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1.0 Introduction

The National Aeronautics and Space Administration (NASA) Shared Services
Center (NSSC) will process Intra-Governmental Payment and Collections (IPACs)
for all NASA Centers. In accordance with federal regulations and NASA policy, the
NSSC is responsible for providing IPAC and required reporting for vendor
payments. The NSSC shall provide voucher examination and payment services
including assembling, reviewing, processing, recording, reporting, and reconciling
IPAC’s. The NSSC shall process all documents in accordance with the NASA
Procedural Requirements (NPR), NASA’s Enterprise Performance Support System
(EPSS), and other applicable federal regulations and NASA policies and
procedures. The NSSC shall process payables from the receipt of the initial IPAC to
its posting based upon acceptance by NASA.

2.0 Purpose
Receipt of IPAC Invoices

IPAC invoices are retrieved from the IPAC.GOV system and time and date-stamped
upon receipt at the NSSC. This results in a full-text indexed electronic document
cataloged in the NSSC Library. The invoices are retrieved by the IPAC Vendor
Payment Processor (VPP), from the Accounts Payable Work Management System
(AWMS), who performs initial checks (i.e., Agency Location Code (ALC)
information, contract number, dates, amount, and document reference numbers on
invoice), and then parks the invoice in System Applications and Products (SAP).

Processing of IPAC Invoices

For IPAC only, the downloaded IPAC collection or payment document to the
appropriate ALC will be used as the invoice document and attached to the
Document Reference Number (DRN) in SAP. If additional invoices are submitted for
these charges, they will be considered backup documentation to the original
downloaded IPAC document. The VPP posts the invoice in SAP, then routes
through the Invoice Routing and Information System (IRIS) for notification and
concurrence. Concurrence is assumed unless the Center point of contact (POC)
notifies otherwise. If the Center POC does not concur with the IPAC charges, the
Center should provide a valid reason for non-concurrence, and, if valid, the NSSC
will reject the IPAC back to sender with an explanation of why the IPAC is being
rejected.

IPAC invoices must be posted in SAP and cleared to cash in the month for which
the charges are submitted in the IPAC system. Those that cannot be posted and
cleared will cause an outage between Treasury and SAP for the ALC that received
the IPAC. The variance will be recorded on the Fund Balance with Treasury
(FBWT) Difference spread sheet for tracking purposes. Vendor payment
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schedules are not required for IPAC invoices. Charges or collections will be
posted to the SAP system using document types ZI and ZC, and then cleared
using the T-codes F-52 or F-53 with document type Kl and GL Account 1010.8100
for current year document and 1010.5100 for prior year (Note: Prior year IPAC
credits should be posted with doc type KW for MM and KS for clearing; see
Appendix F). IPAC DRN succeeded by the IPAC detail number will be entered into
the reference field of the invoice, followed by the contract number.

3.0 Applicability/Scope

In accordance with Federal regulations and NASA policy, the NSSC is responsible
for providing IPAC and required reporting for vendor payments.

The NSSC shall provide voucher examination and payment services including
assembling, reviewing, processing, recording, reporting, and reconciling IPAC'’s.
The NSSC shall process all documents in accordance with the NPR, NASA'’s
EPSS, and other applicable federal regulations and NASA policies and procedures.
The NSSC shall process payables from the receipt of the initial IPAC to processing
based on acceptance by NASA.

4.0 Privacy Act

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

5.0 Records

The AP IPAC Processing Service Delivery outlines processes that include the
creation and receipt of NASA official records as defined by NPR 1441.1. These
records are included in the Accounts Payable 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-9200-0005 Revision 5.0.

NOTE: The Service Provider (SP) is responsible for documenting and maintaining
all macros/scripts utilized in these processes.
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Process 1 — IPAC Process

Retrieve IPAC from IPAC.gov and save in Document Imaging (DI) Folder

STEP 1.

OO w>

I emm

NSSC SP VPP - Retrieve IPAC from IPAC.GOV

Automated Macro Instructions

Note: To install IPAC macro, download the file at the path below:
N:\FM Division\Accounts Payable Accounts Receivable\Macros\Add-
In Installer.xlam\AP_IPAC.xlam

Select “IPAC” Ribbon in Excel.

Click on “Report Launcher” under “Daily Reports.”

Select “ALL ALCs” in the dropdown for “ALC.”

Select “Yesterday” and the “Begin Date” and “End Date” will
populate. Alternately choose the “Month,” “Day,” or “Year” from the
dropdowns for the “Begin and End Date.”

Select “IPACs Received” from the dropdown.

Check “Import to AWMS.”

. Click “Execute.”

The macro will save the files to the Centers folders and the DI folder
on the N drive.

IPAC is retrieved by DI and entered into AWMS.

Manual Instructions

A
B

C
D

. Login to IPAC.GOV.
. Select “Query.”
1. Report type: IPAC Transaction Report Selection
2. ALC: Center ALC
3. Starting Date: Previous Business Day
4. Ending Date: Previous Calendar Day
5. Third party submitter>Rec’d by your ALC>Sort by>ALC

. Click Submit.

. Download file to the IPAC directory on the N:Drive at the path below:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\IPAC\Center\FY XXXX\Period Number Month Name
Year\Center Abbreviation_mm-dd-yy
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STEP 2.

i.e., N:\\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\IPAC\ARC\FY 2018\12
September 2018\ARC_09-14-18

E. Repeat steps 1-4 until every Center ALC is downloaded
F. Copy all files to the TechDoc AP-IPAC folder (N:\Document
Imaging\Accounts Payable — IPAC) to be uploaded to AWMS

NSSC SP VPP - Accepts Invoice from AWMS (Control Activity

11.7.7)

A. Log into AWMS
B. Performs initial checks:

1.

Ensures the invoice from Dl is date stamped with date
received.

Ensures the IPAC has ALC information, a contract number,
dates, amount, and DRNs.

Verify information and save

If the IPAC was routed to the wrong department at
NSSC, the IPAC document is returned to DI for rerouting.

a) Add enough information in the work log for DI to
reroute.
b) Click “Return to Document Imaging” in the Work

Management System.
If IPAC is a TRACS (Treasury Receivable Accounting and
Collection System) IPAC select “Move to Service Now” in
AWMS.

Note: See Appendix H for “TRACS IPAC Process.”
a) Notate in the work log that the Financial

Management Case/Task (FMC/FMT) should be routed
to AP IPAC L2.
If IPAC is a Department of Justice (DOJ) IPAC select “Move
to Service Now” in AWMS.

a) Notate in the work log that the FMC/FMT should
be routed to AP IPAC L2.
b) Await the arrival of the backup documentation

from DOJ. Once received, attach to the FMC/FMT and
determine which Financial Management (FM) area is
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responsible for working and processing the IPAC. After
determination is made, route the FMC/FMT to the
appropriate functional area.

Note: Use “Campus Search” at NSSC Web page to search for recurring DOJ
IPACs or DOJ IPACs received in the past. Search by the purchase order (PO)
number to determine what functional area processed the IPAC in the past.
Alternately, Use T-code in SAP XK03 to search for the name of the
Person/Company listed on the DOJ Backup documentation that the funds were
collected from to determine which Functional area will process the IPAC.

Step 3: NSSC. SP VPP- Determine if IPAC requires breakout or °
backup documentation

A. If IPAC needs backup/ breakout documentation, continue to Step 4.

B. If IPAC does not need backup/ breakout documentation, continue
to Step 7.

Step 4: NSSC. SP VPP- Determine if backup or supplemental
documentation has been received via ServiceNow.

A. If supplemental documentation has not been received, continue to Step 5.
B. If supplemental documentation has been received, continue to Step 6.

Step 5: NSSC. SP VPP-Request breakout or supplemental documentation

A. If breakout documentation is required from center, submit request
in IRIS by routing in the approval queue.

B. If supplemental documentation is required from vendor, submit
request to transaction contact on IPAC for backup documentation.

Step 6: NSSC. SP VPP- Combine links for the IPAC and the backup in TechDoc by requesting
DI to combine links for backup and IPAC in TechDoc.

A. Create ServiceNow ticket to DI with the link to the IPAC andbackup documentation
to be combined.

Step 7: NSSC. SP VPP-Determine if IPAC is a FedMil.

A. If IPAC is a FedMil, follow instruction in FedMil IPAC process (Process 3).
B. If IPAC is not a FedMil, proceed to step 8.
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Step 8: NSSC. SP VPP- Determine if the IPAC is Agency-wide or a shared PO

A. If IPAC needs to be split, create IPACs to the other Centers based on breakout
information using the Appendix A section labeled “Guide to submitting IPACs.”

B. If IPAC does not need to be split, continue to Step 9.

Step 9: NSSC. SP VPP-Determine if funding and cost is available

A. Determine if there is a two/three way match.

1. For two-way match where costing is not required, continue to step 14

2. For three-way match where costing is not required, continue with Step 14

3. For three-way match for services, request cost via IRIS,
continue with Step 11

4. For three-way match for goods, a 103 and 105 is required
in SAP for costs, continue with Step 11

Note: Two

-way match is PO and Invoice. Three-way match is PO,

Receiving and Inspection Report/Cost, and Invoice.

Step 10: NSSC. SP VPP- Request Funding/Cost/Goods Receipt in IRIS if needed
to post IPAC in SAP.

A. If no obligation is available, the VPP will request and receive
funding via IRIS before requesting cost.

1.

Log into IRIS Request Console in SAP using T-code:
ZFI_AP_CONSOLE to route for funding.

Enter “Invoice Document No.” and “FY,” hit Enter.

Note that all fields have been pre-populated automatically by
the parked invoice document in SAP. The IPAC box will be
automatically checked based on the PO/contract being set
upwith a ZPAC vendor.

Copy and paste the Vendor Invoice Number into the “Vendor
Invoice Number field” (the contract number will be
automatically populated, it needs to be replaced with the
invoice number).

If the PO/Contract contains funding lines for multiple Centers
then select the “Override Center Default” in the SAP IRIS
Request Console and choose which Center the invoice will
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be routed.

Click the “View Tab Screen” to proceed to the Request tasks
screen.

Click on the “Funding” tab. Enter Comments (optional) and
Request Amount.

Click “Route Request.” A yellow triangle will appear
indicating the request is waiting to be picked up by the IRIS
web application (interval is every 60 seconds).

Click “Refresh” |E| button or any other tab. The icon will

change to a “Clock” when the request has been created
on IRIS Web.

10.The status of the action will change to “Pending.”

1.

Once funding is received, request cost if needed.

B. If no cost is available, the VPP will request cost via IRIS.

1.

2.

Log into IRIS Request Console in SAP using T-code
ZF1_AP_CONSOLE to request cost.

Enter “Invoice Document No.” and “FY” and hit Enter.

Note: All fields have been pre-populated automatically by the parked
invoice document in SAP. The IPAC box will be automatically
checked based on the PO/contract being set up with a ZPAC vendor.

3.

Copy and paste the Vendor Invoice Number into the
“Vendor Invoice Number field” (the contract number will be
automatically populated, it needs to be replaced with the
invoice number).

If the PO/Contract contains funding lines for multiple
Centers then select the “Override Center Default” in the
SAP IRIS Request Console and choose which Center the
invoice will be routed.

Click the “View Tab Screen” to proceed to the Request
tasks screen.

Click on the “Cost” tab. Enter Comments (optional) and
Request Amount.

Click “Route Request.” A yellow triangle will appear
indicating the request is waiting to be picked up by the IRIS
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8.

0.

Web application (interval is every 60 seconds).

Click “Refresh” button or any other tab. The icon will

change to a “Clock” when the request has been
created on IRIS Web.

The status of the action will change to “Pending.”

C. If goods receipt / acceptance (103/105) is not in SAP, log into IRIS
to request "Goods Receipt.”

1.

8.
0.

10.

1.

Enter “Invoice Document No.” and “FY”, hit Enter. Note
that all fields have been pre-populated automatically by the
parked invoice document in SAP. The IPAC box will be
automatically checked based on the PO/contract being set
up with a ZPAC vendor.

Copy and paste the Vendor Invoice Number into the
“Vendor Invoice Number field” (the contract number will be
automatically populated, it needs to be replaced with the
invoice number).

Click the “View Tab Screen” to proceed to the Request
tasks screen.

Click on the “Goods Receipt” tab.

Quantity and Price can be modified as needed per the
invoice detail submitted.

Change the quantity on the desired line (if needed) and
press enter. Net Value is automatically adjusted.

Select all lines required to be received per the vendor
invoice.

Click the “Refresh” button to remove a line not being routed
Enter Comments (optional).

Click “Route Request.” A yellow triangle will appear
indicating the request is waiting to be picked up by the IRIS
Web application (interval is every 60 seconds).

Click “Refresh” button or any other tab. The icon will
change to a “Clock” when the request has been
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12.

created on IRIS Web.

The status of the action will change to “Pending.”

D. Use the following codes to include in the text field of the SAP

Parked

Invoice based on the status. This information should be first

in the text field).

1

2

3.

4.

Requested Cost: $ MM/DD.
Requested 103/105: 103/105 MM/DD.
Requested Funding: Funding MM/DD.

Requested Supplemental Documentation: SD MM/DD.

Step 11: Route IPAC for Approval (All IPACs are routed for Approval)

1.

2.

Log into IRIS Request Console in SAP using T-code
ZFI_AP_CONSOLE to request Approval.

Enter “Invoice Document No.” and “FY” and hit Enter.

Note: All fields have been pre-populated automatically by the parked
invoice document in SAP. The IPAC box will be automatically

checked based on the PO/contract being set up with a ZPAC vendor.

3.

Copy and paste the Vendor Invoice Number into the
“Vendor Invoice Number field” (the contract number will be
automatically populated, it needs to be replaced with the
invoice number).

If the PO/Contract contains funding lines for multiple
Centers then select the “Override Center Default” in the
SAP IRIS Request Console and choose which Center the
invoice will be routed.

Click the “View Tab Screen” to proceed to the Request
tasks screen.

Click on the “Approval” tab. Enter Comments (optional) and
Request Amount.

Click “Route Request.” A yellow triangle will appear
indicating the request is waiting to be picked up by the IRIS
Web application (interval is every 60 seconds).

Click “Refresh” button or any other tab. The icon will




NSSC
Service Delivery Guide

NSSDG-9200-0005 Version 6.0

Number

Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 17 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

Q.

change to a “Clock” when the request has been
created on IRIS Web.

The status of the action will change to “Pending.”

Step 12: Center-POC will post funds, costs, or goods receipt. (Control Activity 11.7.7)

A. Center POC will log into IRIS funding queue.

r & mmo O W

r X <

Center POC will review funding request.

Center POC will add funding in SAP.

Center POC will fund complete request in IRIS.
Center POC will log into IRIS cost queue.

Center POC will review cost request.

Center POC will add cost in SAP.

Center POC will cost complete request in IRIS.
Center POC will log into IRIS goods receipt queue.
Center POC will review goods receipt request.

. Center POC will add goods receipt in SAP.

Center POC will complete goods receipt request in IRIS.

Step 13: NSSC. SP VPP-Verify Funding, Cost, or Goods Receipt has been received.

A. Log into SAP and use T-code ZFI_AP_INVC_STAT.

® "Moo W

Choose “Open Items” and “Parked.”

Enter the “Business Area.”

Enter IPAC “Document Types.”

Click “Execute.”

Check the status of the Cost, Funding and Goods Receipt columns.

. The status will indicate “Pending” or “Complete.”
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H. Open document in SAP and verify if funding, cost, or goods receipt has been
received. Funding should be checked in ME23N according to PO designated for
IPAC.

Step 14: NSSC. SP VPP-Delete, change or post parked invoice (End User
Procedure MIR4).

Post, change/delete a parked LIV invoice.

A. Open SAP Parked Document using T-Code MIR4.

B. For Step-by-Step End-User Procedures, refer to NEACC IEM
EPSSat:_https://epss.nasa.gov/gm/workplace

£ MIR4 - Delete, Change, or Post parked IPAC (End User Procedure)

Step 15: NSSC. SP VPP- Manual process to clear an invoice or
credit memo to cash.

A. Use T-Code F-53 for invoices.
1. Accounting Financial Accounting Accounts
Payable Document Entry Outgoing Payment
F-53 — Post.
2. For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at: https://epss.nasa.gov/gm/workplace and
click onthe following:

F-52 — Clear Vendor (Note: See Appendix A-
Guide to submittingan IPAC in Treasury IPAC
Application — IPAC.gov

B. Use T-Code F-52 for credit memo.

1. Accounting Financial Accounting Accounts
Payable Document Entry Other F-52 —
Incoming Payment

2. For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at: https://epss.nasa.gov/gm/workplace and
click onthe following:
B F_-52 — Post Incoming Payments Clear Credit Memo to Cash

(Note: IPAC documents are cleared with Doc Type Kl)
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Process 2 — SF1080 Process

Step 1: NSSC. SP VPP-Accept Signed Standard Form (SF) 1080

Accept Invoice from AWMS
A. Log into AWMS

Perform initial checks:

1. Ensure the SF1080 from DI is date stamped with date received

2. Ensures the SF1080 has ALC information, a contract number,
dates, amount, authorizing signature, and Financial Accounting
information, including Treasury Account Symbol(s) (TAS) Business

Event Type Code (BETC)

3. Verify information captured by DI in AWMS is correct. If not, then

correct information and save

Enter and Park Invoice/ Credit (Control Activity 11.7.7)

Step 2: NSSC. SP VPP - Use this procedure to enter and park/post a signed
SF1080 invoice/credit that is received in AWMS which references a contract

orPO

A. Use SAP T-Code MIR7 in SAP to beginthis transaction —
See Process 1 Step 3 Manual instructions to Park

invoice/credit

Note: Doc Type for IPAC is ZI invoices or ZC for credits and KW for prior year
credits. For FedMil Workaround FI Invoices, use doc type KB for FedMil Invoice

and KC for FedMil Credit Memos.

B. Once document is parked, use MIR4 to go back into that
document and add TechDoc URL to invoice

1. T-code MIR4

2. Enter invoice document number

3. Click Display Document
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Click the Create icon

Click the Services for Object icon

Click Create External Document (URL)
Type “SF1080” in the Title edit box

Cut and paste the External Invoice link from AWMS in

the Address edit box (should begin with ap.nssc rather

than dm.nssc)

9. Click the green check icon

10.Click the yellow arrow exit icon

(Note: In Assignment field, edit boxes and include IPAC VPP initials (placing VPP
initials in the Assignment field will indicate that you are working the invoice/credit
and will see to its completion). Reference field should include IPAC DRN
succeeded by the detail number of the IPAC in the following format: “0000’, i.e.,
Detail Number 2 would be XXXXXXX0002, where XXXXXXXX is the IPAC DRN.
The IPAC DRN with suffix should be followed by two spaces and then the PO

number or contract number)

C. Go back to AWMS and record the DRN from SAP and click Parked in SAP
Step 3: NSSC. SP VPP- Validate SF1080 (Control Activity 11.7.7)

Run FBL1N in SAP to pull a list of all parked documents by Center
and doc types ZI, ZC, KB, KW and KC

A. Perform quality validations:

1. Validate invoice has not been previously paid by running

FBL1N by ZPAC number

2. Validate if there is a modification to the IPAC agreement
authorizing disbursements to a third party

3. If SF1080 does not contain valid information, the vendor and/or
Center POC will be notified, the parked invoice will be deleted in
SAP, and a note made in AWMS of the rejection

Step 4: NSSC SP VPP- Route for Center Approval and Posting Guidance

A. Log into IRIS Request Console in SAP using T-code:
ZFI_AP_CONSOLE to route for Approval
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B. Enter “Invoice Document No.” and “FY,” hit Enter. Note that all
fields have been pre-populated automatically by the parked
invoice document in SAP. The IPAC box will be automatically
checked based on the PO/contract being set up with a ZPAC.

C. Copy and paste the Vendor Invoice Number into the “Vendor
Invoice Number field” (the contract number will be automatically
populated, it needs to be replaced with the invoice number).

D. Click the “View Tab Screen” to proceed to the Request tasks
screen

E. Click on the “Approval” tab. Enter Comments

F. Click “Route Request”; a yellow triangle will appear indicating the
request is waiting to be picked up by the IRIS web application
(interval is every 60 seconds)

G. Click “Refresh” @I button or any other tab. The icon will change

to a “Clock” when the request has been created on IRIS
Web.

H. The status of the action will change to “Pending.”

Step 5: NSSC SP VPP- Process IPAC

A. Follow “Manual Instructions” from Process 1 Step 1 to create
IPAC

Step 6: NSSC, SP VPP- Delete, change or post parked invoice (End User Procedure MIR4)

Post, change/delete a parked LIV invoice

A. Open SAP Parked Document using T-Code MIR4

B. For Step-by-Step End-User Procedures, refer to NEACC IEM
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Step 7:

EPSSat: https://epss.nasa.gov/gm/workplace

8 MIR4 - Delete, Change, or Post parked IPAC (End User Procedure)

NSSC. SP VPP- Manual process to clear an invoice or

credit memo to cash

Use transaction code F-53 for invoices, F-52 for credit memos

A. Use T-Code F-53

1.

Accounting Financial Accounting Accounts
Payable Document Entry Outgoing Payment
F-53 — Post
For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at: https://epss.nasa.gov/gm/workplace and
click onthe following:

F-53 — Clear Vendor (Note: See Appendix A-

Guide to submittingan IPAC in Treasury IPAC
Application — IPAC.gov

B. Use T-Code F-52

1.

Accounting Financial Accounting Accounts

Payable Document Entry Other F-52 —

Incoming Payment

For Step-by-Step End-User procedures, refer to NEACC

IEM EPSS at: https://epss.nasa.gov/gm/workplace and

click onthe following:

B F-52 — Post Incoming Payments Clear Credit Memo to Cash

(Note: IPAC documents are cleared with Doc Type Ki)
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Process 3 — FEDMIL IPAC Process

Step 1: NSSC. SP VPP-Determine if IPAC is a FedMil

A. To determine if it is a FedMil, all of the following criteria must be met:
1. The IPAC is received from DFAS

2. An SF 1080 will be received with a detailed description of
each item shipped to a NASA Center within the last 30 days

3. The Purchase Order Reference Field will read “Various” or
the letter “X” will be listed

4. There is a 5-digit SF1080 bill number listed on the IPAC
consisting of a combination of letters and numbers or the
SF1080 number is listed in the Invoice Number field and/or
description on the IPAC

Step 2: NSSC. SP VPP-Receive backup from DFAS or extract bill from NASA
Aircraft Management Information System (NAMIS)

A. Log into NAMIS and download Excel version of
bill. https://ndjisammweb.ndc.nasa.gov/namisjsc/Material
s/MatMenu/

B. Log into ServiceNow to save backup documentation from Defense
Finance and Accounting Service (DFAS) and attach backup to
SAP invoice

Note: The order number (PO number) on the bill will be similar to
“80747832660329”. When entering the PO number in SAP, the “807478” of the
order number (DODAAC) would be replaced with “Z1” prefix for JSC, “G1” for
GSFC and “D1”for AFRC. The PO referenced above would be “Z2132660329.”

Job Aid for Using the IPAC Park FedMil Bill Macro

GSFC and AFRC - SF1080 (Bill) is received as a PDF

JSC SF 1080 (Bill)-
Retrieved from NAMIS as an Excel spreadsheet and does not need to be converted
from a PDF.

1. Save Fedmil SF1080 bill as a PDF to your desktop.
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Open Excel and click on the IPAC ribbon and choose Park FedMil Bill.

There will be a prompt to choose the saved backup.

Macro will convert PDF to an Excel document and save it.

Review any lines that are highlighted and make corrections to ensure the

conversion resulted in the amount of the Bill. Clean up as necessary.

After the document is reconciled in Excel click on the IPAC tab and click on

Park Fedmil Bill. Choose the center and click OK.

7. The macro will park all the debit lines and park all the credit lines as a
separate document in SAP. The parked SAP document numbers will be
displayed on the Excel spreadsheet. The macro also reconciles any
differences between SAP and the billed amounts. Variances will be
highlighted on the spreadsheet.

8. The variances will need to be parked as individual documents in SAP and

routed via IRIS for goods receipt, price discrepancies, etc. See Step 9 below.

abkowbd

IS

Step 3: NSSC. SP VPP- Combine links for the IPAC and the backup

(Note: See Appendix K for steps to combine links manually in TechDoc using
the Campus Search in lieu of DI combining the links. This reduces the amount
of time it takes to get the links combined.)

A. Attach link with the combined documents to DRN in SAP

Step 4: NSSC. SP VPP- Route for goods receipt, price/quantity
discrepancies via IRIS

A. ltems that need goods receipts will be routed for goods receipt
1. Log into IRIS to request Goods Receipt
2. Enter “Invoice Document No.” and “FY”, hit Enter. Note that all fields have
been pre-populated automatically by the parked invoice document in SAP.
The IPAC box will be automatically checked based on the PO/contract being
set up with a ZPAC
3. Copy and paste the Vendor Invoice Number into the “Vendor Invoice
Number field” (the contract number will be automatically populated, it needs
to be replaced with the invoice number)
Click the “View Tab Screen” to proceed to the Request tasks screen
Click on the “Goods Receipt” tab.
Quantity and Price can be modified as needed per the invoice detalil
submitted.
7. Change the quantity on the desired line (if needed) and press enter. Net
Value is automatically adjusted.
Select all lines required to be received per the vendor invoice.
Click the “Refresh” button to remove a line not being routed.

ook

© ©
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10. Enter Comments (optional)
11. Click “Route Request.” A yellow triangle will appear indicating the request is

waiting to be picked up by the IRIS Web application (interval is every 60
seconds)

12.Click “Refresh” |E| button or any other tab. The icon will change to a “Clock”

when the request has been created on IRIS Web.

13. The status of the action will change to “Pending”

B. Price discrepancies will be routed through the funding queue-

1.
2.
3.

©ooN®

Log into IRIS to request funding

Enter “Invoice Document No.” and “FY,” hit Enter

Note that all fields have been pre-populated automatically by the parked
invoice document in SAP. The IPAC box will be automatically checked
based on the PO/contract being set up with a ZPAC

Copy and paste the Vendor Invoice Number into the “Vendor Invoice
Number field” (the contract number will be automatically populated, it needs
to be replaced with the invoice number)

If the PO/Contract contains funding lines for multiple Centers then select the
“Override Center Default” in the SAP IRIS Request Console and choose
which Center the invoice will be routed

Click the “View Tab Screen” to proceed to the Request tasks screen

Click on the “Funding” tab. Enter Comments (optional) and Request Amt
Click on the “Funding” tab. Enter Comments (optional) and Request Amt
Click "Route Request” A yellow triangle will appear indicating the request is
waiting to be picked up by the IRIS web application (interval is every 60
seconds)

10. Click “Refresh” button or any other tab. The icon will change to a “Clock”

when the request has been created on IRIS Web.

11. The status of the action will update to “Pending”

C. Missing POs will be routed via the FI queue

1.

2.

4,

Log into IRIS Request Console in SAP using T-code: ZFI_AP_CONSOLE to
route for FlI Funding

Enter “Invoice Document No.” and “FY,” hit Enter. Note that all fields have
been pre-populated automatically by the parked invoice document in SAP.
The IPAC box will be automatically checked based on the PO/contract being
set up with a ZPAC

Copy and paste the Vendor Invoice Number into the “Vendor Invoice
Number field” (the contract number will be automatically populated, it needs
to be replaced with the invoice number)

Click the “View Tab Screen” to proceed to the Request tasks screen
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5.
6. Click "Route Request” A yellow triangle will appear indicating the request is

©

Click on the “Funding” tab. Enter Comments (optional) and Request Amt

waiting to be picked up by the IRIS web application (interval is every 60
seconds)

Click “Refresh” IEI button or any other tab. The icon will change to a “Clock”

when the request has been created on IRIS Web.

The status of the action will change to “Pending.”

FedMils will no longer route for approval as long as they are setup as supply
lines (unless the amount is put in workaround- proceed to Step 5 below) —
the goods receipt is the acceptance like a regular PO

FedMil Workaround Approval

A. Route for approval via IRIS if an amount is put into workaround

1.

2.

ook

8.

Log into IRIS Request Console in SAP using T-code: ZFI_AP_CONSOLE to
route for Approval

Enter “Invoice Document No.” and “FY,” hit Enter.

Note that all fields have been pre-populated automatically by the parked
invoice document in SAP. The IPAC box will be automatically checked based
on the PO/contract being set up with a ZPAC

Copy and paste the Vendor Invoice Number into the “Vendor Invoice
Number field” (the contract number will be automatically populated, it needs
to be replaced with the invoice number)

Click the “View Tab Screen” to proceed to the Request tasks screen

Click on the “Approval” tab. Enter Comments and Request Amt

Click "Route Request” A yellow triangle will appear indicating the request is
waiting to be picked up by the IRIS web application (interval is every 60
seconds)

Click “Refresh” @ button or any other tab. The icon will change to a “Clock”

when the request has been created on IRIS Web.
The status of the action will change to “Pending”

(Note: The bill may also contain credits: 1) SAP credits (the item was previously
billed and paid) and a credit invoice needs to be posted against the PO, or, 2)
Credits for items previously put into workaround. The items put into workaround
will need to be taken out of workaround. These credit amounts will need to be

parked separately)

Step 5: NSSC. SP VPP-Delete, change, or post parked invoice (Control Activity 11.7.7)

Use this procedure to Post, Change/Delete a parked IPAC
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invoice
A. Use SAP T-Code MIR4 to complete this transaction

(Note: Post FedMil items that have been received. Refer to EPSS job aid on

posting partial credits to supply line items as

applicable. https://epss.nasa.qov/gm/workplace 3 SAP — Core Financials
Accounts Payabled Job Aidsa  Processing a Credit for a Supply for Less than

Amount Paid (Job Aid))

Step 6: NSSC. SP VPP- Manually clear the invoice or credit memo to cash

Use transaction code F-53 for invoices, F-52 for credit memos

A. Use T-Code F-53
1. Accounting Financial Accounting Accounts Payable Document Entry
Outgoing Payment F-53 — Post
2. For Step-by-Step End-User procedures, refer to NEACC IEM EPSS
at: https://epss.nasa.gov/gm/workplace and click on the following:
F-54 — Clear Vendor (Note: See Appendix A-
Guide to submittingan IPAC in Treasury IPAC

Application — IPAC.gov

B. Use T-Code F-52
1. Accounting Financial Accounting Accounts Payable Document Entry Other
F-52 — Incoming Payment
2. For Step-by-Step End-User procedures, refer to NEACC IEM EPSS
at: https://epss.nasa.gov/gm/workplace and click on the following:
B F-52 — Post Incoming Payments Clear Credit Memo to Cash

(Note: IPAC documents are cleared to doc type Kl.)

Step 7: NSSC. SP VPP - Park remaining balance of FedMil IPAC for workaround

A. Park balance of IPAC in SAP as an FI - See Step 8 below
B. Route for Approval via IRIS for workaround (request information for Fl invoice, Center
should submit Fl Invoice Approval Worksheet to NSSC- AccountsPayable@nasa.gov)

(Note: JSC has FedMil exchange credits which are posted by the Center. These
amounts should also be separated and parked until the Center POC has posted
them. Route the document for Approval via IRIS. On the Bill the exchange credits
are designated by a transaction code of GD, GN or GQ in the DIC column. Send
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the Center POC an e-mail with a list of the exchange credits, the Approval from
IRIS and a copy of the IPAC. Once the Center POC notifies you that the credits
have been posted, you can delete the parked document in SAP.)

Step 8: NSSC. SP VPP-Post FI document in SAP to put a balance in workaround.

A. Enter and post the Fl invoice using SAP T-Code FB60

B. For Step-by-Step End-User Procedures, refer to NASA’s IEM EPSS at:
1. https://epss.nasa.gov/gm/workplace and click

on the following:

B FB60 — Enter and Post IPAC Invoice (IPAC) (End User Procedure)

Step 9: NSSC. SP VPP-Clear Vendor Account for Fl

Use transaction code F-53 for invoices, F-52 for credit memos

A. Use T-Code F-53

1. Accounting Financial Accounting Accounts
Payable Document Entry Outgoing Payment

F-53 — Post

2. For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at: https://epss.nasa.gov/gm/workplace and

click onthe following:

F-55 — Clear Vendor (Note: See Appendix A-
Guide to submittingan IPAC in Treasury IPAC
Application — IPAC.gov

B. Use T-Code F-52

1. Accounting Financial Accounting Accounts
Payable Document Entry Other F-52 —

Incoming Payment

2. For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at: https://epss.nasa.gov/gm/workplace and

click onthe following:

B F-52 — Post Incoming Payments Clear Credit Memo to Cash.

Step 10: NSSC. SP VPP-Entry made to the FedMil Statement of Difference (SOD)
Spreadsheet for Accounts Receivable (AR)

Note: The FedMil Workbook is located at N:\Statement of Difference

to be Worked\FedMils.xlIsx

A. In order to maintain control and visibility over these items to ensure
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credits and/or goods are received and the receivable is cleared, a
log will be maintained by the NSSC. The log will identify each item
pending credit or receipt of goods, the associated SAP document
that posted IPAC, the associated SAP document where the
Accounts Receivable was established, and the final receipt of the
credit and posting of the credit.

