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DOCUMENT HISTORY LOG

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

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

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

Enhanced PCC process (pp 19-
20)

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

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

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

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

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

Added Pay.gov insert to mailing
(p 57)

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

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

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

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

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

Added CAAS (pp 78-87)

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

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

Further reconciliations (p 55)

Further reconciliations (p 56)

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

New Process Flow (p 92)

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

Data parameters for PBR (p 42)

Billing Threshold reduced to $1
until OCFO approval of threshold

(p 44)

Move cost back from Canceled
Column (p 53)

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

Revision

04/17/2008

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

Added Advance Notification Tool
steps (p15)

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

Clarified Pay.gov payment
process (pp 25-26)
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Deleted Bank of America process
(p 25)
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33)

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

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

Added Parameters for PBR (p50)

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

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

Solely Travel refund process
(p41)

Omit bill with debit and credit
from Automatic IPAC Process

(p51)

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

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

Included AR Royalty Process (pp
89 —92)
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Revision

7.0

06/08/2010 | Clarified partial rejection of
IPAC’s (p.73)

Added Advance Reconciliation
(p.75)

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

Revision

8.0

2/24/2014 | Added note instructing how to
export PBR to excel.

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

Added instruction to look up SO#
using MIPR.

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

Added partial payment
adjustment of BLINE on residual.
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Cash recorded to GL 1010.5215.

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

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

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

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

Added Payment Method 6 for
Customer Refunds.

Added returned refund check
procedure.

Updated IPAC for excluding
Trading Partners.

Added deadline for adding DRN
to auto IPAC postings.

Modified TAS/BETC and FSN
updates to Sales Orders.

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

Updated load to TechDoc
instructions for Monthly IPAC
files.

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

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

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

Added NSSC Reversal Process
to Appendix (Appendix F).
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9.0

11/05/2014

Updated the Run Pre-Billing
Register and Analyze Billing
Process.

¢ Unbilled Billing Request —
ZFI_AR_R BRQ_NBIL

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

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

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

Added METRIC Table.

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

10.0

03/27/2015

Solely Travel Reconciliation
Process added

CS Collections Process Notes

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

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

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

Added W-9 Form Process

Added the IPAC Invalid TAS
Process

Revision

11.0

6/16/2016

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

Revision

12.0

03/23/2017

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

Revision

13.0

12/20/2017

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

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

Updated IPAC Proposal Process
Updated Reversal Process

Updated Solely Travel Process

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

Updated Manual Center to
Center IPAC process

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

Added step for Federal customer
bill under $1.

Updated Refund Process

Updated EUL WBS information

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

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

6/16/2020 | Updated EUL/NHPA Process
Updated Refund Process
Updated Manual IPAC Process
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8/28/2020 | Updated NMO (JPL) Spool File
number

10/21/2020
Updated EUL and NHPA process
Updated PBR Macro Analysis

Updated Pre and Post Billing
Macro Reports

Added-Outside Reimbursable
Billing Process

Added reasons to reverse and
create a new invoice

Added reasons you don’t have to
reverse an invoice

Added T-code and doc type to
clear manual liquidation

Revision

18

12/10/2021 | Updating with Service Now Case
Migration changes to the Refund
Request Process.

Revision

19

5/3/2022 | Added 5pm CST processing
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Revision

20
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process
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INTRODUCTION

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

A. Statement of Federal Financial Accounting Standard No. 1, “Accounting for Selected
Asset and Liabilities”, Jun 2018;
http://files.fasab.gov/pdffiles/2018 fasab handbook.pdf

B. Treasury Financial Management supplement, “Managing Federal Receivables”;
https://fiscal.treasury.gov/debt-management/resources/managing-federal-
receivables.html

C. “Federal Claims Collection Standards” 31 Code of Federal Regulations (CFR) 900-
904 https://www.govinfo.gov/content/pkg/CFR-2011-title31-vol3/xmI/CFR-2011-
title31-vol3-subtitleB-chaplX.xml

D. “Debt Collection Authorities under the Debt Collection Improvement Act of 1996” 31
CFR285;https://www.govinfo.qgov/app/details/ CFR-2011-title31-vol2/CFR-2011-
title31-vol2-part285/context

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

F.“Debt Collection Improvement Act of 1996” (Public Law 104-134);
fiscal.treasury.gov/files/top/dmdcia.txt

G. 26 CFR 1.6050P-1 (Internal Revenue Service (IRS) 1099-C, Collection of Debt); CFR-
2012-title26-vol13-sec1-6050P-1.pdf (govinfo.gov)

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

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

J. Treasury Report on Receivables (TROR);
https://fiscal.treasury.gov/dms/resources/debt-management-governmentwide-

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

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

APPLICABILITY/SCOPE

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

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

PRIVACY DATA

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

RECORDS

Records shall be maintained in accordance with NPR 1441.1, NASA Records Retention
Schedules

CANCELLATION/SUPERSESSION OF PREVIOUS DOCUMENTS

This document supersedes NSSDG-9200-0002 Revision 20.0.

RELEASED - Printed documents may be obsolete; validate prior to use.



NSSC NSSDG-9200-0002 Revision 21.0

Service Delivery Guide
Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 20 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

PROCESS - PRE-BILLING ACTIVITIES

Pre-Billing Activities
(See Appendix B — Reimbursable Billing Flow charts)
(NOTE: Don’t process postings after 5pm CST on the last business day of the month.)

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

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

NATIONAL AERONAUTICS AND SPACE
ADMINISTRATION Center Request to Exclude Sales Orders from
Reimbursement Billing
i NASA SHARED SERVICES CENTER Request must be sent to NSSC@NASA.GOV or Fax to 866-779-6772 before the
STENNIS SPACE CENTER, MS 339529-6000 last three business days of the month =
= o = ¢
Section 1. Basic Information 1
@
q
*{a. Name: Date/Time Field: a
9
Sierra Cogan 05/27/2014 S
3
*1b. NASA Centers: *1c. Phone: 9
AFRC - Armstrong Flight Research Center (661) 276-2383 %
1d. Billing Month: 1e. Fiscal Year: !
|
05 - May 2014 d
a
Section 2. Reason to Exclude (Click "+" to add additional lines as applicable) G
Line i ju
ltem 2a. Sales Order: 2b. Reason to Exclude: 2c. If Other OCFO Approved, Please Provide 1
# : : : : Description: F
1 27774 Sales Order Recon Ef
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STEP 2.

