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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 Prompt Payment Act.
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 activities. Financial
Management (FM) is required to use Business Objects (BOBJ) for reporting, query and
reconciliation activity. NSSC is required to adhere to NPRs, NASA’s Enterprise
Performance Support System (EPSS), and other applicable Federal regulations and
NASA policies and procedures.

4.0 Privacy Data

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

Records shall be maintained in accordance with NPR 9615, NASA Records Retention
Schedules. These records are included in the Financial Management Division (FMD)
functional Master Records Index (MRI), applicable NASA Records Retention Schedule
(NRRS) or General Records Schedule (GRS) items that provide retention/disposition

authority.

6.0 Cancellation/Supersession of Previous Documents

This document supersedes NSSDG-9400-0001 Basic Version.
NOTE: The Service Provider (SP) is responsible for documenting and maintaining all

macros/scripts utilized in these processes.




NSSC NSSDG-9400-0001 Version 2.0

Service Delivery Guide Number

Effective Date:  August 24, 2021

Expiration Date: August 24, 2024

Page 7 of 71

Responsible Office: Financial Management Division

Subject: Accounts Payable Reporting & Supplemental Processes SDG

PROCESS 1 — VENDOR REFUND COLLECTIONS

AR receives vendor refund collection and researches to determine if refund should be
posted by Accounts Payable (AP). AR will submit ServiceNow (SN) Task to AP to
process. (AR steps can be viewed in AR Collection and Deposit SDG).

Verify Fund Status on Contract

STEP 1. NSSC SP AP Vendor Payment Processor (VPP) — VPP receives refund
collection via SN Task.

A. Update status of Task to “Pending” while performing research.

1. Review refund collection documentation to determine if original
disbursement can be identified.

a) If credit/refund collection has PO/Contract number and
invoice number, search for invoice number by vendor
account using SAP t-code FBL1N.

b) If credit collection does not have PO/Contract number listed,
contact the vendor to request additional information.

c) If credit collection has a PO/Contract listed but does not list
an invoice number for a prior submitted invoice or cannot be
identified by information provided or cannot be identified by
researching FBLIN vendor history, park credit/refund to
PO/Contract and route to the Center via SAP IRIS Request
Console for posting guidance in the funding queue

B. Research contract by utilizing SAP Transaction Code (T-Code) ME23N.

1. Click the icon to open this box in which Pur. Order = Contract
Number

[ Select Document
Pur. Order ; i
(®)Pur. Order

(" Purch. Requisition
SRM Contract

Other Document E]
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2. Click the Header Icon
3. Go to NASA Data tab
4. Select NASA Information

a) If Admin. Comp. Date is blank, contract is open

[ PPS Purchase Order 8ONSSC20P0156 Created by Joseph Reynolds

| Cost and Fees |
Oblig. Est. Cost [ .00/ Estimated Cost [ 0.00
Oblig. Base/Fixed Fee ‘ .00 Base/Fixed Fee ‘ 0.00|
Oblig. Incentive Fee \ 00 Incentive Fee \ 0.00
I I

(=3 |K=2IR=3 |R=]

Oblig. Award Fee 00| Award Fee 0.00|
| Values ]
Total Oblig. Amount \ 72,266.00| Current K Value \ 72,266.00]
Funded Thru Date Potential K Value \ 72,266.00]
| Additional Data |
Mod. Number 0000| Contract Type [Fp|  ExtContractNo
PEC 533 or Cost Reportable O CO Bus Size [oz]
| Invoice Approval ]
Invoice Approver [coTr Buyer ID INs001274 |
CoID NS001213
COTR/TPOC ID 436580253
ACOID Insoo1213
| Closeout Dates
Physical Comp. Date [ | Sent to Closeout Date [ |
Admin. Comp. Date Destroy Date

i. Determine if Fund is cancelled or not

o Click the “Iltem” icon

o From drop down Item Menu, select Line Item
(PLI) to which the collection will be posted.

o Go to the services tab and click on @ icon to
open this box
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Bu S Area
CO Area

Cost Center
Order

WWBS Elament
Fund
Funttional Area
‘Funds Center

61002538 |

II:UAccuuni Assignment of Service in Line 10

Company Code _'NASH:
72

NasA|

[720011
[FCo00000
[561570.01.05.02.02.03

EXCX220090

(7238

[72 ‘Cormmitment ltern 2530
Earmarked Funds |

IE“@ Account Assignment |

|

o Double click Fund which will pull up the box below to determine if Fund is canceled
or not by reviewing Reversal Date.

Display Fund: Basic Screen

posted by AP (Refer to Step 2)

Long text... Change history... Change documents Classification l}}
| s |
FM Area Jmzsa Agency
Fund EXCX22016D
| Names
Name 'Space Operations
Description Space Operations
| Basic data . __ _
Valid from 10/01/2015 Valid To 09/30/9999
Fund Type [DIRB Direct Fund
Authorization group ALLOW
| Additional data i
Bdgt profile fund
Customer for fund
Funds application 8016/170115 | Space Operations
[Balance update Expiration Date 09/30/2017
Reversal Date 09/30/2022
. If Reversal Date is a future date, fund is not canceled, and refund can be

e If Reversal Date has passed, Fund is canceled, and refund must be posted to
Miscellaneous Receipts (MR) by AR

a) AP VPP assigns the SN Task to AR L2 (Work in Progress status)
requesting for AR to post the refund collection to MR including
screenshot of Canceled Fund and any center guidance to post to MR.

b) If Admin. Comp. Date field has a date populated, contract is closed
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i.  If Reversal Date is a future date, fund is not canceled.
Return SN Task to AR requesting refund posting.
Attach completed AR Invoice Data Requirements Form
(IDR) (See Appendix E) and screenshot of NASA
Information tab.

ii. If Reversal Date has passed, fund is canceled. AP
VPP assigns the SN Task to AR L2 (Work in Progress
status) requesting for AR to post the refund collection
to MR including screenshot of Canceled Fund and
screenshot of NASA Information tab.

C. Go into SN Functional Detail Form Accounts Receivable (FDFAR) and
checks Collections Information Repository for confirmation to be sure the
check was deposited to the correct center Area Locator Code (ALC).

1. ALC List:

a) AFRC — 80000024
b) ARC — 80001201
¢) GRC — 80000701
d) GSFC — 80000002
e) HQ - 80000001

f) JSC — 80000004
g) KSC — 80004904
h) LARC — 80000501
i) MSFC — 80004901
j) NMO — 80000055
k) SSC - 80000101

Note: If the ALC does not match the Center for which the
collection should have been made, return SN Task to AR to
transfer funds to correct ALC

D. AP L2 will determine if original Disbursement was prior year (PY) or
current year (CY).

1. Locate last disbursement data on PO/Contract using T-code
ME23N.
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2. View ltem Details (downstairs) and locate the last PLI that has a
disbursement

3. Click on “Purchase Order History” tab and locate the last

disbursement invoice under “Invoice Receipt” section.
[’ .| PPS Purchase Order 80NSSC19P2393 Created by Joseph Reynolds

Document OverviewOn [ "% 7 @)PrintPreview  Messages [i] &7 Personal Setting

PPS Purchase Order - BONSSC19P2393 Vendor _r_ date 08/30/2019
T Header

MmlE s.mm A I MetiG... Short Text PO Quantity OUn Net Price Curr... |Per OPU  C Deliv. Date  Purchase R... Req.. Outline Agr... Co
| b Pz Softwar. Panther 9000 Computer Subsystem w/monito 1EA 9,500.000SD 1 EA D 11/30/2015 4200710262 2
|_J2 ® z softwar. Shipping 1EA 400.00U5D 1 EA D 11/30/201% 4200710292 &
| |3 P D Softwar.Software Support Contract - 1 Year 1108 €,791,00USD 1 JOB D 09/28/201% 4200710282 1
US P D Softwar. USB Hardlock Upgrade 1108 1,200.0005D 1 JOB D 0S/28/2019 4200710282 3
IL‘:J
L]

L
L)
—_
|
L

| 0

| BE - | (&IFIP &

\E Ttem [ 5] USB Hardlock Upgrade - ?‘E|

Material Data | Quantities/Weights | Delivery Schedule | Delivery | Invoice | Conditions | Account Assignment | mm Texts | Delivery Address \

(B (S0 L) (e Je L) W) O E ()

Sh. Text™ MvT Material Docum... Ttem Posting Date Created / Entered 8y Entry Date ~ & Quantity| OUn £ Amount in LC = GR/IR dearing value in local curre... Clearing Docum... Clearing date

GR 101 5005135781 1 04/23/2020 GRO14530 04/23/2020 1,200 J0B  1,200.00 0.00
Tr./Ev. Ggads recein = 1,200 JOB~ 1,200.00 » 0.00
. 8 |3 04/23/2020  EMVCPIC 04/23/2020 1,200 JOB__ 1,200.00_ 1,200.00 100381184 04/30/2020
Tr./Ev. 1 —— = 1,200 JOB+ 1,200.00 - 1,200.00
SEnt 1006515011 04/23/2020  GRO14530 04/23/2020 1,200.00 0.00
Tr./Ev. Service entry + 1,200.00 0.00

4. Clearing Date determines CY or PY disbursement
[ .| Display Document: Line Item 002
5 3 s & (3 & & additional Data

G/L Account Elg? .0000 jﬂ;bursements In-Transit
Company Code NASA| NASA
Doc. no. [2000089577)
Line Item 2 / Credit entry / 50
Amount 11,500.00 USD

Additional Account Assignments

Fund

Functional Area

Funds Center 1 Commitment tem  |DINT i
= More

Value date 04/27/2020

Clearing date 3 00090792 Auto. created

Assignment 20200424-CD130

Text B, Llongtext

5. Click and open invoice to verify receipt date and transaction type is
an “Invoice” and not a “Credit”. Also verify transaction is not a
“‘Reversal’
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Display Invoice Document 5603272598 2020

Show PO structure Follow-On Documents ...

Transaction iIrwoice - 5603272598 [2020
=]
o y Basic Data f Payment  Details  Tax Wlthhoiding tax -~ Contacts = Note
Inv. recpt date 04/21/2020 =
Invoice date '04/21/2020 Reference  |8ONSsc1sp2393 .|
Posting Date l04/23/2020
Amount l11,500.00 1 [osp [ Calculate ta
Tax amount {o.00 | |E0 (A/P sales tax, 0%) -
Text $ 04/21 FIN 02/27 C/O
Paymt terms Due immediately =
Baseline Date 04/21/2020 5

a) If prior year disbursement and funds are unexpired, route to
center via SAP IRIS console for posting guidance.

Note: The Center has to be notified because of the
unanticipated recovery process for prior year unexpired
funds.

b) If prior year disbursement and funds are expired but not
canceled, post refund to disbursement.

c) If disbursement is current year and funds are unexpired, post
refund.
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Unexpired = Expiration Date & Reversal Date is in the Future
Expired = Expiration Date is in the past and Reversal Date is in the Future
Cancelled = Reversal Date is the Current Date or date is in the Past.