B. Update spreadsheet with posted FI documentation. See
Appendix R Spreadsheet Instructions for Outstanding FedMil.

Step 11: NSSC. SP VPP- Create FMC/FMT in ServiceNow to notify AR of new
activity on FedMil SOD spreadsheet

A. Create an FMC/FMT ticket in ServiceNow and assign it to AR

Step 12: NSSC. AR Processor-SP-AR will post parallel entry of AP posting
A. AR establishes a receivable in the 1310 account

Step 13: NSSC, SP VPP- Enter and Park IPAC balance to be removed from
FedMil Workaround (Control Activity 11.7.7)

A. An IPAC invoice is received through AWMS which references a
contract or PO
B. Use transaction code MIR7, ZMIRZ
1. For Step-by-Step End-User Procedures, refer
to NEACC EPSS at:_
https://epss.nasa.gov/gm/workplace and click
on the following:

03 ZMIR7 or MIR7 — Enter and Park LIV Invoice (End User Procedure)

(Note: In Assignment edit boxes include IPAC VPP'’s initials (placing the VPP

initials in the Assignment field will indicate that you are working the invoice/credit

and will see to its completion). Reference field should include IPAC DRN
succeeded by the detail number of the IPAC in the following format: “0000”, i.e.,
Detail Number 2 would be XXXXXXX0002, where XXXXXXXX is the IPAC DRN.
The IPAC DRN with suffix should be followed by two spaces and then the PO
number or contract number)

C. Once document is parked, use MIR4 to go back into that document
and add URL to invoice
1. T-Code MIR4
2. Enter Invoice Document No
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Click Display Document
Click the Services for Object icon
Click the Create icon
Click Create External Document (URL)
Type “IPAC” in the Title edit box
Cut and paste the External Invoice link from
AWMS in the Address edit box (should begin
with ap.nssc rather than dm.nssc)
9. Click the green check icon
10. Click the yellow arrow exit icon
D. Look at query by vendor number in SAP — FBL1N to check for
duplicate payments

®NOOAW

Step 14: NSSC. SP VPP-Clear invoice to cash after the IPAC has been posted in SAP

Use transaction code F-53 for invoices, F-52 for credit memos

A. Use T-Code F-53

1. Accounting Financial Accounting Accounts
Payable Document Entry Outgoing Payment
F-53 — Post

2. For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at:_https://epss.nasa.gov/gm/workplace and
click onthe following:
& F-56 — Clear Vendor (Note: See Appendix A-

Guide to Submittingan IPAC in Treasury IPAC
Application — IPAC.gov

B. Use T-Code F-52

1. Accounting Financial Accounting Accounts
Payable Document Entry Other F-52 —
Incoming Payment

2. For Step-by-Step End-User procedures, refer to NEACC
IEM EPSS at: https://epss.nasa.gov/gm/workplace and
click onthe following:
B F-52 — Post Incoming Payments Clear Credit Memo to Cash.

(Note: IPAC documents are cleared to doc type KI.)

Step 15: NSSC. SP VPP-Enter and post a credit memo for an item received
on the FedMil bill which was previously put into workaround.
Perform this step when an item has been received or a credit has
been received and needs to be taken out of workaround
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A. Use transaction code FB65 to post the FI credit memo

B. For Step-by-Step End-User Procedures, refer to NASA’s IEM EPSS at:
1. https://epss.nasa.gov/gm/workplace and click

on the following:

(3 FB65 — Enter and Post IPAC Credit Memo (IPAC) (End User

Procedure)

(Note: This step should be performed to take items out of workaround where
the item has now been received in SAP or if a credit has been received (due to
the FedMil Center POC filing a Supply Discrepancy Report (SDR))

Step 16: NSSC. SP VPP-Update FedMil SOD spreadsheet for items now received

or credited

A. Update the FedMil SOD spreadsheet to include the amount cleared,
SAP PO number, SAP invoice number, and the date cleared. See
Appendix R Spreadsheet Instructions for Outstanding FedMil

Step 17: NSSC. SP VPP-Notify AR of new activity on the FedMil SOD spreadsheet

A. Create FMC/FMT ticket in ServiceNow and assign it to AR

Step 18: NSSC AR Processor-SP-AR posts entry to clear receivable in the 1310

account

A. AR removes the receivable related to the AP posting
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Process 4 — NSSC IPAC Disbursement Move Process

Step 1:

Step 2:

Step 3:

NSSC. SP VPP-Reverse clearing document

Perform this procedure when a document with a clearing document
must be corrected or reversed

A.
B.

Use the transaction code FBRA

For Step-by-Step End-User procedures, refer to NEACC IEM EPSS
at: https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the
following:

—1 FBRA — Reverse Clearing Document (End User Procedure)

Once the clearing document has been removed the document is now
in an open status and can be reversed

NSSC. SP VPP-Cancel an invoice in order to make correction to

original and re-enter invoice must be open and not be cleared by
another document

A.
B.

Use Transaction code MR8M

For Step-by-Step End-User procedures, refer to NEACC IEM EPSS
at https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the
following:

2 MR8M - Reverse Invoice and Re-enter (End User Procedure)

You have reversed an invoice and are now ready to re-enter it. The
original invoice and the reversal can then be cleared together through
F-44

NSSC. SP VPP-Clear the vendor account for specific document

numbers (invoices or credit memos)

Use transaction code F-44 when the original erroneous invoice and
payment document have been reversed

A. Use T-Code F-44

B. For Step-by-Step End-User procedures, refer to NEACC IEM
EPSSat: https://epssprod01.ifmp.nasa.gov/nav/index.htm and
click on the following:
LI F-44 — Clear Vendor
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Process 5 — State Department IPAC Process

Step 1: Johnson Space Center (JSC) FM Specialist-Provides the
information to NSSC to post the Department of State charges for the

month

A. JSC FM Specialist emails the month Department of State charges
workbook to the NSSC AP inbox

B. JSC FM Specialist distributes charges to the other Centers for their
portion of the State Department charges via IPAC

Step 2: NSSC. SP VPP-Post and clear charges for each Center - Control Activity (11.7.9.1)

A. Post and clear the charges received in the Department of State
charges workbook in SAP and provide the SAP document
number to the JSC Financial Management Specialist

(Note: See Appendix N Center Reference Guides for additional posting
information for State Department charges. The activities performed to authorize
the Department of State (via US Embassies) to make payments to vendors on
behalf of NASA employees which are stationed in foreign countries in accordance
with Prompt Payment Regulation, NPRs, EPSS and other applicable Federal and
Agency regulations.)
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Process 6 — Payments for NASA Working Capital Funds Process

Step 1: NASA Centers-Submission of Working Capital Fund Advance (Control Activity
11.7.13.1) and (11.7.13.3)

All NASA Centers pay the NSSC at a set rate for each transaction
that the NSSC processes on behalf of the Center. Based on
projected use, the Centers pay these rates in advance and then
payments are liquidated monthly as the Centers use NSSC services.

Step 2: NSSC. SP VPP-Down payments/advances and liquidations are processed

NSSC AP is responsible for processing the down payments/advances
and liquidation of all NASA Centers’ monthly utilization bills via the
NASA Working Capital Fund (WCF) in accordance with NPRs, EPSS
and other applicable Federal and Agency regulations.

1. See Appendix M for WCF Advance and Liquidations Job Aid

(NSSC AP records the advance and down payment request from the NASA
Center in SAP Core Financial and generates the IPAC in IPAC.gov. Upon
receipt of the monthly Center utilization bills, NSSC AP posts the liquidation of
the Center advance in SAP.)




NSSC NSSDG-9200-0005 Version 6.0

Service Delivery Guide Number

Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 35 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

Process 7 — Workers Compensation/Unemployment IPAC Process

Step 1: NSSC IPAC VPP: Route HQ Workers Compensation or
Unemployment IPAC received in AWMS by Service Now AP IPAC L2
Assignment Group

A. Short Description: Month Year “IPAC Type;” IPAC DRN; Amount

Step 2: NSSC IPAC VPP: Create HR Task to request Center Breakout

A. Category

1. Unemployment Compensation

2. Workers Compensation

B. SubCategory = Requested Information

C. Assignment Group = HR-Unemployment Services L2

D. Assigned to = HQ Payroll SP Lead

E. Short Description: Month Year “IPAC Type;” IPAC DRN; Amount

Step 3: NSSC IPAC VPP: Task is received from NSSC HR with Center Breakout

Step 4: NSSC IPAC VPP: Create IPAC Collections to HQ from all centers
according to breakout amounts provided by NSSC HR

Step 5: NSSC IPAC VPP: Post & Clear IPACs as Disbursements using Fl
invoices
A. FI Funding information spreadsheet is located in the below path:
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\IPAC\Workers Comp - Unemployment Compensation

Note: Year End Task for centers to provide new FY Funding information
at each Year End.

Step 6: NSSC IPAC VPP: Once all IPACs are processed, VPP will update,
resolve and close Service Now Task and Case
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System Components

Existing Systems

images

ServiceNow Workflow system. User Role at NSSC

SAP/Integrated

Enterprise Integrated Financial bReady, CMM
User Role at NSSC

Management Program | Management System

(IEMP)

System used for
;I'rﬁggil?];c/Document capturing invoice User Role at NSSC AWMS

Accounts Payable
Work Management
System (AWMS)

System for invoice
workflow
management

TechDoc/Document Imaging
User Role at NSSC

CMM

System used for
viewing contract
information

User Role at NSSC SAP

IPAC.GOV

Treasury System used
to view and/or process
Intra-governmental
payments

User Role from
Treasury

Invoice Routing and
Information System
(IRIS)

Web application
integrated with SAP in
which users process
requests for Cost, Good
Receipts, Funding and
Invoice Approval

SAP
User Role from

AAO
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Appendix A — Guide to Submitting an IPAC in Treasury IPAC Application
(IPAC.GOV)

Login to IPAC.GOV
Select Transactions in Left Column
Select Originating ALC for NASA Center ALC that you are submitting an IPAC for
Populate Customer ALC for agency that will be receiving IPAC from NASA
Select appropriate Transaction Type — Payment if submitting a payment, collection
if collecting funds from customer ALC, Adjustment to reject an IPAC
a. For adjustments, follow guidance in section labeled “Rejecting IPAC
Transaction out of the IPAC system” found in Appendix A
6. Enter TAS and BETC for Originating ALC in the Sender Treasury Account Symbol
and Sender BETC fields
7. Enter TAS and BETC for Customer ALC in the Receiver Treasury Account Symbol
and Receiver BETC fields
Populate Receiver Dept Code = 80
Populate the following fields with accurate information
a. PO number
b. Invoice Number
c. Obligating Document Number
10. Input any pertinent and/or useful information for the IPAC in the Descriptionand
Miscellaneous fields
11. Populate the Contact Name and Contact Phone number with VPP information
12. Pay Flag defaults to Final — This can be left as is
13. Unit of issue — Each (EA) for any service items, otherwise, specify a unit that
corresponds to the supply item type (hint: refer to PO-Purchase line item (PLI))
14. Quantity — Specify Quantity
15. Populate Unit Price
16. Populate Detail Amount
17. Click Next
18. Click Next
19. Complete Journal Voucher (JV) information in Sender Standard General Ledger
(SGL) accounts Screen
a. 1010 and 1310 are the SGLs to use (1010 and 1410 for Advances)
b. Debit Amount for 1010 if collecting funds for the originating ALC, Credit
Amount for 1010 if disbursing funds for the originating ALC
c. Debit Amount for 1310 if disbursing funds for the originating ALC, Credit
Amount for 1310 if collecting funds for the originating ALC
20. Click Next to complete IPAC
a. If there is more than one detail, click Add Detail and repeat steps 6through
19 until all details are completed

s~

© ®
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Appendix B — NSSC AP IPAC Roles and Responsibilities

NSSC ACCOUNTS PAYABLE IPAC ROLES AND RESPONSIBILITIES

ROLES AND RESPONSIBILITIES POST
TRANSITION

PROCESS VENDOR NSSC SP | NSSCCS CENTE

IPAC

IPAC VPP RETRIEVES IPAC FROM IPAC.GOV AND LOADS FILE INTECH DOC
FOLDER TO UPLOAD TO AWMS

IPAC VPP RETRIEVES IPACS FROM AWMS

IPAC VPP PARKS IPAC IN SAP

IPAC VPP ATTACHES IPAC IN SAP

CONTACTS VENDOR POC FOR MISSING DATA

ROUTE TO CENTER FOR FUNDING VIA IRIS

ENTERS FUNDING IN SAP

UPDATES IRIS FUNDING LOG TO REFLECT COMPLETION OF FUNDING X
ROUTE TO CENTER FOR COST VIA IRIS X
ENTERS COST IN SAP X
UPDATES IRIS COST LOG TO REFLECT COMPLETION OF COST X
ROUTE TO CENTER FOR GRAP VIA IRIS GOODS RECEIPT X
ENTERS GRAP IN SAP X
UPDATES IRIS GOODS RECEIPT LOG TO REFLECT COMPLETION OF
GOODS RECEIPT X
POST IPAC IN SAP AND CLEARS TO CASH X

ROUTE TO CENTER VIA IRIS FOR NOTIFICATION/APPROVAL X
- _______________________________________________________________|

X X[ X[ X >x| X<

>
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Appendix C — NSSC AP IPAC Process Flow

Note: The following is a high-level general overview of the standard IPAC process:

Step 1 Step 2 Step 3 Step 4 Steps 5-8
Request supp. Or
Retrieve IPAC Accept IPAC Enter and Park Validate IPAC backup docs and
from IPAC.gov & IPAC combine links
save in DI folder (as needed)
NSSC SP, VPP NSSC SP, VPP NSSC SP, VPP NSSC SP, VPP NSSC SP, VPP
Steps 9-10 Step 11 Step 12 Step 13 Step 14
Determine IPAC Determine if Request Funding/
Type (Standard, Funding/Cost/ Cost/GRAP in IRIS Route invoice for Post Funding/
Fed Mil, or Shared GRAP is available Console Approval Cost/GRAP
PO) (as needed)
NSSC SP, VPP NSSC SP, VPP NSSC SP, VPP NSSC SP, VPP Center
Step 15 Step 16 Step 17 Step 18 Step 19
Verify Funding/
Cost/GRAP is Post IPAC in SAP Clear Vendor Approve or Reject If rejected, reject
received in SAP Account IPAC IPAC and reverse
or delete in SAP
NSSC SP, VPP NSSC SP, VPP Center NSSC SP, VPP

NSSC SP, VPP

NSSC SP, VPP = NASA Shared Services Center Service Provider,

Vendor Payment Processor
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NSSC Accounts Payable IPAC Process Flow
Retrieve from
IPAC.GOV and Determine if IPAY Determine i IPAC (as backup/supplementa ’
savein B Ao contains valid  >YE! requires breakout > YES~ documentation been YES 81he MG Fed B yESy) Continue to Fed
Document information formation or backup eceived via ServiceNow? ?
Imaging folder
NO NO NO
O Reject in IPAC.GOV,
» delete in SAP, note.
rejection in Return to
(2] VPP screen in AWMS
=z Received breakout or Request DI to Ge=n
supplemental combine backup Is IPAC Agency
documentation via || and IPAC link in wide/shared Po_>~ Y ES¥| IPACS for
SenviceNow Tech Doc
NO i
A
NO—»@
o
L IRIS request breakout or
=
supplemental documentation | ——
7=
& from Approver
©
NSSC Accounts Payable IPAC Process Flow
S CostiFunding Clear Route for A !
available YES——»| PostiPAC |—»| gl pprova
A IPAC Approval Received END
b 3
NO
O l
0
2 Route f
oute for
z funding, cost or
GRAP
v
o
[T} Posts funds, cost Approve / Reject
= (Note 1)
z
L
(6]

Note 1: If Rejected, the IPAC will be
rejected in IPAC.GOV.
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Appendix D — NSSC FEDMIL IPAC Process Flow

NSSC Accounts Payable Fed Mil IPAC Process Flow

Retieve from )
Enter and Backup documentation
— || PAC.GOV and o= Request DI
o swein  [pf AR [ | ParkIPAC. VES Isthe IPAC Fed M >y E S| UPSSE parked mceare] DR i combine backup B
7] Document e = ‘d""m T and IPAC links
~— Imaging fokder St
Q
<
E NO
% |
Reject in IPAC.GOV, )
Q delste in SAP, not= Cantinue to IPAC Continue to IPAC
') rejection in Retum to Process Process
w) VPP screen in AWMS
=z
o
L
=
=
i)
[®]
—
0o
w
=
o
<<
O
w
w
=

NSSC Accounts Payable Fed Mil IPAC Process Flow

E Route to Center
POC for Clear Vendor
g @b mﬂc;[emim P:::gs Account for tems - m NO#{ END
& - ==
2 iscrepancies -
=
o
<
(&]
1]
% YES
o g ° ’—
|_||_J Coneur and Center provides B
resolve *
z W =
o
o
]
(14
<
]
1]
(93]
=
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NSSC Accounts Payable Fed Mil IPAC Process Flow

—
o Enfry made fo ServiceNow Park IPAC balance to be Post MM Invoice
B Siatement of FMC/ENT removed from Fedrmil
2 PostFl || CearFl | “FE ™ ceamdforar Workaround 2s MM e received? YES——> s A ¢
2 for AR Fedmi Entry Inwoice: Coredit
r'y
o
o NO
< ¥
8] ] SanvicaMow
((3 Post FecimL_I - FMC;FhrMTm
2 Credt Fedmi Enry
o
= (Gt e s>
remove balance out of

E \yorkaround with Fl inf
O [y
—
o
w
— h Yy
1 AR posts to

2 AR posts to

establish END

73]
w
z

NSSC Accounts Payable Fed Mil IPAC Process Flow

0. c Servicebiow FMC/
w Fost MM Invoice | FMT created for AR
— " Fedmil Enry
Q

<<

o

o

<C

Q

]

0]

z

o

w

|—

=

L

(8]

r

Y R
recavable
S

NSSC AR (SP)
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Appendix E — Invoice Reversal & Disbursement Move Form

NATIONAL AERONAUTICE AND SPACE
ACHN P TR S TION Invoice Reversal & Disbursement

NASA SHARED SERVICES CENTER Move Worksheet
STENNIS SPACE CENTER, MS 39529-6000

Fax when completed to 866-779-6772 or send via e-mail to NSSC-AccountsPayable@nasa.gov

1a. NASA Center | 1b. submit Date |

1c. Contract / Purchase Order Number

1d. ZREM Vendor Number

1e. Invoice Number 1f. Invoice Date 1g. Receipt Date 1h. Amount USD 1i. Posted Date

1j. Original Service Entry Sheet (AMMEZ23N) 1k. SAP Entry Date

1L PLI / ALl Am. Original SAP Document Number An. Fiscal Year
To be completed by NSSC Financial Management R | sAP Entry Date
2a. Original Clearing Doc Number 20 FY
2b. Treasury Confirmation 13 /15 FY

2c. Treasury Confirmation Date

2d. Reversal of Treasury Confirmation (FERA) 12/ 15 | FY

2e. Treasury Reference (TreasNASA#H)

2f. Treasury Check Number

2g. Reversal of Check # Clearing Doc (FCHS) 20
2h. Block Original DRN

2i. Invoice Reversal (WRBM or FEOB)

2j. Clear Vendor {F-44) 10
2k. Invoice Re-Entry (MIRCO or MIRT) 56
2I. Invoice Clearing to Cash (F-52 or F-53) 15
2m. Billable ] Yes [ T1 weo

2n. Remedy NSR Number

3. Reason for Reversal: Special Instructions

4a. Name 4b. Signature 4c. Date
. | | — [ |
aquestor N N
I-Id. Title 4e. E-mail Address | I4f. Phone Number I
S5a. Name 5b. Si ature 5c. Date
Center I | | [ I I
Approval |5d Title | S5e. E-mail Address 5f. Phone Number
I || |
Ga. Name 6b. Signature Gc. Date
Procurement I | [ I I
Approval 6d. Title 6e. E-mail Address 6f. Phone Number
I | | | |
7a. Name 7b. Signature 7c. Date
NSSC FM I | I I | |
Approval 7d. Title 7e. E-mail Address 7f. Phone Number
[ |

MNSSC-Form-0052 3 /2014 PREVIOUS EDITIONS ARE OBSOLETE Page 1 of 1
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Appendix F — NSSC AP Refund Posting Document Types

Collection Source

Accounts Payable/Travel
Credit Memo Document

Accounts Payable/Travel
Clearing Document Type

Accounts Payable/Travel
General Ledger Clearing

Type Account

Cash/Checks

Check- Current Year (CY) | MM —RE MM = KZ 1010.6150

Exception:

Posting items that are

Disbursement Adjustments

mist be posted using FI - KG FI - KZ 1010.6150

1010.6150

Check- Prior Year (PY) MM — KW MM = KS 1010.5215
Fl - KW FI - KV 1010.5215

Fedwire

Fedwire-CY MM — RE MM = KZ 1010.8200
FI - KG FI — KZ 1010.8200

Fedwire-PY MM — KW MM — KS 1010.5220
FI - KW FI— KV 1010.5220

Pay.gov Credit Card

Pay.gov Credit Card-CY MM - RE MM = KZ 1010.8300
FI - KG FIl=KZ 1010.8300

Pay.gov Credit Card =PY | MM — KW MM = KS 1010.5225
Fl - KW FI = KV 1010.5225

Pay.gov ACH

Pay.gov ACH- CY MM - RE MM = KZ 1010.8400
FI - KG FIl - KZ 1010.8400

Pay.gov ACH-PY MM = KW MM = KS 1010.5240
FlI - KW FI = KV 1010.5240

IPAC

IPAC -CY MM =2ZC MM = Kl 1010.8100
Fl=2ZC FI =Kl 1010.8100

IPAC -PY MM =KW MM = KS 1010.5100
Fl— KW Fl = KV 1010.5100
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Appendix G — Acronyms

ACRONYM DEFINITION
AAO Agency Applications Office
ACES Agency Consolidated End-User Services
ALC Agency Location Code
AP Accounts Payable
AR Accounts Receivable
AWMS Accounts Payable Work Management System
BETC Business Event Type Code
BO Business Office
CMM Contract Management Module
DFAS Defense Finance and Accounting Service
DHHS Department of Health and Human Services
DI Document Imaging
DO Disbursing Office
DOJ Department of Justice
DRN Document Reference Number
EA Each
EAST Enterprise Applications Service Technologies
EPSS Enterprise Performance Support System
FBI Federal Bureau of Investigation
FBWT Fund Balance with Treasury
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FM Financial Management

FMC/FMT Financial Management Case/Financial Management Task
FTS Federal Technology Service

GPO Government Printing Office

GRS General Records Schedule

GSA General Services Administration

13P Infrastructure Integration Program

IAA Interagency Agreement

IAW Invoice Approval Workaround

IDR Invoice Data Requirements

IEM Integrated Enterprise Management

IEMP Integrated Enterprise Management Program
IPAC Intra-governmental Payment and Collection
IRIS Invoice Routing and Information System

IT Information Technology

JSC Johnson Space Center

JV Journal Voucher

MRI Master Records Index

NAMIS NASA Aircraft Management Information System
NASA National Aeronautics and Space Administration
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NICS NASA Integrated Communications Services
NPR NASA Procedural Requirements
NRRS NASA Records Retention Schedule
NSSC NASA Shared Services Center
OCFO Office of the Chief Financial Officer
OPM Office of Personnel Management
PLI Purchase Line ltem

PMS Payment Management System

PO Purchase Order

POC Point of Contact

SAP System, Applications and Products
SDR Supply Discrepancy Report

SF Standard Form

SGL Standard General Ledger

SOD Statement of Difference

SN ServiceNow

SP Service Provider

SPS Secure Payment System

TAS Treasury Account Symbols

TRACS Treasury Receivable Accounting and Collection System
VPP Vendor Payment Processor
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WCF

Working Capital Fund

WEST

Web Enterprise Service Technologies
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Appendix H — TRACS IPAC Job Aid

Step 1. Log into IPAC.gov system, click on TRACS:

A. Click on Query

Report type: EXTRACT & CREATE TRACS REPORT

Input your ALC number

Input Start Date: End Date: (INPUT ENTIRE MONTH)
Check “Limited Payability Cancellation;” click on SUBMIT

A Summary item will appear listing the bill number. Click: ALL; the Output
Format will display PDF file; click ok.

Once the “The report you requested has been completed” status appears,
Click DOWNLOAD and then OPEN

This will produce a summary with detail report which will give you acheck
serial number and check date

nmoow

I ©

Step 2. Log in to SAP:

A. Use T code: ZFI_AP_PMT_STAT_PAYMENT STATUS

B. Input payment run date: Range of Dates (look at check date from the

summary with detail report from IPAC — then use the entire month for the date

range)

Input the business area

Input C or 5 for payment method — click execute at top to run the report

On the report look for the closest date before the check date then find an

amount and start double-clicking on the 2000 numbers. (You may haveto

click on several to find the right one. The object is to match up the check

serial number with the amount)

F. Note that the Document Overview — Display screen will give the Doc Type

such as ZT (Travel), ZQ (Accounts Receivable), etc.

After you click on the 2000 number, then go to the top under ENVIRONMENT

Click on the check information — the check numbers have 5 leading numbers

first, then look for the check serial number. This should match the check serial

number on the summary with detail report from the IPAC TRACS system.

|. Extract copies of the IPAC, Summary Detail Report from TRACS, SAP
Document Overview Display screen, and SAP Display Check Information
screen. Attach these documents in the FMC/FMT ticket and route to the
appropriate department based on the doc type specified above as a High
status. For routing purposes - if the doc type indicates AP, Travel or AR,
assign the ticket to the AP Center lead

moo

T®
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Appendix | — Job Aid for VPP Query on Open Parked Documents in SAP

USING T-CODE FBL1N-Vendor Line Items

1. Open SAP
2. Use T-code FBL1N
3. Click Dynamic Selections icon

=4
Program Edit Goto System Help

|@ JH eGe DHE aoLa AERI@EH

Vendor Line Item Display

Vendor selection

to

Vendor account

[2]]

Company code NASA

Selection using search help

Search help ID \ H

Search string ‘

= Search help

Line item selection

Status
@ Open items
Open at key date

12/16/20814

O Cleared items
Clearing date

Open at key date

OAll items
Posting date

Type
[ IMormal items
[]Special G/ transactions
[InNoted items
[#] Parked items
[ Customer items

List Qutput
Layout

Maximum number ofitems \ |

4. Enter Business Area
5. Enter Payment Method Z

6. Enter Document Types: ZI, ZC, KB, KW, and KC




NSSC
Service Delivery Guide

NSSDG-9200-0005 Version 6.0

Number

Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 51 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

=3
rEmgram Edit Goto System Help

|@ JH eGe DHE 000 DR @B

Vendor Line Item Display

[ [d]

7 {&J Vendor master
[ Industry
[ Created on
[ Created by
[ ISR Number
[ Group key
[2 Account group
[ Country
[3) Alternative payee

[«B]

Document Number

Posting Date

Document Date

Currency

Document Type

Business Area

Payment Method

ﬂﬂ%J

0] — — (1Y

Vendor selection

Vendor account

o [ ]

Company code NASA

:

(o] <]

Selection using search help

Search help ID ‘ H

Search string \

= Search help

Line item selection

Status
@ Open items

Open at key date 12/16/2014

O Cleared items

Clearing date

Open at key date ‘ |

O Allitems

Posting date

Type
[INarmal items
[]special GiL transactions
[INoted items
[¥] Parked items
[]Customer items

List Qutput

Layout

I ‘@ The entered selections were not accepted

7. Click Open Items under Status and enter the date

8. Click Parked Items under Type

9. Click Execute

10. The result is a list of open parked documents
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=3 =] )]

List Edit Goto Extras Environment Seftings System Help

|@ naH G DHE Dhon BAR 28

Vendor Line Item Display
WD EPED EVRL I oo 3 oo oo
Vendor 2 ;
Company Code NASA
Name 5
City -

5t |PBk |BusA| Pmt| User DocumentNo| Ty |Reference Pmnt date |Pstng Date|Doc. Date |S|DD LC amnt|Clrng doc.|Clearing Text Assign|PM
O & 22 22 |NSODO146|1900030001| Z1 | 785HNTJ40001 NNC11IADSI|12/89/2014|12/10/2014|12/08/2814 3,668 36- Funding 12/10 KD z
] & 22 22 |NS0DO146|1900030023| Z1|021382090001 GRCGPO-089 |12/15/2014|12/16/2014| 12/15/2014 593 94- 3D 12/05 Pending PLI bre..[KD z
0 o 22 |22 |NSDOO146)|1900028050| Z1 (144850500001  ZNOH 12/12/2014|12/15/2014| 12/12/2014 194 .00 3D 12/15 Pending backup|KD Z
] & 22 22 |NSODO146|1900030021| Z1| 849845320001 NNC12IA15..|12/15/2014|12/16/2014| 12/15/2014 13,681 85- KD z
[1 & 22 |22 |NSDOO146|1000030022| Z1 (240845310001 NNC12IA15I(12/15/2014|12/16/2014|12/15/20814 10.68- KD Z
1 & 22 22 |NSODO146|1900030024| Z1 | 849845360001 NNC12IA151|12/15/2014|12/16/2014| 12/15/20814 478 68- KD z

2 18,244 51-
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Appendix J — Job Aid for Macro to Clear IPACS

1. Navigate to the SAP T-code FBLIN Click on the Variantlcon ||

2. Remove your user ID from the Created By criteria and type “IPACS2CLR” in the
variant criteria

variant IPACSZCLR e
Environment -
Created by o
Cchanged by el |
Original language o

iEh |3

3. Click Execute icon @
4. When the results are loaded, select List, Export, Spreadsheet

TE IH Qe DRE onnD O OF

Vendor LirreJtem Display
H 4 P-PI|S‘«'(/" i @@l?&?lﬁﬂtﬂ_ E 5 ||ﬂ # Selections Disputa Cass

= Vandor e

o Company Cods NASA

= Nama
City

St |PBK| BusA| Pt | User Documentho| Ty Ke-rmm'm\\ Punt date |Pstng Date|Doc Date |S|DD LC amnt|CTrng doc |Clearing | Text
O ow £ |51 |NSGAGE2| 1980024821 21| TECHIHKEGSE NNGEMEK!1T|61/82/2644|01/83/2014|81/62/2014| |E| 474 420 74
0O e 18 18 |NSE80584( 1980011 685| ZT| TEEHIHKTOEE1  NNH11AR 81/82/26814(81/83/2014|81/82/2014 H 3,814 21-
O - 23 23 |HSCBGE5E4| 1980811681 | ZT| TEEHIHKXEEET NNL12AAZGT E272814|@1 /83,3014 (681/82/2014( |E 1,713 53-
O w 18 18 |NSOBG0204| 1980622273| ZT| TESHIHKROEET NNH13AVDET | 01./BR/2614(61/83/2814|81/82/2014 15 | 1,328 84-
O = 16 |18 |NSEES204| 198A0233TE| 21| TESHIMKLOBET NNH13AV2AT|01,/02/ 84| 01/8572014 |61 822004 |E 3E AER 08
O 18 18 |HSE8E204( 1980032277 | IT| TEEHIHKNGEET NNH13AVEZI|@1/682/281 /Azraa14 |81 re2/2014| (EH &,818 18-
O - 18 10 |NSO00SE4| 1980024038) ZC( TASHIHLEOEE  NNH1 2AT201|01/02/2044 | 01 Peg 2044 [01/a2/2014| |E 1,783.55
O w 18 |10 |NSOAGSE4| 1980024537 | 71| TASHIHLCODE NN JAWBTT|02/01/2014 |01 /8372404 |81 /02/2014| |B 4,165 44-
518,246 .30-

5. The following prompt should default to “Excel (in MHTML Format)”. Leave this
selected and click the check mark

6. Click Save. The spreadsheet will open in Excel after clicking Save.
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O Rk s ;
- Home | Insart £ Formulas Data Rewew ‘s Developer Acrohat  FRWT B2 Grants BAC  PMC Rebate a @@=
I - . i 2 = I atoSum -
=l e | e ) - K W [voma Bad Good = & ) = roa
e L J = Erie ’
oo A BB R a3 % 1 |3 1] Condons v NSRERII) [Coiketon | (IR | e oo rome e son i
- ainter Farmatting = Table - e 7| ™ - - RO e e

1
2 9 NS000620 1900024021 T85HIMKEDOOT NNGOIEK11! 17272014

19 10 10 NSD00584 "1900011685 2l T85HIMKTO001 NNH11ART731 17212014 17372014 1/2/2014
19 23 2 NS000584 1900011681 z 785HIMKXD001 NNL12AA301 1202014 1732014 17272014

5 9 10 10 NS000294 1900023279 7 785HIMKRO001 NNH13AVOS! 1/2/2014 1732014 1/2/2014 a
(0] 10 10 NS000294 1900023276 2 THSHIMKLOO0T NNH13AV241 122014 132014 1/2/2014

e 10 10 NS000294 1900023277 2 7B5HIMKMO0OT NNH13AVG2! 1122014 1732014 11272014

8 9 "0 10 NS000584 "1900024036 c 785HIMLE0001 NNH12AT201 122014 132014 1722014

9 9 "10 "0 NS000584 1900024037 7 785HIMLCO001 NNH13AWOT! 2012014 1/32014 1/2/2014 &
10 I [ I I I I I I
1

7. Once the spreadsheet is loaded in Excel, click on the IPAC ribbon. Select Auto-
ciliar IPAC Invoices and Credits

..... T ags Lavodd ’ Bala W

i
e

" ¥ a " 1 ) 3 i ] =
- stenmen | Che et Hgrrdiess | Doyt Type [Betorence ______|Paymaen deo 1 vard Dl |5 L it [Pt e sty sy | Adrey
OUZ0 1 RO0R 0T § i TRMIMKEOUOT NMCARER 1 VR4 ple k] hir el
FOOGAA "1BO001 108G o TROMIMICTONO1 MR YVARTI ARPDA VPB4 123004
ocsa TLe00n1 168t " FESHIMEXO0OT MM 1AM SrorA RN A Ao
onzna T1o000zazTe 7 FRAHIMISHDOO1 N AT e R e vt
pocna. "1 e0002 2 e n FESHIMMLOO0T NNHT AV Ve it Aseona
) VB000T T n s e VEEOIA AFONA 1azote
oA Tt A0 o FESHIMLOOGOYT  NMH1ZATZON NIZAOTA VP04 A0

HBOOOHHA_ "1 n FESMIML OO0 FNF L LAWTL 2o L I 1RO
M [k, S | e S |l e s el s = i Iepe——————" ) e A

T T i

l\l A senptis iying 1o attach to the GUIL

I
| oK l | cancer |

8. Macro will Clear all IPACs in SAP using T-codes F-52 and F-53
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: t o, fi P open items

e e i i

Initial value

| |
= =
£ 1
- |
L1
L1
|

DUDC0 000000 Do0 Dm0

0000000000000 000000000!
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Home Inset  Pagelayout  Formulas Data  Review  View  Developer  Acorobat FEWT P Gramts | PAC | JPMICRebate o @ = r_‘:}
= = (] r = B 54 Rpt Config
= =3 * M - 5 Side by Side

Report | Auto-Park Delete Parked Attach PACS t0  Auto-clear PAC.

luncner | BACs  Imoices  Parked Docs Invoices and Crelts| 0P PAC Download Report
Dally Report: SAB Aifoimatian itcallanecs

A3 - £ | 1500025112
A B c D £ F G H I J K E M A

1 Cleanng Doc # |Clearediopen items symbol |Payment Block |Business Area Pmt meth. supplement |User name | Document Number | Document Type \Referenne IPaymam date | Posting Date | Document Date | Special G/L ind. |Net due d—
2 1500025111 51 51 NSO000S20 1900024021 Zl T85HIMKEDOD1 NNGOIEK11! 11212014 1732014 1122014

3 1500025112 "0 0 NS000584 1900011685 Zl T85HIMKT0001 NNH11AR73| 1/2/2014 1/3/2014 1/2/2014

4 1500025113 23 2] NS000584 1900011681 Zl T85HIMKX0001 NNL12AA30I 11212014 1/3/2014 122014

5 15000251149] "0 "o NS000204 1900023279 Zl T8EHIMKRO00T NNH13AV5!H 11212014 17312014 1/2/2014

] 1500025115@ "0 10 NS000294 1000023276 Zl T85HIMKLODO1 NNH13AV24] 1/2/2014 1/3/2014 17272014

7 15000251161 "0 10 NS000294 1900023277 Zl T85HIMKMOD01 NNH13AVE2! 11212014 1/3/2014 12204

8 1500‘]2511?@ 10 10 NS000584 1900024036 c TEEHIMLED00T NNH1ZAT201 1/2/2014 1/32014 1/2/2014

g 1500‘]25118@ "10 "o NS000584 1900024037 2zl T85HIMLCOD01 NNH13AWOTI 2112014 1/3/2014 1/2/2014

10 [ J \ [ l [ | I J \ \

"

12

When complete, all SAP Clearing document numbers should be populated on the
spreadsheet. The spreadsheet will be automatically saved to the following path:
N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\IPAC\Clearing Docs/FY YYYY/FYMonthNumber MMMM YYYY/YYYY-
mm-dd_hh.mm.ss Clearing Documents.xlsx

a) Where MMMM= full name of the month

b) YYYY= four digit year

¢c) mm= month number in two-digit format
d) dd=day number in two-digit format

e) hh= hour number in two-digit format

f)  mm= minute number in two-digit format
g) ss= second number in two-digit format
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Appendix K — Job Aid for Combining Links in TECHDOC Using the Campus

Search

Save the IPAC and Backup documents as PDFs.