RELEASED -

B. Common Reasons for Sales Order Exclusions:

1. An Open Service Request (SR) to fix an SAP problem.

2. NASA and the customer are working through reconciling their

records.

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

folder.

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

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

Account Maintainer - Run Exception Reports.

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

= L W
INSERT PAGE LAYOUT FORMULAS

HOME
ﬂD ﬂD
i i
=Sl ==
Monthly | §5C Billing SSC Create
Billing ompare  Billing Packages
Billing

DATA

Bookl - Exce

Developer ~ REVIEW  VIEW  ACROBAT  CMP Accounts Receivable
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AR Prebilling %

UBBR-1
Docs Missing In Accou
Rejected Costs

A. Macro (Excel) - Run “UBBR-1"
1. Open blank Excel worksheet
2. Click on “Accounts Receivable” Add-in
3. Select “Monthly Billing” icon
4. In the “AR Prebilling” red box drop-downs, select:

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

b) Month

c) Fiscal Year

d) Process = “UBBR-1"
5. Click “OK”

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

Update SAP and then click OK

7. Click “OK”.

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

Microsoft Excel &

| Report Completed

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

Microsoft Excel @

| Want to save your changes to 'Bookl'?

Don't Save [ Cancel 1

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

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

Report-specific selections
Sales Organization DDE? to
Billing Request fo
Creation Date to

€

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

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

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

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

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

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

RELEASED - Printed documents may be obsolete; validate prior to use.



NSSC
Service Delivery Guide

NSSDG-9200-0002 Revision 21.0

Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 25 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

All tems

Item  Material
10R11

Billing Request Items

128 R e - 8 Y P (S 5 Y

Billing Request Items

BilReg |° BRH|z Netvalue[cur|createdon [BE[BBE|R[BS [saTy|s0ry [Sales ord] soim|

300095125/ 000010
200095126
300095127
200101322
200101323
nooozo
noono3o
nooo4o
000050

T97.50- USD | 05/01/2008
0.03 IS0 06/01/2009
4.50-|USD | 05/01/2009
18,892.42-|USD | 09/16/2009

38.00 \USD 091672009
79,804.72-|USD | 091672008
17,512.81 |USD | 097162009
£2,291.91 |USD | 09/16/2009
6,903.46- USD |09 6/2009
26,559.93- USD

a0 A DR 0022 12139 000010
a0 DR (0022 10433 000010
90 DR 0022 122517 (000010
£l DR 0022 (13867 000010
9N DR (0022 13914 000010
91 DR 0022 13914 000010
£l DR 0022 (13914 000010
9N DR (0022 13914 000010
9 DR (0022 13914 000010

o I e

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

.I:—'" Select Repoart

Fi=play Billing Regquest
Chanae Bil1l1lina Eeguesio
Create Bill1ling Document

I-@a?” Technical narmes onSoft Ilﬁl

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

Target gquantity

U... Met value

1EA

Doc... Reason for rejection
0.01 USD Reject Billing Request ot

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

[& Salesdocument Edit  Gotg

V]

Lytras  Environment  System  Help

-

eqae SR AN

Change Debit Memo Request 800202327 Overview

v.  Click the green check mark.

RELEASED - Printed documents may be obsolete; validate prior to use.




NSSC NSSDG-9200-0002 Revision 21.0

Service Delivery Guide
Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 26 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

[ Update date recorded in Funds Manage...

- -

i =l
FM posting date 0&/20/2019 J
Period 009

Document Date 06/20/2019

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

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

I [&F)R)FEIFL B L (=@ J& JEL) .0 )

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

[= Select Spreadsheet x

Formats:
(O Excel (in MHTML Format)
() OpenOffice (in OpenDocument Format 2.0)
E@) Select from All Avaiable Formats
Excel (In Existing XXL Format) -

["|Always Use Selected Format

m Fitter criteria, sorting, totals and subtotals are
not taken into account
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b) Choose “Table” then click green check mark.

[S Export list object to XXL

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

'_.—’ g 1
(#) Table
L

() Pivot table

N
X

c) Click green check mark.

(= Export list object ... x

r - .
L{g} Microsoft Excel

][]
d) Excel: File — Save As:

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

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

AR Prebilling 2

Docs Missing In Accounting =

1. Open blank Excel worksheet

2. Click on “Accounts Receivable” Add-in
3. Select “Monthly Billing” icon
4. In the “AR Prebilling” red box drop-downs, select:
a) Center (NOTE: multiple centers can be selected by holding
down the Ctrl key and highlighting each center).
b) Month
c) Fiscal Year
d) Process = “Docs Missing In Accounting”
5. Click “OK”

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

I

Update SAP and then click OK

7. Click “OK”.

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

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

Microsoft Excel ﬁ

| Report Completed

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

Microsoft Excel ﬁ

| Want to save your changes to 'Bookl'?

Save Don't Save [ Cancel l

RELEASED - Printed documents may be obsolete; validate prior to use.



NSSC NSSDG-9200-0002 Revision 21.0

Service Delivery Guide
Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 30 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

Billing Documents - Header

B o

Report-speacific selections
Sales Organization 0o0s1 to |E|
Sales Order 10420 to BS80S (=]
Sales Order Type to |?l
Biling Document to |?l
Biling Type to |?l
Biling Date to |?|
Reference Document Mumber to |?l
Bilimg Doc Met Value [+] to |El

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

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

)G

@ EAFREFLDELE & B {20 EE:

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

[ Select Spreadsheet x

Formats:
i Excel (in MHTML Format)
(") 0penOffice (in OpenDocurment Format 2.0)

r .
I_'Z:!_:' Select from Al Avaiable Formats
Excel (In Existing XXL Format) -

| Always Use Selected Format

v]x]

| x|

m Fitter criteria, sorting, totals and subtotals are
not taken into account
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b) Choose “Table” then click green check mark.