Display Fund: Basic Screen
Long text... Change history... Change documents Clssffication [E+

FM Area NASA Agency
Fund SCEX22017D

Names
Name Science
Description Science

Basic data

valid from 10/01/2016 valid To 09/30/9999
Fund Type DIRB Direct Fund

Authorization group LLLOW

Addttional data

Bdgt profile fund
Customer for fund

Funds application 8017/180120 Science
] Expiration Date loas30/2018|
Reversal Date 09/30/2023|

6. If disbursement year is undetermined, VPP parks Credit Memo
(CM), enters “Refund” in the Document Reference Number (DRN)
Reference Field and routes to the center via SAP Invoice Routing
and Information System (IRIS) Console “Funding” queue for posting
guidance. (Refer to Appendix A for Vendor Refund process).

a) VPP will update the text field with Funding mm/dd CR

b) If refund is posted by AP, VPP selects “Billable” box on FD
tab

STEP 2. NSSC SP AP VPP - Post Credit Memo for Purchase Order (PO)
Collections

A. AP VPP uses T-Code MIRO/FB60 to post Credit Memo

1. If there is a PARKED credit memo in FBL1N for this contract and
amount, verify that all data is entered correctly and post parked
Credit Memo.
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2. Attop, Transaction = Credit Memo or Subsequent Credit if GR/IR

3. Populate the following fields on the “Basic Data” Tab:

a) Invoice Receipt Date & Document Date

For checks, use AR date entered in SN/FDFAR.

For Pay.gov collections, this is the “Transaction
Date.”

b) Reference = Contract Number Invoice Number/Check

Date

c) Amount = Amount of collection (not to exceed amount of
BOC if there is one. Any interest/penalties/fees will be
posted at a later time by the AR Customer Payment
Processor [AR CPP]).

d) Text

For checks “Contract # - Vendor Refund — Check
#’ (Example: NNG061585T — Vendor Refund —
CK: 1563)

For Pay.gov “Contract # - Vendor Refund —
Pay.gov” (Example: NNG061585T — Travel
Refund — Pay.gov)
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=
m Invoice Docurnent  Edit Goto  Systen  Help

@ B aH @@ CHE Do HE @

(=]

Enter Incoming Invoice: Company Code NASA

[ snow Po structure || showworkist | | (&3] | [ ot |5 simuiate || [escages |[B Hein

Transaction | Credit mema al @CO Balance | 8.88
_ AT Payment | Defails (Tac  Withholdingtax ) [ [P'E]

Iny. reept date 10/81/2088|

Documentdate | 10761/2008| Reference  |NNXO8TRG2P

Posting Date 10/07/2008|

Amount 714560 ] [ calcutate tax

Taxamount | [E0@Psalestas 0% B

Text NNXDSTRE2P/Vendor Refund icheck # 120004

‘Company Code  NASAAgencyWashington DG B

AgeneylocCd | =

ATTEET oL secount

Purchase OrdenScheduling Agreemne.,. T | 1 = [Goodsrsenvice tems =]

Layout | NASA Default B

item _[Amount [@uantity [6... [or.[Purchase .. [item [PO Text

[Reference ... [Procurement Doc._[Acct4

EDICT

Ko

1[D]

[Ed|search Term |

[a3e]

[elre  iems

U [ Pot (1) @o0) B[ iem

4. Populate the following fields on the “Payment” Tab:

a) Pmnt Block = Blocked for Payment

b) House Bank = “TREAS”

=
| Invoice Document  Edit Goto System  Help
|& | DAl e CHE nnan DR QM
Enter Incoming Invoice: Company Code NASA
[oroweo svusurs [Lcnowwaram JI] |
Transaction | Credit memo [=]) @O0 Balance | 6.00
__ Basicdata FVOETN  Detalls |, Tax |, Withholding tax i 1=
BaselineDt | | Payt Terms |Days |
Due on ] |Days |
Discount | Days net
e wetnos ] ermmeen . [ proisiosk
Inv.ret. LI
Part. Bank ] House Bank TREAS [3)
Payment Rer.
PO reference
 Purchase OrdenScheduling Agresme.. 7| [ | B | EI | Goodssservice items =1
Layout 'NASA Default a|
itern  |Amount |Quantity [G.. [or_|Purchase . Jitern [PO Text |Reference .. |[Procurement Doc. [Acet ]
=]
=
[T <]
Elms tom | [GHlscaronTem | B[ C0so mems

5. Populate the following fields on the “Details” Tab:

a) Doc.Type = KG/RE/KW
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b) Inv.Party = Vendor Number (Verify banking information)

c) Bus. Area = Center Number

d) Assignment = Contract Number

=)
Invoice Document  Edit Goto  System  Help

@ AH A DHE DDhon BE @8

Enter Incoming Invoice: Company Code NASA

[ Show PO structure || Show workist | | (@] [ Hoid ||

Simulate | || Messages | Help |

Transaction Creditmemo B @O Balance | 0.00 |
(Baslc data | Payment JFTTPTER Tax | Wilhholdingtas gy, (< JPE [Vendor 0000117356
ESI INTERMATIONAL INC
Unpl. Del. Csts 901 NORTH GLEBE RD STE 200
Currency | Exch, Rate ARLINGTON VA 22203-1808
Doc. Type »KG (vendor credit me =] Vlrw. Party 7_11 7356
Inv. recpt date 10#’01.’2853: Bus. Area 1@ I'.ﬂ_
Assignment MNXD8TRE2P | GIL 21101608 %
Header Text
Reason f. delay Bankacct  |26891859
Salc Distribution BANK OF AMERICA [ o
MG, s
| Purchase OrderScheduling Agreeme .. =) Goods/senice ftems E]
- Layout NASA Default E
item  JAmount |Quantity |6... [or_[Purchase .. [item [PO Ted |Reference .. [Frocurement Doc. Jacctf |
[=]
[+
£33 1[J[]

fterm ,sasmnTsum

8 0/ 0 ltems

STEP 3.

Refer to Appendix A — Vendor Refund Process

Click “Enter.” The “light” at the top of the box should move to green.

] OC8  This signifies that everything balances.

Click the “Simulate” button. | Simulate

Checks posting for accuracy and clicks the Orange Disc button to

post. Retains 5600 number for next steps of process.

NSSC SP AP VPP - Clear Check/Pay.gov Collection to Cash

A. VPP uses T-Code F-52 to clear the check or Pay.gov collection to cash
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1. Populate the following fields:

a)

b)

c)

d)

f)

¢)]
h)

i)

Document Date = “Date of Treasury Confirmation” on the
SN/FDFAR Tab.

Type — Refer to Appendix V - Refund Posting Document
Types

Reference & Doc.Header Text = DRN. This can be found
on the AR tab

Clearing Text & Text = Treasury DRN (Vendor Refund —
CM: 560000xxxx) Example: 00218786-001 (Vendor
Refund — CM: 5601001529)

Account = (see Appendix A for General Ledger (GL)
Accounts)

Business Area

i. ARC=21
i. AFRC=24
ii. GRC=22
iv. ~GSFC =51
v. HQ=10
vii JSC=72
vi.. KSC =76
vii. LARC =23
ix. MSFC =62
X. SSC =64

Amount = Amount of Credit Memo posted in Step 2.
Account = Vendor Number

Under “Additional selections,” click Circle next to
“Amount”
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Additional selections
O Maone

® Amount

O Document Number
() Pasting Date

(2 Dunning Area

O Others

j) Hit “Enter”

k) Enter the Amount again.

[) Hit “Enter” or click “Process Open Items” button.

m) The amount in the “Not Assigned” box should equal $0.

n) Post H

0) You may get a “yellow” cautionary light after posting, just
hit “Enter” and write down the clearing document (1500)
number.

a| GB\G@MQEMM%@@@@I

=g
Document Edit Goto Seftings Systern  Help

Open item selection

Post Incoming Payments: Header Data

Document Date 89/28/2008] Type KZ Company Code | NASA)
Posting Date 09/30/2008) Period [12]

Document Number |

Reference 00090907-601 |

DocHeaderText  |00080907-001 TradingpartBs ||
Clearing text 100090907-001 Clear Credit Merma 1700034314

Bankdala

Account 1810.5215 Business Area 76 |
Amount 2950 36 |

Bankcharges | |

value date 09/30/2008 Profit Center

Tesxt 00090907-001 Clear Credit Mema 17 Assignment

Additional selections

Account 36936

€]

@ None

Account Type K
Special GiL Ind
Prant advice no.

[ Other accounts
[v] Standard Ols

]

Amaunt

(' Document Number

Posting Date

[ Distribute by age

[ Automatic searct

CDunning Area

COthers
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2. If there is an open Bill of Collection (BOC) for this refund, notated
with an “AR Bill Number” (1800#) in the FDFAR tab:

a) Open SN

Enter the 1500 clearing document number under
the “FDFAR” tab in the section labeled “SAP
Document Number.”

Enter the 5600-credit memo and the 1500 clearing
document number in the “Cash Posting/Clearing
Doc.” Field of the FDFAR.

If there are no interest/penalties/or admin fees
associated with the customer, VPP assigns the
Task (in Work in Progress Status) to AR L2 to
complete the AR clearing.

a. Category: AR

b. Sub Category: Refund Payment Method
(ex. Check, Pay.gov, Fedwire, etc.)

c. Assignment Group: AR L2
d. Assigned To: Leave Blank

If there are interest/penalties/admin fees, the Task
needs to be forwarded to the AR Center-specific
Customer Collection Processor (AR CPP) to post
interest. The AR CPP will then forward the Task to
the AR Account Maintainer (AM) to complete the
AR posting on the bill and to resolve ticket.

3. If there is no open Bill of Collection (BOC) for this collection:

a) Open SN

Enter the 1500 clearing document number under
the “FDFAR” tab in the section labeled “Cash
Posting/Clearing Doc.”
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ii. AP L2 will enter the 5600 credit memo and the
1500 clearing document number in the FDFAR.

ii. AP L2 will resolve Task.

4. If there is a dollar amount in “Quantity”, overwrite with the amount
of the refund collection.

a) If “Quantity” is blank, leave this field blank.
b) If there are item quantities (e.g. 1, 2, 12, 23), select
“Transaction” at top of page and update “Credit Memo” to

“Subsequent Credit”.

Note: This will not change any information under
“Quantity” and will leave the amounts as is.

STEP 4. NSSC SP AP VPP — Attach soft copy of Check/Pay.gov to SAP documents

A. Go into MIR4 in SAP and populate the following fields:
1. Invoice Document Number = 5600/1700 Credit Memo Number
2. Fiscal Year (FY)

3. Enter

B. Click on the icon in the top left corner of the screen. This will pull up
another box of icons.

C. Click on the icon that looks like a piece of paper with a paper clip.
D. Click “New” icon
E. Select “Create Attachment”

F. Browse hard-drive to find the original check/pay.gov soft copy that was
saved when check/collection was originally received.

G. Select the document and click the green check mark
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H. If there is a BOC, attach IDR form.

|. Select the document and click the green check mark.

View Accounting Information for Purchase Card Refunds

STEP 1. NSSC SP AP VPP - VPP receives refund collection via SN Task

A. Research contract by utilizing SAP T-Code ME23N

1. Clicks the icon to open this box and select Purch. requisition

.[;:- Soloct Docurmoent =]

Purchase Reqguisition FG‘IUEHIHB“E:‘J_':J

) Pur, ordar
= FPurch, reguisition

[ Olher Docurrent [ |ﬂ ]

2. Enter P-Card Number and click “Enter”

3. Clicks the “Item” icon

4. From drop down Iltem Menu, select PLI that the refund is for (i.e.
ink, bookshelf, etc.)

5. Click on “Account Assignment” tab. This will give you all information
needed to complete the IDR form for AR to post the refund.