Open Document #1 and Document #2 and pen the page thumbnails for both
documents

Drag document # 2 page(s) to document #1 to merge the documents. Save on
your desktop

Go to the NSSC Web page (https://internal.nssc.nasa.gov/) and click on Campus
Search under “Quick Links”

Search Field is “Text.” Enter the DRN of the IPAC in the Search text field. Click
Search.

- R . —

] O o x w &5 NSSE Ca Lm_h

CARS for the web [ Google 3] HSSC Request Manageme,. (3] bileady Enterprive Home FEWT =

NSSC Campus Search Englne

Help on searching  Home

To perform the search, enter data Into the one or more search fields, adjust the search options If necessary, and press the Search buttor
Clear button will reset all of the search eriteria. Search fields with an asterisk (*) support a lookup feature if your browser suppors Java

Search field: Text

Search text: 15055131 q
= And Or And Not

Search field: Teaxt -

Search text: (D\

= And Or And Not
Search field: Taxt -

Search text: Q,

Maximum number of entries to show: 100 =
Show Thumbnails: Mo =

| Search | | coar |
<ot ve |

Click on the Document Number. This will take you to the document in TechDoc

SearchNSSC N55C Campus Search Engine

Back  Hame
Search Results: Showing search entry detalls because exactly 1 document satisfied your search oriterla.

Click on the Revision to view the latest revision of the document.
Click on the Document number to view search entry detalls

Host Name: DM
Document

EM_AP_IPAC 103 12-12-2014 0732411300 <

Number:
Revislon: 0
Title: 1PAC
Organization: FM
Point of 5P F
Contact: 5P, FM AP Lead
Document
Type: iy
Document
Priviy
Category: e
Keywaords: Officlal_Record=Yes, Vital_Record=Yes, Box_No=MIC, Originating_ALC= )»1000110[ Customer AI{ RO!JDI)HI DRN = 15055;11
Summany_Amount=%$21,753.50, nccomulished Date=12/11/2014, PO_Number= _Doc_No= 201,
Detail _Amoury it=521,753.50, Detail_Number=1, WM5S=Yes, Invoice_Date 1?!51,!’70]4 Date. R!‘(I|\'ld 12/11/2014

Document Links:
Show Detalls:  hitps://searchnssc.nssenasa.gov/sendet/search?REQUEST = DET AILED&FIELD 1 = 5M_ID&TEXT 1=h 10004198167 88L AYUP = standard
Fetch Latest Rev: https:/fdm.nssc.nasa,gov/serviet/dm.web Fetch?did = 198167 88rev - Slatest
Show Info: hittps:/fdm.nsse. nasa.gov/serviet/dm.web. StatusRetrieval ?did= 1981678

The following criteria was used to satisly the search results shown above:

Search field: Text
Search text: 15055131
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7. Click “Reserve” under Document. E

nter the Reason- Combining Links.

8. Click “Replace.” Browse your computer for the combined Documents (IPAC &

Backup) saved in #3.
9. Click “Release.” Enter the Revision

Generation number.
. -

number as the same number as the

e ruie S —— . —

m‘ & https://dm.nssc.nasa.gov/serviet/dm.web StatusRetrieval?did=1981678

L-acx Hg’,‘ Docu... * | (= Documen..

9% T For NSSC Employees - NS... [ Suggested Sites ~ @) CARS forthe Web [ Google 2 MSSC Request Manageme... £ bReady Enterprise Home ...

DocMgr
Explorer Lists My Work Reports Reviews

Search by: Document Number ~

Support
For:

dm.nssc.nasa.gov srharpel
Log Out
Advanced Search

m Document Status

Comments Number: FM_AP IPAC 103 12-12-2014 07.32.41.1309
Explore
Explore Home Revision: 2.0
Explore Root T
o Title: IPAC
History Doc Type: INV - Invoice
Modify iy 4
Release Organization: FM - Financial Management
Replace Point of Contact:  SP, FM AP Lead
Reserve
Show Assoc Owner: SP, FM Functional Manager
Show Info 5
Show Links Reserved By:
Show Review  Resident Document: Yes
Unrelease
Unreserve Created: 12/12/2014 07:38:43
VH ] Released: 12/12/2014 12:54:05

elp

Review Status: Not currently in Review

Generations

Generation Revision Create Date

2.0 2.4 12/12/2014 12:53:54 pdf
1.0 1 12/12/2014 07:38:43 pdf

10. Uncheck “Watermark.”
11. After a few minutes the links should
or SAP to verify.

Document Files

be combined. Open the document in AWMS

12.When the document is released in AWMS, Click “Duplicate/Supporting.”
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Appendix L — Working Capital Fund (WCF) Advances Process Flow

Working Capital Fund Advances Process Flow

-]
£
5 Form 76
E received from
- center and a
H SIART] ServiceNow
£ FMCIFMT is
Q created
o
a
When the advances are
2 sPto In FMC, update %::ﬂ::ﬁ::::“f: ) posted and IPACs In F";ﬁfﬂ;&"’“c
s g Resolve open to Work In . . Using the created, download the Add advance
s 3 determine if EMT and Progress, add information from the 13 Macro in | | 1PACs from website and Spreadsheet. (T&S only) to|
nE Advance is B> create new location, add Form 76, Make sure all | Excel, post save (HQ will not have P| Resalve FMT and > center
Qg Training & asien, information on form the create new Task for 5 dshest
aTa Services (T&S) task for NSSC name to watch matches SAP and the any). Add 13P or T&S ta NSSC BAD for preadshe
o BAD for 13P list, and assign advances the end of spreadsheet to
= or [3P F:MT to sell open amounts are identi 13P L3,
encugh for the advance. = I
T
d — ]
28w
-]
w =T
28 g
SER
8E3
&3
A
@
=2
§ n:r::::p::s 13P completes
o review and FMT Assign to NSSC BAD
@ »
£ P NSSC BAD for B i roturmed ta > for I3P L3
7] 13P L3 for
= AP L2
@ review
o
=
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Appendix M — Job Aid for Working Capital Fund (WCF) Advances &
Liquidations

Agency Consolidated End-User Services (ACES), Enterprise Applications
Service Technologies (EAST), NASA Integrated Communications Services
(NICS), NETWORX, Web Enterprise Service Technologies (WEST)

A. Center submits WCF Form 76
B. ServiceNow FMC/FMT is automatically generated by DI

C. Find I3P and T&S Advance requests in ServiceNow Finance Silo-FM with Short
Description of FM - ACCOUNTS PAYABLE - WORKING CAPITAL FUND
ADVANCE new requests will be Status “Requested”

@ NASA Shared Services Center

gt | o Typaftlectext | = = Finonce Cases | Now | Goto s v qQ El
' Reports » Al Active = trse > Short Deseription containg Waiking Capital > Status = Requested
ol | W View | Run @0 = Number s B Location B Watch list H Staius B Short Description B Opened B Customer B AssignmentGroup  § O
300 Case Management Search Search “Working Capital Sparch Sparch Saarch Spar
ity | W Tasks Assigned to me :r :B‘C‘-?Lm e
3 LEid Y - KIN 8 M - ACCOUNTS
T:ipm Unassigaed [1lg EMCORI2NT Requested CAPITAL FUND 20151209 115338 CST  Maria Parag
5

() ADVANCE
omamg| Al Tasks
oo % Open Taaks [ acenommacsmemmn . v
n- 2
n ashy
T T

BAYABLELY

E. Open link tab and click on URL link to open document
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3 dmmssenasagov

File Edt Goto Favorites Help

¥ & eTes [ ServiceNow NSSC IT Servi..

springahead Login @ | Treasury 3! Remedy & | ACaRT | "a FBWT & AWMS & | bReady

Waorking Capital Fund (WCF) i
amlmPlymlReuual — %
e e ey e H
; . F—— f
s mr‘:nul wist n...:—u Cowt | Griee. - I
/ ral efs o ‘;-:-
Llamtec _AGe g e — g
L ——— —2
F. Determine if Training & Services or I3P advance the I3P advances.
G. I3P advance will be routed to Support Operations Directorate (SOD) L3 for
review before processing (example of I3P advance request)
H. Open Finance task
:un-.-lnx‘_u:':"mm-_m:_-rn"l-:.m'n"w-w:m'u_mnm_‘mh"-m-_mﬂ:v:::_«m.
lf‘u‘ﬁ” i marglon ¥ £ & ougewldog
CITT Y- ACCONTT T RLE - ARG CARTIL P OVCE L] - ACCONTE TR
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Assign task to yourself then Resolve Finance Task with comments “Task to I3P

Res Mgt L3 for review”
lSErviteNow NSSCIT Senvi.. 56 springahead Login & Treasury & Remedy 2| ACaRT " FBWT & AWMS 2 bReady

ied Servies Center

€ B s Tou. iz

Nt AT o g - v
o MO e
[~ 1 oy ey /
e i & L
tnt

LEE AONTY RAARE
FRBIERETY DR DARTALFAC ONE ¥
Ao e P ACTOUNT TR L1
lsguita iy Ty
* o Cesargtor
U s ASCUATT BTN RN AR FLAS AT

Dnrgton
T ACCOUNTT Pl - ORI AT PG SnCE

Choosing Update takes you back to Case

. At Case level Open Support Operations Directorate Task (SOD) Tab

I T e ———

o T 2308 2138 ONT - sty Trowmeuge e s Tama i (30 Sen gt 8 o
i | PSRt o
rociy " Cuntmmar Lann s
- Eqmanen
O ]
o

" ISCamGy  ACMARD CARTAL N ATANCE
*Augr—— O P ASCIUNTE AT ASLE LS
ancignaa s a
~o
* o Cassngnee
T | s oA Bar AR § AR SARTAL BUNE AEAMCE

Seinngaze
BT | aSSousTE RaT A - SORSARD CARTAL PG ADVANCE

1 ™ "archions Detwin || Lres At memezry (3 i e ]
[ ——— [ p— s
[ e
-t - —— v Pt D Fieia

L. Create New SOD Task by choosing NEW; Fill in *required items

Page 62 of 180
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mSenriceNow NSSCIT Servi.. |52 springahead Login & Treasury & Remedy & ACaRT % FBWT & AWMS & bReady

1S5C IT Service... x [F&3

B serviceNow NSSC IT Servi..

84 springahead Login & | Treasury & | Remedy & | ACaRT "s FBWT &] AWMS & | bReady

ared Services Center

1| € B Ssoxt Oomtces Crackoreis Tach - EITRS2E3E.

M g

it T

Gusmmer s Saan

ety b
ESCmgon (38 I BERIUACK MANASDUENT 1ERCAT
“ Mttt Qe (30 14 MEBOUACE MAAMIUENT JURICAT L1

M. Create Functional Detail fill in center and FCD#

S weton 8 g Cacm P A

ared Services Center

g oy |

N. Save

O. Go back and open case

Contm
Furt Commmpt
[T
Burstash Baguee!

Catmgory

D e

Faouaget

et Fackage ko
o g gy
Cortraster
davgred B COP
L

Aaard Deiy.

2 v

s

ACOOLNTE P MALE
ORI CARTA PO ANANCE.

FORACCE 181

P. Change Status to Pending; in Pending Reason drop down choose Internal
Action.
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ﬂservi:emaw NSSCIT Servie |BR springahead Login £ Treasury & Remedy & | ACaRT "a FEWT 2 AWMS £ bReady

s Serirces Center
p—--..———  — — —
I —

] . —

o oo ot ' —
B e ST Eainnd
. oty
b O
o —
o mre
- RN S - AR oA A REARCE
o A Pl AR Lo, SRS et
——

o — - - = e P e

e P ] s mane e
O e P ] P e—— [T ———
O A B ] pe—— e ooy s
O e e p—— p— [r———r——
O R [—— fee— f .
O Ol ] samnt sy TeSIRATERALS
=" Rl e =] R

R. I13P Res Mgt L3 completes review creating a new Finance Task
S. The task can be found in ServiceNow FM silo- EM-AP IPAC SUPPORT L2 with
Short Description “Process Funding Document”

red Services Center
r—— A —'_
= Finance Tasks | v | Goto Sotdwersson v Q B 1 befb | > | »
» Al Assipment Geoup = FI - AP IPAC SUPPORT L2 Status = Raschved> Sttus 1= Clnsed
0 = Number = Case £ Short Descrigtion v = Status = AssignmentGroup = Assigned to
Search Seach Seatch =3 =FM - AP IPAC SUPPOF - Search
L : - AP [PAC SUPPORT
[y EMTOOIM3 FMCO01Z3T4 FMCOM2374: Process Funding Docement New 2
FMCO010055; FM - ACCOUNTS PAYABLE Appears to be backup documentson ~ | am forwarding Yo Floyd Crisp at HQ fot
s apirice. Panding
e ” . ; FM- AP [PAC SUPPORT :
[]fg EMT0010853 EMCOM065 Mary, Work n Prograss o Mary Marting
This a miot our bl & bekengs bo another deectorate | wil sea what information | can dig up tomoemew and forward you're
POC il can find one 1300 G Swreet belongs b the Science Mission Directarate. Email fom Floyd Cdsp
i EM- AP IPAC SUPPORT
Il FMT00GEE34 EMC00G8053 FMCO005055; FI - ACCOUNTS PAYABLE - AWNS Pending 7] DONNA WISE
(105 FMIIogszs: FMCN0T2 FMCORITTIZ: Stas of INV. 1032096 BOC. 16313084039CT7 Work n Progress i B L Wondy Sungsen
15 ; - AP IPAC SUPPORT
(1l FMTO00TO0M EMC006524 FMCO005524: FM - ACCOUNTS PAYABLE IPAC SF1080 Panding 7] Vicks Ruseoe
I - » , EM- AP [PAC SUPPORT o e
[ Fmst! FuCIsE FICI005841 IPAC utstanding SF1080s Wk n Progss L;' 2 Vickia Ruszos

[ e mcntmn. v | 1 wEolf
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T. Open Task by opening link to review Form 76 FCD # with SAP information

2} dmunsscnasagov

eTES [ ServiceNow NSSC IT Send

750,

& | springahead Login @ | Treasury @ Remedy & | ACaRT

a FBWT @ AWMS & | bReady

ATIONAL ARRORAUTICE AMD SPACE
-

NASL SABED LTEVCES CENTER
STENNES SFACE CENTER. M3 6230008

Working Capital Fund (WCF)
Advance Payment Roquest

A% TIRATTY

Page 1081 |1

18 Funts Comantomant Dot Sote

|10 wasa camer IS - bohmsom ——
| |
18 enter wame: | Maria JaniePores 1, Fronds Commament Diumtnt Number: | Kmoan4ats
e w--lu-l [EICIpS—— 14 Sandr Franed (181) 4339611 | 19. Punds Commment Document Totst | $240,379.08
Fumbog Dairestne A caumting Classizstinn
I!I'-D| ¥ I T | [
Lee| : n |
| wssc u " " 1 1 Ga "
iy il - | | ol fomo] v ] s was
sl [N | Warer o
4 | | | | | cosey |
0 = S S
J——— — by the HESE "

Mesiapee Ngpe Tews Lead, FST

e Approval fos Fapment Mama 0w

-f(c\-.-.r“\\ A (% g
-

Vo Mpmreea 1 Papmany agean,

B - M jUST) SEAIBS PAIBYS YSYN

U. Open SAP using T code FMZ3
V. Input FCD# from Form 76 Display

re-

Funds commitment: Display InitScrn

<

7 1 H ©0@ DB s0o6

Funds commitment: Display InitScrn

2B ®

Document number
Line Item

800005054

W. Check for usage data by clicking Consumption button
X. Verify it has been posted and that the correct vendor # is being used

Note: If any item does not match SAP or usage is problem, return to SOD

L3 with discrepancy information

Y. If all items are good proceed by preparing spreadsheet for processing data

Z. N:drive FM Division>Accounts Payable_Accounts Receivable>Open current year
folder>Advance Request Form, Save spreadsheet to current year/month/date
(example 2015-12-07 folder with 2015-12-07 Advance I3P) and Save
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BEES PRS0 HL Mo Avmn b Il :
BEEl o= rseo  eaceuwouT  fORMULAS  DATA REVEW  VEW  DEVELOER  ACROBAT BAC  FBWT P Tromidge. Jody H. (MSSC-HS50[Servce rovsdert + [ ||
. v % ; : = Autasum *
Calibri Ju <K A B #- FPwaplet Gereral * ’ 29 | Normal Bad Good o ox N E i %Y “
7 = 1 = men-
W e

e
B Copy - E r e ol =
$-9% » %3 Coeaitoml Formatas| Nevtral Calculation o Insert Delote famat o Sond Find &
Formaning = Table = . ' - . - e Filter~ Sefuct =
[ P

Paste
« ¥ Fornat Pamter

K8 - S i
A 8 C o £ F & H 1 ! K 1 ™M N L2 P Q R’ 5 T u -
FCO FCD LINE ITEM  AMOUNT BA ADVANCE TYPE

Advance Request Form & . .

Funds commitment: Display Overview sam

play Overview scrn
Document number 800005054 & Posted Duocument Date |12/09/2015/
Document type @ General Dblgation Postrg Date [12/08/2015
Company Code MASA MASA Curency/Rate |usD
Dottt ICS 15 Decernber IPAC 2015 NNM11AADC
Currency usp
Geand total 240,339.08
1 100,144.52 WP 833 - For CRQ 47202670 72 SsMX220160 361N 736466  6100,3572 72 J210lL  FCO0000(7I6466.07.01157375 =)
3 124,995.20 WP B3] - For (RO 661062670 72 SsMX220160 361N TI6466  6100,2572 72 721011 PCOOOOO(IIEAEE.07.01 187378 )
3 4,591.17 WPEI2 - For CRQ S9SB1E2570 72 EXCK22016D 4W7U 170786  6100.2572 72 7INICSCUST PCOO00G{170786.07.01 157375
4 5,738.49 WP 832 — For CROQ) 6I06X2ET0 72 EXCHI2016D 487U 170786 6100.2592 72  TINICSCUST FCO0000{170786.07.01 167378
s 619.70 WP 832 - For (R 5996142570 72 EXCX22016D 487U 599891 6100.2572 72  TINICSCUST FCOO0OO(S99891.01.01 157375
& 850.00 wm—wcws?ﬂ 72 EXCX22016D 7338 581570 6100,2572 72 TINICSCUST FCO0000(S81570.01.05.157375
b 1,600.00 WPE3-FODWAP 2570 72 EXCHIZ016D 7338 603524 6100.2572 72 TINICSCUST FCOO00O(609524 .05, 03 157375
a B50.00 WP 832 - SA Conference 12570 72 EXCX22016D 487U 595891  6100.2572 72 TINICHCUST FCOOD00(S99891.01.01 157375
9 950.00 WP 837 — EC Conference 12570 72 SCENITOLED F13K 11672 6100.2572 72  TINICSCUST ¥CO00DO(411672.10.05157375
[l
B
(0.0 oj0]
Persibon Documant itam 1/ 9
& There = no usage data =T POI (4) 600 B ndmap0tads | In6 | |7

AA. Open processing list to retrieve items to be posted
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Funds commitment: Dlsplay ImtScrn

<

Funds commitment: Dlsplay InltScrn

Document number [800005054 |
Line Ttem |

73— _——

Earl 1arked funds journal

Earmarked funds juurnal
Earmarked Funds 800005054
Doc. Category 50

Company Code MASA |

E .
8|8 888 88§

2
glglalgdaEEe|aE

Earmarked funds journal

G ATV IX @ 63QTLE Brk O Qw

Earmarked funds journal

Dﬂ! 12/09/2015

1 33 - For CRQ 470204 100, 145 lUJ 144.52 i NICS 1st Deoeﬂim IPA.C 2015 NNMITAAC IHWZUIS I 6100. 25"2 736466.07.01.05.03.33 ?21011 . SSMX22016D FCO00000 157375
2 WP 833 - For CRQ 661060 | 124,995.20 124 ,995.20 | NICS 1st December [PAC 2015 WIM 12/08/2005 61002572 72 | 736466.07.01.05.03.33 721011 | SSMX220160 FCO00000 157375

3 WP 832 - For CRQ 595918 459117 459117 NICS 1st December IPAC 2015 NNM1LAAC 12/09/2015 6100.3572 T2 170786,07.01.27.00.84 72NICSCUST EXCX22016D FCDO000 157375
4 WP 832 - For CRQ 610696 573849 573849 NICS 1st December IPAC 2015 NNMILAADIC 12/09/2015 6100572 72 170786.07.01.27.01.84 72NICSCUST EXCX2016D FCODOO0O 157375
5 WP 832 — For CRQ) 599614 | 61970 618.70 NICS 1st December IPAC 2015 NNMILAAMC 1/09/2015 61003572 72 S99B91.01.01.01 72NICSCUST EXCX220160 FCODD00O 157375
6 WP 832 - Statin Conference Phone 850,00 850.00  NICS 1st December IPAC 2015 NNMILAAMC 12/09/2015 6100.5572 72 581570.01.05.08.05 72NICSCUST EXCX22016D FCO00000 157375
7 WP 832 - FOD WAP 1,600.00  1,600.00 'NICS 1st December IPAC 2015 NNMILAAC 12/09/2015 61002572 72 609524,00.03.01.01.36. 72NICSCUST EXCX22016D FCO00000 157375
8 WP B32 - SA Conference Phone 85000  850.00 NICS 1st December IPAC 2015 NNMILAADIC 12/09/2015 6100.2572 72 599891.01.01.01 72NICSCUST EXCX22016D FCO00000 157375
9 WP 832 - EC Conference Phone 95000 950.00 NICS 1st Dacember IPAC 2015 NNMILAMC 12/09/2015 6100.2572 72 411672.10.05.01 72NICSCUST SCEX22016D FC000000 157375

BB. Choose select layout / Choosing WCF
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Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

IEV{-. ce

= /]

Layout setting (Al

Earmarked funds journal

@ avy EN O HEaTLE Br s B @

Earmarked funds journal
Date 12/09/2015

‘Tm- 1HEO-AL
4

800005 1 100,144.52
800005054 2 124,995.20 72

800005054 3 4,591.17 72
800005054 4 5,738.49 72
800005054 5 619.70 72
8000050549 6 850.00 72
800005054 7| 1,600.00 72
800005054 8  850.00 72
800005054 9 950.00 72

List can be copied to input on Advance Spreadsheet

CC. Add the advance type to spreadsheet
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1V R e R * A-cn - D kI W
T PAGELAYOUT FORMULAS DATA  REVEW VIEW DIVELOPER  ACRDBAT WAC  FEWT OP Treombricge, Ry H. (NSSC-NS5CIServee Provater] = L I
Caliri o <Ak = - General . ’ # | Normal Bad
5 - mat a5 | Newiral Calculation | [T 8= st
P

G11 fi -
L) 8 1 L o L F & H 1 ! K 1 M N a P Q R 5 T u

1 FCD FCD LINE ITEM (AMOUNT BA ADVANCE TYPE

2 B0DO0S0S4 1 100,144.52 T2{13P NICS

1 800005054 2| 124,995.20 T2{13P NICS

1 BO000S054 3 4,551.17 72]13P NICS
B00005054 A spwas|  mlevnies
800005054 S| eom 72]139 G
BOOOOSH0%A [ 850,00 T2|13P NICS

B BD0ODH0B4 7 1.600.00 T2{139 NICS
BODOUSDSA 8, 850.00 T{I3P NICS

10 800005054 9 950.00 T213P NICS

1

12

13

14

15

16

17

18

19

0

1

2

3

F1

5

F

r s

8

9

30

= Advance Request Form #

DD. Open Finance Task-Change Task to Work in Progress, assign task to yourself,
input a comment in work notes “Pending Posting”

EE. If more than one Task returned from SOD L3, repeat process for each
Advance Request FCD#

= NSSCIT Servi. 2. logn @ Treasury @ Remedy & ACSRT s FEWT @) AWMS @ bReady
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FF. Open Case change status from Pending to Work in Progress and put center
requesting advance in location

Attps /=5 nasa.gov/cansole)

SSCIT Servic..
ﬂServiceNow NSSC IT Servi.. |28 springahead Login & | Treasury & | Remedy & ACaRT |"4 FBWT & AWMS & bReady

ared Services Center

g L

P 0 -

GG. Post advances in SAP using I3P macro and Treasury system

HH. Macro creates output spreadsheet with Doc Reference # for IPAC’s created,
retrieve copy of center IPAC’s from Treasury saving them to the same folder as
Advance Request and Output spreadsheets
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IPAC TRANSACTION REPORT
for Dx A

Number - 02803023

Juzy o Trowerage
Tentact BT
STy R ETABASYETNALS OV

oo 2546000

une of imzue Cruansty Une Pree
e 100 100,148 63
acms Astourmng Ciasafesten Cooe FRrAAAADIN

Transactos Contect
AITT TROWERIOGE

Transacson Descroton
BOOCCEOEL-1 - DOLICIIC 16D « OF MICT ADVANCE
Document Mumpers: 15000 18431547,
1400018413 - ot

Detan WumDer Recever Treacury ASSowt Symoe! Recever DUNDed Jencer Treasury ASTount Symoo
DESIC 162017 £123000

Mecever BETC Mecener DUNS  Senger BETC

cou ons
EoTraze Ceer heamoe e humber
38 IS AD BocoosOss

Sender DUND=d

Senser DuNT

L ¥ v ittt Ot Dl inoigen [N) ¢ M Divioien & At Puubl Avnts Risainbe ¥ A Rl ¥ WCE Warkiny Capital Fund #

Oguas * Bun  Now lviver
)W Hama

L Tav RS 1039 1a%y

ﬂ Q005 L2 00 Adwwnvs Quigwt Bk Wieiar et ™ Ml Busl'W Ll

b Tokocoms, Moctings, Agandus & Ne
b Lan 0 NOive Ui W
“{ia T WA Yt
L Tenining, iuse Canirtan & o e

L Tramsirion Jafa & Plase

b T

b Dy & 50% nly

L Verdor Made

| Vardar'Wee

[TLLL PP

0% 2018 12 0 Avarie Hagust 11'xha LS S5 Mitenll Linkd W e

Il. Attached a copy of output spreadsheet and IPAC PDF to the CASE
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FEEREER
Eﬁﬁﬁﬂdii

JJ. After attaching IPAC’s and Output, Save

KK. Open Finance tab

LL. Open task that is Work in Progress

MM. Resolve task, work notes “Advance posted and IPAC created”
NN. Save

Training and Services Advance

A. If Form 76 is for Training and Services, change status to WIP and assign to yourself with work
notes Pending Posting

B. Open Finance Task-change status to Work in Progress-work notes Pending
Posting

C. Determine if FCD meets criteria for processing Consumption/Posted/Vendor by
checking in SAP
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D. If any item does not match SAP or usage is problem, return to center POC

that submitted form for corrections

If all criteria is okay proceed with processing by creating spreadsheet saving on
N:Drive, then process in SAP with I3P advance macro

After processing in SAP attach spreadsheet and IPAC to Case.

. Resolve Finance Task with Work notes “Advance posted and IPAC created
Save

Go to Case and open SOD tab create task

m

”

—IEm

M v g
e 1 e

agn ot cane

ey

Cowwtn ascmeas

e 3

e T N e I e

Create SOD task by choosing new

Assign to NSSC BAD/Operations & Budget/Operations & Budget L3, create FD
Work notes type Advance posted and IPAC created

Save

All centers except HQ will have spreadsheet under current year; enter the
amount processed and FCD# & line# on spreadsheet for distinguishing Training
or Services.

O. Open the document imaging link on the SN case to view the Form 76

zzrr X<
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2 https://dm.nssc.nasa.gov/serviet/dm.web.Fetch/00045A7B.pdf?gid=1315680 - Windows Intel

@Jhttps://dm‘nssc‘nasa.gcv/servletjdm.\web‘FetchmOMSA?B‘pdf?gid:1315680 B +y | X JBEng

File Edit GoTo Favorites Help

x  @convert v Efiselect
.1 Favorites | 2 @] Web Slice Gallery ~ @] SAP

‘e https:,f;'dm.nssc.nasa‘gov/servlet/dm‘w.‘.| ‘ - ~ [ Eéa ~ Page~ Safety-

[owiy pleEpUuels 1Euen] INA BP SZIE ZLOZ/Z/E PSAISDeN DeSN

&
=
2
&
S
2
a
= Malfonal Aofaralics snd
g gt WCF Advance Payment Request
- W!;-‘m_',;g'ggm Send completed Form by email or fax to MSSC - nssc@nasa.gov or 1-866.779-6772
NASA Genter: [15C - Jakoson. B Dato: | March?, 2012
Mario{Tanie)Perez Funes Commimmant Dacument Number: 00002214
mariaj perernasa gy [Secer Phone.]  2B1-483-5652 Funds Commitment Docament Total: $568,000.00
P Funding Distributions Accounting Glassification
Line ’ an i
N35G Tral mal Crder
Hom | issc Sorvices| VG JrainSl aces EAST Nics wesT | Aseount | GastGenter | iEunction Cade) wes Fund | Tund
$13,00.00 S100.2572 | TIVALLL FCOM0 0869160101 020202 | EXPXZ2012D | T2
4{ $150.000.0 61002572 TACANL FCOU0000 17¢786.07.01. 130037 | EXgxz202p | 72
$200,000.00 61002572 | 73ICU FCO00000 36466 07 020502 CASXIZBIID | T2
-
Totak: | Match [PAC for 3P-NNX11AAGIC-Vendor HP Enterprise
[ hereby certify and approve the aftached Funds Commitment Dacument for processing by the Mkml Servioss, LLC- Etvstronic Dota Systems
SSC from the Resources Funds provided above. o) ]
Marin(Janie)Percz_FMS [ M lenca O T2 Mur 2, 3012
|Ap proval fof Faymvent Name/Tile: proval for Paydknt Signaldd  [Appioval Dale
NSSC Form 0078 Basic versonT 1 472011 AN previous varsions are chsoi  (AdODS 8.2)

P. Open bReady in Internet Explorer (https://bready.nasa.gov)
. Sign on to SAP through bReady

Click on the Systems tab and sign onto SAP R/3 (PC), the longrunning
SAP server can also be used

S. Once in SAP, go to FMZ3

=g
Document Edit Goto System Help

] EIRN = Bl

Funds commitment: Display Inif

o O

Document number [aono2232 [=
Line ltem
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T. Enter the Funds Commitment Document Number from the Form 76into

the Document Number line and

enter

V. Once into FMZ3, compare the line items in SAP to the line items on the
form 76. Every line item and amount should be exactly the same.