[S Export list object to XXL

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

'_.—’ g 1
(#) Table
L

() Pivot table

N
X

c) Click green check mark.
[ Export list object ... »

r — i
I_-ig,- Microsoft Excel

)5

d) Excel: File — Save As:

[

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

Example: (AFRC Missing in Accounting FY2019 P08)
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E. Macro (Excel) — Run the “Rejected Costs”
=

AR Prebilling

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

Select “Monthly Billing” icon.

ol

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

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

b) Month

c) Fiscal Year

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

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

(Microsoft Excel - @
[ 1

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

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

Microsoft Excel lﬁ

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

Microsoft Excel lﬁ

! Want to save your changes to 'Bookl?

‘S‘BVE m canCE|

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

A

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

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

Resource-Related Billing - Rejected Amounts

Report-specific selections

Sales Qrganization a2z
Sales Order 10420

to
to 99933

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

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

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

Resource-Related Billing - Rejected Amounts

HIRER R EEER ERE EE EE ERER MR

Resource-Related Billing - Rejected Amounts

Sales Ord |~ Itemn|= Total Rejected| GO Object Fund (OLIY| Cast Elem | TCur] U] Period|BusFIn
13565 5000050 =  2,856.40
17808 5000040 = 1,704.74
I ()] 4,561.14

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

III?SEIect Report
Misplay Sales Order
RRE - Display Document Flow (DFS9B)
RRE - Resource-Related Billing (DPa1Y
Customer Sales Order Billable Balances
Reimbursable Order Report (Z8R0O7

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

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

Resource-Related Billing Request: Initial Screen

| 2 Expenses || & Sales price | |[E Billing request |

Sales and Distribution
Sales Document 18304

Sales Document liem to

Pricing
Pricing date

Source

Posting date to 06/27/2014
[]Process Open Items Only

SD Search Criteria
Purchase order no.
Sold-to party

WBS Element

|[H] Conduct Search |

4. Click the “structure tree” icon to expand the panel to view all costs.
Billing request for resource-related billing document <new:>: Expenses
T3 Ies prica Biling request
S EEER]) @@  RERE [EE

Description .| . | Amt to be billed | Cur... | Qty to be biled UM | % ... Net value | Cur...
4 LFIjl 14516 = :’? 97,447.82- USD FEE EEE 10000 97,447.82- USD

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

=

Resource-rel.billing Goto  Extras  System Help
] 2 IH Q@ BEE SHO0 BE @
Billing request for resource-related billing document <new>: Expenses
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6. Select “Edit” and “Undo Rejection”.

x

Description L.. Amount rejected Curr... Quantity rejected il

& 14516 @ 97,447.82 USD -

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

Other Commercial Servi..@.. 0.00 UsSD a

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

« «

| copy |[#& simulate ||z|

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

NOTE: When you next access the Sales order using DP91, you will be
prompted. Respond by clicking the “Yes” button.

[S Saved data exisls

There is saved data for the specified selection criteria

@ Do you want to use this data?

Yes | Mo %  cancer |

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

NOTE: If cost nets to zero after the “Amount Rejected” refer to process
“‘Run Pre-Billing Register and Analyze Billing, Step 3. E.”
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L
Resource-Related Billing Request: Initial Scr
|£ Expenses ||£ Sales price | | Billing regquest |
Sales and Distribution
Sales Document 21312
Sales Document ltem to
Fricing
Pricing date
Source
Posting date to B7/31/26011
[ Process Cpen ltems COnly
M= Multiple Selection for ltem
Select Single Values © Select Ranges (@ =IGILERTT ERIEITES Exclude Ranges
0.[Single...
0 [9 ﬂ
Dl KDy
Multiple selection..
Billing request for resource-related billing document N$000360/07/28/2
Billing request
W RO
\\I&:IVJI&I%]IIM RejectAl 3] Entry Billing, postpone ]
Description |S,, Lo..|Original amount |Am1 already billed |Amt already canceled |Open amount |Amt to be billed |Amount postpo
& M3 (5] i 3,387,968.18 3.046,898.55 0.00 341,069.63 341,069.63 @
2131220 0| 3,387,968.18 3,046,898 55 0.00 341,069.63 341,069.63 ad
921179.01.09.8799.11 o E 3,367 968.18 3,046,898.55 0.00 341,069.63 341,069.63 =
All Funds (5] i 3,387,968.18 3.046,898.55 0.00 341,069.63 341,069.63
CASX12011R (u] i 3,387,968.18 3.046,898.55 0.00 341,069.63 341,069.83
All Costs for Resource Relat.. @ ﬂ 3,367 968.18 3,046,898 .55 0.00 341,069.63 341,069.63
Basis for Surcharges - All .. @ i 3,362,023.70 3,021,906.80 0.00 340,116.90 340,116.80
Direct - All Others (u] i 3,362,023.70 3.021,906.80 0.00 340,116.90 340,116.90
OPEXP Contract Operati @ || 3,362,023.70 3,021,906.80 0.00 340,116.90 340,116.90
R11 Reimbursable - Dir.. & i 1,017.81 1,017.81 0.00 0.00 0.00
R11 Reimbursable - Dir.. & i 266,226.48 286,226.48 0.00 0.00 0.00
R11 Reimbursable - Dir ¢ [ 154,907.76 154,907.76 0.00 0.00 0.60
R11 Reimbursable - Dir.. ¢ i 257975475 257975475 0.00 0.00 0.00
R11 Reimbursable - Dir.. @ i 340,116.90 0.00 0.00 340,116.90 340,116.90
Basis for Surcharges - Lab.. @ i 19,908.48 18,955.75 0.00 952.73 952.73
FYSOTEIS ol annnan annczac caza o
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8. You will now see the line does not pull on the billing run. Save. This will
keep the line from billing.