Note: The Bus Area will indicate which Center’s P-card vendor the
refund belongs to.
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¥ Account Assignment

1002661089 o] [=]=]

>roject Ti| Distribution  |Single accountassignm..¥l| CoCodeAgency =)
Partial Irv. | Derive from Account Ass . T |
|Perce [costctr |GiL Acct |Busalorder [wes Element |commitmentdFunds Cir [Fund e
g.0 10X0o40 6100.2527 10 FCEoRean 284161 .08 .08 2520 18 WCNXO4546R

6. Click on “Status” tab. This will give the Vendor Number (ex. JP
Morgan Chase (JPMC) or US Bank)

tem [1] Conference Registration - Jim Tilton H] | AI v|

Proc Status PO created; U odOy |1 A A

AE N BERER BRI ER R ERE

Doc.catlT  “|PurchDoc. [ ite..[Created |vendor [D|validity Start [validityEnd |Mat Grou;

Purchase order 4500002411 791 EAICPIC 144093 05/06/2008 06/05/2008 RE7
EAICPIC 144038 | |05/06/2003 06/052003 R67
EAICPIC 144088 | |05/06/2008 |06/05/2008 R67
EAICPIC 144093 05/06/2008 06/05/2008 RG7

B. Complete IDR form, attach to SN task, and return to AR for posting

Note: All Tuition Training is paid for by NSSC. AP will include
cardholder name (Customer Field) and all relative information in SN
Task and assign to AR to post.

Note: If it is determined that the refund collection was erroneously
deposited to incorrect ALC, add notes to Work Log of SN Task and
immediately assign to AR L2 to process JV to Intra-Governmental
Payment and Collection (IPAC) funds to correct ALC.
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PROCESS 2 — INTERNATIONAL TRANSACTIONS REPORTING

NASA Directives regarding International Transactions can be found here:

http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_9310 001A_&page _name=Chap
te
r2

Purpose

This report is to address NASA'’s policy and role in ensuring that transactions affecting
international balance of payments are reported as required by the Department of
Commerce.

NASA is required to report transactions affecting the international balance of payments
in accordance with the requirements specified in Office of Management and Budget
(OMB) Directive No. 19.

Roles and Responsibilities

The NSSC is responsible for the preparation and submission of Centers' quarterly
reports and the consolidated agency-wide report on international transactions. The
NSSC Accounts Payable Lead provides the reports to NSSC Chief of Financial Services
Branch for signature.

The NSSC Accounts Payable is responsible for the submission of the consolidated
agency-wide report on International Transactions of the Federal Government to the
Department of Commerce via email.

Report Requirements

Transactions to be reported relate to payments and receipts that affect the balance of
foreign payments. They include transactions between NASA and a foreign entity such
as a foreign government, foreign corporations excluding U.S. business offices of such
corporations, foreign incorporated subsidiaries, foreign business offices of U.S.
corporations, foreign individuals residing in foreign countries, NASA personnel stationed
abroad or traveling abroad, and U.S. business organizations for services to be
performed abroad.
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Report sections provide transaction data for:

e Expenses and other debits

e Receipts and other credits

e Financing, which is the difference between the total “expenses and other debits
and the total “receipts and other credits”

Reporting Due Dates

NSSC L2 should submit all Center reports to AP L3 by the 15" calendar day following
quarter month end. L3 will review and approve the consolidated file then submit the
consolidated and individual reports to the Department of Commerce no later than the
30th calendar day after the end of the quarter being reported. When applicable,
negative reports are required to be submitted.

STEP 1. NSSC SP AP Lead — Pull International Transactions Report Data

A. Navigate to the Center report from last quarter (N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Payable\Report
Submissions\International Transaction Reports > center folder > quarter;
i.e. AFRC - 2nd Qtr 2018 International Payments Report) and save in the
center folder for the current quarter (N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Payable\AP Reports Working
Copies\INTERNATIONAL REPORT Working Copies).

B. At the beginning of each quarter, the AP SP executes SAP T-Code SQO01

query > Z FOREIGN_VNDR to get the most current list of foreign vendors
paid via International Treasury System (ITS).

1. Login to SAP

2. In the menu field, enter T-code SQ01 > Z_FOREIGN_VNDR
3. Click Execute

4. Select Get Variant

5. Select Foreign Vendor (double click)
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6.

7.

8.

9.

Select the check mark
Country Code (exclude US)
Execute

Copy the ZREMs listed in the Vendor column

C. In SAP menu field, enter T-code FBL1N

1.

2.

8.

9.

Select Dynamic Selections

Country — click arrow on right, under Exclude Single Values, enter
usS

Click execute

. Document Type — click arrow on right, under Select Single Values,

enter RE, RM, KG, KR, KG, and ZN

Click Arrow next to Business Area and enter the applicable BA (10,
21,22, 23,24, 51,62,64, 72, 76)

Click Arrow next to Payment Method and enter payment methods
(C,D, F)

Click arrow to the right of Vendor Account and paste vendor
numbers from Step B is using the Clipboard icon

Click Execute

Check Cleared ltems

10. Populate Clearing Date — Reporting period (ex. 1/1/2018 —

3/31/2018)

11.Under Type, select only Normal Items, Special G/L transactions &

Noted ltems

12.Click Execute

13.Click export to Excel, in the menu
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a) List

b) Export

c) Spreadsheet

d) Excel (In Existing XXL Format)

e) Table

f) Microsoft Excel

g) Save the results this query on the summary tab of the file
for the reporting period: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\AP

Reports Working Copies\INTERNATIONAL REPORT
Working Copies

D. AP SP executes SAP T-code ZFI_AP_PMT_STAT to get a list of all
payments made in the reporting quarter to foreign vendors with domestic
bank accounts — International ACH Transaction (IAT)

1.

2.

Log in to SAP
In the menu field, enter T-code ZFI_AP_PMT_STAT

Payment Run Date = reporting period (ex. 1/1/2018 — 3/31/2018)

. Payment Method = F

Enter the applicable Business Area (10, 21, 22, 23, 24, 51, 55, 62,
64,72, 76)

Click Execute
Click export to Excel
Select Excel icon

Spreadsheet
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10. Excel (In Existing XXL Format)
11. Microsoft Excel
12.Copy data and combine on to the summary tab with the data from
Step 1, C, xiii, g: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Payable\AP Reports Working
Copies\INTERNATIONAL REPORT Working Copies
E. Add 3 columns; Country, Services, Materials
F. In SAP enter T-code MIR4
1. From the list of foreign vendors on the Summary tab, enter 15t DRN
2. Fiscal Year

3. Click on check mark

4. View the vendor’s address and populate the country for the invoice
in the Country column on the Summary tab of the spreadsheet

5. Drill into the PO Order number and review the disbursement in
ME23N

a) In the Item Overview section, if the Iltem Category is D,
record the amount in the Services column

b) If the Item Category is Z, record the amount in the
Materials column

c) Repeat for each Document
6. Sort on Country column and total each Country

STEP 2. NSSC SP AP Lead — Populate the International Report

A. On the ITF Accounts Payable tab, enter the amount for each country from
the Summary tab on line A1.21 for the Services amount

Note: Add a country if it doesn’t exist
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NOTE: Ensure spelling is correct and file names are correct. Macro
will not execute the file if incorrect.

. The amounts must be entered as thousands — multiply the amount

by .001 (ex. 943450.00*.001 = 943.45)

Navigate to the Exhibit D tab and enter the amount for each country
from the Summary tab on line D1 of the Exhibit D tab for the
materials amount

Repeat for each country

Verify the total on line A1.21 equals the totals from the Summary
tab

B. AP L2 receives a SN case/task from NSSC SP Travel Lead with a
spreadsheet for foreign travel per country

1.

AP SP POC saves Travel reports N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\AP Reports
Working Copies\INTERNATIONAL REPORT Working
Copies\TRAVEL REPORTS\FY2020

. AP SP POC notifies AP Leads that Travel reports are available

AP Leads enter the amount for each country from the Summary tab
foreign travel on A1.23 on the ITF Accounts Payable tab

The amounts must be entered as thousands — multiply the amount
by .001 (ex. 943450.00*.001 = 943.45)

Note: Add a country if it doesn’t exist
Repeat for each country

Verify the total on line A1.23 of the ITF Accounts Payable tab
equals the totals from the Summary tab for foreign travel

Verify the totals on line A3 & A3.1 of the ITF Accounts Payable tab
equal, one amount is a negative amount and the other a positive
amount and they match the Summary tab total for foreign travel
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STEP 3.

C. AP Lead saves completed report N:\FM Division\Accounts

Payable_Accounts Receivable\Accounts Payable\Report
Submissions\International Transaction Reports

1. AP Lead notifies AP SP POC of report completion for each center
via email

NSSC SP AP Lead — Consolidate the International Report

. Once each Center’s International Payments Report for the reporting

quarter is completed and submitted, the SP POC reviews each center’s
individual report.

B. After all individual reports have been reviewed and validated, the SP POC

saves all center reports to N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\Report Submissions\International
Transaction Reports\2020 Quarterly Reports (Approved only) \1st Qtr
FY2020 Reports. SP POC then runs the AP Quarterly International Report
Consolidation Macro to create the consolidated agency-wide Report on
International Transactions of the Federal Government (Refer to Step 4 for
Macro Automation).

1. The consolidated report consists of two files. Exhibits A & D

a) Exhibit A lists the values by country and center for A1.1,
A1.21, A1.23, A1.24, and A3.1.

b) Exhibit D lists the values by country and center
specifically for all supply payments recorded on line A1.1

2. The SP POC reviews the consolidated report to make sure all totals
balance correctly and then submits to AP L3.

. To manually create the consolidated agency-wide report on International

Transactions of the Federal Government, the SP POC must manually
populate the spreadsheets for Exhibits A & D using the spreadsheets from
the prior reporting period.

1. Any data populated from the prior reporting period must be deleted,
with the exception of the column and row totals due to the pre-
populated formulas.
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2. The tabs of the Exhibit A spreadsheet color coded in red must be
populated with the center data by country. Data for Exhibit A tabs
A1.1, A1.21, A1.23, A1.24 and A3.1 must be entered by country
and by center. The pre-populated formulas for the red colored tabs
will automatically update the Exhibit A tab with the overall data by
country.

3. The SP POC must review and make sure the center totals on tabs
A1.1, A1.21, A1.23, A1.24 and A3.1 match the grand totals on the
overall Exhibit A tab.

4. The SP POC will then populate the D1 Details on the Exhibit D tab
with the material amounts from the Center Summary tab, materials
column data by country. The information should automatically
populate on the overall Exhibit D tab due to the pre-populated
formula cells in D1.1.

5. The SP POC must review and make sure the totals on the Exhibit D
D1 row match the totals on the overall Exhibit D tab

Quick Reference Guide for Consolidation Spreadsheet Formulas

STEP 4.

