not completed), SP POC 
will notify AAO via CRQ and email. 
 

1. NSSC SP POC monitors email results each morning for the following conditions: 
Incorrect CLINs Selected or Short Pay Detected. Monthly spreadsheet is saved 
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts 
Payable\eInvoicing_WAWF_IPP\CLIN BOT Valildation\Posting Validations  

 
a. If conditions exist, SP POC forwards email results to AP VPP team 

 
b. VPP will review IRIS cost and approval completed actions to determine 

if the center provided information on CLIN posting guidance (FIFO) or 
short payment. 

 
i. If IRIS actions are notated by the center, no action required by 

NSSC 
ii. If there are no center comments in IRIS, VPP reviews invoice 
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posting. 
iii. If invoice is posted incorrectly, VPP blocks invoice from 

payment proposal and performs a reversal and reposting to the 
correct CLINs. 

iv. If the invoice is posted against the correct IPP CLIN (s), VPP 
submits NISM INC to AAO for review. 

 
c. Reposted invoice will run through the CLIN monitoring batch job that 

evenin . 

 
Note: CLIN monitoring batch job results indicating ‘No conditions 
detected.”

 
 
 
 
 
 
 

g
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APPENDIX AA - ACRONYM LIST 

Acronym Definition 

AAO Agency Applications Office 

ACH Automated Clearing House 

AFRC Armstrong Flight Research Center 

ALC Agency Location Code 

ALI Accounting Line Item 

AP Accounts Payable 

AR Accounts Receivable 

ARC Ames Research Center 

AWMS Accounts Payable Work Management System 

BETC Business Event Type Code 

BOBJ Business Objects 

BOC Bill of Collection 

CAGE Commercial and Government Entity 

CBA Centrally Billed Account 

CCC Customer Contact Center 

CFO Chief Financial Officer 

CFR Code of Federal Regulations 

CLIN Contract Line Item Number 

CM Credit Memo 

CO Contracting Officer 

CRQ Change Request 

CS Civil Servant 

DBO Designated Billing Office 
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DI Document Imaging 

DIT Disbursement in Transit 

DMS Debt Management Services 

DOD Department of Defense 

DRN Document Reference Number 

DUNS Data Universal Numbering System 

EFT Electronic Funds Transfer 

EPLS Excluded Parties List System 

EPSS Enterprise Performance Support System 

FAR Federal Acquisition Regulations 

FBWT Fund Balance with Treasury 

FDFRV Functional Details Finance Reversals 

FI Finance Invoice 

FIDO Federal Interagency Databases Online 

FIFO First In First Out 

FM Financial Management 

FMD Financial Management Division 

FMS Financial Management Services 

FP Fixed Price 

FY Fiscal Year 

GBL Government Bill of Lading 

GL General Ledger 

DCAA Defense Contract Audit Agency 

DCFO Deputy Chief Financial Officer 

DHHS Department of Health and Human Services 
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GOALS Government On-Line Accounting System 

GRAP Goods Receipt and Approval 

GRC Glenn Research Center 

GRS General Records Schedule 

GSA General Services Administration 

GSFC Goddard Space Flight Center 

GWA Government Wide Accounting 

HQ Headquarters 

IAT International ACH Transaction 

IAS Intelligent Automated Services 

IBA Individually Billed Account 

IBAN International Bank Account Number 

ICB Inventions and Contributions 

IDR Invoice Data Requirement 

IEMP Integrated Enterprise Management Program 

INC Incident 

IPAC Intra-Governmental Payment and Collection 

IPP Invoice Processing Platform 

IRIS Invoice Routing and Information System 

ITS International Treasury Services 

JPMC JP Morgan Chase 

JSC Johnson Space Center 

KSC Kennedy Space Center 

LARC Langley Research Center 

LIV Logistics Invoice Verification 



NSSC 
Service Delivery Guide 

NSSDG-9200-0004         Version 18.0 
Number 
Effective Date:  May 21, 2021 

Expiration Date: May 21, 2024 
Page 189 of 190 

Responsible Office: Financial Management Division 
Subject: Accounts Payable Invoice Processing SDG 

 
MIPR Military Interdepartmental Purchase Request 

MM Materials Management 

MRI Master Records Index 

MSFC Marshall Space Flight Center 

MTS Metric Tracking System 

NASA National Aeronautics and Space Administration 

NISM NASA Integrated Service Management System 

NIPR NASA Interagency Purchase Request 

NMO NASA Management Office 

NPR NASA Procedural Requirements 

NRRS NASA Records Retention Schedule 

NSSC NASA Shared Services Center 

OCFO Office of the Chief Financial Officer 

OMB Office of Management and Budget 

ONR Office of Naval Research 

PAM Payment Automation Manager 

PDF Portable Document Format 

PIID Procurement Instrument Identifier 

PLI Purchase Line Item 

PMS Payment Management System 

PO Purchase Order 

POC Point of Contact 

PPA Prompt Payment Act 

PPS Procurement for Public Sector 

PR Procurement 
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REQ Request 

RFC Regional Finance Center 

SAM System for Award Management 

SAP Systems, Applications, and Products 

SBIR Small Business Innovation Research 

SEWP Solution for Enterprise-Wide Procurement 

SF Standard Form 

SN ServiceNow 

SP Service Provider 

SPS Secure Payment System 

SR Service Request 

SSC Stennis Space Center 

STTR Small Business Technology Transfer 

SWIFT Society for Worldwide Interbank Financial Telecommunication 

TAS Treasury Account Symbols 

TCIS Treasury Check Information System 

T-Code Transaction Code 

TDO Treasury Disbursing Office 

TIN Tax Identification Number 

TOP Treasury Offset Program 

USD United States Dollar 

VPP Vendor Payment Processor 

WAT Web Access Tool 

WAWF Wide Area Workflow 

 