STEP 3. Account Maintainer- Run Reconciliation Reports.

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

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

1. Open blank Excel worksheet.

2 Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” icon.

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

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

b) Month
c) Fiscal Year

d) Process = “Docs Missing In Accounting”

H [13 ”»
5. Click “OK”.
%“ @\ [ﬁ U L'/‘! s Bookl - Exce
HOME INSERT PAGE LAYOQUT FORMULAS DATA Developer REVIEW VIEW ACROBAT (PS Accounts Receivable
L= B
B = B
E=ll =

Monthly | S9C Billing SSC Create
Biling (pmpare Billing Packages
Billing
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AR Prebilling =
2019

Baseline Before

HQ -

6. Click “OK”.

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

Microsoft Excel lﬁ
| |

| Report Completed

7. Click “OK”.

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

Microsoft Excel @

! Want to save your changes to 'Bookl'?

Don't Save Cancel

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

|

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

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

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

f) “Revenue (After)”

Advance (Before)  Advance (After) ~ Recewable (Before) Receivable (After) ~ Revenue (Before) | Revenue (After) @_.

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

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

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

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

| Select Saved Results |
RuIIID -I
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Rule ID IRI..IIE Name

ADVANCES ITD 2310(REIM)=4222

ANTICPCOLL Anticipated Collection 4060/4070 & 4590.2000
AMTICRECOW Anticipated Recovery Recon 4310 »00044590 1000

ANTICREIMB Anticipated Reimbursalbe Recon 4210 000045900000
BUDGET ITD 40X3-4 33K =4 4204950

BUDGTOPROP YTD 6100+6330+6400=49X

CAMNCBUDG CAMCELLED FUNMDS BUDGETARY ACCOUNTS CHECK
CANCPROP CAMNCELED FUNDS PROPRIETARY ACCOUNTS

CASH OUTLY ¥ TD Cash Outlay
DOWMNWARDAD YTD 4X7X =YTD 4310
DRCRRECOMN DR/CR Recon by Business Area
EXPENDAPPR X¥TD S5700=3107

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

@I[:n [i] select saved Results
|

I 5t
Rule ID [ ROVANCES _|

iii. Populate the following five fields:
a) “From Fiscal Year” = Current Fiscal Year
b) “From period” = 00
c) “To Fiscal Year” = Current Fiscal Year
d) “To Period” = Current Period
e) “Business Area” = Center BA

Specify Reconciliation Selection Criteria: Recon group FIN
% (@

7 Gen. Criteria } ITD 2310 REIM - ITD 42322

Standard Criteria
Year/Period Selection
Starting/ending fiscal period

From fiscal year 2019
From period a0
To fiscal year 2019
To period 09
Posting period to ‘ = |

Selection fields for this rule
Agency Location Code to
Business Area 10 to

[&[%]

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

v. Click green check mark.

[= Information x

-
|1| I_Warning issued by data provider L95: selection

includes open periods

Reconciliation Analysis: ITD 2310(REIM)=4222
E”E‘I ‘E‘ | | F2= Breakdown ||[3 Match Items |[E(Matching Options || [l Defintion_[.]| ‘H@Backgmund Load |2, Display Net Zero Lines

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

~ = Total 209,450,315.33- B 209,450,315.33- -
+ 3 casx12011R U.EIEIE 0.00 e
» [T casx12012R o.00 & 0.00
» [ CASX22009R .00 B 0.00
+ [0 cAsx22010R U.EIEIE 0.00
» [0 casx22013R 19,146.98- E 19,146.98-

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

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

viii. Review “Difference” Column

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

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

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

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

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

I =t
Rule ID LRE CE I'ﬂ-‘.BLE_I

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

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

ii. Run ID = Revenues
Reconciliation Analysis Report

(% o [i] select Saved Results

s St
Rule 1D LRE'«'EN‘LTES _|

iii. From Period = 01
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| Standard Criteria ;
Year/Period Selection

: Starting/ending fiscal period :

From fiscal year
From period

To fiscal year
To period

Posting period
| Selection fields for this rule

Agency Location Code
Business Area

2014

a1 REVENUE
2014

06

to

to

c

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

STEP 1. Center — Establish Reimbursable Agreements and Sales Orders

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

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

STEP 2. Account Maintainer— Run & verify accuracy of preliminary billing (Control

RELEASED -

Activity)

NOTE: STEP 2 -"B,” “C,” and “D” and STEP 3 - “A,” “B,” and “C” below

should be run and analyzed using the “Accounts Receivable - Monthly Billing”

Add-In.

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

Page 45 of 246

& g @ I [ Bookl - Exce
HOME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT CMA Accounts Receivable
Y=
B E
i =

Monthly | pSC Billing SSC Create
Billing JCompare Billing Packages
Billing
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RELEASED -

AR Prebilling P

Docs Missing In Accou
Rejected Costs
Baseline Before

I Preliminary Billing Reg I

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

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

b) Month
c) Fiscal Year
d) Process = Preliminary Billing Reg

5. Click Ok.
6. At this point, exclude any applicable sales orders.

—

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

(g (o il

Report Selection Crieria.
Business Area
Customer
Sales Order No.

Fund
WBS Element

Fiscal Year & Period

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

8. Enter Sales Order to exclude (if applicable) and click copy.

[c Multiple Selection for Sales Order No.

/ Select Single Values } Select Ranges (1)  Exclude Single Values } Exclude Ranges

0. Single value

1
%12345 =

i
i(
I
I

i

i

LI 4

CI = W )
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9. Once excluded Sales Orders have been entered, click OK.

2]

Exclude Sales Orders and then click OK

10.The macro will execute the PBR and will save to the N Drive.
11.The macro will also save the html file.
a) Click Allow to transfer the file to the N drive.