=
Document Edit Goio Extras Environment System Help

] A H(C@E@ BEE ODon FAR @5

Funds commitment: Display Overview scrn

Consumption
Document number | 800002232 & posted Document Date 083/15/2012
Document type @ General Obligation Posting Date 03/15/2012
Company Code NASA|USD | Agency Currencylrate usp
Doctext GSFC ACES Advance NNM11AA04C1 ‘
Currency usD
Grand total 1,035,800 68
Line items
D... |Overall amount ITax1 ICnmmitment ltem Funds Center Fund IFuncIGrant Funded Program |
1 273,465.00 GSFC ACES Advance NM. 2570 51 CASX12812D 361 736466 E
2 346,535.80 GSFC ACES Advance NM_2570 51 CASX12812D 361.. 736466 @
3 215,890.00 GSFC ACES Advance NM_2570 51 CASX120812D 361.. 736466
4 200,000.00 GSFC ACES Advance NN.[2570 51 CASX12812D 361 736466
[
Ll I 1 [«][x]
Fosition 1 Document item 1[4

W. Always check consumption for open amounts on the fundscommitment

document.

X. Click on the consumption tab

Y. This will give the open amount for the line items
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=5 =[] w
List Edit Goto Views Seftings System Help
L EET L]
Earmarked Funds: Display Consumption History
= @
Doc. No. Itm | Transaction Reference Consumptn | Crcy | Consumptn | LGu Notrelev. Motrelev | Del. Date Doc. Date Text| Revaluatns | Status| statist.
200001982 18 | Down Payment 1500014472 NASA2012 0.00 |USD 0.00 USD 6,640.93 6,640.93 | 12/20/2011 12/20/2011 [«]
200001982 18 | Down Payment 1500017307 NASA2012 0.00 |USD 0.00 USD 4,427.29 4,427.29 | 12i01/2011 12/01/2011 [+]
Total Down paymts 0.00 |USD 0.00 |USD 8,012.66 8,012.66
Invoice/Credit Memao 1900043056 NASA2012 0.00 (USD 0.00 USD 754.90 754.90 |02/29/2012  02/29/2012
Invoice/Credit Memao 1900025977 NASA2012 0.00 (USD 0.00 USD 2,300.66 2,300.66 01202012  01i20/2012
Total Invoicesicredit memos 0.00 uUsD 0.00 uUsD 3,055.56 3,055.56
‘Consumpt. 1106822 USD 1106822 USD 0.00 000
19 Receiptami. 1593424 USD 1583424 USD 0.00
Down Payment Request 1500014473 NASA2012 6,84218 USD 6,842.18 |USD 0.00 0.00 | 12/20/2011 12/20/2011
Down Payment Request 1500017308 NASAZ2012 456145 | USD 456145 |USD 0.00 0.00 | 12i01/2011 12i01/2011
Total Down payment requests 1140363 USD 1140363 USD 0.00 000
Down Payment 1900043062 NASA2012 0.00 USD 0.00 USD 722.08- 722.08- | 02/29/2012 | 02/29/2012
Down Payment 1900025984 NASA2012 0.00 |USD 0.00 USD 2,30276-|  2,30276- | 01/20i2012  01/20/2012
Down Payment 1500014474 NASA2012 0.00 |USD 0.00 USD 6,842.18 6,842.18 | 12/20/2011 12/20/2011
Down Payment 1500017309 NASA2012 0.00 |USD 0.00 |USD 4,561.45 4,561.45 | 12i01/2011 12/01/2011
Total Down paymis 0.00 |USD 0.00 | USD 8,378.79 8,378.79
Invoice/Credit Memo 1900043063 NASA2012 0.00 |USD 0.00 |USD 722.08 72208 | 0202912012 | 02/29/2012
Invoice/Credit Mema 1900026084 NASAZ012 0.00 USD 000 USD 230276 230276 |01/20i2012 | 01i20/2012
Total Invoicesicredit memos 0.00 UsD 000 USD 3,024 84 3,02484
Consumpt. 1140363 USD 1140363 USD 0.00 0.00
20 Receiptamt 868407 USD 868407 USD 0.00 0.00
Down Payment Request 1500014475 NASA2012 372183 |USD 372183 |USD 0.00 0.00 | 12/20/2011 12/20/2011
Down Payment Request 1500009058 NASA2012 248122 |USD 248122 |USD 0.00 0.00 | 12/01/2011 12/01/2011
Total Down payment requests 6,203.05 USD 6,203.05 USD 0.00 0.00
Down Payment 1900043072 NASA2012 0.00 |USD 0.00 |USD 366.92- 366.92- | 02/29/2012 | 02/29/2012
Down Payment 1900025994 NASA2012 0.00 (USD 0.00 USD 1,164.08- 1,164.08- | 01/20i2012  01/20/2012
Down Payment 1500014476 NASA2012 0.00 (USD 0.00 USD 372183 3,721.83 | 12i20/2011 122012011
Down Payment 1500009059 NASA2012 0.00 |USD 0.00 |USD 2,481.22 2,481.22 | 12012011 12/01/2011
Total Down paymis 0.00 USD 000 USD 467205 467205
Invoice/Credit Mema 1900043073 NASAZ2012 0.00 USD 000 USD 366.92 36692 |02i29i2012 | 02i29/2012
Invoice/Credit Memo 1900025994 NASAZ012 0.00 USD 000 USD 1,164.08 1,164.08 | 01/20/2012 | 01/20/2012
Total Invoicesicredit memos 000 USD 000 USD 1,531.00 1,531.00
Consumpt. 6,203.05 USD 6,203.05 USD 0.00 0.00
21 Receiptam: 7493212 USD 7493212 USD 000 000
Down Payment Request 1500014477 NASAP01Z | 234716.37 |USD | 3471637 |USD 0.00 0.00 | 12/20/2011 12/20/2011
Down Payment Request 1500009060 NASA2012 | 2314425 USD 2314425 USD 0.00 0.00 | 12/01/2011 12/01/2011
Total Down payment requests 57,860.62 USD 57,860.62 USD 0.00 0.00
Down Payment 1900043042 NASA2012 0.00 |USD 0.00 USD 6,323.20- 6,32320- | 02/29i2012  02/29/2012
Down Payment 1900025965 NASA2012 0.00 |USD 000 (USD | 13,611.52-| 13,611.52-|01/20i2012 | 01/20/2012 [2]
Down Payment 1500014478 NASA2012 0.00 USD 000 |(USD | 3471637 | 3471637 | 1212012011 12/20/2011 Iz‘
a7

NOTE: Another way to check the consumption is to double click into the line item
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Z. If you have multiple lines, you can also go to the FMZ3 screen, enter the
document number and select the bar graph symbol

Funds commitment: Display InitScrn

AEHE
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AA. Select the execute tab

@ B dH @@ QEE Snas BE @B

Earmarked funds journal

Document Header Data
Earmarked Funds 880002232
Doc. Category 50
Document type
Company Code NASA
Document Date
Posting Date
Created by
Costs due on

Line ltem Data
] Controlling Area
GiL Account
Cost Center
Order
WBS Element
FM Area
Commitment ltem
Funds Center |
Fund
Vendor
Customer

BB. Select the layout tab

Earmarked funds journal

FNE&FE|E%| O BHIHT L EGE @

[olslelelelelels|

I e Y e Y Y Y

Doc.No. “[* itm | Text . Amount| Open amt| Document Header Text Doc.Date | | WBSElement| CostCenter |F

1| GSFC NICS Advance NNM11AAD4CI Work Pkg 754-POST | 273,465.00 0.00 | GSFC NICS Advance NNM11AAD4CI | 03115/2012 736466.07.01.04.03.07.31 | 517BNICSCM | CA{
800002232| 2| GSFC NICS Advance NNM11AADAC Work Pkg 754-POST | 346,535.00 0.00 | GSFC NICS Advance NNU11AAD4CI | 03/15/2012 736486.07.01.04.03.07.32 | 577BNICSCM | CA{
800002232| 3| GBFC NICS Advance NNM11AAD4CI Work Pkg 755-POST | 215,890.00 0.00 | GSFC NICS Advance NNM11AAD4C | 03115/2012 736466.07.01.04.03.07.32 | 5176NICSCM | CAS
800002232| 4| GSFC NICS Advance NNM11AADACI Work Pkg 765-POST | 200,000.00 0.00 | GSFC NICS Advance NNM11AAD4C | 03/15/2012 736466.07.09.04.13.07.28 | 577BNICSCM | CA{

CC. Select WCF




NSSC

NSSDG-9200-0005 Version 6.0

Service Delivery Guide Number

Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 79 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

Layout description

CBA Travel View

Profile Default View o
[MTRAVELDEF | Travel Default View
WCF wef

FMNSSCULO | Default NSSC ULO Layout

[+

DD. Highlight columns Doc. No. through Funds Ctr

arked funds journal

=& F ¥ B S

unt | Vendor
157375
157375
157375
157375
157375
157375
157375
157375
157375
157375
157375

ENECENCEREE

EE. Right click and copy text and paste onto the Advance Request Form

FF. If there are errors on the Form 76, go to ServiceNow and pull up the
FMC/EMT

GG. Put the task into pending and assign the FMC/FMT back to I3P BO-
Procurement Support L3

HH. Make an entry into “Work Info” stating the problem
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Once the Form 76 is verified with the Funds Commitment Document and

is deemed correct, enter the information into the Working Capital Fund

Advance Spreadsheet.

JJ

The spreadsheet template that is located at:

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\Advance Request Form
NOTE: You must create a separate spreadsheet for I3P_and

Training/Services
Ham Inrsert Page Layou Formudy  Data Hevdew  View arrobat W - 0.x
4 . -l an - |- = | M T =
- Calbri 1 Ko - 2 wrap Ten General ha N OB a° 0 3 91" i
v ez glEe| e A [0 i Mecge b Conter + |80 |9y Conduional fomaras. el | e Delew formc | Sena Fad &
- Formatting = Tabie = Styles = - - Fiter = Select
Cip d Fant Agrent Hurntier : Styles Cells Edting
| H18 ~@ L *
WV~ B I c D E Fr— T 7 . F— - 1 M Ni
1 FCD FCO LINE ITEM |AMOUNT _ [BA ADVANCE TYPE
2 800002118 140 174,400.00 51[13P ACES
3
4
5
[3
7
8
g
10
1
12
13
14
15
16
17
i —1
19
20
2
2
2
24
2
26
27
28
29
30
31
M 4+ M Advance Request Form £J 1 !

Ready

This spreadsheet must be used in order for the macro to work!

1. Enter the information on the

Form 76 into the spreadsheet.
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FCD Line ltem

[ —
g WCF Advance Payment Request L= ]
ey —f =y sallor besaTINATTL T
P [ 1] o [T e o ot
fce - itary Mendex —
G| et merd e o {iie Prons|  (zeapanin 1Y
L
M0 Tg| 0y el nes winy | Acowt | Cout Cont
b | wmm ‘ Ameunt oz |
|
B [
[ | Advance t i [
= — MT ke [Scend IPAC e Mo BINNEARIC Vet 111
Niﬂ'lm;ﬂl'_wlm g e [Fobeise Servies, LLC-Plesric Data Sy ecm
H [ Hw_kll_.lll]_{

MSSC Recelved 3M15/2012 1:07:50 PV [Central Daylight Tims]

¥ Unknown Zone | Pratected Mode: Off ar

2. The completed spreadsheet will look like below:

_.":,-15'\1\ CECIEE ——— 3012-03-15 - Microsoft Excel

~- _/ Hame Insert Page Layout Formulas Data Review View Acrabat

’_1 .a-: calitri +|12 Slat AT || A2 =5 Wrap Text General

L e B L U - - - A ||| EE B | 6| 4 Merge & Center - s - %%  » || =8 298|
clipboa... = Fant ! Alignment L] rumber =
| F8 -G |

A B ] c [ E F

1 FCD FCD LINE ITEM |AMOUNT BA ADVANCE TYPE

2 200002222 1 1,830.44 21[13P ACES

3 800002222 2 276.24 21[13P ACES

a4 BOOOO2222 3 Z,18B2.72 21[(13P ACES

s 200002222 4 931.04 21[13P ACES

[ BOOD02222 5 9,734.96 21[13P ACES

7 800002222 6 462.88 21[13P ACES

8 800002222 7 2,872.16 21[13P ACES 1

9 H()(H](‘]“)')?') 8 ')h.'l.h‘() 21[13P ACES

10 200002222 F) 7,885.96 21[13P ACES

11 800002222 10 26,508.32 21[13P ACES

12 BOOOO2222 11 20,272.00 21[(13P ACES

13 800002222 12 6,354.00 21[13P ACES

14 BOOD02222 13 61,606.12 21[13P ACES

15 200002222 14 10,312.44 21[13P ACES

16 800002222 15 25,925.44 21[13P ACES

17 B0O0002230 1 4,500.00 72(13P ACES

is

19

20

21

22

Save spreadsheet:
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a. N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 20XX\(Day Month Year)\Date of
spreadsheet

b. Make sure you state it is I3P

c. Close spreadsheet (Only if you have to download the I3P macro)
d. Go to the N drive and add the I3P Macro

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\I3P

e. An excel Security Notice will open. Click “Enable Macros”

Microsoft Office Excel Security Notice M

@ 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
source.

File Path: N:\...ble\Accounts Payable\WCF_Working Capital Fund\I3P.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.

More information

Enable Macros Disable Macros

f. Once installed, the excel spreadsheet will display and “I3P” tab
g. Once the Macro is installed onto your computer, you will not have to install
it again. If updates are made, it will prompt you to update when excel is

open.

h. Close out Excel
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i. Open the saved Advance Spreadsheet

j- To post the advances, click the I3P tab

k. Click the AP Advances icon once (DO NOT DOUBLE CLICK)

Home

=

= ==

AP

Insert

—)
— 2
Ap

Advances Liquidations
I3P and WCF Advances and Liquidations| NSSC B3P Advances

Page Layout

Formulas

MNSSC Advances
Sales Order

Data

Review

Acrobat

BP

View

F6 v £

A B & E _ F Y
1 |FcD FCD LINE ITEM |AMOUNT BA ADVANCE TYPE
2 | 800002127 1| 333,632.00 62|13P ACES
3 800002127 2 76,835.00 62|13P ACES
4 800002127 3 26,206.00 62|13P ACES
5 800002127 4| 438,599.00 62|13P ACES
6 | 800002127 7 22,183.00 62|13P ACES |
7 800002127 12 2,141.00 62|13P ACES
8 | 800002127 13 1,339.00 62|13P ACES
9 800002127 14 38,807.00 62|13P ACES
10 | 800002127 15 43,294.00 62|13P ACES
11 | 800002127 16 16,965.00 62/13P ACES
12 | 800002127 48 85,150.00 62|13P ACES
13 | 800002127 49 5,000.00 62|13P ACES
14 | 800002127 50 295.00 62|13P ACES
15
16

NOTE: There will be a pop up screen that says “Script is trying to attach to GUI”, click OK

—

I\‘.;§ A scriptis trying to attach to the GUL.
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I. The automation will then post the F47-Down payment request and F48-Pay
Advance in SAP

Manual Steps for F-47- Procedure to create a down payment request

1. For Step-by-Step End-User procedures, refer to NEACC IEM
EPSS at: https://epss.nasa.gov/gm/workplace and click on
the following:

L3 F-47 Down Payment Request (End User Procedure)
Manual Steps for F-48- Procedure to execute payment of an advance

1. For Step-by-Step End-User procedures, refer to NEACC IEM
EPSS at:_https://epss.nasa.gov/gm/workplace and click on
the following:

L3 F-48 Pay Advance (End User Procedure)

e Once these 2 transactions have been posted, it will then prompt you to sign on to
create the IPAC

Forgot your Pz

Enterprise Single Sign On

Select an authentication method and enter your credentials

Log In using your FMS:

SS0 User ID and Password b To log in please enter your FMS Single Sign On User ID and Password.

User ID:

Password:
SecurlD Token

PKI Certificate

e Once signed on, the IPACs for each center will be created (1 IPAC for each
center). Each IPAC will have detail pages for each line item.

e Once the IPACs are created, the macro creates a spreadsheet with the 1500
number for the down payment request, 1500 number for the down payment, and

IPAC document request number. This should be saved under the WCF folderon
the N drive.
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N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 2012\Date of posting

Print Preview

_Q; C{ _ Next

s Previous Page

=

2012-03-20 Advance Output ;

Microsoft Excel

Print  Page Zoom ) Close Print
Setup ¥ show Margins ' preview
Print Zoom Preview
Funds Commit Doc FCD Line ftem A {Busines: Pmt Req # | Down Pmt # [Fund ROF {IPACDRN DocDate ' Last Name [First Name :Phone Number |Email Address Vendor Advance Type
80002234 1 27896 21 1500046185 1500046191 EXPX22012D 8012/130124 103404223 | 3/20/2012{SUNDEEN ‘WENDY  i2088136875 wendy.Lsundeen@nassgov = 157375 IBP ACES
"""" 00002354 37 5000, 31 1500045186, 1500046163 SPTX22013D 8012/130151 103404224 © 3/30/3012:SUNDEEN {WENDY —:238-815-6875  jwendy. L sundeen@nasa gov 157575 138 ACES
............ AN EA ST 2L 1500048187, 1300048194 SPTX220120 (8012130131 03404225 | 3/20/2012 SUNDEEN WENDY 208813875  wendylssndeen@nasmgoy 137375 5P ACES
BODD02234; 41000 21 1500046188] 1500046195 EXCX23012D 3/20/2012 SUNDEEN 'WENDY 2288136875 wendy.lsundeen@nasa.gov | 157375 I3P ACES
800002234 5 16801 21 1500045189, 1500046156 SCEX22012D |B012/130120 :03404227 | 3/20/2013{5UNDEEN ‘WENDY 12288136875  wendy.Lsundeen@nassgov | 157375 BP ACES
800002334, 6] 10461; i1 1500046150] 1500045157 AERX22012D B012/130126 {03404228  3/20/2012{5UNDEEN |WENDY (2288136875 |wendy.Lsundesn@nassgov | 157375 BP ACES

Once the auto posting is complete, go into SAP and crosscheck to make sure
they have been posted.

Once the advances are posted and IPACs are created, the spreadsheet and the
IPACs will need to be attached to the FMC/FMT

Go to the IPAC website and sign on. www.ipac.gov

Click on the “Query” tab on the left of the screen
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@ . 2| htps/ fwww ipac.fms treas.gov/TPAC/
> A > |

File Edit View Favorites Tools Help
% ®icomvert v P¥Select

o Favarites | 7.5 8| Web Slice Gallery = 2] SAP

B3+ 9 bReady Home Com_ | @3 NASAHOMEMainH_ @ IPAC Today X ’-? - - = g v Pagew Saletyw Tools~ 9.

@ m IPAC Today

Thu Mar 22 12:55:1
| ast © d Tran - A ished Date: 2012-03-20 Doc Ref: 03404228 Amt: 1046.10 ALC: BOOD1201 Cust ALC:

IPAL will be unavadable on Friday, March 23, 2012 beginning at 8 p.m. (E5T) untill Saturdey, March 24, 2012 a2 &00 a.m. (E5T), for the deplovment of Release 12.0.2 upgrade
to the IPAC apphcatan, Please do not send any IPAC/RITS bulk files or try to access any IPAC On-ine applications dunng this meframe, IPAC will be back in operabion on
Seturday, March 24, 2012 at 6200 a.m. (E5T] and you can begin normal ing of ions and ing reports,

Sorry for any inconvenience this may cause. Please call the Treasury Support Center at 218 ur emad IPACSsfrb.

if you have any questns,

You can find Il of this information and more t the IPAC website located at: www.fms.treas.govfipsc.

Property of US Treasury | Terms & Conditions | Contact Tnfa

»
hitpsy/fwww.ipac.fms.treas.gov/TPAC/ g do?screenh GOALSM IPAC @ Internet | Protected Mode: On g MIB%

e In the “Report Type” field, choose “IPAC Transaction Report by Doc Ref
Number” from the drop down menu

e Inthe “Document Ref. No.” Field, enter the IPAC DRN from the spreadsheet
saved after the postings have been completed.

e N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 20XX\"Month”\"Day”
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Vo = ol

Home Insert Page Layout Formulas Data Review View Acrobat BP
“j & Calibri 11 - |A‘ A'| |§ = g”@)v | S Wrap Text General - él
1€ 2 o . |
Paste |l 1 W - |- A= = =|E =| EHMerge&Center- || § - % %8 5 ||| Condi
st 4 (82 ufE-fo-Al |2 = Hwergescenter - | + i) | cond
Clipboa.. = Font E] Alignment = Number E
| D2 - (3 £ | 03103240
A [ 5 | c [N ¢ F | 6 |
1 Business Area Advance Type DocDate [IPACDRN Amount
2_' 22 TRAINING 5/07/<> 2|03103240 1 300,000.00
3 | 62 SERVICES 5/07/2012 03205347  1,899,616.00
2 72 13P ACES 5/07/2012 '02803169 4,721,026.38
) 72 |13P EAST 5/07/2012 '02803169 53,704.18
6

=

-3

& 1PAC Today - Windows Internet Explore
m@_} https://www.ipac.fms.treas.gov/IPAC/submitl 3_0_3_1 Query.do

IDREE

File Edit View Favorites Tools Help

X @iconvert v Bselect

i Favorites | o @] Web Slice Gallery ~ @] SAP @ | Home

S8 - € NSR Console (Searc.. | @& bReady Home Com.. f(e IPAC Today x|

:‘i\ v > [ E,é] v Page~ Safety~ Tools~ ‘Qﬁ'

v

Query

ntra-govsrnmenlal Payment and Colection System

Tue May 08 1.

* Required fields

Last Completed Tran - Accomplished Date: 2012-04-26 Doc Ref: 02909116 Amt: 200.00 ALC: 80000101 Cust ALC: 8000000

Report type

Parameters

ALC
Customer/Parent ALC
Transaction type

Document ref. nr.

Starting date

Ending date

Agency Setup

'ASSWOT
s g gt s

Sender DUNS
Receiver DUNS
Purchase order nr.
Invoice nr.
Requisition nr.
Contract nr.

DO symbol

* IPAC Transaction Report by Doc Ref Number -

i

I —

* 03103240

——
——

[

| »

111

& Internet | Protected Mode: On

G ®R1B% v
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“Treasury Account Symbol Format” should be “As reported”

Output format should be “PDF”

% IPAC Today - Windows Internet Explor

= @ https://www.ipac.fms.treas.gov/IPAC/submitl 3 0 3 1 Query.do
|

-

n

8| H

| X =) ang

File Edit View Favorites Tools Help
X @comer v Bselet

1. Favorites | 9% @] Web Slice Gallery v @] SAP @ | Home
= ~ »
53/~ @ NSR Console (Searc... | & bReady Home Com.. | @ IPAC Today x - E v [ =] ™8 v Page~ Safety v Toals ™ '9"
Reclamation credits Yes No e
Unavailable check cancellation Yes No
Limited payability cancellation Yes No
Reversal Yes No
Miscellaneous Debit Yes No
Miscellaneous Credit Yes No
Reversal - Payment Over Cancellation Yes No
Filter/Sort Options
Treasury Account Symbol Format * @ As Reported ) CGAC ) STAR Component (") STAR String
Third party submitter Include Exclude Only
Sent by your ALC
Sort by ALC Doc. ref. nr. Appropriation Totals only
Rec'd. by your ALC
Sort by ALC Totals only
Output
Qutput format * PDF -
Report format * @ Standard ) Condensed
Report description
[ submit | [ Clear | [Help |
Property of US Treasury | Terms & Conditions | Contact Info =

1}

3

Submit

When the report is finished, Download

@ Internet | Protected Mode: On

(v ®15% -
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78 Reports - Windows Intemat Expiorcr N e L S

[QJ https:;’;‘w.".‘\.‘\*.-.‘;:ac‘fmst[eas.gov/lDAC:suumiﬂ_j&_D_S_I_Quewcc '7 % | Kmh | +y | X M J Bing pel 'I
— — |

File Edit View Favorites Tools Help
X @iconvert v Eiselect

1. Favorites | 7 @] Web Slice Gallery ~ €| SAP @] Home

- »
88|~ eNSRCnnsole (Searc... ebReadyHnmeCnm‘.‘ @ Reports X ‘}:i" = E] = = > Page~ Safety~ Tools~ 'glv

"ﬁm_anui

Tue May 08 12:35:.
lished Date: 2012-04-26 Doc Ref: 02909116 Amt: 200.00 ALC: 80000101 Cust ALC: 80000001

[ Download ] ‘ Return to Today Page

i VBSSVWDTV "

Property of US Treasury | Terms & Conditions | Contact Info

4] 11 »

Done @ Internet | Protected Mode: On thov ®|I15% -

e The report will open in Adobe
e One IPAC will be created per center.
e *Headquarters will NOT have an IPAC

e Every line item per center will be on one IPAC with details for each line item.
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5, report1].pdt - Adobe.

File Edit View Window Help

x

)

BEESE|c@e|c®=]]BEB| @z |

Comment

Sign

IPAC TRANSACTION REPORT
Selected for Document Reference Number : 02803169

Originating ALC Customer ALC Submitter ALC PAYMENT
80000004 80000001

Document Reference Number Summary Amount

02803169 $4,774 730 .56

Accomplished Date Accounting Date  Number of Detail(s)  Originator DO Symbol

05/07/2012 05/31/2012 4 X0028
ALC Contact Contact Phone
Sharif M. Kharuf 2288136381

Contact Email

sharif m kharuf@nasa gov

Detail Number Receiver Treasury Account Symbol Receiver DUNS+4 Sender Treasury Account Symbol Sender DUNS+4
1 080 X4546000 08020112012 0115000
Receiver BETC Receiver DUNS  Sender BETC Sender DUNS
COLL DISB
Purchase Order Number Invoice Number
13P ACES ADV 800002271
Obligating Document Number Requistion Number Contract Number
13P ACES ADV
CLIN Jas Number
ACT(trace number) Job (Project) Number  Pay Flag Receiver Dept Code
D on

e Save the IPACs on the N drive

e N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 20XX\Month\Date of Posting

e Save as the Center the IPAC is related to (Ex. JSC WCF IPAC 3-20-2013 I3P)

e Once you have pulled the IPAC, go to ServiceNow and attach the IPAC and

Output spreadsheet to the FMC/FMT:

[
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e Pull up the FMC/FMT related to the advance
e Click the Relationships & Attachments tab

e Click the Add tab under the attachments section

% NSSC:NSR:Service Request (Modify) - Windows Internet b r
(\,m https://ars.nssc.nasa.gov/arsys/forms/nsscar0lp.nssc.nasa.gov/NSSC%3ANSR%3AService + Request » %

File Edit View Favorites Tools Help

x  @iconvert v Pselect

i Favorites | i €8] Web Slice Gallery~ @] SAP

|{é NSSC:NSR:Service Request (Modify) ‘7\ - ~ [ 48 ~ Page~

»
Safety ¥ Tools = @1'

Q Mewsearch [ Newrequest B Modifyall | Searches My Peports Advanced search Clear Settodefaulis Status history | Logout Help

Reguester Details

-

Full Name+ |M\CHAEL SBRESON = Email Address ‘ E Company |NASA
Corporate ID+  |mbresan s P Mo - Region [MORTH AMERICA
Phone Numbers ~[202.358 0577 Clear Site [ra

EEE

General ~ Tasks ‘ Felationships & Aftachments ‘ Audit Histary & Quality Cantral | Admin I

Relationships Attachments

0 entries returned - 0 entries matched Preferances = Fefresh 0 entries returned - 0 enfries matched Preferences = Fefrash

Relationship | Type 1D Summary FileName FileSize ModifiedByFullName

m

Wiew | Unrelate | A Remowve
Related Record Type - Relate

Miew

Save Copy To New Frint [] Print FA Records

Close Bl

| n

| b

javascript: +/ Trusted sites | Protected Mode: Off

e The add attachment screen will appear

¢ Click the Browse tab and search for the files you need to attach

v ®125% v
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& Add Attachment -- Webpage Dialog ﬁ

Status

Browse...
Browse... "
Browse... I

[ |
~1

OE. | Cancel |

Once you have selected your files, click ok
Go to the task tab and double click into the Task

Change the task status to “closed” and make a work info entry-Advance
posted and IPAC created and Save

The spreadsheets are located at:

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 20XX

under the Center name.