Column A1 — Formula populated cell. The formulais } A1.1 + A1.2
Column A1.1 — Data pulling from Tab A1.1

Column A1.2 — Formula populated cell. The formula is )
A1.21 + A1.23 + A1.24

Column A1.21 — Data pulling from Tab A1.21

Column A1.23 — Data pulling from Tab A1.23

Column A1.24 — Data pulling from Tab A1.24

Column A2 — Usually do not receive data for this particular column
Column A3 — Formula populated cell. The formula is Y A2 — A3.1
Column A3.1 — Data pulling from Tab A3.1

NSSC SP AP Lead — Consolidate International Report Automation

A. AP Quarterly International Report Combined.xlam
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Microsoft Excel Security Notice

ea )

source.

More information

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came
from a trustworthy source. You should leave this content disabled
unless the content provides critical functionality and you trust its

File Path: N:\...le\Macros\AP Quarterly International Report Combined.xlam

Macros have been disabled. Macros might contain viruses or other security
hazards. Do not enable this content unless you trust the source of this file.

[ Enable Macros J [ Disable Macros ]

Click “Enable Macros”

AP Quarterly International Report Combined.xlam

et S

- Yes - Install the add-in.
No - Open it, but don't install it.
Cancel - Close the add-in

Yes No

| You just opened an add-in. Do you want to install it?

Cancel

" Click “Yes”

. Exhibit A, Exhibit D, and Center Reports are located: N:\FM

Division\Accounts Payable_Accounts Receivable\Accounts
Payable\Report Submissions\International Transaction Reports\FY
Quarterly Reports (Approved only) \Center — Qtr FY International
Payments Report.xlsx (ex. N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\Report Submissions\International
Transaction Reports\2014 Quarterly Reports (Approved only)\ ARC - 1st
Qtr 2014 International Payments Report.xIsx)

1. Select the Reports tab in the Excel Ribbon and click the “Quarterly
International Foreign Payment Report” Form
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=

Quaterly International
Foreign Payment Report

AP Quaterly International Foreign Payment Report

2. Select Quarter for the data reported. Fiscal Year auto populate.

o

Click OK.
Quarter International Report Consolidation g

Macro will open Exhibit A template and save for the quarter.

Macro will open each center’s report and check for any misspellings

Macro will auto populate the Exhibit A spreadsheet with values from

Sections A1.1, A1.21, A1.23, A1.24, and A3.1.

If a country is listed on the center sheet but not on the Exhibit A
spreadsheet, macros will ask if you want to add the country.

a) Select “Yes” to add the country

b) Select “No” to stop macro and fix center sheet
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Process Emp_ E

'el Please correct Country name in Cénter Workbook and re-run macro,

7. Once the macro has completed updating the Exhibit A spreadsheet,
it will open the Exhibit D template and save it for the corresponding
Quarter.

8. Next it will update the center values for section A1.1 to the Exhibit
D spreadsheet.

9. If you added any countries to the Exhibit A spreadsheet, you will be
asked to add them to the Exhibit D spreadsheet.

10. Finally, the macro has completed adding all the values, it will delete
any lines where the Grand Total is “0.00”.

11.Create SN Case and Task and submit Task to L3 POC for review
and approval.

Note: CS review and approval steps are listed in the CS
Processes SDG.
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PROCESS 3 — GSA AUDIT OF TRANSPORTATION DOCUMENTS

Note: Previous month’s data Audit sample is due to Civil Servant (CS) by the 15" of
each month. If the 15" is on a weekend or holiday, sample is due the following business

day.

Note: Bot Adams runs on the first day of each month at 4:00 am and performs the
manual process for Step 1 through Step 3D.

STEP 1.

A.

STEP 2.

NSSC SP AP Lead — Pull Audit Sample Data

Enter SAP T-Code “ZFI_AP_PMT_Stat”
1. Payment Run Date = Prior Month’s Date
2. Business Area
3. Doc Type = ZN & ZG
Enter SAP T-Code “FBLIN”
1. Cleared Items Clearing Date = Prior Month’s Date
2. Business Area
3. Doc Type = 2N & ZG
Save Payment Stat and FBL1N reports N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Payable\GSA Transportation

Bills\GSA Monthly Submission

NSSC SP AP Lead — Compile Audit Sample Package

Pull the documents for audit sample

1. Enter Invoice DRN using T-Code ZFI_AP_CONSOLE. Select the
TechDoc link to retrieve a copy of the invoice

Note: DI receipt date should be on each invoice received via
Accounts Payable Work Management System (AWMS)
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STEP 3.

a) Add DRN to top right corner of every page of the invoice

2. Using SAP T-Code ZFI_AP_CONSOLE, retrieve a copy of the IRIS
Invoice Approval

3. Supporting Documentation (i.e., bill of lading, packing slip,
Standard Form (SF) 1113) from the TechDoc link in IRIS

4. Log into TechDoc and retrieve a copy of the Secure Payment
System (SPS) Certification

5. Retrieve a copy of the Proposal signed by Certifying Officer (CO)
from TechDoc

6. Using SAP T-Code FBO03, retrieve screen shot of Interest Penalties,
if applicable

Note: Each DRN requires a separate Portable Document Format (PDF)
package.

Combine documents into PDF package and save to N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts Payable\GSA
Transportation Bills\GSA Monthly Submission

NSSC SP AP — Creates SN Case/Task for each Center and assigns
task to AP Lead

SP AP Lead reviews combined file for accuracy

. SP AP Lead submits SN Task to SP GSA POC

SP GSA POC reviews each Center’s report. Once review is complete,
resolves each center’s task

SP GSA POC submits one overall SN Task to CS

Note: CS review and approval steps are listed in the CS Processes
SDG

Note: Express Couriers, UPS, FedEx and DHL are excluded from
GSA reporting
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PROCESS 4 — EXCLUDED PARTIES LIST SYSTEM (EPLS) PROCESS

In response to White House memorandum, “Enhancing Payment Accuracy through a
Do Not Pay List” (dated June 18, 2010), NSSC AP completes a monthly review of
vendors with exclusions in SAM.gov. If there are any vendors with exclusions that have
a ZREM in SAP, the vendor is blocked in SAP, preventing any disbursements to this
vendor.

The EPLS, which is a part of the System for Award Management (SAM), is a Web-
based system that identifies those parties excluded from receiving Federal contracts,
certain subcontracts, and certain types of Federal financial and non-financial assistance
and benefits. The EPLS provides a list of administrative and statutory exclusions across
the entire government, and individuals barred from entering the United States.

On a monthly basis the NSSC CS AP CO runs the EPLS in SAM and notifies the SP AP
Vendor Maintainer, who then runs an Excel macro to compare the entities on the EPLS
to the SAP vendor database. The resulting list provides the ZREM number, vendor
name, and constituent information for entities from the EPLS with a ZREM in SAP.

When a ZREM vendor appears on the EPLS, the Vendor Maintainer uses SAP T-code
ZF1_AP_UPDATE to apply a posting block on the vendor ZREM. In cases where the
vendor has an invoice(s) parked or posted for payment on the ZREM, the Vendor
Maintainer creates a SN Task and assigns it to the NSSC SP AP Lead for the Center
the invoice is posted against. The SP AP Lead then contacts the Contracting Officer for
the contract referenced on the invoice. When the Contracting Officer advises the SP AP
Lead to process payment of the invoice(s), the SP AP Lead notates the SN Task and
assigns it back to the Vendor Maintainer, who unblocks the ZREM for payment using
SAP T-code ZFI_AP_UPDATE and advises the AP SP Lead when the ZREM is
unblocked. The payment team then processes the invoice(s) for payment as usual.
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Step 1 Step 2 Stens
AP CS POC Runs Runs Excel macro 2 Stepd
report from EPLS to compare : i _vendor 5 : ;
¢ et identified, FM AP ZREM is blocked in
in SAM and entities on EPLS VMM blocks ZREM SAP
forwards to FM AP to SAP vendor T e
VMM database :
Step 6 Step 7
Step 5
If vendor ZREM lists CO advises NSSC
Notify NSSC AP parked/posted AP Center Lead VPP
Center Lead VPP invoice, Center Lead on how to proceed
that ZREM is contacts CO to inform with current payments
blocked. vendor is on and any further
Excluded Parties List invoices from vendor.

STEP 1. NSSC CS AP (Control Activity 11.7.5.3)— Runs report and assigns to SP
Vendor Maintainer

A. Execute Exclude Parties List from SAM.gov
1. Log into SAM

2. Iick ata Access tab

ol

File Edit View Favorites Tools Help

) Request (.. &3 Sites\= 2| Cisco Unified CM Console %3 | NSSC Internal Operations.

L Favorites |24 = 74| For NSSC Employee_ L Systen for Awar_ X Y ~ B - & mm - Page~ Safet

Lisa Merring

TN P ANARD MANAGEMENT

MY SAM Welcome, Lisa Herring

Manage My User Roles

My SAM paget
what you need. Tabs across the top take you directly to useful sections in SAM. You will always see them.
inks on the left side of this page give you acoess to different parts of SAM based on YOur user account and
ions. For sxample:

E
Registar/Update Entity a
The
Account Settings ot
Manage My Data Access
Manage My User Roles
Goners [, R e T

new roles.

Register/Update Entity
B v prwsssestvastoyssd .
registration record in SAM is key. Here you will find the links to manage your entity registration record(s). If
you are updating an entity it time in SAM,

Data Access
u are a Federal government user needing access to SAM or havea mission for
, this section you need to request permission.

1 you have any questions, click the Help tab for training materials, FAQs, and contact information for the supporting SAM
Help Desk.

Flease Note: I you had a user account in CCR, EPLS, or FedReg, You need to migrate your permissions from your
Ol user aCCOURE to YOUT Bew SAM user ) as your CCR
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3. Scroll to bottom to Complete File — Last 7 days

4. Pull latest document

5. Open excel file

6. Export to Excel

7. Save file as “Excluded Parties List as MMDDYYYY” to N:\\FM
Division\Accounts Payable_Accounts Receivable\Accounts
Payable\Excluded Parties Lists\EPLS Macro\FY20xx\current month

B. Submit SN case and task to SP Vendor Maintainer
1. Category = Accounts Payable
2. Sub Category = Vendor Maintainer

3. Assignment Group = FM-Accounts Payable L2

STEP 2. NSSC SP Vendor Maintainer — Compare SAP report to SAM report
(Proceed to Step 3 for automated process)

A. Open current EPLS file from N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\Excluded Parties Lists\EPLS
Macro\FY20xx\current month
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STEP 3.

B. Run NASA vendor list in SAP T-Code ZFI_AP_VENDOR_RPT without
parameters to produce a list of all NASA vendors
1. Export report to excel and save at N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\Excluded Parties
Lists\EPLS Macro\FY20xx\current month as “SAP AP
VendorDownload_MM-DD-YYYY”

2. Sort by Vendor Name

3. Open the current EPLS excel file saved by AP CS

C. Compare the vendor name in manual vendor list to the vendor name in the

SAM excel file to identify any matches

D. If no matches are identified, notate “No matches identified” in SN Task

and resolve.