SAP GUI Securty

The system is trying to create the file

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable \Monthly Biling|24 -
AFRC Biling\FY 2019410 - July\s_baequa.gif

in the directory

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

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

[ | Remember My Decision

l Alow I Dery I Help
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12.Report has been completed.

k.

Microsoft Excel lﬁj

Report Completed

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

¢ |f the number in the "Cust #" column is 5 digits or more, validate an advance is not available in the "Advance”
column for "SO Line" at each "SO line" change (0010, 0020, etc.). Highlight each line under that Sales Order
in pink.
o Exception: If the customer number is 102124, 102132, 102133, 105856, 102139, 102142, 102888,
102138, 105855, 116715, 102135, 105856, 105857, 105858, 107833, 111622 or 111623 for BA 64-
SSC, do not highlight in pink as these will never have an Advance. For these, type "E-mail Only" on the
sales order’s “Total” line in the "Other Reason” column.

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

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

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

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

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

1.

outlined on OCFO monthly processing schedule. (Manual steps only to be
executed if the Macro is unavailable)

Enter information into the following fields: Business Area, Sales
Order Number Range.

2. Click the arrow next to the range fields to enter SO to be

Excluded.

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

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

| @

i

I8 @@ SHE DOO0 BE @

Customer Sales Order Billable Balances

Report Selection Criteria.

Business Area
Customer

Fund
WBS Element

Sales Order No.

Fiscal Year & Period

64 to
to
10420 to 99999
to
to
to

[elels]els]s]

Cost of To Be Billed Amount:

. Once the report has been executed, export the PBR to Excel.

Click List > Export > Spreadsheet.

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

Click the checkmark to continue.

Select the “Table” button from the options and click the
checkmark.
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9. An Excel window will open to display the exported report. Save
file to: N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing\Center\Fiscal
Year\Month\"Center PBR FY20XX PXX”.

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

11. Hit Back Button.

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

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

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

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

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

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

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

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

Cancelled funds: though the SAP system will not allow billing on a
cancelled fund, you will have to filter on the “fund” column and any
line items on cancelled funds will need to be copied over to the
“Other” column on your PBR. You can use T-Code FMS5S to
determine if fund is cancelled.
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Display Fund: Initial Screen
III?’Enter FM Area =
Fund [FsAx22005R[=)
FM Area NASA
Display Fund: Basic Screen
| Long text || Change history.__ || Change documents || Classification ‘
FM Area [NasA Agency
Fund ESAXZZ2005R
Mames
Mame ESA PgmaAct 2005 REIM
Description ESA Program Activity for PY 2005 Reimb
Basic data
Walid from 10/01/2002 walid To 10/01/9999
Fund Type REIM Reimbursable Fund
Authorization group NOM - ALLOW
Additional data
Bdgt profile fund
Customer for fund
Funds application 805/60114 ESA PgmAct 2005
Balance update Expiration Date 89/30/2006
Reversal Date e9/30/2011

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

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

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

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

NOTE: Though the SAP system will not allow billing on a sales order

where the “to be billed” amount is greater than the available advance,
you will need to analyze the PBR and adjust. The Advance must be on
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the same Fund/WBS line as the costs to be billed in order to liquidate
the Advance. If there are multiple rows with same Sales Order line
item, there may be sufficient advance. Consider all rows with the same
sales order line items together.

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

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

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

e WB d B ddvance OM 0 Y

109395 17896 000020]340917.01.04.01.M714.12 | CASX12012R 35,536.44 187.35 0.00 0.00 187.35 |}/

109395 17896 I'UODUIU 340917.01.04.01.M714.12 [CASX12012R 0.00 || 760.16 0.00 { 760.16 0.00
22714 Total 35,536.44 947.51 0.00 !0.(]0 0.00 !3?35 .

Availallle

Customer No: Sales Order SO Line WBS Element Fund .A::h.-an(e;\ To be Billed Credit Adv<Bil| ZCOM Other to be Lilled

109395 17896 000020 {340917.01.04.01.M714.12 |CASX12012R 35,536.44 187.35 0.00 0.00 187.35

'109395 17896 000020 {340917.01.04.01.M714.12 |CASX12012R 0.00 760.16 0.00] U.OUI I 760.16
22714 Total 35,536.44 947.51 & 0.00 0.00 947.51

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

Customer No: Sales Order SO Line WBS Element fund [l Advances TobeRilled Credit Adv<Bill ZCOM Other
107595 18057 0000101904518.03.04.9713.01  |ESAX22006R 0.00 B 0.00 .
107595 18057 000020 P04518.03.04.9714.01  |ESAX22006R I 2,949.07 3,610.09 0.00 l 661.02 l 2,949.07
13065 Total 2,849.07 3,610.09 0.00 661.02 0.00 2,949.07

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

Credit items should be billed if they are offset by debit costs within

the same SOLI. Then, all other line items (without credit costs) can
be lumped together and billed as one.

Commitment To be Adv<ill Available to
Cust # S0 S0 Line WBS Element Fund Item Advances  Billed Credit ZCOM  Other  beBilled
911 13611 10 51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | ($50.00) $0.00 \ $0.00 $0.00 (550.00)
911 13611 10 |51R-615-40-4068-001 |CASX12011R |OTHER 50.00 | $100.00 50.00 50.00 50.00 $100.00 | Bill 1 [5250)
911 13611 10 51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $200.00 $0.00 $0.00 $0.00 $200.00
911 13611 20 51R-615-40-4068-002 |CASX12012R |OTHER 50.00 | $300.00 50.00 ép.DD $0.00 $300.00 | _.
911 13611 30 51R-615-40-4068-003 |CASX22013R |OTHER $0.00 | $500.00 $0.00 86\00 $0.00 $500.00 Bill 2 [SEOO)
13611 Total 7ERO ot $1,050.00
NOTE: SAP User Edits: Sales orders with only one line item: If the

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

3. Sales Orders with multiple line items (any of which contain credits),
the Sales Order will not bill automatically. If you have a SOLI for
example, SOLI 10, with debit and credit costs, the SO line item can
be billed if the net cost is positive. If the SO has more than one line
item to be billed, create a billing request for SOLI 10, and put any
other SO line items on another bill. (NOTE: When creating an
invoice on billing day, use the date of billing, if not it will not show-
up on LOCLI and a reversal will need to be processed.)