Page 92 of 180
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I3P Liquidation Process Guide

[ )

Directory Case in Service Now
e Open task and scroll down to attachments
e Open Liquidation Report attachment

- -

h a_" = https://esd.nasa.gov/nav ,o ~ @ 0 I NASA Shared Services Center *

The Budget and Accounting Office will create a FM task on a Service Operations
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a-] L:_J - ._" ;;:"' z MSFC WITS Netwond October 2016 Liquidationdse-Excel
HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW | VIEW | DEVELOPER ACROBAT FBWT [3PAP  APIPAC TSA  Suidee.. -

""" PR Blsplit ([ - o] | =

+ Formula Bar Q 2 ) [ f— ' =y X
I H | B HE z

T i ™ Hide
Normal Page Break Page Custom | [ Gridlines | Headings Zoom 100% Zoomto  New Arrange Freeze ; Switch | Macros
Preview Layout Views Selection Window  All  Panes~ i FEECRRINGON UOR - Windows -
Workbook Views Show Zoom Window Macros i
B2 Jfr s2nICssCAN v
—A B c D E F G H | 3 K L M.
GiL
Fige¥r | Cost Cente ™ | WBS Elemm ~ Fund * | Liguidatic * | Sales Order Contrac ~ FCD 8 | Lineltem = | Accour ™ | Inveice Di ~ Irwoice Humbe ™ Conlract
26 [ BINICSSCAN BWES09.0302 | EXCHIZNED $1743 E] 32268| E00OUS044 3 B0 2572 WEANE  |SEPT 20% INVIOCT LIC]  NNMIDAAMI
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e The document may have multiple lines
¢ Open the Liquidations Template File located on the N drive: N:\FM
Division\Accounts Payable Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 20XX
= You will always use current fiscal year

e Highlight the “cost center” through “G/L Account” columns and copy
e Paste options: values-onto liquidations template and save on n drive under working
capital for current month and current day:
= Example: N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 2017\1 October 2016\2016-10-26
e Save as “2016-10-26 Liquidations 13P”
e [f there is more than one spreadsheet created, save as “2016-10-26
Liquidations I13P-1” and so on
e Close out spreadsheet for I3P
e (o back to task and assign it to self
e Putin work in progress
e Work notes: “pending posting” and update
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| & | B nasa shared Services Center %

4 @ Chap.. [ws|OTC.. @0PM... (B Per.. ©]Shar. [ Conc.. B Serv.. B8 IPAC & CR 8§ FMs.. | )| NssC.. BB - @~ page~

= @ NASA Shared Services Center

Togge Namane
aen

= ¢ = Finance Task . FMT00T0006 & &) B 4 E Update  Creaste FD  Create User  Save \l, 2
v Number ~ FMT0070006 FD Seleclion | ~ None - v ~
M Case  SDCO002038 R B Viork in Progress Il
Al BIMmAN
Functional Detail @ Priarity 4-Low v
Customer  Brandi Mckinley 2| @ Watchfist &
Contact Pending Days o
Category ~ ACCOUNTS PAYABLE W ApeoiTask 0
SubCatagory =~ WORKFLOW QUEUE v Task DaysWIP 0
Assignment Group ~ FM - ACCOUNTS PAYABLE L2 2 0]
Assignedto  Wendy Sundeen
Short Description  SDC0002038: Advance Liquidation
=
Description
WCF e
Rpgeried
* Additional comments
WCF Tasan-biew
* —PWork notes  Pending posting
Pe——
599 Taus
e Activity — 2016-10-2513:15:02 FM Task FMT0070006 with a Priority of 4 - Low has been assigned 10 your Qroup Emai sent - ¥ b v

R100% ~

¢ If no liquidation spreadsheet is attached to the task, email sender and let them

know and put the task in pending

e Go back to spreadsheet once all liquidations are saved on it

e Change period to the month it is
e (o to the I3P macro tab

e Select AP liquidations and select ok, to attach to the GUI
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LI Fe WTE AN IE L i 13N 1 b Eviral 1
=

| Hf] H ®- L = . 2016 26 Liquidations [3P- Lxlsx - Excel
i“ HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT FBWT | 13P.AP | APIPAC TSA ' Sundee.. -

= = _ ==m h
L] L I L) =
AP Continue From Continue From Create Continue From Update AP
Advances Create IPACs NSSC Advance Input SAP Documents Liquidations
BP and WCF Advances BP and WCF Liquidations ~
fi v
T B c ;2 S - 6 | W ey | K
1 | Cost Center WBS Element Fund Liquidation Period FCD # Line item # G/L Account Vendor
| 2 B2ZMICSSCAN 361065.09.03.02 EXCX22016D S 1,743.32 1 800005044 3 6100.2572
3
4
5
6
7
8
9

!\ \ Ascriptis trying to attach to the GUL

—

OK ’ ‘ Cancel

e The macro will post the liquidation using FB60 and save it as anoutput
spreadsheet with the 1900 document number

ﬂﬂ [ 11} - e 2016-10-26 Liquidation Qutput 13P-Lxisx - Exoel
HOME | INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT FBWT 13PAP  APIPAC TSA  Sundee.. -
T A . T e, | F23 . - Y
o Calibri 111 o fif . B T i = - =¥ ||General - t‘ 8= ) ¥ il B Insert E %\‘r ﬁ
Ty - £ - - i Delete = | [&] -
Paste - | Pyo- - = = 3= | e = - O «s ro | Conditional Formatas Cell e . Sort& Find &
“ BX U ] = = &= = |5 $-% > 3N = 4 hs
- * & v # Formatting = Table~ Styles~ = format <7 Filter- Select -
Clipboard & Font g Alignment fa Number fa Styles Cells Editing ~
E3 v JEE I v
| A | B | & | D EoE F | G | H S T ] K | I | M -
1 CostCenter WBS Element Fund Liquidation Period FCD# Lineitem# G/L Account Vendor Posted Doc#
2 B62NICSSCAN 361065.09.03.02 EXCX22016D S 1,743.32 1 200005044 3 6100.2572 157375 1900002446
3
4
5

e Go to the FM task in the service now ticket and attach the output
spreadsheet
¢ Resolve the task with “liquidation posted” in the work notes
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e If you receive an error when processing, for example:
ERROR MESSAGES
= Error!! Amount in document 0800005559 002 may not be exceeded = Wrong type

= Email who created the task and put the task in pending
e They will attach to correction and let you know
e Proceed posting the same as above

Manual Steps for FB60- Procedure to liquidate an advance document via
FB60 using complex posting

1. For Step-by-Step End-User procedures, refer to NEACC IEM
EPSS at: https://epss.nasa.gov/gm/workplace and click on
the following:

L2 FB60 Complex Posting (End User Procedure)

e It will ask you to save, click yes
e The path to the file will be:

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 2012\Month folder\Date folder

e The 1900#'s will be automatically posted to the spreadsheet
e Go to the FMC/FMT and click the “Relationships & Attachments” tab
e Click “Add” under the attachments box

¢ An add attachment box will appear, select browse
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Browse...
|

|| Status

OF. Cancel

e Select the “Liquidation Output” file

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts
Payable\WCF_Working Capital Fund\FY 20XX\Month folder\Date folder

e Select “OK”
e The attachment will be added
e Select the “General” tab

e Change the status to “Resolved” and Save
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HQ TRAINING & SERVICES LIQUIDATIONS

¢ Roselyn Palompo will send an email with the Liquidations spreadsheet attached
e You will receive an email with a link attached for the previous month’s
“Performance and Utilization Report”

1 SSMX22016D 10LM0O43 359517.06.12 6100.2527 $ 18,334.06 SeptFinal16-HQ Utilization (HQ-Training) 800005557-1
2 AERX22016D 10EAOOO 090265.01.08.10 6100.2527 § 55,391.94 SeptFinal16-HQ Utilization (ARMD-Training) 800005729-1
3 5PTX22016D 100A000 600566.01.10.04 6100.2527 $ 18,250.00 SeptFinall6-HQ Utilization (STMD-Training) 800005734-1

4 55MX22016D 10IMO10 630358.03.10 6100.2527 $ 999.00 SeptFinal16-HQ Utilization (OCFO-Training)  800005735-1

5 0IGX12016D 10WAADO 652963.03.05 6100.2511 $ 428.00 SeptFinal16-HQ Utilization (OIG-Services) 800005680-1

6 SSMX22016D 10GADOO 724297.10.19.12.03 6100.2527 $ 2,448.00 SeptFinall6-HQ Utilization (SMA) 800005873-1

7 55MX22016D 10LEO50 401183.01.12 6100.2527 $ 350.00 SeptFinall6-HQ Utilization (HRC21538) 800005790-1

8 55MX22016D 10LEO50 401183.01.12 6100.2527 $ 1,398.00 SeptFinal16-HQ Utilization (HRC55443) 800005790-1

9 SSMX22016eD 10TAOOO 372151.08.10 61002527 $ 4,895.00 SeptFinall6-HQ Utilization (HRC60138) 800005640-1
) $102,494.00

e Open the Liquidations template spreadsheet on the N drive: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Payable\WCF_Working Capital Fund\FY 20XX
e Copy and paste information from the spreadsheet from Headquarters to the
liquidations template spreadsheet and save under current month and day. Ex
“2016-10-28 Liquidations HQ T&S”

A B C D E F G H I

L Cost Center WBS Element Fund Liquidation Period FCD # Line item # G/L Account Vendor
2 10LMO0O43 359517.06.12 SSMX22016D § 18,334.06 12 800005557-1 6100.2527

3 10EAQQO 090265.01.08.10 AERX22016D s 55,391.94 12 8000057291 6100.2527

1 100A000 600566.01.10.04 SPTX22016D 5 18,250.00 12 8000057341 6100.2527

5 10IM0O10 630358.03.10 SSMX22016D  § 9995.00 12 800005735-1 6100.2527

3 10WAAOO 652963.03.05 0IGX12016D s 428.00 12 800005680-1 6100.2511

7 10GA000 724297.10.19.12.03 SSMX22016D S 2,448.00 12 800005873-1 6100.2527

3 10LEOS50 401183.01.12 SSMX22016D § 350.00 12 800005790-1 6100.2527

] 10LEOS50 401183.01.12 SSMX22016D S 1,398.00 12 800005790-1 6100.2527

0 10TAQOO 372151.08.10 SSMX22016D  § 4,895.00 12 800005640-1 6100.2527

1

e
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Period will be current period of liquidations, ex. Sept will be 12

The spreadsheet that Headquarters sends will have the FCD and Line item
listed as 800005729-1

The columns will have to be separated out

Highlight column, Click the Data tab, Text to columns

Select “delimited,” hit next

Convert Text to Columns Wizard - Step 1 of 3 - 2 |

The Text Wizard has determined that your data is Delimited.
If this is correct, choose MNext, or choose the data type that best describes your data.

Original data type
Choose the file type that best describes your data:

6' Delimited - Characters such as commas or tabs separate each field.

(") Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

mE
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{31}

e Under “delimiters,” click other: “-“ and hit next

Convert Text to Columns Wizard - Step 2 of 3 | @ | 23

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

Delimiters

D Tab

|:| Semicolon D Treat consecutive delimiters as one

Comma
g 58 Text gualifier: | " E
Space

Other:

Data preview

00005557
00005729
00005734
00005735
00005680
00005873 -

(] »

4 }
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Convert Text to Columns Wizard - Step 3 of 3 il 28
This screen lets you select each column and set the Data Format.
Column data format
5 General .
_ '‘General' converts numeric values to numbers, date values to dates, and all
() Text remaining values to text.
Opue [vov [1]
- Do not import column (skip)
Destination: | $F§2 s

Data preview

< ]

Cancel I l < Back
e Click finish
A B C D E F G H [

1 | Cost Center WBS Element Fund Liguidation Period FCD # Line item # G/L Account Vendor
2 10LM043 359517.06.12 SSMX22016D  § 18,334.06 12 800005557 1 6100.2527

3 10EAQ0D 090265.01.08.10 AERX22016D  § 55,391.94 12 800005729 1 6100.2527

4 100A000 600566.01.10.04 SPTX22016D  § 18,250.00 12 800005734 1 6100.2527

5 10IM010 630358.03.10 SSMX22016D  § 899.00 12 800005735 1 6100.2527

6 10WAAQD 652963.03.05 0IGX12016D  § 428.00 12 800005680 1 6100.2511

7 10GA000 724297.10.19.12.03 SSMX22016D  § 2,448.00 12 800005873 1 6100.2527

8 10LE0S0 401183.01.12 SSMX22016D  § 350.00 12 800005790 1 6100.2527

9 10LE0S0 401183.01.12 SSMX22016D  § 1,398.00 12 800005790 1 6100.2527
10 10TAQOD 372151.08.10 SSMX22016D  § 4,895,00 12 800005640 1 6100.2527
]

e Select the I3P macro tab, AP Liquidations, attach to GUI

e The macro will post the liquidations with FB60 and create anoutput
spreadsheet with the 1900# documents

e Make sure the output spreadsheet is renamed with HQ T&S Liquidations
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_!,'.lr—,!:':ﬂ =] Vo —— - — E 2012-04-16 Liquidation Output - Microsoft Excel
= Hame Insert Page Layout Formulas Data Review View Acrobat BpP 7 R e
ERaT -l -l == - =1 = = o=l el = T T : e 5 3
B - ||| | =\|$’/ ‘ =F Wrap Text Genera T :F'j I__‘ﬂ* : 3\ _.:.—I 3 %T lﬁ

Paste 4 B sou e A | 55 Merge & Center - | § - % o | % 59| Condifional Formatas cel nsert  Delete Fnrmat B ‘\nrr'Pu Fine &

" Formatting = Table = Styles - = * ¥ Filter - Select ~
Clipboa.. @ Font ] Alignment {F] Mumber i Styles Calls Editing
\ cis - &l ®
A B C D E F G H J k B
Line item

1 Cost Center WBS Element Fund Liguidation Period FCD # # G/L Account |Vendor |Posted Doc # 4
2 621501 884617.10.01.02.08 CASX12012D 1,187,564.15 5 €00002139 1 6100.2572 157375 19DDD42‘5—__
a 621501 661822.09.08 CASX12012D 82,600.7¢ 5 800002139 2 6100.2572 157375 1900042997

4 621501 933811.37.12.02.08 CASX12012D 34,692.52 o 800002139 3 6100.2572 157375, 1900042998

5 621501 884617.10.02.02.08 CASX12012D 210,784.45 5 €00002139 4 6100.2572 157375, 1900042999

(5] 621501 884617.10.03.02.08 CASX12012D 733,399.63 S €00002139 B S '6130.2572 157375, 1900054000

7z 621501 884617.10.04.02.08 CASX12012D 309,657.62 5 800002139 6 6100.2572 157375| 1900054001

8 621501 884617.10.06.02.08 CASX12012D 199,919.31 5 800002139 7 6100.2572 157375, 1900054002

S 621501 884617.10.08.02.08 CASX12012D 49,545.22 5 800002139 8 6100.2572 157375 1900054003

10 621501 572196.04.08 CASX12012D 20,643.84 5 200002139 9 6100.2572 157375 1900054004

11 621501 572196.11.08 CASX12012D 336,820.57 5 800002139 10 6100.2572 157375| 1900054005

12 621501 752374.28.48.01.08 CASX12012D 510,663.45 5 €00002139 11 6100.2572 157375, 1900054006

13 621501 356085.02.10 EDUX22012D 10,430.57 5 200002139 15 6100.2572 157375, 1900054007

14 621501 158325.01.03.08 EXPX22012D 0631,726.01 5 800002139 12 6100.2572 157375| 1900054008

15 621501 661822.05.08 CASX12012D 9,159.76 5 €00002139 13 6100.2572 157375, 1900054009

16

17 |

18

19

20

pal|

22

23

24

25

26

27

28 |

29

30
[ 4 W uguidation 0| i

Ready
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Appendix N — IPAC Center Reference Guides

AFRC Reference Guide

Points of Contact
Eric Huffmaster- ericson.huffmaster-1@nasa.gov 661-

276-5468 Tameka Williams- Main POC for SOD'’s,

tameka.r.williams@nasa.gov Vicki Moore- vicki.moore-

1@nasa.gov (Backup POC for SOD’s)
Janet Hoover — Accountant — Janet.hoover@nasa.qgov — 661-276-7025

IPAC Types and Processes
e Center Approval/Rejection Notes:

O
O

All IPAC approval requests are routed through the IRIS Console in SAP.
Use Approval tab in Console to request PO/PLI information from center.

Rejected IPAC will need to be “charged back” to the originating Agency
in the IPAC System notating the reason for the rejection.

Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit assuming it is
a Collection.

Therefore, it is a good idea to note when routing an IPAC Payment
received from another agency that it is a “Credit IPAC”".

Because IPACs can be posted prior to receiving the approval in IRIS,
each IPAC processor will need to run an Invoice Stat Report to search
for “Rejected” IPACs that have been posted in the last 90 days.

After an IPAC has aged 60 days, SAP will auto-approve. If a posted IPAC
has been rejected, it must be reversed in SAP and then rejected in the
IPAC System.

e |PAC CREDITS: As of FY2016, per OCFO, do not process refunds (Doc type
“‘KW?” credits) related to unexpired funds that had a disbursement in a prior year
which will cause a deobligation or a downward adjustment. If contract contains
more than one fund andit is unclear where to post the refund, request PLI
posting instructions under the Cost Tab in the IRIS Console. All Refunds/Credits
will also be routed for Approval.

Page 104 of 180
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e DCAA
o NNX13AAO01I ( Agency Fee) ~ ZPAC #149538
o DCAA IPACs are submitted to ALC 80000001.

o Processor will request a breakout from L3 (NSSC), via the IRIS
Console

o Processor will then create an IPAC to each center based on the
breakout

o Processor will then post each center’s IPAC according to L3 breakout.

e DCMA
o NNX16MA12I (Agency Fee) ~ ZPAC #143926 — Processed by
designated assignee. The same as DCAA.

o FBI

o Vendor # 117766
o Processed as an Fl
o Requesting FI accounting information in Funding queue in IRIS

e Fedmil

o Vendor #SMS

o SF1080 Bill/Invoice will be received prior to IPAC. Someone may
route in Service Now to you. If you see the SF1080 in AWMS before it
is routed in SN, just park it in SAP with a note: SD (date) Fedmil
SF1080 pending receipt of IPAC. IF someone else routes to you in
Service Now, you can still park it in SAP and note the SAP Doc in the
Case/Task. Then note that it is pending the IPAC. Resolve Task/Case
upon receipt of the IPAC.

o Prepare the pdf copy of the SF1080 Invoice for arrival of IPAC, by
converting itto an Excel spreadsheet. Then convert the PO#'s:

o D1 should replace the DODAAC. Example of the DODAAC would be
809103 or N66684. The PO number conversion is D1 plus the
remaining numbers listed on the bill under the PO, minus the
DODAAC number. If you are not in balance after the PO’s are
converted and pulled in to the PO reference in the SAP doc
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“‘downstairs,” do not route via the cost or funding queue. Only route

via the GRAP queue.

1) If the number past the DoDAAC, 809103, has a P in it, then the PO#
is just as itis... (i.e. 0259P015 is posted as D10259P015 or in some
cases it maybe D00259P015)

2) If the number past the DoDAAC, 809103, does not have a P in it, the
PO# is preceded by DGSA1 and the rest of the number (4 digits). The
remaining four digits are part of the PLI. (l.e. 0244 0011 is posted as
DGSA10244 PLI 11). For example, 80910380579755 does not contain
a P on the SMS bill. The PO would read DSMS08057. You will
disburse on line 9755.

o When the FEDMIL IPAC arrives, park and process in SAP. There are
several types of Fedmils: FGZ, FHZ, N32, FLZ, GSA and SMS. IF Backup
was not received prior to the IPAC, you must contact the Transaction
Contact Person listed on the IPAC to request the backup. Ask that it be
forwarded to: nssc-accountspayable@nasa.gov and to include you on the
email as well. Once emailed, you will receive a copy; but, the backup will
also arrive via the AWMS queue as well. This is the official Tech Doc link.

o The SF1080 backup will be a pdf document. You will need to convert it to
Excel. This will enable you to copy and paste the PO’s in SAP. When the
lines are checked/adopted in SAP, check each line to see if the SF1080
matches the PO’s in SAP. If not, then request GRAP via IRIS.

o Link IPAC and SF1080/backup together in Tech Doc

o If freight is not costed, which more than likely it will not be, send via
IRIS to GRAP.

o Once the SF1080 is parked and pending receipt of the IPAC, attach a
copy ofthe Excel version of the SF1080 Bill in SAP and email the Excel
Spreadsheet to Janet Hoover at AFRC so that she can begin working the
variances prior to receipt of the IPAC.

o Note: (When posting Fedmil Workaround as an Fl, use Doc type
KB for collections and Doc type KC for credits)

(FED MIL process power point is in the AFRC folder with examples of

process. There is a new macro to convert the pdf copy of the SF1080 to

Excel and it parks the PQO’s in
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SAP for you. The macro will then highlight the variances for each PO so that you will know
exactly which lines are not in balance).

e FTS
(0}

PO# on IPAC - process as normal IPAC

e Fuel Bil-DODAAC-809103

o

e GPO
0]
o

PO#-NND12CFO01I has been used; although the IPAC may or may not
reflect the PO number. The IPAC will reflect a Bill number and the
DODAAC. The bill number is the SF1080 bill that was sent previously to
AFRC by DFAS (Tanya Willard) for review. When IPAC is received, park
and route in cost queue for “PO Verification and PLI Breakout”.

If different PO# is required to post, Eric Huffmaster will supply. Eric
attaches a breakout in IRIS. You must attach a copy of this breakout in

SAP.

PO# NND13AB37I
Vendor 117771 requisition # will appear on the IPAC under PO

e GSA-FLEET

0]
0]
O

Post as Fl
Vendor# 117770
Request FI Account breakout via IRIS funding queue.

o GSA Fed Supply

0]
0]
0]
O

e NARA

Vendor is GSA

Fed Supply will be displayed on the IPAC under the contract number for supply.
Is processed as a Fedmil

If PO#’s are not in SAP request backup via VCSS

PO# NNH12AU771 — HQ receives an IPAC for all charges. The HQ
processor then IPACs each center for their portion of the charges.

PO is shared by all centers. Use only the PLI for DFRC to process

Override Center Default in IRIS Request Console when routed
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o Only route for cost if needed. Do not route for approval. (The
original HQ IPAC with the total charges will be routed for approval
and that will serve as approval for all center’s charges.) For auditing
purposes, you should notate the HQ SAP Doc# in the text field prior
to posting: “See SAP Doc 19000XXXXX for approval’.

e OPM (2 different OPM IPAC’s)
o AFRC OPM IPAC’s are processed as Fl

o Vendor 126645

o OPM IPAC Sent from HQ IPAC Processor: OPM sends an IPAC
to HQ for charges to multiple NASA Centers. The HQ NSSC IPAC
processor will then issue an IPAC to each center to collect.
Processor will provide the SAP #1900 location to extract your
center’s backup. You will need to extract the pages containing your
center’s backup and link to your center’s IPAC before routing in
IRIS.

o Route in IRIS for the FI Accounting information under the Funding
Tab and also route for approval.

e OPM received from OPM
o The IPAC processor with access to the OPM Website will download
backup forall centers and will link the backup to each IPAC.
o After backup link is complete, route the IPAC with Back up
in IRIS for FI Accounting breakout under the Funding Tab.
Route also forapproval.

e PAYROLL: IBC-POD and/or NBC-POD
Email is automatically generated by the morning macro download and
sent to the center with the following verbiage: ““Attached is the NBC (IBC)
IPAC transaction for your Center payroll charge. This IPAC is being sent
to the Center for the Center to continue their reconciliation of the Payroll
Operation Division Report and to what has been posted in SAP via the
Agency Labor Distribution System (ALDS) interface.” IPAC is then routed
to Duplicate/Support.

¢ Unemployment and Worker’s Compensation IPACs:
HQ IPAC processor will create IPACs to each center for the Quarterly
Unemployment and Annual Workers Comp charges as per breakout
from NSSC Human Resources.
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o Vendor# 124988 — Fl Docs
o Unemployment Accounting information is:
GL # 6400.1313
WBS- 736466.02.09.02.03
Cost Center- 24X;
Fund- (new fund when year changes)
o Workers Comp - The NSSC will begin processing in FY2016 — You will need to
obtain the FI Account information from the center.

e State Dept
o PO# NND15SA24|
o Back up provided by Angelique Cox at JSC

Miscellaneous IPAC Types and Processes

e PO NNDQ7ORQOI- Air Force Kirkland If specific WBS/Fund information is
included on the transaction description on the IPAC; disburse on that
specific WBS/Fund only.

e PO NNDQ9CV04I-This comes about once a year. The vendor is 109349. It
is posted as an FI for Aircraft Special Support

e PO NND12AA13I Air Force Kirkland -Use PR 4200# provided on
IPAC for processing rather than oldest money, request information
through cost queue if needed.

e UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are
Accts. Receivable transactions.

e FedDebt IPAC Payments: These are Accounts Receivable IPACs.
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ARC Reference Guide

Points of Contact Cost Accountants

Romula “Rolly” A . Ferrer @ 650-604-2007 Jimmy Fong @ 650-604-5316
Jonathan Crisolo @ 650-604-5315

Mei Du @ 650-604-5098

IPAC Types and Processes

Center Approval/Rejection Notes:

0]
o

All IPAC approval requests are routed through the IRIS Console in SAP
Use Approval tab in Console to request PO/PLI information from center

Rejected IPAC will need to be “charged back” to the originating
Agency in the IPAC System notating the reason for the rejection
Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit
assuming it is a Collection

Therefore, it is a good idea to note when routing an IPAC Payment
received from another agency that it is a “Credit IPAC”.

Because IPACs can be posted prior to receiving the approval in
IRIS, each IPAC processor will need to run an Invoice Stat Report
to search for “Rejected” IPACs that have been posted in the last 90
days.

After an IPAC has aged 60 days, SAP will auto-approve. If a posted
IPAC has been rejected, it must be reversed in SAP and then
rejected in the IPAC System.

IPAC CREDITS: As of FY2016, per OCFO, do not process refunds (Doc
type “KW” credits) related to unexpired funds that had a disbursement in a
prior year which will cause a deobligation or a downward adjustment. If
contract contains more than one fund and it is unclear where to post the
refund, request PLI posting instructions under the Cost Tab in the IRIS
Console. All Refunds/Credits will also be routed for Approval.

DCAA: NNX16MA12] ( Agency Fee) ~ ZPAC #149538
o DCAA IPACs are submitted to ALC 80000001
o Processor will request breakout from L3 (NSSC) via the IRIS Console
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o Processor will then create an IPAC to each center based on the breakout
o Processor will then post each center’s IPAC according to the breakout received

e DCMA: NNX16MA15I (Agency Fee) ~ ZPAC #143926

o Processed by designated assignee. Same as DCAA
e FBI:

o FBI Charges are part of the OPM Billing.

o See process for OPM on following page.

o POC is Domenica (Cindy) Higby @ 650-604-1627

e FEDMIL:
o N/A at this time.

e FED DEBT: Payments are for Accounts Receivable. AR will forward to Service Now.

e FTS: PO# A16836DCF NO FURTHERBILLING
o GSA Telephone Service Completed 2013

e FUEL BILLS: (DODAAC 809101) NNAO09DC?76l - EXPIRED

o SF1080 should arrive before IPAC.

o Attach to ME23N or assign to a Case in Service Now while waiting on
IPAC to arrive (Tanya Willard has been processing/sending the
IPAC’s from DFAS).

o When the IPAC is received, park according to the specified PO# as
outlined below.

o Combine IPAC with SF1080 before routing in the IRIS Console. Use
oldestfunds available to post, but do not post until concurred.

o PO# A62762F (XP) ~ZPAC 114680 - Do not post until concurred.
o If SF1080 notes an (XP) next to DODAAC number, the
corresponding PO# is: A62762F.
= Approval tab - Route only
= No cost request needed if cost is available
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O

IPACs have been issued directly from DFAS (Tanya Willard) to
NASA ARC; however, an IPAC can be issued by NSSC to DFAS
iffwhen directed by the ARC POC, Elena Serna.

Elena will submit a signed SF1080 and notate the PO# on the
SF1080 with direction to issue payment to DFAS.

If/when a signed SF1080 is received, park it according to the PO
onthe form and request GRAP if there is insufficient cost. GRAP
must be completed prior to issuing an IPAC to DFAS.

PO# NNA09DC76I (A-1) ~ ZPAC 114596 — Do not post until concurred.
EXPIRED 2014

O

O

When the SF1080 notes an (A-1) next to the DODAAC

number, the corresponding PO# is: NNAO9DC76I.

IPACs have been issued directly from DFAS (Tanya Willard) to
NASA ARC; however, an IPAC can be issued by NSSC to DFAS
iffwhen directed by the ARC POC, Veronica Gutierrez.

Veronica will submit a signed SF1080 and notate the PO# on the
SF1080 with direction to issue payment to DFAS.

If/when a signed SF1080 is received, park it according to the PO
onthe form and request cost if insufficient cost is available.

Cost must be available prior to issuing the IPAC to DFAS.

PO# A47420S ~ ZPAC 114680 -

O

IPACs are normally submitted by DFAS and they reference the
Purchase Order number on them.

No SF1080 is received prior.

These are processed as a normal IPAC without any special
instructions. See note below:

NOTE Concerning PO#A47420S:

Fuel Bills/Invoices from Shell Energy North are to be processed by
AP as a vendor EFT payment.

The correct PO# for Shell Energy is NNA14AA25T; however,
sometimes A47420S is listed on the bill and this is incorrect. AP
will process all Invoices from Shell Energy North.

GPO: - IPAC comes in with incorrect PO#
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PO# is: GPO IPACS ~ ZPAC 114698 (GPO IPACS on the AP spreadsheet

will Auto Park IPACs)

O
O

Each detail will park separately

Route under Approval Tab Request for verification of PLI for posting

= Click in Approved link to find PLI line for posting

= |If there is no cost on particular PLI then route for cost.

Maria Lopez and Betty Christenson have been the approval POC'’s.

To determine if cost is needed, drill into the PO number (ME23N) and
look for the PLI or PR (4200#) containing the Requisition# listed on the
IPAC (i.e., 6- 00109AR) or the Jacket Number listed on the IPAC (i.e.,
723-043).

If you find a line with cost available for the Reg# or Jki# listed on the
IPAC, then request cost for that particular PLI in the IRIS Console in the
comment field under the cost tab: example (Cost requested on PLI 263).
If you do not find a line for the Reg#/Jkt# as listed on the IPAC, then wait
forthe PLI breakout verification from the center.

e GSAFLEET: (809001) PO# NNA12AB261 ~ ZPAC 114620

0]
o
0]

Collection IPACs will have multiple details/pages

Park each DRN as one IPAC regardless of how many detailed pages it contains
Credit IPACs are processed separately by IPAC DRN and each may

also contain multiple pages

Check each IPAC link to ensure that separate DRNs were not

erroneously downloaded together in which case they will need to be

separated before processing

Use cost available, no specific PLI, and route in SAP IRIS Console for
approval. Vivian Torres and Marina Laroya have been the approval

POC’s.

GSA PROPERTY UTILIZATION & DISPOSAL: PO# ARC4701001 ~ ZPAC 114620

0]
O

IPAC shows RWA N2013111 as the Obligating Document
Route for approval in the SAP IRIS Console. James Alwyn and
Annalisa Cooper have been the approval POC’s.

e LANL.GOV -NNA13AB92I - Use Vendor#148523
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o Per Bea Morales (see attachment under ME23N and attach under each
IPAC for which the Vendor number is manually entered.)

e MILITARY DETAILEES IPAC: PO# ARC1700004 - ZPAC #165203
o IPAC is created quarterly to ARC to collect/reimburse BA-10 (ALC 80000001)
o |IPAC is created by the NSSC IPAC processor to ARC
o Process as a normal IPAC using PO #ARC1700004.

e NARA: NNH12AU771 ~ ZPAC #147124

o |IPAC’s are pushed by the HQ IPAC Processor to each center

o This will have to be parked manually and ARC lines selected

o DO NOT SEND FOR APPROVAL

o Request cost if needed

o There will be several Cost lines with various funding centers under this
P.O. Be sure to post using the PLI for ARC-21 or request cost and/or
funding if needed via the IRIS Console

o When Cost or Funding is needed, be sure to change the Center
Reference inIRIS to ARC

o Do not route for approval. (The original HQ IPAC with the total
charges will be routed for approval and that will serve as approval for all
center’s charges.)

o For auditing purposes, you should notate the HQ SAP Doc# in the text
field prior to posting: “See HQ SAP Doc 1900xxxxxx for approval.

e OPM: PO# A68204DCS - ZPAC 106775. Park as one document. Combine all
lines and backup

o Upon receipt of the IPAC, the HQ IPAC processor will access the
OPM Invoice Website to download the backup invoice for you.

o Combine the backup invoice to the IPAC

o After backup is attached, route the combined link in the SAP IRIS
Console Approval tab for the PO/PLI Breakout. Domenica “Cindy”
Higby has been the approval POC.

o |IF advised to use multiple PO#s, you must split the transaction to post
under the corresponding ZPAC number assigned to each purchase
order number.
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PAYROLL: IBC-POD and/or NBC-POD

Email is automatically generated by the morning macro download and sent to the
center to Marjorie Toy, Eleanor Monteleone, Nam Pham, Steve Bradley and
Rolly Ferrer with the following verbiage: ““Attached is the NBC (IBC) IPAC
transaction for your Center payroll charge. This IPAC is being sent to the Center
for the Center to continue their reconciliation of the Payroll Operation Division
Report and to what has been posted in SAP via the Agency Labor Distribution
System (ALDS) interface.“ IPAC is then routed to Duplicate/Support.

TRACS IPACS - Instructions are on the “N” drive:
Accounts Payable_Accounts Receivable/ Accounts Payable/ IPAC stat report/
IPAC Quick Reference Guide/TRACs

UNEMPLOYMENT & WORKERS COMPENSATION (ZPAC 124988)

o

(@]

HQ IPAC processor will create IPACs to each center for the Quarterly
Unemployment and Annual Workers Comp charges as per breakout
from NSSC Human Resources

Upon receipt of the ARC IPAC, use the current year funding information
provided by your center to post as an FI Document (FB60 for IPAC
Collection and FB65 for IPAC Payment)

Route in IRIS for approval and use current year info to post.

UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts.

Receivable IPAC transactions and can be notated as ARC AR in the AWMS
Manager queue. Accounts Receivable will route to Service Now.

WAPA (Western Area Power Association) ZPAC 134744:
Two POs: NNAO5CP111 and NNAO5CR22i

o

O O O O

Backup bills arrive prior to IPACs

Attach bills in ME23N or route to Service Now pending receipt of the IPAC

Upon receipt of the IPAC, park under the PO listed on the IPAC

Combine the IPAC link and the backup link before routing in the SAP IRIS Console
The backup may then be deleted from ME23N. Liping Shi, Steve

Frankel, and Yvonne Do have been the POC'’s. (Post using oldest

funds available).

civ@mail - either ok to post or pending cost. Route for approval.
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MISCELLANEOUS AR Transactions:

UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts.
Receivable IPACs and it should be noted in AWMS as “KSC AR IPAC”. Accounts
Receivable will then route them to Service Now.

Personal Property — This is an A/R transaction. It is proceeds on the sale of
personal property. It should be noted in AWMS as “KSC AR IPAC.” Accounts
Receivable will then route them to Service Now.

Attglobal.net — This is another A/R transaction.

DTFAWA-16-X-80007 - payment for PROJECT NASA800000163812016 — FAA — AR
Transaction

We do not process FEDDEBT IPACs — This is an Accounts Receivable IPAC.
AR will route to Service Now.
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Glenn Reference Guide

Points of Contact

e Kimberly Haas @ 216-433-2547 / Helen Mooradian @ 216-433-2521 / Kelly
Lajeski @ 216-433-3172 / Elisabeth Bonsignore @ 216-433-6287

IPAC Types and Processes

e Center Approval/Rejection:

All IPAC approval requests are routed and received via the IRIS Console.
When rejected, the IPAC will need to be “charged back” to the originating
Agency in the IPAC System notating the reason for the rejection. Please
verify the IPAC was not rejected by center POC in error. For example, the
center may erroneously reject an IPAC Credit assuming it is a Collection.
Therefore, it is a good idea to note when routing an IPAC Payment in IRIS
that it is a “Credit IPAC.”