E. If matches are identified, proceed to Step 3 > F

NSSC SP Vendor Maintainer — Compare SAP report to SAM report

A. Open SAP Production Environment

B. Open Excel Click the EPLS tab at top of Excel exclusions spreadsheet

and Click the “Process EPLS File Processing” button

- I ' ‘ ' -
Bafts  Apgewis | ADSTESIJ ASMEE ) ADIRRIEA Gy BHR PG
= AT THE TAREAMAAN -
b

T
#

F
E
2
i

P
S RACHO DA™

FRESETEIRRIRRIRIRERE

$555505555

nam

§eeRiRieis
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C. When the Create New Directory dialog box displays, click “Yes” to create
a new folder for the extract.
Create Mew Directory - — M

The path “M:\Accounts Payable_Accounts Receivableh\Accounts
Payable\EPLIWFY2013\6 March 2013\" was not found. Would you like to create it

now?

k= T — —

D. When the “A script is trying to attach to the GUL.” dialog box displays, click
the OK button.

], Asemtistningto sttach to the GUI.

QK

|

E. The Excluded Parties List in excel is compared to the SAP Accounts
Payable vendor database for any matches. (This may take a few minutes.)

F. Review the output Excluded Parties SAP Exceptions MM-DD-YYYY here:
N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\Excluded Parties Lists\EPLS Macro\FY20xx\current month and
checks for any new vendors that should be blocked for payment

Home Mecos et Page Leyout Formutas Dty Review View Arobat o oe 2@ = |
_ e - = | - gl S=hset- E - A & Quick Print
Calib Moy wmlglee B Gees . ; 5
2 Oy - r'm % > U Oebete ~ | [3] - !'r (4, Print Prevaew snd Prim
e 5 o |l il 4 iR - - + | =f o Condfionsl Format  Cell - Sort Find B
. g w4 R~ D h-A- FERFE @ 5o B | i - w3 Table~ Styles = | 1S0Format = | 2+ Fert eieer -
d 1 Font = Whgrmerk - Hurrier -+ Styles
El6 - &
A [ ¢ | o 3 F G H i 1 X L M
Vendor | Name DUNS Mo, | CAGE Code | Pur, blodk | PstBlogk [Pymi blodk [Del.block (Del fhag | Aot Grosp | KRED | CENTERS NOTES
105081 [TERRA UMIVERSAL INC, 031428527 66054 ZREM 103577 ALL  |5R 2TETSE
129173 |TAKOTA CORP, 040159909 |1vG1S ZREM 126643 ALL  |SA 278780
130623 |ALLLANCE FOR COMPETITIVE TECH DO47Z0898 15069 ZREM HONE ALL =R 27aTS1
135975 |APM, LLC 131362854 | BGLOD ZREM 135454 ALL  [SR 2TRTST
138303 |MPL-G, LLC 45745321 |1KD15 ZREM 103785 ALL _ |5R 278758
143573 |FULLARD ENVIRONMENTAL CONTROLS, INC  |135661323 1061 IREM 143868 ALL  |SR 27ETES
150573 [TRANSOCEANIC SHIPPING COMPANY, INC.  |004455484  [3EHAT ZREM HONE ALL SR 37860

G. If any vendor(s) are identified on the list, the Vendor Maintainer will check
to see if the ZREM is currently blocked for posting.
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1. In the SAP, enter T-Code XKO03, hit Enter

2. Company Code = NASA

3. Purchasing Org. = Center

4. General Data section select all options

5. Company Code Data select all options

6. Purchase Organization Data select all options
7. Hit Enter

8. Select Extras

9. Select Blocked Data

10. Determine if Posting Block exists
s | Display Vendor: Block Data

=)

Vendor 103081 TERRA UNIVERSAL, TMC. FULLERTON
Company Code HASH MASA
Purchasing Org. GEFC|  Goddard Procurement

Furchasing block

Block for quality reasons
Block function

H. If no posting block exists, enter SAP T-Code ZFI_AP_UPDATE_BLOCK to
add a posting block to the vendor ZREM

1. Select Block

2. Enter SN case and task number
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3. Enter Justification
4. Click the execute icon to process the vendor posting block

update.
Vendor Block/Unblock and Status Change Report Utility
@
Vendor (100965
Processing Options
* Processing
|v| Block [ Unblock
| Required Audit Data for update processing
Case Number: Case 00001
Task Number: Task 00001
Requestor Name: Josh King
Justification: Posting block required to stop postings aganst 100965 |

Reporting: Display Block Status Change Log

E Vendor 0000100965 was successfully blocked.

@

I. Create a note on the vendor ZREM using SAP T-Code XK03
I= Service: Attachment lisf
Dnew o]« |@| 2| @] (B |[&] 28] ] F|[]@ ]z
AttachmentForFULLARD ENVIRONMENTAL CONTROLS, INC

l Icon |Title ICreator Name ]Created On 1
| @ | Payment Block - SAM FEB 2013 'Michael Dukes 102/27/2013

J. Ifthe ZREM has a parked or posted invoice(s), assign SN Task to the
center Lead. Add Work Note that current invoice(s) are parked/posted on
the vendor ZREM and they are listed on the EPLS.

STEP 4. NSSC SP Lead — Request guidance on how to proceed with payment

A. Contact Contracting Officer of the contract that the vendor is on the SAM
EPLS. Contracting Officer will advise on how to proceed with payment.
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1. Once the Contracting Officer advises to proceed with payment,
assign task to NSSC SP Vendor Maintainer to remove the posting
block so payment can be made.

Note: The Contracting Officer will advise the Center Lead VPP on
how to proceed with the payment of the invoice. If the Contracting
Officer approves the payment, a copy of the approval should be
attached to the document in SAP. VPP attaches the Contracting
Officer guidance to the SN case, the DRN and the contract /PO in
ME23N/ME33K.

STEP 5. NSSC SP Vendor Maintainer — Unblock vendor ZREM

A. Enter SAP T-Code ZFI_AP_UPDATE_BLOCK
1. Select unblock
2. Enter SN Case and Task number

3. Enter Justification

4. Click the execute icon ¥ to process the vendor posting unblock

update
Vendor Block/Unblock and Status Change Report Utility

{’9

Vendor (100365

| Processng Options
(®) Processing
Block +| Unblock
Requrred Audt Data for update processing

Case Number: Case 00002

Task Number: Task 00002

Requestor Name: Josh King

Justification: \Posting block needing removal for posting against 1009

) Reporting: Display Block Status Change Log

B. Return SN Task to AP Lead to process payment. Once payment is
processed, return SN Task to Vendor Maintainer to reapply block on
vendor and resolve task and case.
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PROCESS 5 — PROCESSING IRS NOTICE OF LEVY

Processing IRS Notice of Levy IRS: IRS Form 668-A, 668-C or 668-D

The NASA Shared Services Center (NSSC) is listed as the paying office on vendor invoices. Occasionally,
the NSSC may receive a Notice of Levy (NOL) from the Internal Revenue Service (IRS) requesting the
NSSC offset the payment of a vendor doing business with one of the NASA Centers. However, the NSSC
is unable to offset payments because the NSSC does not disburse payments. NASA payment files are
submitted to Treasury for disbursement to vendors. Therefore, Treasury will perform the offset of
payments for all Notice of Levy received by the NSSC

e |IRS Notice of Levy is received in Document Imaging
e Case/Task is auto generated and routed to AP L2
e AP L2 ServiceNow POC will review the NOL to determine which Center the NOL pertains to
e AP L2 ServiceNow POC routes the SNOW case/task to the appropriate L3 POC
o AP L3 POC to complete Section 1- Levy Acknowledgement and Section 3- Other information you
believe may help us section with the statement below:
o “NASA uses the Treasury Offset Program. Payment files are submitted to Treasury for
disbursement. Treasury performs the payment offset”
o AP L3 POC uploads the signed NOL into the TechDoc Auto upload folder using the following
naming scheme: Vendor Name_FY XXXX
o AP L3 uploads a copy of the signed NOL into the SNOW task and routes to AR L3 for printing and
mailing
o The above step is only performed by AR L3 while in the mandatory telework phase of
NASA’s response framework to COVID
AR L3 POC update SNOW task confirming that NOL was mailed to the IRS
AR L3 POC routes task to AP L3 POC
AP L3 POC validate that the documents were printed and mailed then resolve task/case

NOTE: The IRS may issue a Form 668-D-Release of Levy/Release of Property from Levy after receiving
the NSSC response to the NOL. If Form 668-D is received, AP L2 should route to AP L3 for filing

AP L3 will rename the Form 668-D to vendor/taxpayer’s name and upload into the TechDoc auto upload
folder- no further action is required
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METRICS
Initiating Deliverable Receiving Metric
Office/Entity (Output) Office/Entity
FMD/AP Payment of Vendor | Vendor Process and Pay
Invoice 98% of invoices
On-time.

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

<98% Red:<=97%

FMD/AP Payment of Vendor | Vendor Pay no more than
Invoice $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 Vendor 95% of advances
Fund 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,
PPS

bReady Portal/
Web Access Tool
(WAT)

System used for
retrieving Pre-Edit
Report

User Role at NSSC

SAP/IEMP, SPS

Pay.gov

System used for
notification of
Electronic Funds
Transfer
Cancellations

User Role from
Treasury

Secure Payment Secure Payment User Role from SAP/IEMP
System (SPS) System for certifying Treasury
payments to Treasury
Treasury Check Treasury System User Role from
Information System | used to view and/or Treasury
(TCIS) cancel check payment
ITS.gov Treasury System User Role from
used to process Treasury
foreign payments
TechDoc/DI System used for User Role at NSSC AWMS
capturing invoice
images
AWMS System for receiving | User Role at NSSC TechDoc/DI
and tracking invoices
SAM System used to verify | User Role at NSSC SAP
vendor information
IPAC Treasury System User Role from

used to view
and/or process
Intra-governmental
payments

Treasury
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IT System Access IT System Interfaces
IT System Title Description Requirements
Payment Department of User Role from SAP
Management Health and DHHS
System (PMS) Human Services

(DHHS) System
used to view
and/or process

AP Grants/Letter of

Credits
Wide Area Work Department of User Role from None — used for audit
Flow (WAWF) Defense (DOD) DOD/WAWF purposes only after April
system used for 15, 2018
electronic invoices
Invoice Routing System for routing User Role NSSC SAP
Information and tracking invoices
System (IRIS)
ServiceNow (SN) | System for vendor, User Role at
customer inquiries NSSC

and NSSC internal
communication.
PRISM Legacy | System used to view User Role at https://pls.nasa.gov/prism-

Legacy contract NSSC legacy-ui
information
Procurement for | Procurement Award User Role at SAP
Public Sector Application NSSC
(PPS)
Invoice US Treasury system User Role at SAP
Processing used for electronic NSSC

Platform (IPP) invoices
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CUSTOMER CONTACT CENTER STRATEGY

The NSSC Customer Contact Center (CCC) Service Delivery Guide provides details
regarding menu positioning, routing, and escalation of inquiries for this activity.
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APPENDIX A — VENDOR REFUND PROCESSING

EPSS Job Aid: https://epss.nasa.gov/gm/folder-
1.11.5688987?mode=EU&amp;primaryCSH=Vendor,Refund,Processing,

A vendor may issue a refund following overpayment due to some unanticipated change
during or after the execution of a contract or award.