Cust# SO 50 Line

WBS Element

Commitment To Be

ltem Advances Billed

Adv<Bill
Credit

ZCOM

Available to

Other

beBilled "Other" Reason

911 [14819] 10 [51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | ($300.00)| ($300.00) $0.00
CREDIT LARGER
911 [14819| 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $100.00 |  $0.00 $100.00 $0.00 | THAN DEBIT
911 [14819| 10 |[51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $0.00| $0.00 $0.00
CREDIT LARGER
911 |14819| 10 |51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | $50.00| $0.00 $50.00 $0.00 | THAN DEBIT
911 [14819| 10 |51R-615-40-4068-001 |CASX12011R |OTHER 50.00 | $0.00| 50.00 $0.00
14819 Total ($150.00)|{$300.00) $50.00 $0.00

4. Sales Orders with only one line item: If the debit is larger than the
credit, the Sales Order will bill.
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ommitmen

911 |14819| 10 [51R-615-40-4068-001 |CASX12011R |OTHER $0.00 | ($300.00)|  $0.00 ($200.00)
911 [14819| 10 [51R-615-40-4068-001 |CASX12011R [OTHER $0.00 | $300.00 |  $0.00 $300.00
911 [14819] 10 [51R-615-40-4068-001 |CASX12011R [OTHER $0.00| $0.00| $0.00 $0.00
911 [14819] 10 [51R-615-40-4068-001 |CASX12011R [OTHER $0.00 | $50.00 | $0.00 $50.00
911 [14819] 10 [51R-615-40-4068-001 |CASX12011R [OTHER $0.00| $0.00| $0.00 $0.00
14819 Total $50.00 | $0.00 $0.00 $50.00

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

D. Solely Travel costs exceeded Advance Amount

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

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

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

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

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

1. To “un-reject” cost use Process — Pre-Billing Activities, Step 2. C. 3
thru 6.

2. Postpone the debit cost in DP91 and create the billing request.

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

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

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

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

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

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

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

Resource-Related Billing Request: Initial Screen

g Expenses ||§ Sales price ‘ | Billing request|

Sales and Distribution
Sales Docurment 19305
Sales Document term o

Pricing
Pricing date

Source
Fosting date to b4/30/2010
[JPracess dpen ltems Only

5D Search Criteria
Furchase order no.
Sold-to party

WHS Element

['ﬁ'] Conduct Search
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2. Click the “Show/hide Structure tree.” Enter Amounts to postpone in
the “Amount postponed” column. Click Save.

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

& [E[v 3] HIH 2[R BlE
Destipon [at k] mttobenited Cur.. | Gywobebies| b [%to. | Netvalue[cun. |
> 1) Ig 1537 USD =] 257 USD)

3. If the following question appears in SAP, “Do you want to use this
Data?” select “No”. Only select “Yes” if it is data, you’ve changed
and saved. This guards against processing bills on which the
Center has adjusted.

I = Saved data exists

There is saved data far the specified selection criteria

@ Do youswantto use this data?

es E| Mo || #  Cancel |

4. To postpone cost in DP91, select Billing, postpone (vs. reject bill)
and zero out amounts or reduce the amounts to be postponed on
the line items in the “Amt to be billed” column. Ensure the amount
being postponed moves to the Postponed column before saving or
put amount to be postponed into the “Amount Postponed” column
and zero the “Amount to be billed” column then hit Enter.
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Billing request for resource-related hilling document <new>: Expenses
2 sales price | Billing request |
m Gty Percent
=1 EE EY R B = BRI S Entry Billing, postpone ]
Deszcription [s.[Lo. [Original amaunt _ [amt already billed __ [Amt already canceled [Open amount [Amtto be biled  [AmoulET|
RERGE o 5787676 67,902.73 0.00 25.87- 25.97- [=]
14732M10 (=] m 6787676 67,902.73 0.00 25.97- 25.87- g
[ | esesrrozo2837kon == 57,876.76 67,902.73 0.00 25.87- 25.97- L
] All Funds (=] m 6787676 67,902.73 0.00 25.97- 25.87-
[ ESAXZ2007R o[ 67,676.76 67,902.73 0.00 25.87- 25.97-
] All Costs for Resource Relate.. @ E7,876.76 £7,902.73 0.00 25.97- 25.97-
] Basis for Surcharges - All Ot D 59,735.76 59,761.73 0.00 25.497- 25.97-
] Direct - All Others (=] 59,735.76 58,761.73 0.00 356.87- 25.87-
] Other Commercial Service.. @ 45,380.50 45,406.47 0.00 25.97- 25 97 -
] R11 Reimbursable - Dire.. @ 12,236.96 1217672 0.00 6124 61.24
] R11 Reimbursahble - Dire.. @ 33143.54 33,203.56 0.00 60.02- 60.82-
] R11 Reimbursable - Dire.. @ ] 0.00 2719 0.00 27.18- 27.18-
] OPEXP Sup & Mat Fuels &. O 14,478.50 14,478.50 0.00 0.00 0680
[ R11 Reimbursable - Dire.. < [ 14,478.50 14,478.50 0.00 0.00 0.00
] Discounts Taken a 123.24- 123.24- 0.00 0.00
[ R11 Reimbursable - Dire D 42.45- 42.53- 0.00 ons 0.08
] R11 Reimbursatle - Dire.. @ [ 26.02- 25.97- 0.00 0.05- B.05-
B R11 Reimbursable - Dire <> 54.74- 54.74- 0.00 ono 0.00
| R11 Reimbursable - Dire.. @ | | 0.03- 0.00 0.00 0.03 0.03- []
CME&O Assessments < 2,141.00 8,141.00 0.00 0.00 500 [~]
Lelle]f I iein|

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

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

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

B. Trouble Shooting DP91

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

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

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

the Line ltem (Instructions below).

i. DP91 — Locating WBS Line Quickly

Resource-Related Billing Request: Initi

|£ Expenses ||£ Sales price | I | Billing request|

Sales and Distribution !
Sales Document 12345 \ Sales Order
Sales Document ltem to =5 1
[ TI=T Click the

Pricing

Pricing date

Source

Posting date to I34.-'38.-'291B|l.ﬁ-]

[CJProcess Open ltems Cnly

5D Search Criteria
Furchase order no. | |

Sold-to party

WBS Element | |

HH Conduct Search |

arrow by
Sales
‘ Document

Last day of

month

Il:'?r-nultiple Selection for term

Select Single Yalues '| Select Ranges 8 STATIERET]TF RG] N:E

..|Single...