Because IPACs can be posted prior to receiving the approval in IRIS, each
IPAC processor will need to run an Invoice Stat Report to search for
“‘Rejected” IPACs that have been posted in the last 60 days. After an IPAC
has aged 90 days, SAP will auto-approve. If a posted IPAC has been
rejected, it must be reversed in SAP and then rejected in the IPAC System.

e |PAC CREDITS: As of FY2016, per OCFO, do not process refunds (Doc
type “KW?” credits) related to unexpired funds that had a disbursement in a
prior year which will cause a deobligation or a downward adjustment. If
contract contains more than one fund and it is unclear where to post the
refund, request PLI posting instructions under the Cost Tab in the IRIS
Console. All Refunds/Credits will also be routed for Approval.

e DCAA:
NNX16MA12l (Agency Fee) ~ ZPAC #149538 — DCAA IPACs are submitted
to ALC 80000001. The assigned processor will request a breakout from
Barbara Harriel, NSSC Cost Accountant, via the IRIS Console and will create
an IPAC to each center based on the breakout. He/She will then post each
center’s IPAC according to the breakout provided by Barbara.
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DCMA:
NNX16MA151 (Agency Fee) ~ ZPAC #143926 — Posted by designated assignee.
Same as DCAA.

FBI — N/A at this time

FEDMIL — N/A at this time

FUEL BILLS:

o SF1080’s for Fuel: SF1080 bills usually arrive prior to the fuel IPACs.
They are sent by TANYA WILLARD (DFAS). They will come thru the
AWMS queue and you will route them via Service Now to retain a copy
until the IPAC arrives or you may attach to ME23N if a PO is provided on
the SF1080 form. When IPAC arrives, link the IPAC and the SF1080
backup together before routing in IRIS.

o DODAAC is 805501. IF SF1080 was received prior to an IPAC, combine
the IPAC and SF1080 links using Tech Doc. An SF1080 may not always
precede the IPAC.

If a SF1080 was not received at the NSSC; but an IPAC is received, that
means the SF1080 was sent to the center for pre-approval. Upon Center
approval, DFAS will issue an IPAC. There are multiple PO #'s for Fuel.
IPACs and SF1080’s normally reference the Purchase Order number. If
no PO is referenced on an IPAC and/or corresponding SF1080, use
NNC12IA15I to park in SAP and request the PO verification when routing
for approval in the IRIS console.

e GPO:
o GRCGPO-09 ~ZPAC #106865 — Invoice shows 4-000**-GL as the PO#.
o Route for cost requesting the PLI breakout for posting.
o IPACs will have multiple details/pages. Route details individually.
o Also, route for approval in IRIS.

e GSAFLEET (BOAAC 805010):
o NNC14QA12D ~ ZPAC #115460 — Vehicle Fleet
o Collection IPACs will have multiple details/pages. Park each DRN as
one IPAC regardless of how many detailed pages it contains. Credit
IPACs are processed separately by IPAC DRN and each may also
contain multiple pages. Checkeach
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IPAC link to ensure that separate DRNs were not erroneously
downloaded together in which case they will need to be separated
before processing.
o Post credits first as current year credits (Doc Type ZC) against current year
o Will not auto-park. Message will be: Vendor 115460 is not an Invoicing
Party for Purchase Order NNC14QA12D, Vendor 115460, POrg GRC
o disbursements. Then, request cost if needed to post the IPAC
Collection (no specific PLI). Route for approval.

e NARA:
NNH12AU771 ~ ZPAC 147124 — HQ'’s receives the original IPAC which includes
charges for all NASA Centers. IPAC’s are issued by the HQ IPAC processor to
each center for its portion. There are several PLI's with multiple funding centers
under this shared purchase order. Upon receipt of the GRC IPAC, be sure to
post using the PLI for GRC-22 or request cost/funding in IRIS if needed. IF cost
is requested, be sure to change the Center Default in IRIS to GRC prior to
routing. DO NOT route for Approval. The original HQ IPAC approval will suffice
for all centers. For audit purposes, before posting GRC IPAC, notate the number
of the original HQ SAP Doc in the SAP text field of the GRC transaction (“See
HQ SAP Doc 1900xxxxxx for approval”).

e OPM INVESTIGATIONS:
Processed as an Fl Invoice ~ ZPAC 106775

o Park manually as an FI Doc in SAP using FB60 for Collections and
FB65 for Payments. Use T-Code FBO03 to attach IPAC. Use T-Code
FBVO for posting FI documents.

o Combine the links of multiple IPAC details (if more than one) to be routed
asone IPAC.

o GRC has opted to retrieve its own backup from the OPM Website.
Therefore, NSSC is no longer required to attach/route the OPM
backup invoice with the IPAC.

o Route the IPAC in the IRIS Console for approval.

o Route in IRIS for Funding requesting the FI Accounting Data for posting.
(The GRC POC who will retrieve the OPM backup from the OPM
Website is: Elisabeth Bonsignore and her backup is Kim Juhn).
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o Center will complete the Funding Request in IRIS notating the FI
Accounting Data in the IRIS Console. Use provided data to post the IPAC.
o As with all Fl docs, the TP/TAS information found on the IPAC will
need tobe entered under the US Gov’t Tab to post.

e PAYROLL - IBC-POD and/or NBC-POD:

o Payroll IPAC’s are processed at the center. When the daily macro is run
to download IPACs into AWMS, an auto-generated email will send a
copy of the IPAC via encrypted email to Kimberly Haas and Helen
Mooradian with the following verbiage: “Attached is the NBC (DOI) IPAC
transaction for your Center payroll charge. This IPAC is being sent to the
Center for the Center to continue their reconciliation of the Payroll
Operation Division 200 Report to what has been posted to SAP via the
Agency Labor Distribution System (ALDS) interface.” The macro then
routes the IPAC to Duplicate/Support.

e UNEMPLOYMENT and WORKERS COMPENSATION (ZPAC 124988):

o Unemployment IPACs are parked as FI Documents using FB60 for
Collections and FB65 for Payments. Use T-Code FBO03 to attach IPAC.
Use T-Code FBVO for posting FI documents. Route the IPAC in the IRIS
Funding Console requesting the FI Funding Account Data to post. If it is
close to month end, send an email to Kim Haas to advise the IPAC has
been routed in IRIS.

o Workers Comp IPACs — NSSC will begin processing in FY2016. Process
the same as the Unemployment IPAC using Funding information center
provides yearly

e USDOJ (TELECOM CHARGES FOR NCIC) — PO# NNCO08IA05] — ZPAC 145894:
o IPAC will reference 0709400401, RCN 392, the month for the charges,
and GRC telecom 90040.

e ZNOH - Restitution IPAC Payments processed by the DOJ to GRC — ZPAC 138434:
o Two monthly IPAC credits are received: One for David Eckman ($97) and
one for Eric Johannsen ($194). Post each as an Fl Prior Year credit using
T-Code FB65 and Doc Type “KW?”, add 1700 doc to spreadsheet. The FI
funding information is provided on the restitution spreadsheet on the N-
drive under the GRC Reference Guide. NO Need to route in the IRIS
Console. Post with FBVO. Item will clear

when clearing macro is run. Update 1500 doc on spreadsheet for each
payment after it has been posted/cleared in SAP. The backup from the
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Department of Justice will follow later to be attached in SAP as backup to
the corresponding IPAC. Check to ensure that you have posted the IPAC
to the correct person as stated on the backup. The backup will reference
the IPAC number, the name of the person for whom restitution is
submitted and the amount of the payment.

MISCELLANEOUS AR Transactions:

UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts.
Receivable IPACs and it should be noted in AWMS as “KSC AR IPAC.” Accounts
Receivable will then route them to Service Now.

Personal Property — This is an A/R transaction. It is proceeds on the sale of
personal property. It should be noted in AWMS as “KSC AR IPAC.” Accounts
Receivable will then route them to Service Now.

Attglobal.net — This is another A/R transaction.

We do not process FEDDEBT IPACs — This is an Accounts Receivable IPAC.
AR will route to Service Now.
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Goddard Reference Guide

Points of Contact

e Primary POC-Wanda Brown -301-286-0488, Natasha Brown-301-286-
1393, or April Martin-301-286-3831

e GPO POC-Sherri Panciera-301-286-4818

e 103/105 POC-Stephanie Brown-301-286-5431

e Funding POC’s-Barbara Patala-301-286-2410 and Debra Dorsey-301-286-4025

e FEDMIL-Jennifer Neeb-757-824-1233 and Cate Easmunt-757-824-1525

e DLA Fuel (DFAS and KHI)-Jennifer Neeb-757-824-1233, Cate Easmunt-757-824-
1525 and Sylvia Bell-757-824-1116

e Cost-Jackie Lanconbrooks-301-286-6999

IPAC Types and Processes

e Center Approval/Rejection Notes:

o All IPAC approval requests are routed through the IRIS Console in SAP.

o Use Approval tab in Console to request PO/PLI information from center.

= Rejected IPAC will need to be “charged back” to the originating
Agency in the IPAC System notating the reason for the rejection.

= Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit assuming it is
a Collection.

= Therefore, it is a good idea to note when routing an IPAC Payment
received from another agency that it is a “Credit IPAC.”

* Because IPACs can be posted prior to receiving the approval in IRIS,
each IPAC processor will need to run an Invoice Stat Report to search for
“‘Rejected” IPACs that have been posted in the last 90 days. After an
IPAC has aged 60 days, SAP will auto-approve. If a posted IPAC has
been rejected, it must be reversed in SAP and then rejected in the IPAC
System.

e |PAC CREDITS: As of FY2016, per OCFO, do not process refunds (Doc type
“‘KW?” credits) related to unexpired funds that had a disbursement in a prior year
which will cause a deobligation or a downward adjustment. If contract contains
more than one fund and it is unclear where to post the refund, request PLI
posting instructions under the Cost Tab in the IRIS Console. All Refunds/Credits
will also be routed for Approval.
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o POs NNG12WF68I and NNG15JA19P will need to be routed for PLI breakout per Cate Easmunt
e Approvals-All approvals are routed in SAP through IRIS

e DCAA- NNX16MA12l (Agency Fee) -ZPAC #149538

DCAA IPACs are submitted to ALC 80000001.

Processor will request a breakout from L3 (NSSC) via the IRIS Console
Processor will create an IPAC to each center based on the breakout
Processor will then post each center’s IPAC according to L3 breakout.

O O O O

e DCMA-NNX13AAO02I (Agency Fee) -ZPAC #143926 — Processed by the designated
assignee. Same as DCAA.

FEDMIL IPAC’s-POC Jennifer Neeb (delegate) Cate Easmunt-757-824-1525
(alternate) FEDMIL backup arrives in the queue prior to the IPAC, route the backup
to Service Now and assign it to yourself.
o When the IPAC does arrive, attach the backup to it in SAP.
o DFAS FEDMILS have an X or various under the P.O. field on the IPAC.
If PO does not exist in SAP-PO will be entered as a separate document as
an Fl and routed for Fl approval in IRIS
If PO has no cost in SAP-PO is entered as a separate document and routed for
GRAP in IRIS
If PO has a price discrepancy (SAP and bill amounts do not match) -PO is
entered as a separate document and routed for Funding in IRIS
o DLA and GSA IPAC’s have a P.O. the looks like (8033032001P002). Upon
entering itin SAP, drop off the leading BOAC # 8033032001P002 and replace
it with G1201P002. (ZPAC’s are GSA or NRP.)
Use the same process for GSA Fedmil as you do for DFAS Fedmil
o If PO needs to be put into work around, the center with send a Fl approval
and input sheet with appropriate posting information.
o At the end of every quarter-Send an email with a copy of the outstanding POs
on the Fedmil workaround spreadsheet on the N-drive to the following: Jennifer
Neeb, Cate Easmunt, Natasha Brown, Wanda Brown, Carol Fester and Shawn
Paylor

e DLA Fuel (DFAS and KHI) -IPAC currently comes from Tanya Willard.
o Route in IRIS for PO/PLI breakout using the approval tab.
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o Purchase order number on IPAC will be NASA DODAAC 803303 or similar.
Usually PO NNG13WFO08I, using vendor 117761.

o If an SF1080 is received for NNG10WF55I, an IPAC will be received and will
not have to be pushed.

e GPO-POC is Sherri Panciera (301-286-4818) -Enter PO as NNG14AZ05I. PO
NNG10AZ02I may also be used.
o GPO IPAC’s are PLI/ALI specific.
o GPO IPAC’s do not have a P.O. # noted on the IPAC. The zpac # is 123093.
o If there are multiple details, do each detail separately. Request the P.O. # and
the PLI using the approval tab in IRIS.
o0 Be sure to enter line items needing posting to, or SAP will give you an error.

e GSA-POC is Wanda Brown (301-286-0488)
GSA Fleet IPAC’s do not have a P.O. # noted on them, but they do have a BOAC #. The
BOAC # is located on the IPAC (ex. FLT8030012011). The BOAC # indicates the
appropriate P.O. # to use. 803001 ~ NNGOS8EI06I
80331W ~ NNG05CC88I
80331X ~ NNGO8AT75I

e NARA
o PO NNH12AU77I. ZPAC 147124 — IPAC’s are pushed by Headquarters.
o When entering the document into the IRIS console
(ZF1I_AP_CONSOLE), make sure you check the override center default
and change it to GSFC.

0 Be careful when posting to use GSFC Funds. Look for the proper PLI or you may
be using another center’s cost.

o DO NOT ROUTE FOR APPROVAL. (The original HQ IPAC with the total
charges will be routed for approval and that will serve as approval for all
center’s charges).

o For auditing purposes, you should notate the HQ SAP Doc# in the text
field prior to posting: “See HQ SAP Doc 1900xxxxxx for approval.”

¢ OPM-POC is Wanda Brown (301-286-0488) Park as one document. Combine all lines and backup
o OPM IPAC’s come in without a P.O. # noted on them. We are currently
applying NNG15JA10P as the P.O. #.
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o Upon receipt of the IPAC, the HQ IPAC processor will access the
OPM Invoice Website to download the backup invoice for you.
o Combine Backup from N drive to IPAC and route for approval.

e Payroll-IBC-POD-IPAC’s- Email is automatically generated by the morning macro
download and sent to the center to Wanda Brown with the following verbiage:
“Attached is the NBC (IBC) IPAC transaction for your Center payroll charge. This
IPAC is being sent to the Center for the Center to continue their reconciliation of
the Payroll Operation Division Report and to what has been posted in SAP via
the Agency Labor Distribution System (ALDS) interface.” IPAC is then routed to
Duplicate/Support.

e TOPS —N/A

e UNEMPLOYMENT & WORKERS COMPENSATION (ZPAC 124988)

o HQ IPAC processor will create IPACs to each center for the Quarterly
Unemployment and Annual Workers Comp charges as per breakout
from NSSC Human Resources.

o Route in IRIS for approval and use current year info to post.

¢ Unemployment-Post with the following information for FY 2017:
Vendor: 124988
WBS: 736466.02.09.04.01
Fund: SSMX22017D
Cost Center: 511570
GL acct: 6400.1313
Order: FC000000

e Worker’'s Compensation-Post with the following information for FY 2017:
Vendor: 124988
WBS: 736466.02.08.04
Fund: SSMX22017D
Cost Center: 511570
GL Acct: 400.1295
Order: FC000000
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Miscellaneous IPAC Types and Processes

Fed/Debt-mark as GSFC AR IPAC and return to the queue in AWMS.
GSA RENT (FPS RENT) - IPAC comes in without the P.O. noted (from
ice.dhs.gov) -itis S47309X- ZPAC 123090. May also come as “Rent” from
GSA.gov
USDOJ IPACS- Wanda Brown-Department of Justice IPAC’s usually do not have
a P.O. noted, we currently use NNG15AR271.
533 IPAC’s - if cost is there, post it. If not, it may take a while as the cost is only
applied once a month.
GSA Motor Pool P.O. #is NNG13AR54I-P.O. is not on IPAC.
NNGO5HNO04D is a valid IPAC # (dfas.mil)
If you receive backup for National Geospatial Intelligence Agency, an IPAC should be pushed.
P.O. # S15633Y is a valid Goddard IPAC P.O. #. It is for Naval Research Lab,
ZPAC # 102115, as well as S13631Y and S15703Y
IPAC’s ending in G are for the Grant Dept., route it thru Service Now and assign
to grants. You can also email Kathleen Parker and Michael Dukes a copy.
NNG12VP13l is a shared P.O. # ~ verify that you are using Goddard’s cost and
not HQ priorto posting. Vendor 158387-FA8721 ESC CAA
AS OF 5/11/2015-PER SHARON MOSER, USE GSFC COST TO POST FIRST, WITH
PRIORITY TO PLI 10. ONCE ALL GSFC COSTS HAVE BEEN EXHAUSTED, USE HQ
FUNDS. AN IPAC WILL HAVE TO BE DONE FROM GSFC TO HQ FOR THIS.
US Patent & Trademark-FI posting information will come from Wanda Brown. A
payment IPAC will need to be created and posted as an FI collection.

IPAC information:

U.S. Patent Office ALC (Customer ALC) — 1310001

TAS - 013 X1006000

Transaction Description — A deposit to the U.S. Patent & Trademark Office for

NASA Goddard Space Flight Center — Deposit Account 14-0116/PTO

Access No. 506465

Vendor in SAP is 109882
DFAS Limestone-SAAM Bill SF1080-Received once a quarter. Will state the
Fl information to post. Vendor will be 109349
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Points of Contact

HQ Reference Guide

e The designated POC'’s for HQ are Shakeeya L. Wyatt and Wanda Brown.
IPAC Types and Processes

e Approvals

o0 Route the IPAC for approval upon receipt in IRIS.

e Outside Buyer- These IPAC’S may come in without an agreement number listed and
should not be rejected. These agreements may begin with W30 and may require
documentation before postings can be made. The documentation received, will give PLI
specification and/or specification for billing to other NASA centers.

o OPM (W30588)

O O O O O

GPO (W30629)
GSA (W30850, W30730, NNHO7AF92I, NNHO9AL471, NNH161A04P)
FBI (W30764)

ICASS (W30711) * Received quarterly. Post as directed on breakout.
State Department (MULTIPLE P.O. #s) Push/post as directed on breakout.

¢ Inside Buyer- these items may be either 2-way or 3-way matches. These
agreements begin with NNH, NNN, or W10. These items can be posted/cleared as
money is available (oldest money first). If necessary, IPACs may need to be routed
for cost or funding via IRIS. Please be sure to check the entire IPAC for the
agreement number, it is not always located under the purchase order number field.

DCAA -
NNX17MAO1I.

DCMA.-
NNX17MAO02I

NSSC Process for DCAA and DCMA

Park all details as one document in SAP and route for cost and approval in IRIS. A breakout
will be attached in IRIS from the cost accountant (Barbara Harriel). Post all business area 10
amounts to the original IPAC changing the dollar amount after the breakout is received. The
other center IPAC’s are pushed using the guidance on the breakout, create Collection IPAC’s
or “push” the other center IPAC’s as directed on the spread sheet attached in IRIS. Make sure
the original IPAC and backup is attached to each additional IPAC the same P.O. is used on
each IPAC with the appropriate ALC and center noted as well. Post and clear each of the other
center’'s IPACs with all appropriate documents attached. The
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additional documents do not need to be routed for approval as the HQ approval from Barbara
Harriel is adequate.

e FBI

Vendor Name  FBI

Contract # W30764
Post as directed on breakout received.
Back up arrives prior to IPAC. IPAC’s will
be pushed to Center’s as directed on
breakout. Susan Richards approves this
for the original amount of the IPAC. Any
center that receives an IPAC, also routes

Contact person  Susan Richards it in IRIS for approval.

e Fedmil — None at present

e FTS —See Agency FTS Reference Guide-all documents posted by the agency FTS processor ZPAC # is
129802 - NSSC provides a spreadsheet with posting information via IRIS. Brandi McKinley is the primary
contact person. IPAC may or may not have a PO. If it does not then park using PO NNMO8AA54I. The
spreadsheet will have the correct PO to post

e FTS BILLS for the SSC NCCIPS Contracts which are NNS13AA031 and NNS14AA75I are
now funded and managed by the NSSC. From now on, (06/26/2015) GSA will submit the
IPSC’s to ALC 80000001, HQ. The contract # is listed on the IPAC under the Obligating
Document Number and/or the Transaction Description. The Account Classification Code
on the IPAC is either 804084 or 804099. The P.O. # is similar to the Agency FTS bills.
They will be processed by the Stennis IPAC processor or by the NSSC IPAC processor.
DO NOT REJECT THEM.

e GPO
Park the IPAC detail amount’s individually
and route via IRIS in approval queue for
Vendor Name GPO PLI breakout and P.O. # verification. GPO contact

Naeemah Lee is the contact person Judy 202-
Contract # W30629 regarding GPO IPAC’S. 512- 0405
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e GSA- Park IPAC separately by Purchase Order Number as directed by BOACC #'s on
IPAC’s, make sure to break out the original IPAC by BOAAC and attach each portion to

GSA Fleet — route for PLI

Mildred Somerville will send in an Fl
Input sheet with PLI posting information.

Vendor Name Breakout IPAC is not posted as an FI. GSA contact:

Contract # W30850 Raquinda

Contact person  Mildred Somerville BOACC/Acct Code #803302 Burns 816-
926-5715

Vendor Name
Contract #
Contact person

GSA Fleet — no PLI
Breakout
NNH13AWG66I
Bernita Marshall

Approval only ~ Post and Clear

BOACC/Acct Code #803312

Vendor Name
Contract #
Contact person

GSA Fleet — no PLI
breakout
NNH14AY55I

Susan Richards

Approval only ~ Post and Clear

BOACC/Acct Code #803320

Vendor Name
Contract #

Contact persons

GSA Rent
W30730

Floyd Crisp and Bernita
Marshall

Park IPAC upon receipt and route for
approval in IRIS. Floyd Crisp
provides a spreadsheet with posting
information. (We may have to IPAC
NMO.)

Vendor Name

Contract #

FPS (part of GSA Rent)

W30730
Floyd Crisp and Latrina

Park IPAC upon receipt. Route for
approval in IRIS. Floyd Crisp provides
posting information on spreadsheet.

Contact persons Braxton

e NARA
Vendor Name NARA Thomas Breighner (NARA) sends
Contract # HQ breakout thru Remedy.
portion includes When IPAC is received, push collection
NMO, HQ and NNH12AU77I to centers based on Thomas' breakout
JPL info /process HQ & JPL-NMO portion
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Contact person  Thomas Breighner at NASAHQ

together. ONLY ROUTE HQ FOR
APPROVAL. Patty Stockman approves.

e OPM - Upon receipt of IPAC, VPP will log on to the OPMIS Website to retrieve back-up.
Link the backup to the IPAC in Tech Doc before routing in IRIS. Do NOT route OPM

backup via email as it contains PII.

OPM-To be done by
Vendor Name Agency OPM processor

Contract # W30588
Susan Richards and Tangie

Park IPAC & route for approval in IRIS.
Notation in the approval field — “Routing
OPM IPAC & Backup for approval and
Breakout”. Push center IPAC's in Goals
system when breakout is received from
Susan Richards. Attach pdf copy of IPACs
pushed to other centers to the HQ DRN
in SAP. Send email notification to the
IPAC VPP Team that IPACs can be
processed for their center and provide
the HQ SAP DRN (1900#) so that they can
locate backup and attach to their center
IPAC for processing.

Total in SAP is changed to HQ & OIG.
Watch for OIG line on the breakout.
Request cost, if needed, and specify
whether cost is for HQ or OIG.

Contact persons Campbell

Process HQ portion of OPM

e Payroll — IBC-POD ~ the system will automatically email the IPAC to HQ POC Wanda Brown.

e NBC-POD IPAC - The following is noted on the email automatically sent to the center POC.

o “Attached is the NBC (DOI) IPAC transaction for your Center payroll charge.
This IPAC is being sent to the Center for the Center to continue their

reconciliation of the Payroll
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Operation Division 200 Report and to what has been posted to SAP via the

Agency Labor Distribution System (ALDS) interface.”

TOPS

Vendor Name

GSA TOPS Bill

TOPS IPAC’s that have 37E034
noted in the Accounting
Classification Code are for the
NSSC and the points of
contact are Brandi McKinley,
Rebecca D. Smith and Janice
Hill. The P.O. #s for NSSC are
NNM10AA18I and
NNM10AA14l. Make sure you
use NSSC in AWMS when
parking the IPAC. It should
route appropriately in IRIS to
NSSC. Route in IRIS for P.O.
verification and posting
instructions in the cost queue.
NSSC will attach a
spreadsheet in IRIS noting the
correct P.O. to use and which
PLI’s to post on.

HQ TOPS IPAC

DRN often starts with JITSBILL or
WITSBILL in description field. If there is a
252042 or other numbers in the
Accounting Classification Code, the IPAC
is parked under NNH12IA01P for HQ and
posted if cost is available. Contact is
Shakeeya Wyatt and Shirley Royal
(NNH12IA01P)
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JSC Reference Guide

Points of Contact
e Cost: Barb McMillan
¢ Funding: Connie McDonald
o Fedmil: Peter Layshock and Noreen Mcleroy

IPAC Types and Processes
e Center Approval/Rejection Notes:

0]
0]
0]

All IPAC approval requests are routed through the IRIS Console in SAP.
Use Approval tab in Console to request PO/PLI information from center.
Rejected IPAC will need to be “charged back” to the originating

Agency in the IPAC System notating the reason for the rejection.

Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit assuming it is
a Collection.

Therefore, it is a good idea to note when routing an IPAC Payment
received from another agency that it is a “Credit IPAC.”

Because IPACs can be posted prior to receiving the approval in IRIS,
each IPAC processor will need to run an Invoice Stat Report to search
for “Rejected” IPACs that have been posted in the last 90 days. After an
IPAC has aged 60 days, SAP will auto-approve.

If a posted IPAC has been rejected, it must be reversed in SAP and then
rejected in the IPAC System.

e |PAC CREDITS: As of FY2016, per OCFO, do not process refunds (Doc type
“‘KW?” credits) related to unexpired funds that had a disbursement in a prior year
which will cause a deobligation or a downward adjustment. If contract contains
more than one fund and it is unclear where to post the refund, request PLI
posting instructions under the Cost Tab in the IRIS Console. All Refunds/Credits
will also be routed for Approval.

e APPROVALS
o Route all approvals in IRIS
o Goods receipt cannot be routed for approval

Page 132 of 180
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e DOJ-create case in service now. Attach backup when it arrives and assign to
Accounts receivable to post

o FBI

O O OO

T-8636T

Vendor 108762

Processed as an Fl

Request cost/funding through IRIS

e Fedmil-SEE LAST PAGE

e Fuel
o

o

e GPO

O O OO

As of 3/1/2016-These will come from Tanya Willard and should contain a PO
number that looks like a fedmil number-The 807402 will be replaced as Z1

If no PO is listed-Park under NNJ11ZA02I-vendor 108348 (DODAAC # 807402)
Combine SF1080 with IPAC and route for approval and cost/funding in IRIS

On breakout provided-G3 will be the same as MMA

Has two PO’s: NNJ08JA751 and NNJ13JA50I
Combine details and park as one document

Park under NNJ13JA50I1 with Vendor 108470

Route for approval in IRIS requesting PO/PLI breakout

¢ GSAFleet

(0]

(o}
o}
o}

Fleet-Download Fleet bill from VCSS website (https://vcss.ocfo.gsa.gov/)

Use IPAC DRN # for the statement search in VCSS

Account 807000-for JSC: PO NNJ15JMO071- Route for approval and cost/funding in IRIS
Account 807002-for WSTF: Use PO NNJ15JMO07I (no longer use NNJ12HA32| as

it Expired Oct 2016)- Route for approval and cost/funding in IRIS

o Total dollar amounts for 807000 and 807002 should equal amount of IPAC
e NARA
o NNH12AU771 ~ ZPAC 147124 — IPAC’s are pushed by Headquarters

processor to each.
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o

OPM

O O 0O O O°

TOPS

o}
o
o

IRIS console (ZFI_AP_CONSOLE), make sure you check the override

center default and change it to JSC.

There are several PLI's with multiple funding centers in the PO Reference Field.
Be sure to use the PLI for JSC or request cost/funding in IRIS if needed.

DO NOT ROUTE FOR APPROVAL. The original HQ IPAC with the total
charges will be routed for approval and that will serve as approval for all
center’s charges.) For auditing purposes, you should notate the HQ SAP

Doc# in the text field prior to posting: “See SAP Doc 19000XXXXX for
approval’.

PO T-1183X — Closed 04/21/2016

As of 05/01/2016 — Process as an Fl Invoice

ZPAC will be 127224

Combine links of IPAC and backup as one document

Route for approval and funding requesting the Accounting data in IRIS

Download TOPS bill from TOPS website (https://topsbill.ftsbilling.gsa.gov/)
JSC PO-NNJO07DAO02I, WSTF-NNJ08ZAQ7I
Route for approval and cost/funding in IRIS

Unemployment & Workers Compensation- HQ IPAC processor will create
IPACs toeach center for the Quarterly Unemployment and Annual Workers
Comp charges as per breakout from NSSC Human Resources.

Vendor 124988 - Route in IRIS for new posting information each fiscal year:

FY17 Unemployment — G/L 6400.1313; Cost Center 72AH11; Order
FC000000; Fund SSMX22017D; WBS 736466.02.09.05.01

FY17 Workers Comp — G/L 6400.1295; Cost Center 72AH11; Order FC000000;
(new fund and WBS needed)
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Miscellaneous IPAC Types and Processes

e State Dept - No IPAC - Andrew Pursley will provide PQO’s via email. Use the PO provided
and post oldest money first. Vendor 165100, reference “JSC/StateDept/MonthYear_ PO.”
Only one PO per SAP document.

e |ICASS-Route to Angelique Cox for PO/PLI breakout

e Military Detailee:

Air Force  NNJ15ZA04I ZREM 165200

Army NNJ15ZA051 ZREM 165201

Marine  NNJ15ZA06I ZREM 165202

Navy NNJ15ZA071 ZREM 165203
IPAC will be created by the NSSC Military Detailee processor and will state it is for
military personnel and will have the quarter for they payment. Route for approval and
cost/funding in IRIS

e DFAS-SDDC Transport IPAC-Per Lisa Pace and Daniel Zapata, use NNJ15HP28I

e Fed Debt-label in AWMS queue for AR

o US Patent Office-vendor #109882 will receive SF1080 to push payment to Patent Office

o IBC-POD Payroll IPACs-Send copy of IPAC and email to the following: Maria
Perez, Bridget Broussard-Guidry, Johnetta Thomas, Natalie Martinez, and Rene
Sanchez

e DFAS Limestone-Will receive and SF1080-email it to Douglas York and Lisa Pace to
verify it is for JSC. Once it is verified, the center will send in a signed SF1080. You will
create a payment IPAC to ALC 00003801. The PO will be NNJ15HP28I. The IPAC will
then be posted as an invoice. (collection) TAS will be 097 X4930 003. Vendor 159501.
The TAS is usually listed on the SF1080.

e FHZ and FGZ Bills-IPAC will come in with one PO listed on one detail, but usually there
are more than one PO. Bill number is listed in the transaction description. Go to Namis
(https://ndjsammweb.ndc.nasa.gov/namisjsc/Materials/MatMenu/), and download the
bill. If there are any POs that need goods receipt, route them and send an email to Peter
Layshock and Noreen McElroy.

Fedmil Process-Vendor SMS

e A copy of the bill will come through AWMS before the IPAC. When the IPAC is
received, the backup will be combined behind the IPAC link. The reference field,
when entered, will be the “IPAC Bill #”. Credits are entered into separate transactions
from the items invoiced.

¢ In the DIC column of the bill, GA and GB transactions are normal transactions.
However, GD, GN, and GQ are exchange credits and should be processed
separately.

e The website https://ndjsammops.ndc.nasa.gov/namisjsc/Materials/MatMenu/ is used to
download an excel version of the bill. This spreadsheet is used as an easier way to




NSSC NSSDG-9200-0005 Version 6.0

Service Delivery Guide Number

Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 136 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

enter the PO numbers into SAP.

e The order number (PO number) on the bill will be similar to “80747832660329”. When
entering the PO number into SAP, it would be entered as with a “Z1” prefix. 807478 of
the order number is the DODAAC number and will not be entered. The PO referenced
above would be “Z132660329.”

e Enter bill as one document, post and clear normally.

e |If there are items that are not received, or were billed with the wrong amount, these
willbe entered into a separate transaction. They will then be routed to Peter
Layshock and Noreen Mcleroy for status. Route in IRIS and send email to Peter
Layshock and Noreen Mcleroy.