If funds are canceled, the refund must be processed by Accounts Receivable (AR) as a
miscellaneous receipt. For refunds to be applied back to either unexpired or expired
funds, select the appropriate procedure detailed in this job from the following scenarios:

Scenario 1.a.: Original payment made in a prior fiscal year in a currently unexpired
fund, and the PO is not yet closed

Scenario 1.b.: Original payment made in prior fiscal year in a currently expired fund,
and the PO is not yet closed

Scenario 2: Original payment made in a prior fiscal year, but the PO is now closed OR
the payment was not PO-based

Scenario 3: Original payment made in the current fiscal year and the PO is not yet
closed

Scenario 4: Original payment made in the current fiscal year and was not PO-based
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Collection Source
Vendor
Refund ; ) Pay.gov
5 i Moo Fs2 Check! | \oac casn | FEIWIre | o ditcara | FoY-9OV
cenarios Memao Clearing Cash M ot Cash Cash ACH Cash
Doc Type Doc Type Account ceou Account s Account
Account
Original | MM
payment Credit
made in Memo;
aPriu[r KW K3 10105215 | 10105100 | 1010.5220 | 10105225 | 10105240
Fiscal 2-way
Year PO
M
Credit
Memo:
KW K5 10105215 | 10105100 | 1010.5220 | 10105225 | 10105240
J-way
2]
Fl
Credit
Mema KW K 10105215 | 1010.5100 | 1010.5220 | 10105225 | 10105240
(no
PO)
Original HI'-.-'I_
payment Credit
made in | Memao: RE* Kzes
the 1010.6150 | 1010.8100 | 1010.8200 | 10108300 | 1010.8400
Current | 2-way
Fiscal PO
Year Ml
Credit
Mema: . .
RE KZ 1010.6150 | 1010.2100 | 1010.8200 | 1010.8300 | 1010.8400
3-way
PO
Fl
Credit
Memo KG* KZ* 1010.6150 | 1010.8100 | 1010.8200 | 1010.8300 | 1010.8400
{no
PO

* Document Type ZC should be used for current year IPAC refunds.

** Document Type Kl should be used for current year IPAC refunds and travel advances
for prior years.
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Scenario 1.a.: Original payment made in a prior fiscal year in a currently
unexpired fund, and the PO is not yet closed

Display Document: Line Item 002
wlal.2(v]«[a]s addtional Dot | withholding Tax Data |

Vendor (k31655 [3) NORTHROP GRUMMAN SYSTEMS CORPORA G/L Acc 21101080
Company Code |NASA ONE HORNET WAY

Agency EL SEGUNDO Doc. no. 5601652912
_Uine Ttem 2 / Involce / 31

Amaunt 7,851.64 usD

Bus. Area 22

Disc. base 7,851.64 USD Disc. amount |@.90@ UsD

Payt Terms  (NT3@) Daysjpercent (32 [0.000 (X @ [0.000 %[0

Eiine Date @8/16/2012 Fixed

Pmint Block Tnwoice ref. ' /a

Payment cur. Pmnticamnt .68

Pmt Method  © Pmt meth.supl. 23

Payment Ref.

(Clearing 99/84/2012 / 1000127953 )

Collect.inv. )

Assignment 40 —— |
Text W, Longtext ||

The original payment occurred in a prior year for PLI 7, service entry sheet
1003349626:

In this example, the Vendor sends check #12345 as a refund in the amount of
$5,000.00.

= Post a credit memo using t-code MIRO. NASA Agency policy is to post against the
latest disbursement, unless the document is a Goods Receipt or specifically
references a prior invoice, using document type KW.
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_Enter Incoming Invoice: Company Code NASA

| Show PO structure || Show workdist || 1 || Hold |[=% Wl » |8 Help |
Transaction Credit memo -] oc@  Balance | a.8e | uUsD
- Beslcdatn |, Payment ffTEETR Tax  Withholdingtax |, Confacts , Nofe | Vendor 0000131655 Tr
| NORTHROP GRUMMAN SYSTEMS CORPORATICIE]
| unpl.Del.css ONE HORNET WAY
| Currency uso Exch,Rate | 1.00000 EL SEGUNDO CA 902452804
| Doc. Type | KW (Vendor _refunddl; = Tnv. Party 131655 18 I
| Inv.reqptdate  02/87/2013 Bus. Area 22 =)
| Assignment [} 2110. 1000 :
:._ : Reason f. delay IPMORGAN CHASE BANK |m or |
!
I Purchuse Order/Scheduling Agreement @ [nncescaisc| | & Goods/service iterns i

Layout NASA Definsit

|

‘ Ttem _[Amount TQuantity GR_[Or_[Purchase O_|item PO Text [
| 5,000,600 5, =
! =

ce 0

|

= Clear using t-code F-52 with document type KS and select the applicable cash
account for each collection source (1010.5215, 1010.5100, 1010.5220, 1010.5225,

1010.5240).
Post Incoming Payments: Header Data
| Process open items |
Document Date |02/@7/2013  Type Company Code NASA
Posting Date @2/08/2013  Period 5
Document Number
Reference
Doc.Header Text Trading part.BA
Clearing text '
| Bank data
{ Account 1910.5215 | Business Area |22 |
Amount  5000.00
| Bank charges
Whaﬁate : 82/08/2013 Profit Center
| Text ——  Assignment
| Open item selection Addiional selections
._lu;u:ﬂ "131655 ;ﬁm
Account Type K [ Other accounts © Amount
Spedal G/L ind ¥ Standard Ols O Document Number
| Pmnt advice no. | O Posting Date
[ Distribute by age O Dunning Area
[ Automnatic search O Others
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‘Doc.Typa : KS ( Vendor Put 4872 ) Normal document — =
Do, Humber 1500847003 Company Code RASH Fiscal Year @13
Doc. Dake @1/a7/2813 Posting Date 02/08/2013  Period L3
Calculate Tax

Doc. Currency USD

tn| P RO | KR T pr—— RO D | R P T | WA | GRS | YRR | v
1/40|1010.52155F215 Cs & Ck Coll 5,080.00 CASH NO&FED
2| 35| 131855 NORTHROP GRUMMAN SYS 5,009, 88- LIiag NONFED
a0

Bac.Type < Bt ( Budgetary ledgor doc ) Meemal document

Doc. Musber  4BBBS569953 Conpany Code  NASA Fiscal Year 2013

Doc. Date 02/67/2013 Posting Date 82/08/2013 Period L.
Calculate Tax [

Ref.Doc. 20000007 78922374
Doc. Currency USD
Doc. Hdr Text BUDGETARY LEDGER

ltn|PK|Account | Account short text | [Fund et xe| Trpr | Taxt

504901 .0000 | Delivd Ords Obs Unpd 5,000,080 22 831102.82.93,0962.12 CASX1281 2R | NOHR HONFED
48{£972.0000| Onid PY Paid D OR Ob 5,000 00 (22 ©31102.92.03.0962.12 CASX1201ZR | NOMR MONFED

For refunds of prior year payments in an unexpired fund, 4972.0000 will be debited
instead of 4902.0000 when these document types are used.

Following the recording of the credit memo, the Center will enter a Journal Voucher
(JV)--debit to account 4590.1000 and credit to account 4310.0000--using Document
Type “BZ” to record the recognition of the anticipated recovery.

Scenario 1.b.: Original payment made in a prior fiscal year in a currently expired
fund, and the PO is not yet closed

Display Document: Line Item 002

Vendor B31655  [3) NORTHROP GRUMMAN SYSTEMS CORPORA G/L Acc | 2110.1060
Company Code NASA ONE HORNET WAY
Agency EL SEGUNDO Doc. no. 5681652912
AJ'I'_IOlIl'lt 7,851.64 usD
Bus. Area 22
Disc. base 7,851.64 USD Disc. amount @.ee usp
Payt Terms | NT30 Daysfpercent (32 |0.000 [% @ ©.000 % 0
Bline Date  08/10/2012 Fixed [
Pmnt Block Invoice ref. / /@
Payment cur. Pmntfc amnt |0.00
Pmt Method D Pmt meth.supl. 22
Payment Ref.
(Cleu'ing 09/04/2012 / 2039127053]
Collect.inv. 8
Assignment 40

Text [ [% Longtext |
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The original payment occurred in a prior year for PLI 7, service entry sheet
1003349626:

Layout NA!
Item  [Amount an GR |Or [Purchase O [item [PO Text Reference D |Sr

In this example, the Vendor sends check #12345 as a refund in the amount of
$5,000.00.

= Post a credit memo using t-code MIRO. NASA Agency policy is to post against the
latest disbursement, unless the document is a Goods Receipt or specifically
references a prior invoice, using document type KW.

Enter Incoming Invoice: Company Code NASA

Show PO sucure | S workt | ] Hold | St ][ Messnges 1 i |

Transaction Credit memo n coa  Balance 0.8 USD

, :

NORTHROP GRUMMAN SYSTEMS CORPORAHGE

| Unpl. Del. Csts | ‘ ONE HORNET WAY

Currency. uso Exch. Rate | 1.08000 EL SEGUNDO CA 90245-2804

Doc. Type KW (Vendor refund 49 = Inv. Party 1131655

Inv. recpt date 02/67/2013 Bus. Area {22 ‘ E E

Assignment GL 12110. 1000

Header Text | —

Reason {. delay | [EEMORGAN CHASE BaC @ or

i Purchase Order/Scheduling Agreement ®  |NNCOSCA1SC E Goodsfsarvice items

Layout NASA Default

o
|I Tttem _ [amount [Quantity GR [Or_[Purchase O [item [PO Text Reference D [Smart Number  [Acct Asé |
| 5,000.00 5,000 _]}

= Clear using t-code F-52 with document type KS and select the applicable cash
account for each collection source (1010.5215, 1010.5100, 1010.5220, 1010.5225,
1010.5240).
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Subject: Accounts Payable Reporting & Supplemental Processes SDG

Post Incoming Payments: Header Data

1 Process open items
Document Date e2/e7/2013 Type Company Code NASA
Posting Date 82/08/2013  Period 5
Document Number
Reference
Doc.Header Text Trading part.BA
Clearing text
| Bank data
|(Account 1010.5215 Business Area |22
Amount 1500009
Bank charges
Value date 82/08/2013 Profit Center
Text Assignment
Acoount 1131655 ® None
Account Type K [ Other accounts O Amount
Spedal G/L ind 4 Standard Ols O Document Number
Pmnt advice no. O Posting Date
[ Distribute by age O Dunning Area
[ Automatic search O Others
‘Doc.Typa @ KS ( Vendor Pat 4972 ) Wermal document — = ————
Doc. Number 150004203 Company Code RASA Fiscal Year 013
Doc. Date o1/e7/2013 Posting Dote 02/08/2013 Period 5
Calculate Tax
Doc. Curréncy USD
1| 40)1010.5215{5F215 Cs & Ck Coll , 004,00 CASH NORIFED|
2| 35131855 NORTHROP GRUMMAN SYS 5,000, 00- L1aR NONFED|
.90
‘Doc.Type : BL ( Dudgerary ledger doc ) Noesal document e
Dac. Number 4890569953 Company Code MASH Fiscal Year 013
Doc. Date 02/07/2013 Posting Dete 02/08/2013  Period o5
Calculate Tax
Ref.Doc. 3000000778922374
Doc., Currency USD
Doc. Mdr Text BUDGETARY LEDGER
Ltm Pk |Account  |Account shoet text | Amount ~ Funded Progras  fund  |cemt Ite|Te.Prt |Text
1| 50| 49910060 [Delivd Ords Obs Unpd 5,009.00-|22 #31102.92.93.8962.12 CASX1201 27 | NONR NONFED
2| 402972 . 0800 Onad PY Paid D OR Ob 000,00 |22 ©31102.962.03.0962.12 CASX12012R |NONR NONFED
e.00

For refunds of prior year payments in an expired fund, 4972.0000 will be debited
instead of 4902.0000 when these document types are used.