10 =@

LIy
D ) =

I

[]] D]
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ii. Click Binocular (Find) icon.

Billing request for resource-related billing document NS000559/02/25/2

Ts ‘ A Sales price: ‘ Billing reguest

Amount h Qty h Percen t |
SEERRBIBOLB]IE[S)] Recal B Entry [Siling, postpane z
| Description 5. |Lo...|Criginal amaount Amt already billed Amt already canceled |Open amount At to be billed Armount pastpaﬁ@
B 13218 [= 3,760,349.59 3,760 551.48 0.00 201.89-

1321610 Al 5089,049.12 5089,049.12 0.00 0.00 [=]
BE5771.01.04.9526 03 A 539,049 12 539,049 12 0.00 0.00 D

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

v K

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

C. Billable Cost Cancelled

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

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

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

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

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

STEP 1. Account Maintainer— Receive travel accrual information via e-mail from
AAO. The e-mails are submitted the day before Fiscal Year End billing is

performed.

RMB accruals

Co Code Bus. Area GL Accoun Fund Cent¢ Fund Commitme Func Area Funded PrcFI Docume Fl Doc LI FMAC Amc Sales Orde Sales Order LI
NASA 51 6100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 34.26- 26523 740
NASA 51 6100.218 51 CASX2201! 2100 CASP 313229.01 1.01E+08 1 1260.2! 26523 80
NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 424.8C 26523 80
NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27- 26523 80
NASA 51 6100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 714.55 26523 740
NASA 51 6100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 2192.01 26523 740
NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27- 26523 80
NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 309.8C 26523 80
NASA 51 6100.218 51 CASX2201! 2100 CASP 313229.01 1.01E+08 1 21.27- 26523 80
NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1122.41 26523 80
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 37.11- 24112 20
NASA 51 6100.218 51 CASX2201: 2100 CASP 329527.01 1.01E+08 1 21.27- 26683 10
NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 557.8C 26523 80
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 21.27- 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 53.25- 24112 20

STEP 2. Account Maintainer— Save and format travel accrual report.

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

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

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

Delete the following rows: “RMB accruals” row and any blank rows at the
top, so the Header Row is on Row 1.

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

A B C D E F G H | J K L M N
1 |CoCode Bus.Area GL Accoun Fund Cente Fund Commitme Func Area Funded PrcFl Docume Fl Doc LI |FMAC AmdSales Orde Sales Order LI
2 |NASA 51 ©£100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 34.26 26523 740
3 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1260.2 26523 80
4 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 424.8 26523 80
5 |NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
6 |NASA 51 £100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 714.54 26523 740
7 |NASA 51 6100.211 51 CASX2201: 2100 CASP 313229.20 1.01E+08 1 2192.0 26523 740
8 |NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
9 |NASA 51 6100.218 51 CASX2201! 2100 CASP 313229.01 1.01E+08 1 309.8 26523 80
10 |[NASA 51 6100.218 51 CASX2201! 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
11 [NASA 51 6100.218 51 CASX2201! 2100 CASP 313229.01 1.01E+08 1 1122.4] 26523 80
12 |NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 37.11 24112 20
13 |[NASA 51 6100.218 51 CASX2201: 2100 CASP 320527.01 1.01E+08 1 21.27 26683 10
14 |NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 557.8 26523 80
15 |[NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 21.27 24112 20
16 |[NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 53.25 24112 20
17 |NASA 51 6100.218 51 CASX2201: 2100 CASP 320527.01 1.01E+08 1 318.8 26683 10
18 |[NASA 51 6100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 21.27 26523 80
19 |[NASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1042.9 20023 80

20 |[NASA 51 ©£100.212 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 10.75 20023 120

21 |[NASA 51 ©£100.213 51 CASX2201: 2100 CASP 313229.04 1.01E+08 1 21.27 260523 350

22 INASA 51 ©£100.218 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 1770.4] 260523 80

23 |[NASA 51 ©£100.212 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 252.9 26523 120

24 INASA 51 ©£100.212 51 CASX2201: 2100 CASP 313229.01 1.01E+08 1 426.51 26523 120

25 |[NASA 51 £100.211 51 CASX1201: 2100 CASP 060542.01 1.01E+08 1 647.8 24676 10

26 |NASA 51 ©£100.211 51 CASX1201: 2100 CASP 060542.01 1.01E+08 1 21.27 24676 10

27 |NASA 51 £100.211 51 CASX1201 2100 CASP 060542.01 1.01E+08 1 1092.4; 24676 10

28 |NASA 51 ©£100.212 51 CASX1201 2100 CASP 506706.01 1.01E+08 1 21.27 24112 20

29 |NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 1.01E+08 1 685.6! 24112 20

30 INASA 51 6100.212 51 CASX1201! 2100 CASP 506706.01 1.01E+08 1 1200.8 24112 20

M 4 » M| eTravel Accrual RMB_Data %]

Ready |

Co Code Bus. Area GL Accoun Fund Cents Fund Commitme Func Area Funded Pr¢Fl Document Nbr FI Doc LI FMAC Amount  Sales Orde Sales Order LI
NASA 51 6100.213 51 CASX1201: 2100 CASP 199008.02 100655354 156 21.27 23115 20
NASA 51 6100.213 51 CASX1201: 2100 CASP 199008.02 100654950 158 1.27 23325 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100644675 158 3711 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100649990 158 21.27 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100049982 158 53.25 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CAsP 506706.01 100640910 18 21.27 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100640907 18 685.60 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100640904 156 1,200.85 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100640633 158 1,188.43 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100640639 158 21.27 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100640636 158 685.60 24112 20
NASA 51 6100.212 51 CASX1201: 2100 CASP 506706.01 100645684 156 21.27 24112 20
NASA 51 6100.212 51 CASX1201. 2100 CASp 506706.01 100645677 18 357.80 24112 20
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1. Sort by “Sales Order” and then by Sales Order LI”.