¢ If the items should be entered into the workaround, they will be entered as an Fl using
FB60 for collections Doc type KB.

e G/L Account: 6100.2615, Cost center: 72CW11, Order: FC503832, WBS:
170786.07.03.09.01.47, Fund: EXCX22016D-may need to get updated
posting info

e The item put into the workaround is now entered into the Fedmil workaround
spreadsheet located at “N:\Statement of Difference to be Worked”, the excel file titled
“Fedmils.” Use the JSC tab. An NSR is then created and assigned to AR stating that the
entry was made. Include the amount and the line it was entered on.

e Exchange credits are totaled, parked as and Fl and routed for approval. Also send
Peter Layshock and Noreen Mcleroy an email. Once concurred, send an email to
Michael E. Parker with the concurrence and listing of the credits attached. These
credits will be posted by the center. (include copy of IPAC and backup in email)

e There may also be SAP credits and Workaround credits

e Workaround credits are items that have been entered into the workaround that we
receive credit for. These are taken out of the workaround using FB65 as a type KC
document. Then it is entered into the Fedmil workaround spreadsheet located at
“N:\Statement of Difference to be Worked”, excel file titled “Outstanding Fedmils as of
06042015”, JSC tab. A Service now case is then created and assigned to AR stating
the entry was made. Include the amount and line the credit was entered on, the
document number and clearing document number. (See highlighted columns on
spreadsheet)

e SAP credits are entered like a normal credit memo.

e At the end of the quarter-email Letha Meyers, Peter Layshock and Noreen Mcleroy a
copy of the outstanding POs in the workaround spreadsheet

GSA Fedsupply
e Vendor #is GSA

e Each detail will come through AWMS separately. Combine the details and copy of bill
to IPAC link

e Pull bill from the following: https://vcss.ocfo.gsa.gov/
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e GSA Fedsupply is entered the same as the SMS Fedmil
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Kennedy Reference Guide

Points of Contact

Michelle Lee Wessner @ 321-861-7460 ~ ~ Henry Collier, Cost Accountant @
321-867-2765 ~ Crista Castleton, @ 321-867-2806 ~ Ryan Richards for
FBWT/SOD issues @ 321-867-3680

IPAC Types and Processes

Center Approval/Rejection Note:

0]
o

o

All IPAC approval requests are routed and received via the IRIS Console
Rejected IPAC will need to be “charged back” to the originating

Agency in the IPAC System notating the reason for the rejection

Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit thinking it is a
Collection

Therefore, it is a good idea to note when routing an IPAC Payment in
IRIS thatit is a “Credit IPAC”.

Because IPACs can be posted prior to receiving the approval in IRIS,
each IPAC processor will need to run an Invoice Stat Report to search
for “Rejected” IPACs that have been posted in the last 90 days.

After an IPAC has aged 60 days, SAP will auto-approve. If a posted IPAC
has been rejected, it must be reversed in SAP and then rejected in the
IPAC System.

IPAC CREDITS: As of FY2016, per OCFO, do not process refunds (credits)
related to_unexpired funds that had a disbursement in a prior year (Doc type
KW) which willcause deobligation/downward adjustments. If contract contains
more than one fund and it is unclear where to post the refund, request PLI
posting instructions under the Cost Tab in the IRIS Console. All Refunds/Credits
will also be routed for Approval.

DCAA: NNX16MA12I ( Agency Fee) ~ ZPAC #149538

0]
0]

DCAA IPACs are submitted to ALC 80000001.

Processor will request a breakout from Barbara Harriel (NSSC) via
the IRIS Console

Processor will create an IPAC to each center based on the breakout

Page 138 of 180
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@]

o

Processor will then post each center’s IPAC according to the breakout
provided by Barbara.

DCMA: NNX16MA15I (Agency Fee) ~ ZPAC #143926

o

Processed by designated assignee. Same as DCAA

DCMA: Email SF1080 to Bruce Chesson and Henry Collier

FBI: ZPAC #114612

o

(@)

O O O O O

IPAC is pushed from HQ IPAC processor

Backup will be received first and will appear in the AWMS queue to be

routed to ServiceNow

Save backup in a case to combine with the IPAC

Upon receipt of the IPAC, park as an FI Document in SAP using T-code FB60
Combine the IPAC and backup links. Attach IPAC to FI Doc using T-Code FB03
IF you cannot locate the backup, ask the HQ IPAC processor for it

Route combined link for Approval and Funding in the IRIS Console (in
Approval and Funding tab) requesting the FI Funding data to post

A FI Funding Cover sheet will be sent from KSC to the NSSC-
AccountsPayable email address and it will come through the AWMS
Manager queue

Attach the FI Funding Cover sheet in SAP and post the transaction

using the Accounting information provided on the cover sheet

T-Code FBVO is used to post FI Docs

As with all FI docs, the TP/TAS information from the original IPAC

(received by HQ) will need to be entered under the US Gov't Tab.

Fedmil: Kennedy does not process FedMil IPAC’s at this time.

FUEL BILLS: Effective 10/2014 - ZPAC #117761 — (AV16026?7?7?)
No longer posted as Fl document — IPAC comes in with PO
AV16026 Post against available cost, only route for

approval

The SF1080 Fuel Bill will arrive prior to the IPAC

Route the Fuel Bill to Service Now and hold until IPAC is received
IPACs come in referencing the KSC NASADODAAC as the PO#
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o SF1080 Fuel Bill# will be referenced in the Description and in the Invoice
Reference Field on the IPAC
o Link the SF1080 to the IPAC prior to routing in the IRIS Console
o Park the IPAC as an Fl document (T-Code is FB60 for Doc type ZI or FB65
for Doc Type ZC)
o Route for funding & approval via the FI Funding queue in IRIS as specified below:
* DODAAC 809123
= Route in the Funding queue via the IRIS Console requesting the FI
Funding Data for posting
= Gerrard Abraham is the POC
= |tis uncommon for KSC to provide the FI Funding information in IRIS
= Most likely, a FI Funding Cover sheet will be sent from KSC to the
NSSC- AccountsPayable email address and it will come through the
AWMS Manager queue
= Attach the FI Funding Cover sheet in SAP and process the
transaction using the Accounting information provided on the cover
sheet
= As with all Fl docs, the trading partner/TAS information from the
original IPAC will need to be entered under the US Gov't Tab.
* DODAAC 804200 ~ Same process as above. The POC is Matt Jimenez.
* DODAAC 804227 ~ Same process as above. The POC is Dennis Bayon.
* DODAAC 804261 ~ Same process as above. The POC is Matt Jimenez.

e Fuel DODAACSs 804257 and 804258

= Periodically, IPACs are received for DODAACs 804257 and 804258

= These DODAACS are assigned to: URS Federal and ABACUS
Technology Corp for their use of NASA'’s vehicles

= These charges should be billed from DFAS directly to URS
Federal and ABACUS, not to NASA

= Occasionally, DFAS will bill NASA

= When IPACs are received for DODAACs 804257 and 804258 you will
need to link the SF1080 bill to the IPAC

= |F the SF1080 was not received, request it from Tanya Willard at DFAS
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= Once the IPAC and SF1080 are combined as one document, route in
the IRIS Console for FI Funding noting that the SF1080 was issued to
URS Federal or ABACUS Technology

= The center may approve or reject the IPAC based on the contract that
was in place with URS Federal and ABACUS as of the date on the
SF1080.

e GPO - (Route in the IRIS Cost queue and request the PLI for Posting when cost is not
available for the specified Jacket number/Requisition Number on the IPAC): GPO PO #is
NNK130L36! (ZPAC #112131)

o |IPAC received contains an incomplete PO# or additional digits added to the PO#

There may be several details

Park each detail individually as 0001, 0002, etc.

Route under approval tab for approval only

Route on Cost Tab Requesting cost. Please specify PLI for posting and

Cost Accountant will either provide cost under an existing PLI or he/she

will request funding if a specific PR is not yet in place for the Jacket

number and Requisition number on the IPAC

o If costis available for the Jkt# and/or the Req# listed in the description
on the IPAC, then use that cost to post and do not route for cost in the
IRIS Console.

o
0]
o
0]

e GSAFLEET (804002): ZPAC #112115 - AV17001
o GSA Fleet bills are for vehicle and truck leases and are disbursed using
multiple “AV” PO#'s & PLI’s
Debit and credit IPACs must be parked separately
Each may include several details
Park all details for one DRN together
Check the IPAC link to ensure that separate DRNs were not
erroneously downloaded together in which case they will need to be
separated before processing
o Use PO#AV16001 to park
Route for approval via IRIS
o Also, route in the funding queue in IRIS and note in the comment log
thata PO/PLI Breakout is needed for posting

O O O O

o
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O O O O

Jona Kafexhiu will email the breakout to NSSC Accounts Payable and the
funding request will be completed once breakout has been emailed

You will find the breakout in the AWMS Manager queue

Use the PO’s on the breakout to update the PO Reference Field in SAP
Then, post to the PLI's indicated on the breakout

It is best to post IPAC Payments (credits) first because they are
sometimes needed to post the disbursements. Route credits for

PO/PLI Breakout also. Please provide PO/PLI Breakout for posting.

e GSA PROPERTY DISPOSAL.:

0]
o
0]

IPACs received for GSA property disposal are not posted as GSA Fleet

The GSA Property Disposal IPACs should have the PO number listed on them
If no PO is provided, contact the transition

contact: kc- property.disposal.finance@gsa.gov

for the backup.

e NARA: NNH12AU771 ~ ZPAC #147124

o

0]
0]
o

IPAC’s are pushed by the HQ IPAC Processor

This is a shared PO for all centers

There will be several Cost lines with various funding centers under this P.O.
Be sure to post using the PLI for KSC-76 or request cost and/or funding if
needed via the IRIS Console

When Cost or Funding is needed, be sure to override the Center
Reference in IRIS to KSC

Do not route for approval. (The original HQ IPAC with the total

charges will be routed for approval and that will serve as approval for all
center’s charges

For auditing purposes, you should notate the HQ SAP Doc# in the text
field prior to posting: “See HQ SAP Doc 19000XXXXX for approval”.)

e OPM: Fl Docs ~ ZPAC #105967 — Park Manually using FB60 for Collections

and FB65 for Payments. Use T-Code FB03 to Attach IPAC/BACKUP and
perform updates. Use T- Code FBVO0 for posting all Fl documents.

o

o

Upon receipt of the IPAC, the HQ IPAC processor will access the
OPM Invoice Website to download the backup invoice for you
Combine the backup invoice to the IPAC in Tech Doc
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o Park IPAC as an FI Document in SAP and route via the IRIS Console
using the 1900# doc with year.

o Route for approval and for Funding.

o In the funding tab, request the OPM FI Funding Data for posting.

o A Fl Funding Cover sheet will be sent from KSC to the NSSC-
AccountsPayable email address and it will come through the AWMS
Manager queue.

o Attach the FI Funding Cover sheet in SAP and process the transaction
usingthe Accounting information provided on the cover sheet.

o As with all Fl docs, the TP/TAS information from the original IPAC will
need to be entered under the US Gov't Tab.

e STATE DEPT: PO #AV4008 ~ ZPAC # 112130
o IPAC comes in referencing 00 for the PO#.

e AV15019 - US ARMY CORPS OF ENGINEERS: AV# goes in PO Lookup & Purchase order
#
o When an IPAC for this PO comes in replace it with AV15024 and ZPAC 158461.
o There is documentation in ME23N from the center directing NSSC to
use PO AV15024.
o Attach this documentation to each transaction for which the PO is revised.

e Payroll: IBC-POD and/or NBC-POD
Email is automatically generated by the morning macro download and sent to the
center to Debbie Smisek, Michelle Lee Wessner, Mecca Murphy, and Michelle
Edelman at KSC with the following verbiage: ““Attached is the NBC (IBC) IPAC
transaction for your Center payroll charge. This IPAC is being sent to the Center
for the Center to continue their reconciliation of the Payroll Operation Division
Report and to what has been posted in SAP via the Agency Labor Distribution
System (ALDS) interface.” IPAC is then routed to Duplicate/Support.

e SAVE IPAC - PO is currently AV17029 (AV15025 NO FUNDING FOR 1/12/17 moved to
AV17029) (NNK08OL44I expired 02/28/2014 and is no longer in use)
o Combine backup to IPAC

o Route for approval
o Route for cost if necessary
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e TOPSBILL (GSA-FTS): New PO#NNK130MO09I ~ ZPAC #109851
o IPAC lists JO64...as the Contract/PO#.
o Note: the old PO# for these transactions was NNKO8SEA93I posted to ZPAC
#132550 and is no longer in use.

e UNEMPLOYMENT & WORKERS COMPENSATION (ZPAC 124988):

o HQ IPAC processor will receive a breakout from NSSC HR and will
issue IPACs to each center for their Quarterly Unemployment charges
and Annual Workers Comp charges.

o Upon receipt of the KSC IPAC issued by the HQ processor, use the
current year funding information provided by your center to post as an Fl
Document (FB60 for IPAC Collection and FB65 for IPAC Payment).

o If current year posting is unknown, request Funding information in FI
Funding queue in IRIS.

o TP/TAS will need to be entered under the US Gov’t Tab to post and
can be obtained from the original DOL IPAC sent to HQ (before
breakout).

o FY2016: Cost Cntr Order/FC WBS Fun

6400.1313 76BA000 FC00000 736466.02.09.06.03 76
SSMX22017D 0

(@)

e civ@mail — ensure IPAC has Valid PO# and TAS. If both are valid, the IPAC is
either okto post or will need to be routed for cost (if cost is needed).

e MISCELLANEOUS AR Transactions:
USDOJ - $291.00 —
o Send to CASE and hold until backup documentation is received. Attach
backup and IPAC to Case as a document, not a link and forward to AR.
Worker's Comp Fraud Case.
o Park under 149541 until posted by AR then delete document

UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts.
Receivable IPACs and it should be noted in AWMS as “KSC AR IPAC.”
Accounts Receivable will then route them to Service Now.
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Personal Property — This is an A/R transaction. It is proceeds on the sale of
personal property. It should be noted in AWMS as “KSC AR IPAC.” Accounts
Receivable will then route them to Service Now.

Attglobal.net — This is another A/R transaction.

Emailse.com — This is another A/R transaction.

We do not process FEDDEBT IPACs — This is an Accounts Receivable IPAC.

AR will route to Service Now.
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LARC Reference Guide

Points of Contact

o Key POC- Accountant - Lynn Abrams, lynn.j.abrams@nasa.gov

IPAC Types and Processes
e Center Approval/Rejection:

0]
o

All IPAC approval requests are routed and received via the IRIS Console.
Rejected or partially rejected IPAC will need to be “charged back” to

the originating Agency in the IPAC System notating the reason for
therejection.

Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit assuming it is
a Collection. Therefore, it is a good idea to note when routing an IPAC
Payment in IRIS that it is a “Credit IPAC.”

Because IPACs can be posted prior to receiving the approval in IRIS,
each IPAC processor will need to run an Invoice Stat Report to search
for “Rejected” and “Partially Approved” IPACs that have been posted in
the last 90 days.

After an IPAC has aged 60 days, SAP will auto-approve. If a posted IPAC
has been rejected, it must be reversed in SAP and then rejected in the
IPAC System.

e |IPAC CREDITS: As of FY2016, per OCFO, do not process refunds (credits)
related to_unexpired funds that had a disbursement in a prior year (Doc type
KW) which will cause deobligation/downward adjustments. If contract contains
more than one fund and it is unclear where to post the refund, request PLI
posting instructions under the Cost Tabin the IRIS Console. All Refunds/Credits
will also be routed for Approval.

e DCAA:
NNX16MA12I (Agency Fee) ~ ZPAC #149538 —

o

0]
0]
0]

DCAA IPACs are submitted to ALC 80000001.

Processor will request a breakout from L3 (NSSC) via the IRIS Console
Processor will create an IPAC to each center based on the breakout

Processor will then post each center’s IPAC according to the breakout received
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e DCMA:
NNX16MA15] (Agency Fee) ~ ZPAC #143926 — Processed by designated
assignee. Same as DCAA.

e FBI: N/A for LARC
e FEDMIL: N/A for LARC

e Fuel: (DODAAC 803301 — DFAS) — ZPAC #108348
o Fuel IPACs are processed as a normal IPAC.
Form SF1080 will be received prior to the IPAC.
Attach SF1080 in ME23N
Combine SF1080 with the IPAC link before routing the IPAC in IRIS.
Upon receipt of the IPAC, park under Purchase Order RP0O201508 and combine links.
The incorrect vendor may populate in SAP. It is vital that you change it to
the correct one, 108348.
o Route the IPAC w/ SF1080 backup attached via IRIS for approval and
request PO verification.
o If a different purchase order number is provided, you must post the IPAC
underthat PO#.
e GPO
o Normally Park under PO# RP0O201704 — Vendor 102107.
o If IPAC identifies PO # NNL15AA15I in the IPAC description, you can park under
that PO — Vendor 117707.
o0 Route all IPACs in IRIS and request the PO verification and PLI breakout via the
IRIS Approval Queue. Cynthia Cowan is the Approver.
o Wait until guidance is received before requesting cost/funding and posting.

O O O OO

e GSA (General Services Administration)
0 GSA IPACs are processed as normal IPACs.
o The PO will normally appear on the IPAC.
0 LARC does not receive GSA Fleet IPACs at this time.
e NARA - (NNH12AU77I1 - ZPAC 147124)

o Processed as a normal IPAC.

o IPAC’s are pushed by the HQ IPAC Processor to each center

o The PO# is shared with various Business Areas. Make sure to disburse on
the correct BA for LaRC.

o DO NOT ROUTE FOR APPROVAL IN IRIS. (The original HQ IPAC with the
total charges will be routed for approval and that will serve as approval for the total
charges.)
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o For audit purposes, notate the SAP Doc of the original IPAC in the Text field
prior to posting: “See HQ NARA Doc 1900050138 for Approval.” Or, add to the
follow-on display after posting.

e OPM-ZPAC # 105967
o PO is RPO201315.
o Upon receipt of the IPAC, the IPAC HQ IPAC processor will access
the OPM Invoice Website to download the backup invoice for you.
o Combine the backup invoice to the IPAC in Tech Doc.
o After backup is attached, route the combined link in the SAP IRIS
Console for Approval and cost or funding (if needed).

e PAYROLL: IBC-POD and/or NBC-POD
Email is automatically generated by the morning macro download and sent to
the center with the following verbiage: “Attached is the NBC (IBC) IPAC
transaction for your Center payroll charge. This IPAC is being sent to the
Center for the Center to continue their reconciliation of the Payroll Operation
Division Report and to what has been posted in SAP via the Agency Labor
Distribution System (ALDS) interface.” IPAC is then routed to
Duplicate/Support.
e SAVE Program (Citizenship & Immigration Services) - PO RP0O201314 - ZPAC #147384
o A backup invoice will be received prior to the IPAC. It will show
the old PO # NNLO9AAOQ8I which is now closed.
o Attach the backup in SAP to the current PO #RP0201314.
o Link the backup to the IPAC in Tech Doc when the IPAC is received.
o The IPAC will reference the current Purchase Order number
and the Invoice number.
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o You may delete the backup from ME23N once it is combined
with the IPAC.
o Route as a normal IPAC in IRIS for approval and cost/funding if needed.

e TRACS IPACS - Instructions are on the “N” drive:
Accounts Payable_Accounts Receivable/ Accounts Payable/ IPAC stat report/
IPAC Quick Reference Guide/TRACs

e USDOJ TELECOM (JUST Charges) — PO # RP0O201317 — ZPAC #163053
PO will not appear on the IPAC. The Transaction Description with notate the
‘RCN” and the Month/Year. A notation will also reference “telecom charges.”

e UNEMPLOYMENT & WORKERS COMPENSATION

o HQ IPAC processor will create IPACs to each center for the Quarterly
Unemployment and Annual Workers Comp charges as per breakout
from NSSC Human Resources.

o Upon receipt of the IPAC, use the current year funding information
provided by your center to post as an FI Document (FB60 for IPAC
Collection and FB65 for IPAC Payment).

o Route in IRIS for approval and use current year info to post. If current
year info is unknown, request the Funding information in the FI Funding
queue inIRIS.

e UNEMPLOYMENT - ZPAC 124988

Check with the center POC each year to receive the updated funding
information by sending an email and by routing in the FI Funding queue in
the SAP IRIS Console to obtain new information.

WORKERS COMP — NSSC will begin posting in FY16. Same process as
Unemployment IPACs. Check with the Center POCs to obtain current year Fl
Funding information and ZPAC for posting by sending email to the center and
by routing in the FI Funding queue in the SAP IRIS Console to obtain new
information.

e MISCELLANEOUS AR Transactions:
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UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts.
Receivable IPACs and it we should be note in AWMS as “AR IPAC.” Accounts
Receivable will then route to Service Now.

Personal Property — This is an A/R transaction. It is proceeds on the sale of
personal property. It should be noted in AWMS as “AR IPAC.” Accounts
Receivable will route them to Service Now.

Attglobal.net — This is another A/R transaction.

We do not process FEDDEBT IPACs — This is an Accounts Receivable IPAC.

AR will route to Service Now.
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Points of
Contact

MSFC Reference Guide
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o Christy McCain (256-544-5863)
e Amy Campbell (256-544-8620)

IPAC Types and Processes
e Center Approval/Rejection Notes:
o All IPAC approval requests are routed through the IRIS Console in SAP
o Use Approval tab in Console to request PO/PLI information from center

= Rejected IPAC will need to be “charged back” to the originating
Agency in the IPAC System notating the reason for the rejection

= Please verify the IPAC was not rejected by center POC in error. For
example, the center may erroneously reject an IPAC Credit assuming it is
a Collection

= Therefore, it is a good idea to note when routing an IPAC Payment
received from another agency that it is a “Credit IPAC.”

* Because IPACs can be posted prior to receiving the approval in IRIS,
each IPAC processor will need to run an Invoice Stat Report to search
for “Rejected” IPACs that have been posted in the last 90 days.

* After an IPAC has aged 60 days, SAP will auto-approve. If a posted IPAC
has been rejected, it must be reversed in SAP and then rejected in the
IPAC System.

e |PAC CREDITS: As of FY2016, per OCFO, do not process refunds (Doc type
“‘KW?” credits) related to unexpired funds that had a disbursement in a prior year
which will cause a deobligation or a downward adjustment. If contract contains
more than one fund and it is unclear where to post the refund, request PLI
posting instructions under the Cost Tab in the IRIS Console. All Refunds/Credits
will also be routed for Approval.

e DCAA
NNX17MAO1I ( Agency Fee) ~ ZPAC #149538 — The Processor assigned to
DCAA will request breakout from Barbara Harriel, NSSC Cost Accountant, and
push an IPAC for each center based on the breakout. The NSSC processor will
then post each according to the spreadsheet provided by Barbara via an NSR
Ticket. Do not route for approval. The original HQ IPAC is the only one to be

Approved.
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e DCMA
NNX17MAO02I (Agency Fee) ~ ZPAC #143926 — Processed by the processor
assigned to this role. The same as DCAA.

e FBI

o No information at this time

e Fedmil

o No information at this time

e FTS

o No information at this time

e Fuel
o 804101 is PO#NNM17AAQ00l — ZPAC #167140
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e GPO
o PO# NNM12AA10I

o If approval is partial contact Becky Caneer at MSFC print office 256-544-4505 to see if she
has already requested credit back from GPO

o Oldest funds paid first

e GSAFLEET
0 Fleet PO# NNM15AA11l

e NARA
o PO# NNH12AU77I
o All centers use same contract find funding line for MSFC to process
o Be sure to use the Marshall 62 funding.
o Do not route in SAP IRIS Console for approval, HQ will maintain
approvals on this contract.

¢ OPM (2 Different types 1 from NASA HQ other from OPM via FAA
o OPM sent from NASA HQ

PO# MX0801

Additional OPM trading partners 1502- MX0702

Additional OPM trading partners 2400- MX0801

Link IPAC and Back up and Process IPAC

O O O O

e OPM IPAC received directly from OPM via FAA
o PO# MX0801
o Link IPAC and Back up

e Payroll - IBC-POD
o Do not send to center

e TOPS
o PO# NNM10AA14l and NNM10AA18lI
o Center will advise for breakout

e Unemployment and Workers Compensation

All unemployment IPACs will now be processed here at the NSSC as FI documents, to
date MSFC has not provided FI information for posting email was sent to
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Some of the Centers provided the Fl data previously for the unemployment charges, this includes AFRC, ARC, SSC,
NSSC, & HQ/IG. We were already routing GRC & LARC and posting as Fls.

Use the TP TAS data from the original IPAC from DOL- 016 X 8042 010

The GL account is 6400.1313, use FCO00000, Vendor # 124988

Please let me know if you have any questions when posting these documents.
Thank You,

Sarita R. Harper

e State Dept
o Japanese Yen PO# MT0701
0 Russian Rubbles PO# MT1201
o Guatemala PO# MT0901 (rarely used)
o0 Back up received before IPAC from JSC Angelique Cox create NSR for back
up pending receipt of IPAC

o ICASS
o PO# MTO0701
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Miscellaneous IPAC Types and Processes
If IPAC PO# is for a supply item, contact the agency/vendor for backup documentation.

PO# MIAA1409 DFAS IPAC’s with, need to be emailed to Christy McCain and copy
Gary Walker for determination of PO# to correct WBS.

UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts. Receivable
transactions and can be sent to Duplicate/Support.
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NMO Reference Guide

Points of Contact for OPM
¢ Wanda Brown ~ 301-286-0488

e Approval ~ Denise Brown ~ 301-286-6122

e P.O. # Currently used is NNN12AA02I

Points of Contact for DCAA/DCMA

NNX17MAO11 ( Agency Fee) ~ ZPAC #149538 — The Processor assigned to DCAA
will request breakout from Barbara Harriel, NSSC Cost Accountant, and push an
IPAC for each center based on the breakout. The OPM processor then pushes and
processes all of the DCAA IPACs will then post/clear each according to the
spreadsheet provided by Barbara via IRIS. No additional approvals are needed as
the original NSSC IPAC approval serves as the approval for all of the center’s

IPAC’s.

NNX17MAO2I ( Agency Fee) ~ ZPAC #143926 — The Processor assigned to DCMA
will request breakout from Barbara Harriel, NSSC Cost Accountant in IRIS , and
push an IPAC for each center based on the breakout. He/She will then post each
according to the spreadsheet provided by Barbara via IRIS. No additional approvals
are needed as the original NSSC IPAC approval serves as the approval for all of the

center's IPAC’s

Points of Contact for GSA Rent

» Approval ~ John Lynch, HQ ~ 202-358-1530

» P.O. #recently used is NNN10AAO1I




NSSC NSSDG-9200-0005 Version 6.0

Service Delivery Guide Number
Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 158 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

SSC Reference Guide

Points of Contact
e Michele Campbell ~ Financial Management Specialist ~228.688.1625
e Monica Watts ~ Lead Accountant ~ 228.688.2398
e Christy Ladner ~ Accountant ~ 228.688.3507
e Cost Accountants
Crystal Balentine: 228-608-7796 / Crystal Kennedy: 228-813-7796

Points of Contact for OPM
e Debra Metzler: 228-688-3542
e Tonya Ladner: 228-688-3031

IPAC Types and Processes

e Center Approval/Rejection:
o Al IPAC approval requests are routed and received via the IRIS Console.
o Rejected IPAC will need to be “charged back” to the originating
Agency in the IPAC System notating the reason for the rejection.
o Please verify the IPAC was not rejected by center POC in error.
o For example, the center may erroneously reject an IPAC Credit
assuming it isa Collection.
o Therefore, it is a good idea to note when routing an IPAC Payment in
IRIS thatit is a “Credit IPAC.”
* Because IPACs can be posted prior to receiving the approval in
IRIS, each IPAC processor will need to run an Invoice Stat Report
to search for “Rejected” IPACs that have been posted in the last
60 days.
* After an IPAC has aged 60 days, SAP will auto-approve. If a
posted IPAC has been rejected, it must be reversed in SAP and
then rejected in the IPAC System.

e |IPAC CREDITS: As of FY2016, per OCFO, do not process refunds (credits)
related to_unexpired funds that had a disbursement in a prior year (Doc type
KW) which will cause deobligation/downward adjustments. If contract contains
more than one fund and itis
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unclear where to post the refund, request PLI posting instructions under the Cost
Tab in the IRIS Console. All Refunds/Credits will also be routed for Approval.

DCAA: NNX16MA12I ( Agency Fee) ~ ZPAC #149538

o DCAA IPACs are submitted to ALC 80000001.

o Processor will request a breakout from L3 (NSSC) via the IRIS Console

o Processor will create an IPAC to each center based on the breakout.

o Processor will then post each center’s IPAC according to the breakout received
DCMA: NNX16MA15I (Agency Fee) ~ ZPAC #143926 — Processed by
designated assignee. Same as DCAA.

FBI: N/A for SSC
FEDMIL: N/A for SSC

FUEL BILLS: (DODAAC 804433)

o Occasionally, a copy of a SF1080 Fuel Bill will be received from the
SSC POC, Patricia White, directing NSSC to issue payment to
DFAS.

o Patricia will submit the SF1080 by email to the NSSC Accounts Payable
address and email will contain the Purchase Order Number.

o When a SF1080 is received with center direction to pay, first park
under the specified PO# and route for cost or GRAP (depending on if
Fuel PR is set upin ME23N as a “Z” line item or a “D” line item).

o Upon receipt of Cost or GRAP, an IPAC Payment will need to be issued
to DFAS using the Accounting Classification information from the
SF1080.

o Change the Dates and the Reference Field in SAP to match the IPAC
Date and IPAC DRN/PO#.

o Attach a copy of the IPAC payment to DFAS to the SAP transaction and
post. Note: Normally, SSC Fuel is paid by EFT to the local AP Vendor awarded
the contract. The payment is processed by AP from a vendor invoice; but,
occasionally when fuel is ordered from DLA Energy, DFAS will submit a
SF1080 Bill to the SSC POC, who will then submit to NSSC.

GPO: N/A for SSC
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e GSAFLEET (FLT DODAAC #804006; 804045; 804056) ~ PO# NS8205 ~ ZPAC 125583
o Collection IPACs will have multiple details/pages.
o Park each DRN as one IPAC regardless of how many detailed pages it contains.
o Credit IPACs are processed separately by IPAC DRN and each may
also contain multiple pages.
o Check each IPAC link to ensure that separate DRNs were not
erroneously downloaded together in which case they will need to be
separated before processing.
o Post credits first as current year credits (Doc Type ZC) against
current year disbursements.
Then, request cost to post the IPAC Collection.
Route collection IPAC for Funding if/when needed.
When Funding is needed, also Request Cost at the same time.
The SSC cost team will request funding for specific PLI’s prior to
completing cost request.
Post IPAC upon completion of the Cost request.
Do not wait to post until Funding request is completed because the
center may not complete it.

o O O O

o O

e GSAFTS (NCCIPS) — ZPAC: 109851 — Two PO #'s (NNS13AA03I and NNS14AA75I)
All IPACs are routed via the IRIS Console for approval. You will need to over-
ride the Default Center to either NSSC or SSC depending on which ALC the
IPAC was submitted to. Two PO’s:

o NNS14AA75]1 (BOAAC 804099) — No special instructions — Post as
normal IPAC using cost available and route for approval in the IRIS
Console.

o NNS13AA031 (BOAAC 804084) — Funding is split between NSSC and
SSC. IPAC is posted per Breakout from NCCIPS POC:
= For NNS13AA03l a SF1034 Backup Invoice from SAIC arrives
prior tothe IPAC — attach the invoice in ME23N.
= A Breakout is then submitted by email from either Iris Bissell
(NSSC- NCCIPS-Deltha Corp) or Ellen Clark (NSSC NCCIPS
-Deltha Corp).
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They are the POC Coordinators for the NCCIPS contract.

Cost accountants at SSC and NSSC are also copied on the

email to the NSSC.

The Backup and Breakout will come in via the AWMS Manager queue.
Attach the SAIC invoice and the Breakout in ME23N.

Cost acctnts will post cost based on the SF1034 Invoice and
Breakout from Iris or Ellen.

GSA will IPAC charges under Stennis ALC 80000101 until all cost
linesfor SSC have been disbursed.

GSA will also IPAC ALC 80000001 for the NSSC funding lines.
Be sure to post to appropriate funding lines.

Post any IPACs that “wash” first (debits and credits).

Then, review the Breakout received earlier to verify the total
amountson the Breakout for each ALC match the total amounts of
the IPACs received.

Next, post any Credits against a current year disbursement.

Then, post IPACs from the least amount to the largest amount.

If IPACs received do not tie back to the cost breakout, send

email for guidance to: Iris Bissell and Ellen Clark and copy

Leslie Ladner and Margaret Furey.

Per the direction from one of the POCs, the IPAC processor may
need to create (push) an IPAC to/from SSC or to/from NSSC
when one of the centers was over/under billed. OR, POC may
email NSSC to reject an IPAC.

When directed to reject an IPAC, forward the email to the
approver, Kay Doane.

Then, route the IPAC in the IRIS Console noting in the comments
field to: “Please reject per email from (Iris Bissell or Ellen Clark).”

e NARA: NNH12AU771 ~ ZPAC #147124 — N/A — NARA no longer applicable to SSC.

e OPM - ZPAC: 105967 (EFF. 10/01/14 NO LONGER USE 116925 DUE TO TP ISSUE)
Purchase Order Number as of 10/01/14: NNS15AA211 (NS8046 is Invalid)
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o Upon receipt of the IPAC, the HQ IPAC processor will access the
OPM Invoice Website to download the backup invoice for you.

o Combine the backup invoice to the IPAC

o After backup is attached, route the combined link in the SAP IRIS
Console for Cost and Approval.

o ALWAYS route for cost and approval; even when funding
is also needed/requested.

o The cost team will request the funding needed for specific PLI's
and will complete the cost request.

o Post upon completion of the Cost request.

o No specific lines given. Cost placed will probably be what is needed.

o Do not wait to post until the Funding request has been completed
because the funding request may never be completed.

o SSC will pull their own backup

e PAYROLL: IBC-POD and/or NBC-POD
Email is automatically generated by the morning macro download and sent to
the center with the following verbiage: “Attached is the NBC (IBC) IPAC
transaction for your Center payroll charge. This IPAC is being sent to the
Center for the Center to continue their reconciliation of the Payroll Operation
Division Report and to what has been posted in SAP via the Agency Labor
Distribution System (ALDS) interface.” IPAC is then routed to
Duplicate/Support.

e SAVE PROGRAM - Reject IPACs — There is currently no Contract/PO in
place. Per Security Specialist, Van Ward, SSC pays for these background
checks via Purchase Card.