Scenario 2: Original payment made in a prior fiscal year, but the PO is now
closed, or the payment was not PO-based

Accounts Payable submits an Invoice Data Request / Bill of Collection Form (IDR/BOC)
referencing the account assignment to Accounts Receivable for posting to the fund.
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= The AP IDR/BOC Form is located at: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Receivable\AR Forms and Templates\BOC Templates

Scenario 3: Original payment made in the current fiscal year and the PO is not yet
closed

Display Document: Line Item 002
]2+~ [@]#_addtional Data [ Withholding Tax Data |

Vendor h27987 [ﬂ) OVERLOOK SYSTEMS TECHNOLOGIES, INC. G/L Acc  |2119.1000
Company Code | NASA 1950 OLD GALLOWS RD

Agency VIENNA Doc. no. 5601729117
Line Item 2 / Invoice / 31 - -
Amount 22,091.11 usp

Bus. Area 10

Disc. base 22,091.11 USD Disc. amount ©.e@ usb

Payt Terms  NT3@ Days/percent (29 ©.000 %X © ©0.000 %0
Bline Date @1/03/2013 Fixed |

Pmnt Block Invoice ref, / /e

Payment cur. Pmntfcamnt ©.e@

Pmt Method D Pmt meth.supl. 18

Payment Ref,
(Clearing 01/22/2013 / 2000039274

Collect.inv. @

Assignment , ,

Text % Long text l

Assuming current year is FY13: the original payment occurred in a current year for PLI
20, service entry sheet 1003480621.

Layout  NASA Default 8
[Reference D [Smart Numbet Acct

In this example, a $200 refund is issued and is referencing services associated with
SES 1003480621.

* Post a credit memo using t-code MIRO. NASA Agency policy is to post against the
latest disbursement, unless the document is a Goods Receipt or specifically
references a prior invoice, using document type RE (default).
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Subject: Accounts Payable Reporting & Supplemental Processes SDG

Enter Incoming Invoice: Company Code NASA

[ Show PO structure || Show worklist || ]/ Hold [[@

s ]“ Messanes Hu Help |

Transaction Credit memo o

uUnpl. Del. Csts

ool Balance @.04 UsD

OVERLOOK SYSTEMS TECHNOLOGIES, INC. m
SUITE 400

Currency usn Exch, Rate 1.00000 1950 OLD GALLOWS RD
[Doe. Type RE (Invoice - gross)  © |Inv. Paty 127987 VIENNA VA 22182:3933
Iny. recpt date 02/07/2013 Bus. Area 10
Assignment GL 2110, 1000
Header Text Bank acct |
Reason 1. delay BRANCH BNKG AND TRUST CO OF VA | O
Purchase Order/Scheduling Agreement ®  NNH11CCR3D

1Quanty

tem  [Amount
209.

Clear to cash using t-code F-52 with document type KZ and select applicable Cash
Account for each collection source (1010.6150, 1010.8100, 1010.8200, 1010.8300,

and 1010.8400).

_Post Incoming Payments: Header Data _

|| Process open items

Document Date  ©2/07/2013  Type (x2) companyCode  [masa
Posting Date 02/08/2013  Period 5
Document Number
Reference
DocHeader Text Trading part. BA
Clearing text
 Bank data
(Account 1010.6150 | Business Area 10
Amount _ le0.80
Bank charges
Vdue_tldz ' | 92/08/2013 Profit Center | _
Ted Assigoment | |
AL S S R
Account 1 O Amount
Spedal G/L ind ¥ Standard Ols © Document Number
Pmnt advice no. _] C Posting Date
[ Distribute by age O Dunning Area
[] Automatic search O Others
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Doc. Nusber 150004 2005 Company Code NASA Fiscal Year 013
Doz, Date @2/07/ 2013 Posting Date 02/08/2013  Pericd L
Calculate Tax I

Doc. Currency USD

-|n-m—m__nin-

| 4010106150 | Chack & Cash Rof CY e .00 CASH NOHE LD
2| 35| 127987 OVERLOOK SYSTEMS TEC 209, @8- L1AB NOHF ED

L | 8.0

Doc. Number AB8A569058 Company Code HAasa Fiscal Year 213

Doc. Date @2/07/2013 Posting Date 02/08/2013  Period a5

Calculate Tax [

Ref.Dac. 3000000778522383
Doc. Currency USD

Doc. Hdr Text BUDGETARY LEDGER

tunlexfaccomt | decount short test | amouek|Funds Conten  [Funded progran  [rund[cmme Teo| Tropr|Tant

EXCX220130 | NONR NONF ED
EXCX220130 | HONR NONFED|

1|50|4961.9608|Delivd Ords Obs Unpd 200.06- 18 139432
2| 402902 0008 Delivd Ords Obs Paid 200.00 |10 439432

For refunds of current year payments, 4902.0000 will be debited when these default
document types are used.

Scenario 4: Original payment made in the current fiscal year and was not PO-
based

In this example, the vendor has issued a $50 refund that does not reference a PO.

= Post a credit memo using t-code FB65 against the related account assignment using
document type KG.

Enter Vendor Credit Memo: Company Code NASA

[& Tree on | Company Code [@ Hold |[F¥ Simulate ||& Park |[# Editingoptions |

Transactn | Credit memo o Bal. @.89 s -}
A
—m | ganve -
[ vendor 111490  SGLiInd j LANDSTAR RANGER, INC.
|| Inv. recpt date ~ @2/@7/2013 | LANDSTAR
| Document date  @2/07/2013 Reference  Sample Refund 13410 SUTTON PARK DRIVE SOUTH
PostingDate  82/08/2013 JACKSONVILLE FL 32224-5270
: WTH_DE KG (Vendor u'edbtrn]
| Amount ~ 150.08 usp | [ Calculate tax
T | | Bank Number
| Paymt terms 29 Days net | | BANK OF AMERICA, NA, BANK OF AME

é
d
E.‘
:

fn
10

- '5130.2290 demredim 58.08 50.80
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= Clear to cash using t-code F-52 with document type KZ and select applicable cash
account for each collection source (1010.6150, 1010.8100, 1010.8200, 1010.8300,
and 1010.8400).

Post Incoming Payments: Header Data

| Process open items
Document Date 02/67/2013| Type Company Code  Masa
Posting Date 02/68/2013  Perlod 5
Document Number
Reference
Doc.Header Text Trading part.BA
Olearing text
Bankdata =
{(Acount _ 1e10.6158 ) Business Area |51
Amount |
Bank charges
Value date 92/08/2013) Profit Center
Account |111498 | ndn e e eI
Account Type K (] Other accounts O Amount
Spedal GLind | [+ Standard Ols O Document Number
Pmint advice no. ' O Posting Date
[ Distribute by age O Dunning Area
[ Automnatic search O Others

Doc. onpar NASA Fiscal Year 013
Doc. Date a2/07/2013 Posting Date  ©2/08/2013  Period s
Calculate Tax [

Doc. Currency USD

mummmmmmﬂmm

1|48|1018.6150|Chack & Cash Ref ¥ 5a.8a CASH HONFED|
2|35/ 1114599 LANDSTAR RANGER, INC 50.89- L1a8 HONFED
L X

Doc.Type : BL ( Budgatary lsdger doc ) Mormal docusemt
Doc. Nusbor ABRSS69B58 Conpany Code nNasA Fiscal Year 2013

Doc. Date 92/07/3013 Posting Date  ©2/08/2013 Period L
Calculate Tex
Rof .Doc. IB0OPA8T IE92238E

Doc. Currency USD
Doc. Hér Text BUDGETARY LEDGER

Tt | P m|m
1|58 2901 8080 |Delivd Ords Dbs Unpd 58.88-151 765134 SCEX2281 30 | NONR HONFED
2| 40{2902 . 0060] Delivd Ords Obs Paid 50.00 (51 769134 SCEX220130 | HOHR NONFED
| -

For refunds of current year payments, 4902.0000 will be debited when these default
document types are used.

References:
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1. OCFO - Anticipated Recovery Guidance

2. EPSS Vendor Refund Processing Job Aid - https://epss.nasa.gov/gm/folder-
1.11.56889870riginalContext=1.11.8190

Treasury Financial Manual (TFM) Supplement — USSGL TFM Part 2 for current

Fiscal Year Reporting -

https://tfm.fiscal.treasury.gov/v1/supplements/ussqgl/ussgl part 2.html
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APPENDIX B — REFUND POSTING DOCUMENT TYPES

Accounts Accounts Accounts
Collection Source Payable/Travel Credit | Payable/Travel Clearing | Payable/Travel General
Memeo Document Type Document Type Ledger Clearing
Account
Cash/Checks
Check- Current Year MM = RE MM = KZ 1010.6150
(CY)
Exception:
Posting itlemns that are = T _
Frabean ¢ Adjustments Fl - KG Fl- KZ 1010.6150
musi be posted using
1010.6150
Check- Prior Year MM = KWW MM — K3 1010.5215
(FY) FI- KW Fl- KV 10105215
Fedwire
Fedwire-CY MM = RE MM = KZ 1010.8200
Fl- KG Fl - KZ 1010.8200
Fedwire-PY MM = KW MM = KS 1010.5220
Fl - KW Fl = KW 1010.5220
| Pay.gov Credit Card - _
Pay.gov Credit Card- MM — RE MM — K2 1010.8300
CcY
Fl - KG Fl = KZ 1010.8300
Pay.gov Credit Card = | MM = KW MM - KS 10105225
PY | _
Fl - KWW Fl — KW 10105225
Pay.gov ACH
Pay.gov ACH- CY MM — RE MM — KZ 1010.8400
Fl - KG Fl = KZ 1010.8400
Pay.gov ACH-PY MM = KW MM = KS 1010.5240
Fl - Kw Fl = KV 1010.5240
IPAC
IPAC -CY MM = ZC MM = KI 1010.8100
FI—2C FI—Kl 1010.8100
IPAC -PY MM =ZC MM = KI 1010.5100
FI—2C FI—Kl 1010.5100
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APPENDIX C — VENDOR AUDIT INQUIRIES

1.

In connection with annual audits of vendor’s financial statements, vendors will submit
letters to the NSSC to validate account balances, invoices received, etc.

2. The VPP will validate the requested information on the vendor’s letter and submit a

SN task to AP L3.

3. AP L3 will review and sign the letter and return ticket back to AP L2 for mailing to the

vendor.