UNEMPLOYMENT & WORKERS COMPENSATION

o HQ IPAC processor will create IPACs to each center for the Quarterly
Unemployment and Annual Workers Comp charges as per breakout
from NSSC Human Resources.

o Upon receipt of the SSC IPAC, use the current year funding information
provided by your center to post as an FI Document (FB60 for IPAC
Collection and FB65 for IPAC Payment).

o Route in IRIS for approval and use current year info to post.
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o If current year info is unknown, request the Funding information in
the FI Funding queue in IRIS.

UNEMPLOYMENT — ZPAC 124988: Posted by the NSSC with the following
Accounting Data:

G/L: 6400.1313 ~ WBS: 736466.02.09.09.02 ~ Cost Ctr: 64BA00 ~ Fund:
CASX22016D ~ Order: FC000000

Gov't Tab: Trading Partner: 016 / Available Type Code: X / Main Acct: 8042 /
Sub Acct: 1601.

Check with the center POC each year to receive the updated funding
information by sending an email and by routing in the FI Funding queue in
the SAP IRIS Console to obtain new information.

WORKERS COMP — NSSC will begin posting in FY16.

o Same process as Unemployment IPACs. Check with the Center POCs to
obtain 2016 FI Funding information and ZPAC for posting by sending
email to the center and by routing in the FI Funding queue in the SAP
IRIS Console to obtain new information.

e ZNMS DEPT OF JUSTICE PAYMENTS: These are restitution payments.

o IPAC is received in AWMS, park in SAP using the NSSC Vendor #149541.

o Then, route the IPAC to yourself in Service Now and note “DOJ IPAC
pending Back-up” in the SN Case, and also in the SAP Text Field.

o Look for DOJ back-up to arrive shortly after or call the number on the IPAC.

o Upon receipt of back-up, immediately link the IPAC and backup together
via Tech Doc.

o Research to determine if restitution can be posted back to a contract.

o If contract is closed and/or contains cancelled funds then it must be
posted by AR.

o If AR is to post, attach a pdf copy of the IPAC & Backup to the Service
Now ticket (in event that AR is unable to open AP link) and assign a Task
under “High” priority to Accounts Receivable.
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o Attach a copy of SAP screenshots for verification if fund is cancelled or
attach an IDR form if contract is closed.

o Notify the AR processor, AR processor backup, AR supervisor, IPAC
supervisor, and FBWT processor via email that a Task has been
assigned to AR (give Case/Task #).

o Update SAP Text Field to “DOJ IPAC pending AR Posting FMT###Ht.”

o When AR has posted the transaction and resolved the SN Task, you
may delete the parked document from SAP and close the SN Case.

MISCELLANEOUS AR Transactions:
UNICOR.GOV IPAC PAYMENTS are for Sales Proceeds. These are Accts.

Receivable IPACs and it should be noted in AWMS as “SSC AR IPAC.”
Accounts Receivable will then route them to Service Now.

Personal Property — This is an A/R transaction. It is proceeds on the sale of
personal property. It should be noted in AWMS as “SSC AR IPAC.” Accounts
Receivable will then route them to Service Now.

Attglobal.net — This is another A/R transaction.

We do not process FEDDEBT IPACs — This is an Accounts Receivable IPAC. AR will
route to Service Now.
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Appendix O — Job Aid for Rejecting IPACS

Reason for Rejecting IPACS

PO exceeded obligation or closed

Incomplete Information

Billed in Error

No Funds Available

Incorrect PO#, Contract#, Interagency Agreement (IAA), Blank PO# (with the
exception of IPACs with no PO number for the following agencies:
Government Printing Office (GPO), Federal Bureau of Investigation (FBI)
fingerprints, Federal Technology Service (FTS), General Services
Administration (GSA), Office of Personnel Management (OPM), then the
NSSC will contact the Center Point of Contact (POC) and request the PO
number rather than reject the IPAC)

Transactions charged against an incorrect ALC

Duplicate charged

Partial receipt of the order

: Order not received at all

0. Goods failed test

1. Work hasn’t been performed

oo~

TS0 NO

Cutoff period for processing IPACs

1. IPACs should be accomplished by the last three business days of the month

2. When an erroneous IPAC is received after the cutoff period the transactions
should be rejected explaining the reason for rejection

3. IPAC rejection should occur within 90 days of receiving the initialIPAC
transaction

IPAC Actions at Quarter End (3 Business Days)- As of January, 2013 per the TFM Bulletin No.
2013-04 Vol. 1 - No IPAC can be processed in the IPAC System within the last three business
days before the end of the quarter

Situation Action
1. | An AP IPAC is received within the Determine if it can be easily posted (e.g., without
last 3 business days of the month having to go to the Center for cost/funding/goods
receipt). If yes, POST. If no, REJECT. The
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rejection should be completed within the same
day, if possible.

An AP IPAC is received prior to the
3 business day downtime, but it is
improper and needs to be rejected

Do not reject during 3 day downtime. Wait until
beginning of following month and then reject.

Exception: The only exception is if it came in the
evening before the three day downtime and there
was no opportunity to address the IPAC. In that
case, reject on the 3 business day prior to

end of month. (i.e., do not wait until the 2" or 1st
business day prior to end of month)

A Center to Center IPAC needs to
be initiated (e.g., Erroneous
Deposits, I3P items)

IPAC transactions within the Agency (Center to
Center) can be made during the 3 day downtime

A failed IDOC IPAC is received
during the last 3 business days of
the month

Post the IPAC to SAP per the normal process

Payroll IPAC is received from DOI
during last 3 business days of the
month

Do not reject

An AR IPAC is received within the
last 3 business days of month.

Determine if it can be easily posted (i.e., without
having to the Center for posting). If not easily
posted, reject the IPAC. The rejection should
be completed within the same day if possible.
Reference the TFM in the rejection. As indicated
in item 4 and 5, failed IDOC IPACs and Payroll
IPACs should not be rejected.

An AR IPAC is received prior to the
3 business days downtime, but
needs to be rejected

Do not reject the IPAC during the 3 day
downtime even if the rejection was pending a
Center action. Wait until the beginning of the
following month and then reject.

Exception: The only exception is if it came in the
evening before the 3-day downtime and there
was no opportunity to address the IPAC. In that
case, reject on the 3 business day prior to
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end of month. (i.e., do not wait until the 2" or 1st
business day prior to end of month)

*Note: This matrix may not be all inclusive. Additional exceptions should be handled on a case

by case basis.

Rejecting IPAC transaction out of the IPAC system

Adjustments may be made to payments or collections received by your ALC. That is,
you cannot make an adjustment to a transaction that was originated by your ALC. More
than one adjustment can be made to a single payment or collection transaction, as long
as the sum of each of the detail item adjustments does not exceed the total of the
original line item amount. Adjustments can be processed against payments or
collections that are ninety days old or less.

1.

Main tab - Click Transactions from the left menu bar on the IPAC Today page
to display the IPAC Transactions page. Type the ALC and the Customer
ALC. Select Payment or Collection, Adjustment, Zero Dollar, Incomplete or
Standard General Ledger (SGL) Information from items in the Transaction
Type list. After you select the Adjustment transaction type, the ALC,
Customer ALC, and Transaction Type fields cannot be edited.

a)
b)

c)

d)

Required fields are denoted by an asterisk *

Type the Document Reference Number (assigned to original payment or
collection) and the Disbursing Office (DO) Symbol (for ALC that originated
the transaction) and click Find.

If you need the DO Symbol, click the Organization Info link next to
Customer ALC data field.

To enter an adjustment, select the detail line item at the bottom of the
page. Detail information for the original payment or collection will appear
in a scrolling window. The visible items include: the Line Number, ALC,
Type, Cust ALC, the Amount, and the description that was entered for the
detail. Click Edit.

If you wish to adjust the entire transaction (which includes all line items),
click the Adjust Entire Transaction button. This will generate a Transaction
Confirmation.

To determine what to type into the Sender TAS field, type a wildcard (use
the percent symbol %) (20%, for example). Then click Find next to the
BETC label. The Search Results list will display. Click the down arrow
next to Search Result List to find the wildcard occurrence that you want.
Select the wildcard and the TAS and BETC fields are populated.
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g) If you choose, type information into the Description, Miscellaneous,
Contact Name (first & last), and Contact Phone Number fields.

Type the amount of your adjustment in the Detail Amount field. This amount
represents the total amount of the IPAC that is being rejected.
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Appendix P — Guidance on Credits/Refunds to Closed Contracts and Grants
from Office of the Chief Financial Officer (OCFO)

Existing Practice

It has come to our attention that the practice has been to post credits/refunds directly to
closed contracts and grants. The purpose of this guidance is to end that practice and
provide alternative approach. Effective Date of New Guidance is: May 1, 2012.

New Guidance

If a credit/refund is received for a contract/grant that has been closed and the
Appropriation that provided initial funding for the contract or grant is not in cancelled
phase, process a refund due receivable and liquidate the receivable by applying the
credit/refund against it.

Reversal of Prior Credits/Refunds

The NSSC will reverse prior years’ credits/refunds posted against closed
grants/contracts in two phases. In Phase 1, which is going on now, the NSSC will
reverse all current year credits/refunds posted against closed contracts/grants. If an
MR11 (De-obligation) had been executed against the line item of the contract in which
the credit/refund was posted, the credit cannot be reversed. In phase 2, following
completion of Phase 1, the NSSC will reverse credits/refunds posted in prior years
against closed contracts and grants.

Department of Health and Human Services (DHHS)

DHHS has been notified of the above changes. Effective, May 1, 2012, the DHHS will
issue Intergovernmental Payment and Collection System (IPAC) to the appropriate
Agency Location Code (ALC) for the amount of the credit/refund if the grant is closed
and the Appropriation is not in cancelled phase. DHHS has also been notified of the
reversal of credits/refunds posted in the DHHS Payment Management System (PMS)
and issuing IPACs for all transactions, including any transactions posted by a

Center. We are requesting the DHHS to send a notification to NASA'’s grantee noting
the change in our process.

Grant/Contract Closeout Process

If grants/contracts closeout process works as it should, there will be no credits/refunds
to closed grants/contracts. Before a grant or contract is closed, all grant/contract all
reports due from grantee/contractor must be requested and received, and all
transactions reconciled, before the grant/contract can be properly closed. It is during
this final review and reconciliation phase of the closeout process that any
refunds/credits due will be identified and posted against the grant/contract before it is
closed, so that when closed, it is closed. This problem of credit/refunds to closed
contracts/grants can be avoided in the future by closing grants/contracts properly.

If you have any questions, please contact Loren Phillips (Loren.J.Phillips@nasa.gov).
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Terrance Alfred

Director, Financial Management Division
HQ/OCFO
May 1, 2012




NSSC NSSDG-9200-0005 Version 6.0

Service Delivery Guide Number

Effective Date:  February 15, 2019

Expiration Date: February 15, 2022

Page 171 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

Appendix Q — Guidance on Audit Documentation Request and Submission
Process

The Audit Documentation Request and Submission Process (Chapter 1) and
Requests for Extensions (Chapter 4) can be found in TechDoc- NSSC Process Work
Instruction NSPWI-9000- 0003 Revision 5.0.
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Appendix R — Job Aid for FEDMIL Workaround Spreadsheet Effective
6/4/2015

The Outstanding FedMil spreadsheet is a tracking mechanism used to track any
FedMil supplies identified by NASA Centers as needing to be placed in the FedMil
workaround process. The FedMil workaround process represents supplies that
the Centers have issues with (e.g. not receiving an ordered part or not being
charged correctly for an ordered part). The spreadsheet tracks the open FedMil
transactions and any credits received against those transactions.

The spreadsheet has 25 columns and is colored to represent the department
responsible for populating the data. The Green columns are input by IPAC and the Blue
columns are input by AR. The spreadsheet also has several tabs that are organized by
Centers (GSFC, JSC, AFRC, and LaRC). There is a Total Outstanding tab which
shows the totals (by Center) of the outstanding FedMils. This tab also allows IPAC and
AR to balance their remaining balance to see if there are any variances. The Reference
Field tab is used for the drop-down list selections on the Center tabs.

The IPAC input columns are as follows:

e FMC #— The FMC that IPAC created to notify AR of a debit/credit.

e |PAC Accomplish Date—The date the IPAC was received by NSSC.

e |PAC DRN #—The Document Reference Number associated with IPAC received by the NSSC.

e Original IPAC DRN #—The original IPAC DRN that paid for the FedMil
Invoice. (A FedMil credit transaction will have a different IPAC DRN and
Original IPAC DRN since it is referencing an ordered part)

e SF1080 & IPAC Bill #— The SF1080 bill number that is sent from the supplying
Agency which lists all ordered parts.

e SAP PO#— The Purchase Order number that is associated with the FedMil
workaround item. Each item will have a different number and any credits
received will reference a previous PO#.

e Vendor #— The vendor number in SAP that references the supplying Agency.

e TAS— The Treasury Accounting Symbol associated with the IPAC.

e Fund— The fund associated with the FedMil transaction.

e Date Cleared— The date that the SAP document was posted and cleared.

e SAP Fl Doc Posting # 1900/1700’s— The document number that was
posted for the FedMil transaction. A 1900# is for items put into the
workaround. A 1700%# is for credits against previous workaround items.

e Clearing doc #1500— The document number that cleared the 1900 or 1700 #s
(second part of the transaction)

e Invoice AMT posted/cleared $— The amount of the item placed in FedMil
workaround. (1900# only)
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e Credit Memo AMT posted $— The amount of the credit for a FedMil
workaround item (1700 # only). This is entered as a negative number.
e AP Balance remaining— The amount of the AP (IPAC) remaining
balance. This balance represents the workaround items that are listed
as outstanding.
The AR input columns are as follows:

e Customer #— The customer number in SAP that references the supplying Agency.

e Trading partner— The trading partner in SAP that references the supplying Agency.

e Date— The date that the SAP document was entered.

¢ AR Invoice/Credit Memo # 1800/1600’s— The document number that was
posted for the FedMil transaction. A 1800# is for items put into the workaround.
A 1600# is for credits against previous workaround items.

e SAP Assignment #— The assignment number that is associated with the
original FedMil workaround item. The SAP assignment number is used to tie
related FedMil workaround items and/or the corresponding credits together.

¢ Invoice AMT posted $— The amount of the item placed in FedMil workaround. (1800 # only)

e Credit Memo AMT posted $— The amount of the credit for a FedMil
workaround item (1600 # only). This is entered as a negative number.

¢ AR Balance remaining— The amount of the AR remaining balance. This
balance represents the workaround items that are listed as outstanding.

¢ AR Reversal Amt— The amount of the document being reversed. This
amount will be the opposite of original document posted. (e.g. Debit will be
entered as a Credit)

e AR Rev Doc # 1800/1600’s— The document number for the reversal of a
FedMil workaround item and/or the items corresponding credit.

e FedMil Status— The status of the FedMil. OPEN means that there is still an
outstanding balance. CLOSED means that the FedMil workaround item has
been resolved and there is no longer an outstanding balance. REVERSED
means that the FedMil workaround item and/or the corresponding credit has
been reversed. There are formatting and formulas requirements that are
associated with the entry of these items.

Formatting

e The FedMil workaround debits and credits are entered on its own individual
rows. The credits should always be entered as a negative number.

e Each FedMil workaround debit and its corresponding credits are placed
together on the spreadsheet with a border.

e There is only an outside border around the transactions. There are no
borders within the transaction data.
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Formulas

e There are simple formulas for entries made for amounts that are used
to calculate the remaining balance.
e The formula for the Remaining Balance column is the debit amount plus the credit amount.

{$5$
+ ($$%) = remaining balance}
e The formula for the credit memo amount posted (next to the debit entries only)
would be the sum of all the credits entered on the spreadsheet. So every time
a new credit is entered for a workaround item, that amount needs to be added
to the overall sum of credits next to the debit entry.
e The formulas will be applied the same on both the IPAC columns and the AR columns.

Example

i. There are no credit amounts for this workaround item. So the remaining balance is $256.29 + $0

$256.29

ii. There are multiple credits for this workaround item(s). The credits are added
together and the sum of the credits are put next to the debit posting. ($1.06) +
($165.49) + ($4.14) + ($1515.22) + ($113.16) = ($1799.07)

The remaining balance is $9394.35 + ($1799.07) =

SAP Fl Doc ) Invoice AMT Credit
i Clearing doc AP Balance
Date cleared Posting # posted/cleared | Memo AMT . C
#1500 remaining
1900/1700's S posted $
09/29/09 1900129102 1500037031 $256.29 $0.00 $256.29
09/29/09 1900129095 1500037022 $362.31 $0.00 $362.31
09/29/09 1900129097 1500037025 $120.77 $0.00 $120.77

01/27/10 1900033224 1500007956 $9,394.35 (51,799.07)  $7,595.28
02/02/10 1900035207 1500008342 ($1.06)
02/22/10 1900033832 1500011388 ($165.49)
03/09/10 1700003667 1500012388 (54.14)
03/29/10 1700003881 1500012826 ($1,515.22)
08/31/10 1700008309 1500031248 (5113.16)
04/21/10 1900036372 1500015522 $153.27 (649.72) $103.55

05/14/10 1700002761 1500015929 ($49.72)
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e There are formulas located on the Total Outstanding Tab within the spreadsheet.
This formula is the sum of the AP Balance Remaining Columns and the AR Balance

Remaining Columns.

e The formula will show the FedMils total outstanding balance that AP and AR

have listed for each Center.

e If a variance is showing, then the AP and AR balances are not correct and an

error may have taken place or a debit/credit transaction is needing to be

posted.

Reversal Entries

e Reversal entries are unique situation that may occasionally occur.

e All entries for reversals will be on AR’s responsibility.

e Occasionally entries will have credits associated with an outstanding amount.
e In these cases, the Debit and all associated credits will be reversed in SAP.
e A new Debit (bill) will be established for the total sum of the Credits.

e Then the credit will be applied to the new bill in SAP.

e The original document date for the new debit and credits will be used.
e If any new debits (bill) and credits are created, the original IPAC

information entered by AP will be used.

e These new debits and credits will be added to the spreadsheet under

the existing entries.

e An additional formula entry is required for Reversed documents as the
reversal of a document needs to show the original posting as zero.
e The entries in the AR Reversal Amt will be the opposite of what was

originally entered (e.g. Debit will be entered as a Credit) so the

entry will wash.

e The formula within the AP Balance Remaining and the AR Balance

Remaining needs to be adjusted adding these entries.

{$$$ + ($$9%) + [Reversed ($$%$) + Reversed $$$] = remaining balance}
e After the reversal information is input and the documents reversed will

be set toa Reversed Status

e If any new debits and credits were input on the spreadsheet their status

will reflect closed




NSSC
Service Delivery Guide

NSSDG-9200-0005

Version 6.0

Number

Effective Date:

February 15, 2019

Expiration Date: February 15, 2022

Page 176 of 180

Responsible Office: FMD — Accounts Payable

Subject: AP Intra-Governmental Payment and Collection (IPAC) Processing

5 T U v w X i z
AR . o
. . Invoice Credit .
Invoice/Credit SAP AR Balance |AR Reversal| AR Rev Doc# | FedMil
. AMTposted |Memo AMT L.
Memo# | Assignment # remaining Amt 1800/1600's |  Status
’ $ posted §
1800/1600's

1800012030 5134.20 50.00 $134.20 OPEN
1800012033 519.16 50.00 519.16 OPEN
1800012034 5105.60 50.00 5105.60 OPEN
1800012036 517.13 50.00 517.13 OPEN
1300012035 §157.81 (581.96) 8000  (5157.81) 13000 REVERSED
1600006567 tSBl.Bﬁ] 81.96 16000 REVERSED
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Appendix S — Job Aid for FedMil Manual Process

e SF1080 bill is received prior to IPAC
e Save SF1080 Bill as pdf and park in SAP pending receipt of IPAC
| FEDMILYOSHF_DEC2016_20170123214222 847_X.pdf - Adobe Acrobat Pro = = |
File Edit View Window Help *
@ Create ~ | @ C% | {5} %;) @ & IE‘\ @) @ Customize - | lzl
®) @ 17| & | | 5] Tools | Fill&Sign = Comment
SF1080-EDP Page 2 of & =
3ill Date: 27 Dec 2016 Bill No: YOSHF
s Unit
JiC  OrderMbr DeliDt Articles / Services SupAdr c Qty Price Amount
FA1 B091033220P081 1207M 6 S360-013650057 SPRING HELKCAL COMP A 2000 4909 159 56 ‘—‘
Fal BOS1035351PD04 12/10M1 6 5205-013834166 RESISTOR, THERMAL L 1.000 1781580 1781580
Fal BO0910362180036 11/28M1 6 8040-011072077 REPAIR KIT ADHESIVE L 1.000 19.82 19682
FA1  B0810962060022 1200616 B050.014524557 SEALING COMPOLING A 6000 1870 11820
Fa BOS10363200004 11/30M 6 4730-012835114 COUPLING HALF QUICK L} 1.000 S50B.71 50871
Fa1 B80910363270023 11725M18 5935-011281184 BACKSHELL ELECTRICA A 1.000 18.35 1535
FA1  80810383270037 1153018 6045014810679 RELAY ELECTROMAGNET A 1000 276233 276288
FAl BOS10363270039 11/30M 6 5845-014810578 RELAY ELECTROMAGNET A 1.000 275233 275233
Fa1 B0910363270042 11/25M 6 ©505-004945530 WIRE, NONELECTRICAL A 2000 10.03 2006
FAl B0910368327P033 11/25A1 6 5899004733551 CONTACT ELECTRITCAL A 20000 014 280
Fat BOS1036327P082 120216 5305-008385053 SCREW.MACHINE L} 5000 118 595
Fa1 B80810363280020 121021 6 5305-008385053 SCREW MACHINE A 14000 148 16686
FA1 B0210363300023 11,2818 4710-2191 33080 TUBE ASSEMBLY MET Al A 10000 1658 185 a0
Fa1 BO910363300027 120118 S975-008924506 STR AP,LINE SUPPORT! L} 1.000 288 288
FB1 B0810363300032 127658416 5150.010584885 HYDRAULIC FLUID FIR A 24 600 3875 BAZ 00
FAd B0810383300054 140301 & S5325-001 222780 INS ERT PAMNEL FASTEN A 100 000 1.02 102 00
Fal B8091036330P035 11/30M 6 5310-011443921 NUT SELF-LOCKING HE L} 100 000 554 58400
Fal B0910363230P036 11/30M1 6 5310-011240838 WASHER KEY L 86,000 01z 11.852
FA1  8081036330P036 19306 5510011240638 WASHER KEY A 2000 a1z 0as
Fal B091036330P037 11/30M1 6 5310-011357 418 WASHER FLAT L} 1.000 23261 23201
Fa1 B80910363230007 14/30M 6 4130-014471155 FILTER-DRIER, REFRIG a 4000 &7.48 |a72
FA1  80910383330078 11/30N8 5331002483847 ORING A 2000 a1 03
FA1 8091036330028 12103418 4330-015118268 FILTER ELEMENT FLIN A 3.000 4765 14208
FA1 80910363230028 12M03M1 6 4330-015118268 FILTER ELEMENT FLUI A 6.000 4786 28506
FA1 BOS10363330028 12703416 4330-015118268 FILTER ELEMENT FLUI A 6.000 47.65 28596
Fa1 BO910363330030 120316 4330-015118268 FILTER ELEMENT FLILW a 6,000 AT.EG 28596
FA1 A0910363330030 120316 4330.015118268 FILTER ELEMENT FLLI L} 6000 4T B8 28506
FAa1 80910363330030 12703416 4330-015118268 FILTER ELEMENT FLUI A 3000 4766 14288
Fal B0910363330034 11/30M1 8 S330-008080504 GASKET L 10,000 6.05 80.50
FA1  soerosssasnnse 1468018 4330.018118288 FILTER ELEMENT FLUI A 8000 4768 sses
T846%1089in < S i - — — ] 7T

e Convert Bill into an excel spreadsheet:
File, Save as Other, Spreadsheet, Microsoft Excel Workbook
e Highlight the Order number column
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H ©- Qa & Y - AFRCFEDMILYOSHF_DEC2016_20170123213557.973_Xxlsx [Read-Only]-Fxcel ? & - 0 X
HOME | INSERT = PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT FBWT DBP_AP APIPAC Ruscoe V.. -
"D *% Times New Roma - |10 - | A &7 S = = General - %Conditional Farmatting = g“‘lnsert S Z - ’é‘?v
Eg - == = | $-9% GFormatasTablev E" Delete - m' % -
Paste & |B I U - DA == o m = e
- €= 3= | T 0 30 ¥ Cell Styles - [ Format = -
Clipboard & Faont Pl Alignment Gl Mumber & Styles Cells Editing S
Ad A jl Defense Finance and Account ing Service - Columbus ATTN: DFAS-JAAA/CO-EBS A4
A B C D E F S H IJEL M N«
1|[SF1080-EDP Page 1of &
2 |Voucher for Transfer between Appropriations and / or Funds
: Department, Establishment , or Office Receiving Funds Bill Details
Defense Finance and Account ing Service - Columbus ATTN: DFAS-JAAA/CO-EBS Number: YOSHF Date : 27
P.O. Box 182317 Dec 2016
Columbus , OH 43218-2317 Paid By
(614) 701-3098 ., DSN 791-3098 Energy
or (614) 701-3063 , DSN 791-3063
Department, Establishment | Bureau. or Office Charged
4
NSSC FMD ACCOUNTS PAYAELE (D1) 24 BLDG. 1111, JERRY HLASS
ROAD
WAWF
STENNIS SPACE CENTER MS 39329
3
6 | (S5ee Attached Listing) Gross Amount 45,367 .52
7 |Remittance in payment hereof should be sent to:
8 |Defense Finance and Accounting Senvice - Columbus
o |ATTN: DFAS-JAAA/CO-EBS
10 |P.O. Box 182317
11 |Columbus, OH  43218-2317
12 |(MAKE CHECKS PAYABLE TO DFAS)
13 |ACCOUNTING CLASSIFICATIOM - OFFICE RECEIVING FUMDS
14 |97X4930.5CBX 001 2630 E8331&89 45,367 .52
15 |DIC OrderNbr DeliDt Articles/Services C Oty Unit Price Amount
16 |FA 8091033220P081 12/07/16 5360-013650957 SPRING HELICAL,COMP A 4000 49.99 199.96
17 |[FAl 8091035351P004 12110/16 5905-013834166 RESISTOR.THERMAL A1.000 17.,915.80 17,915.80
18 |[FA 80910362160036 11126/16 8040-011073977 REPAIR KIT, ADHESIVE A 1.000 19.62 19.62
1% |FA 80910362380022 12/08116 8030-014624557 SEALING COMPOUND A 6.000 19.70 118.20
20 |FAl 60910363200004 11/30/ 16 4730-012935114 COUPLING HALF QUICK A 1.000 508.71 508.71
21 |FAI 80910363270023 11125/16 5935-011281164 BACKSHELL,ELECTRICA A 1.000 15.35 16.35
22 |FA  80910363270037 11/30116 5945-014810579 RELAY ELECTROMAGNET A 1.000 2,752.33 2.752.33
23 |[FAI 0910363270039 11/30/16 5945-014610579 RELAY ELECTROMAGNET A 1.000 2.752.33 2.752.33
24 |FA  B0910363270042 11/25/16 9505-004948530 WIRE.NONELECTRICAL A 2.000 10.03 20.06
25 |FAl 8091036327P033 11/25/16 5399-004733551CONTACT ELECTR ICAL A 20.000 0.14 2.80
26 |FA 6091036327P082 12/02/16 5305-008385053 SCREW MACHINE A 5.000 1.19 5.95
27T |FA 12/027 16 A3NA-NNB3RANA3 SCREW MACHINE A 14 000 114 16 AR -

APR0020
Table 1

®

100%

Control F: Replace - Find what: (Center DODAAC, ex. 807478); Replace with: D1
(AFRC), G1 (GSFC), or Z1 (JSC); Replace All
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Find and Replace

Find Replace

Find what: 807478

Replace with: i §

(% [ ==
[=]
[=]

[ Replace All J I Replace l [ Find all I [ Find MNext ] [ Close I
H ©- | & & Y - AFRCFEDMILYOSHF_DEC2016_20170123213557.973_Xaxlsx [Read-Only] - Excel 2 & — O

HOME | INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT FBWT DBP_AP AP_IPAC Ruscoe V.. -

ol = _ = . " — ~ L Ae.
D X Times New Roma - |10 - | A~ A7 = General % Conditional Formatting iﬁ“Insert > zY
2 B - = SR SR " GFormatasTable' & Delete ~ ' ih -
aste it
o ~ 3= | B - 8 [Z7 Cell Styles - =1 Format = e -
Clipboard = Font [ Alignment -] Mumber -] Styles Cells Editing -~
B15 = Jx | ordernbr v
A B C D E F C H IJKL M M|~
1 |SF1080-EDP Page 1of &
2 |Voucher for Transfer between Appropriations and | or Funds
3 Department, Establishment | or Office Receiving Funds Bill Details
Defense Finance and Account ing Semvice - Columbus ATTN: DFAS-JAAA/CO-EBS Number: YOSHF Date : 27
P.O. Box 182317 Dec 2016
Columbus |, OH  43218-2317 Paid By
(614) 701-3098 . DSN 791-3098 Energy
or (614) 701-3063 . DSN 791-3063
Department, Establishment | Bureau, or Office Charged
4
NSSC FMD ACCOUNTS PAYAELE (D1) 24 BLDG. 1111, JEREY HLASS
ROAD
WAWF
STENNIS SPACE CENTER MS 30520
(See Attached Listing) Gross Amount 45,367 .52

Defense Finance and Accounting Semvice - Columbus

ATTM: DFAS-JAAA/CO-EBS

10 |P.O. Box 182317

11 |Columbus, OH  43218-2317

12 |(MAKE CHECKS PAYABLE TO DFAS)

13 |ACCOUNTING CLASSIFICATION - OFFICE RECEIVING FUNDS

3
6
7 |Remittance in payment hereof should be sent to:
3
o

14 |97X45930.5CBX 001 2630 833189 45,367 .52
15 DIClOrderN‘br -IDe]JDtAxﬁcles.-"Sen'ices C Oty Unit Price Amount
16 |\FA D13220P081 12/07/16 5360-013650957 SPRING,HELICAL ,COMP A 4.000 49.99 1959.96
17 |FAI D15351P004 12110/16 5905-013834166 RESISTOR.THERMAL A 1.000 17,915.80 17,915.80
13 |[FA D162160036 11126/16 8040-011073977 REPAIR KIT ADHESIVE A 1.000 19.62 19.62
1% |[FA D162380022 12/08116 8030-014624557 SEALING COMPOUND A 6.000 19.70 118.20
20 |FAI D163200004 11/30/ 16 4730-012935114 COUPLING HALF QUICK A 1.000 508.71 508.71
21 |[FAI D163270023 11125/16 5935-011281164 BACKSHELL,ELECTRICA A 1.000 15.35 15.35
22 |[FA D163270037 11/30116 5945-014810579 RELAY ELECTROMAGMNET A 1.000 2,752.33 2,752.33
23 |FAl D163270039 11/30/16 5945-014810579 RELAY ELECTROMAGNET A 1.000 2.752.33 2.752.33
24 [FA D163270042 11/25/16 9505-0045948530 WIRE.NONELECTRICAL A 2.000 10.03 20.06
25 |[FAlI D16327P033 11/25/16 5999-004733551CONTACT, ELECTR ICAL A 20.000 0.14 2.80
26 \[FA D1632TP082 12/02/16 5305-008385053 SCREW MACHIME A 5.000 1.19 395

A

27 [FA  MMAR3ZAN020 -008384053 SCREW MACHINE 4 000 119 16 66 -
Table 1 ()] K] v

M -— 4 100%

e Go to SAP document

e Copy and paste PO numbers in SAP (eight at a time per screen)
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e Check and Adopt

I=
~ Multiple Assgmnt FS item type Goodsisenvice items =)
Purchasing D...[tem [ |
7162640194 ]

7162660287
7162670122 | | Change Assignment
7162720129 — |s._ |Assignmnt Post as | ]
Z162740070 Deliveries Invoice item EIE
7162770815 Returns Credit memo A
7162208134 E

[-]

Pintonly [

| Check | [ Adopt |[X]

e Upon receipt of the IPAC - Attach IPAC in SAP, update the SAP Doc Date,
Received Date, and DRN to match the IPAC

e Link a copy of the bill with the IPAC in Tech Doc

e Balance POs that have goods receipt to the SF1080 bill. If POs still require the
goods receipt, park them separately, route for goods receipt in IRIS, then delete
them from the original parked document

e |f POs do not exist in SAP, park separately as an Fl, delete the PO from the
original SAP parked document, and route the separate parked docs for Funding
in IRIS. Notify center of any price variances

e Post Original SAP document with all PO’s that balanced

e Post other PO’s as goods receipt or funding is received