Example of Letter:

P
e ey Sed Applicans Lruts ciomal Corp b =
1710 SAKS Trrive MeLean, VA 22102 %
o
=
[
December 4, 2015 g
MASA Shared Services Conter %
Michelle Berdus -
HASAShared Services Cemer g
Ridg 11110, Jorry Hlsss Rad w
Seennda Space Ceamter, MS 395209-0001 (]
Dear PBusiness Manager: .
v
T eonmecthon wirk the annasl asdit of our financial aetements, please svamdne canefully the scoompanying invelos pre
and elther confinm ihe comeciness or repont sy difforences direcily o our aaditons, Deloibie & Touche LLF. ﬁ
Dur records show that as of Detaber 30, 2015, the fallewing iInveics was sntstanding and owed to us: E
_ dce Dy ¥ _ Imwvolce Duie Tovolce Amount Frofject 1I} Numiver =
__IMV-0003465171 10719415 £E50124]1.93 1995968 o
&
[
=

A copy of the invoice hai been attached to this letter for your eonmvenience, u-{
-
Please mail a signed copy of thia reg in the 1f-ad envelope 1o the following nddresa: =
Deloitte & Touche LLP §

Adin; Carrison Sarrcti
THOO Tysons One Place, Saive 800
MeLean, VA 2210Z-421%

Please ALSC fax & copy of your responss 1o B65-843-2511,

If thie emeoumt shown above s in ag i weith your in, please check *A™ below.
If the i mo i g wiith your . plosss chock and complese "B bolow and anach any
b SUPPOTINE your sated balanee.

Adber selecting e approprisle response, please sign and date your reply and mail it direcily o owr suditors in the
enclosed sclf-addressed lope. ¥iour Han 10 this will be appreciaied, This confir jon s
ned @ reguest for paymnentl; please DM MOT SEND PAYRMENTS (0 owr audilors.

Yours very traly,

Direetor of Accounting
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Freem Snence 0 Safens Science Applications International Corporation
1710 SAIC Drive McLean, VA 22102

CONFIRMA TION

A The invoice of $5,012411.93 dated 10/19/15, as detailed in the sccompanyinag invoice was outstanding
as of Dctober 30, 2015 and agrecs with my reconds.

B. [] The amount in the sccompanying invoice is not in agreement with my records, My records show
5 was outstanding &8 of October 30, 2015,

The difference may be due to the following:

LISA HERRING S sz -~

—

12/15/3015
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APPENDIX D - RECAPTURE AUDIT PROCESS

The Recapture Audit is a review of vendor accounts and SAP invoice documentation to
determine if erroneous payments (e.g., duplicate payments, payments to wrong vendor,
etc.) were made to a vendor. The Recapture Auditors perform this audit by completing
two primary activities:

= Contact certain NASA vendors and request they review their accounts to
determine if they have been erroneously paid (e.g., overpaid via duplicate
payment)

= |dentify a sample of invoices from SAP, request the NSSC to provide invoice
documentation and review the documentation to identify erroneous payments.
The sample is sent to the NSSC via the NASA Audit Tracking System (NATS)
and NSSC Internal Controls (IC) forwards this request to NSSC AP. NSSC
AP pulls the appropriate audit documentation and NSSC IC sends back to the
auditors via NATS.

NOTE: If NSSC AP discovers an erroneous (e.g., duplicate) payment at this
time, a bill of collection will not be generated at this time. For purposes of the
Recapture Audit only, an erroneous payment discovered during the process
outlined in item #2 above is not considered a valid item for collection until it is
approved by the Center CFO.

Once both the information from the NASA vendors and the requested AP invoice
documentation is reviewed, the Recapture Auditors and Quality Assurance Division
(QAD) compile a package documenting the possible overage. The package is then
forwarded to the Center CFO for concurrence or non-concurrence. The Center
forwards the signed package to OCFO QAD POC. The QAD POC attaches the NSSC
Recapture coversheet (below) to those packages that were approved for collection by
the Center CFO and forwards to the NSSC IC POCs.

NSSC IC receives a collection package via NATS from OCFO QAD. NSSC IC
documents the collection package in the “Tracking of Recapture credits” spreadsheet
located at N:\Financial Accounting Branch\Audit\Recovery Audit\Tracking of Recapture
Credits
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Company Date red Senl 1o NSR Resclved Date Comments
Mational instruments GRC $1.547.51 2/22/2013 Lisa nesring [a3sass] 1DR Form created on 3/12/13
Global Science & Tech Grsc 528523 3/1a/2013 Nikki Tubbs | 240131 1DR rorm created on 3/21/13
Dassault Systems Simulia Grsc £9,888.00 3/14/2013 Mikki Tubbs |2240118] 1DR rorm created on 3/21/13
Sent back to Jil on 4/02/13
because it is 3 purhase card
Measurement Specialties inc GRC $527.97 4/1/2013 Line Herring | na credit as opposed toa BOC
30 Systems Inc LaRC | 557 .80 £60.00 5/2/2013 Lisa Herring
INC 1025605 and INC 592512
submatted for this collection
PCB Piezotronics Inc GRC 52,020.00 5/6/2013 Liza Mesring pxckage

STEP 1. NSSC IC — Creates a SN Case/Task that includes the collection
package, marks it as high priority and forwards to NSSC AR L3 for
processing.

STEP 2. NSSC AP CS — Reviews package, forwards SN Task to NSSC AP SP and
request for the package to be analyzed and Invoice Data Requirements
(IDR) form to be completed (if required).

STEP 3. NSSC AP SP — Analyzes the erroneous payment and determines whether
IDR is required.

A. If a bill is required, an IDR form should be created and attached to the
Task. The IDR should include “FOR RECAPTURE AUDIT” in the
“Explanation of Debt” section and should include the appropriate
indicator for Recapture Audit.

B. If a bill is not required (i.e., a credit was issued by vendor on subsequent
invoice), AP L2 will update the notes of the Task by documenting the
subsequent invoice where the correction was made and attach a copy of
it to the Task.

Note: The vendor may have sent in a correction via a subsequent
invoice, therefore, an IDR is not required because the payment has
already been “collected”.

C. Returns Task to AP CS for review.

STEP 4. NSSC AP CS - Validates and assigns SN Task to AR SP

STEP 5. NSSC AR SP — Determine if BOC is required
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A. If bill is required - creates a Bill of Collection in SAP and sends the bill to
the vendor/customer. Updates the AR Improper Payments Audit.xls
spreadsheet with new receivable

B. If bill is not required because the amount has already been credited
through the AP invoice process, the AR Improper Payment Audit.xls
spreadsheet is updated with the credited invoice information.

C. Submits SN Task to AR CS to validate spreadsheet

STEP 6. NSSC AR CS - Validates spreadsheet and assigns SN Task to NSSC IC

STEP 7. NSSC IC - Updates the IC “Tracking of Recapture credits” spreadsheet and

resolves the SN Task.

Monthly Recapture Tracking Actions:

NSSC AR L2 updates the Improper Payments Audit.xls spreadsheet on a monthly basis
to reflect those bills and/or collections processed each month related to the Recapture
Audit. If there were no changes during that particular month, a file for that month is still
created. The following process is followed and tracked via SN:

STEP 1. NSSC AR SP - Updates the spreadsheet, creates a SN Case/Task, marks it

High Priority and forwards it to AR L3 for review.

STEP 2. NSSC AR CS - Validates spreadsheet and assigns SN Task to AP CS

STEP 3. NSSC AP CS — Reviews spreadsheet and assigns SN Task to AP SP for

analysis

STEP 4. NSSC AP SP — Analyzes the spreadsheet and determines whether a

collection has been received via invoice credit.

A. If collection has been received via invoice credit, AP L2 makes a note in
the log indicating which bills received a credit, attaches backup
documentation to Task and forwards to AP L3 for validation.

1. AP L3 sends the Task to AR L2 for spreadsheet update.
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2. Once update is complete, the spreadsheet is attached to the Task
and forwarded to AR L3.

B. If no collection has been received via invoice credit, AP L2 updates the
Task noting that there are no credits and returns to AP L3

STEP 5. NSSC AP CS — Reviews the results and assigns SN Task to AR CS

STEP 6. NSSC AR CS - Validates results and assigns SN Task to NSSC IC.

STEP 7. NSSC IC — Reviews spreadsheet, ensures clarity, forwards to OCFO QAD
and resolves SN Task.
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APPENDIX E - IDR FORM

AR Invoice Data Requirements Form

k4 Floace =cisblich a blll wigh tha following requirsenenbs.
Mame: SM Casea - BOC Reguest #
Center : SM Case - Collection Received #
. SM Casea - Rescind # (if applicablal
Address: Customers
Date of Cash Disbursement:
Contract / PO Mumbsar: AR BILL
Criginal 5AP Document Refereance
MNumb-er (CHRM): AP CREDIT NMEEMD
SAP Account & AP CLEARING DOC
EINTIM: AR CREDIT MEMD

TOTAL AMOUNT:

IPLEASE PUT AN "X" IN APPROPRIATE
IF AFPLICAELE

Recoup Funds dus to Erronscus
“Wendor Payrrent

CR MEMO Csnnot b= Consumed by
Drebit Invoics

AF Closad Contract

“endor Fefund due to Retumed
Itemis

“Wendor Refund due to Owerbilling of
Goods{Services

P-Card Refund due to Emmoneocus Uss
of P-csrd

Failed DM (Open Funds)

AF Closad Gram

Employes Training Refund

Andemal Info

Refund o the Appropriation Bill Requires All Data Listed Below

Gl Account
TAS (if Fegeral Cuc 1z

Cost Center:
Internal Crder:
WHS:

Fund:

Fund Center:

Submitted by:
Date:
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APPENDIX F - ACRONYM LIST

Acronym Definition

ACH Automated Clearing House

AFRC Armstrong Flight Research Center

ALC Agency Location Code

AP Accounts Payable

AR Accounts Receivable

ARC Ames Research Center

AWMS Accounts Payable Work Management System
BOBJ Business Objects

BOC Bill of Collection

CCC Customer Contact Center

CM Credit Memo

CcO Certifying Officer

CS Civil Servant

DHHS Department of Health and Human Services
DI Document Imaging

DOD Department of Defense

DRN Document Reference Number

EPLS Excluded Parties List System

EPSS Enterprise Performance Support System
FDFAR Functional Detail Form Accounts Receivable
Fl Finance Invoice

FIDO Federal Interagency Databases Online

FM Financial Management

FMD Financial Management Division
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FMS Financial Management Services

FY Fiscal Year

GL General Ledger

GOALS Government On-Line Accounting System
GRC Glenn Research Center

GRS General Records Schedule

GSA General Services Administration

GSFC Goddard Space Flight Center

HQ Headquarters

IAT International ACH Transaction

IDR Invoice Data Requirement

IEMP Integrated Enterprise Management Program
IPAC Intra-Governmental Payment and Collection
IPP Invoice Processing Platform

IRIS Invoice Routing and Information System
IRS Internal Revenue Service

ITS International Treasury Services

JPMC JP Morgan Chase

JSC Johnson Space Center

KSC Kennedy Space Center

LARC Langley Research Center

MRI Master Records Index

MSFC Marshall Space Flight Center

NASA National Aeronautics and Space Administration
NMO NASA Management Office

NOL Notice of Levy
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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
PDF Portable Document Format

PLI Purchase Line ltem

PMS Payment Management System

PO Purchase Order

POC Point of Contact

PPA Prompt Payment Act

PPS Procurement for Public Sector

SAM System for Award Management
SAP Systems, Applications, and Products
SF Standard Form

SN ServiceNow

SP Service Provider

SPS Secure Payment System

SSC Stennis Space Center

TCIS Treasury Check Information System
TMF Treasury Financial Manual

T-Code Transaction Code

VPP Vendor Payment Processor

WAT Web Access Tool

WAWF Wide Area Workflow