- B T— - :
Sort T S
- o o e o e JEE——
4| Add Level ” X Delete Level ” =3 Copy Level l B My data has headers
Column Sort On Order
Sortby | sales Order El values EI Smallest to Largest EI
Then by ‘Sales Order L1 El Values El Smallest to Largest El

oK ] [ Cancel

2. Subtotaling the Spreadsheet

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

-

At each change in:

Sales Order

gl 'S

[=}

m

=]
Use function:
=]

Add subtotal to:

Funded Program -
FI Document Nbr

FI Doc LI
l=ﬂ'a|: |
Sales Order |
Sales Order LI 7

[

||
I [¥]Replace current subtotals!

I [ | Page break between groups
|| Summary below data

:[ Remove Al ] l oK l l Cancel ]

b) Select “Sales Order LI” under “At end change in”, Select
“Sum” under “Use function”, select “FMAC Amount”
under “Add subtotal to:” and Unselect “Replace Current
Subtotals”. Sales Orders are now subtotaled.
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Subtotal L7 S

At each change in:
Sales Order LI

Use function:

4]
c

m

Add subtotal to:

M
]

|| Funded Program

|| FI Document Mbr

| ] FIDoc L1

W& Fvac Amount
Sales Order

Sales Order LI

Fs

-

|
'| []'Replace current subtotals;

'| [] Page break between groups

| Summary below data

| [memoent | [ ok ] [ conce

]

3. During the process of running the Preliminary Billing Report (PBR)
the following screen pops up “Select Exceptions Spreadsheet File
To Be Opened”
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m Select Exceptions Spreadsheet File To Be Opened ®
1 [E » ThisPC » Documents v @ Search Documents el
Organize *  New folder =~ O @
=| Documents A Name Date modified Type Size “
¥ Downloads Acct Maintainer 3/10/2020 9:53 AM  File folder
&=/ Pictures Custom Office Templates File folder
AR SP Vacation ( Dedra.001 File folder
[ Desktop ezPIVCard File folder
IV EY2021 Misc Files File folder
NSSDG-9200-00 My Received Files File folder
-/ My Shapes File folder
m Microsoft Excel OneNote Noteboaoks File folder
W This PC PGP File folder
J 3D Objects PowerShell File folder
I Deskiop SametimeTranscripts /10420 _, 77 e folder 9
= DNocuments i ¥
File name: | v| Al Fites v
Tools - Cancel

Te——

4. Navigate to the appropriate period Monthly Billing folder on the
N:Drive and select the centers “Travel Accrual” spreadsheet if
available. Travel Accruals are highlighted in pink on the PBR.

5. Postpone Travel Accrual cost per Sales Order using T-code DP91.

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

6. After billing is complete, manually run a Preliminary Billing Report
to validate Travel Accrual cost is still available to be billed. Save
this Preliminary Billing Report on the original Travel Accrual
spreadsheet and label tab “PBR of Trav Accr After Billing”.
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PROCESS — CREATE BILLING REQUEST AND PRINT BILLS

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

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

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

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

Resource-Related Billing Request: Initial Screen

|ﬁ‘2 Expenszes HA% Sales price | | Billing request|

Sales and Distribution
Sales Document 19308
Sales Document ltem to

Pricing
Fricing date

Source
Fosting date to g4;30/20108
[JProcess Open ltems Only

SD Search Critaria
Furchase order no.
Sold-to party

WBS Element

|[H] Conduct Search

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

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

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

‘ﬁ Sales price ‘ ‘ Billing request ‘

P Amount RIS

I|@|ﬂﬁ|\\@|@|ﬁ|ﬁ|l|ﬂlﬂ'|\\ Bill All_[Z1] Entry Postpone, reject E
Description [5.]Lo.. [Open amount [Amt to be billed [Amount postponed [Amount rejected [Crey [aind [ApRsnNet vaT]
& 28284 ol 14,371.47 14,000.00 371.47 usb 1+

| | 2828412 QE 1437147 14,000 .00 371.47 uso =

|| 313229 01.04.02 5264 14 a E 1437147 14,000 .00 371.47 uso

|| All Funds a E 1437147 14,000 .00 371.47 uso =

|| CASX22014R QE 1437147 14,000 .00 371.47 uso

|| All Costs for Resource Relat.| & E 1437147 14,000 00 B71.47 uso

|| Basis for Surcharges - All . | & E 2,290 87 2,231 88 59 21 Usb

|| Direct - All Others o E 2,290 87 2,231 88 59 21 Usb

|| Other Commercial Servic .. & E 13,421 88- 13,074 95- 346 93- Usb

|| R11 Reimbursable - Dir BE 13,421 88- 13,074 95- 346 93- UsbD

|| OPEXP Confract Resear..| & E 15,71275 15,306 61 406 14 usb

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

Basis for Surcharges - Trav.| & E 12,080.60 11,768.34 312 .28 usop

|| Direct - Travel o E 12,080 60 11,768 34 312 .28 usb

|| OPEXP Pgm Trvl Develo..| & E 12,080 60 11,768 34 312 .26 usb

|| R13 Reimbursable - Dir.| & E 22.336.37 21,759 02 577.35 usb

|| R13 Reimbursable - Dir.| & E 10,255 77 9,990 68- 265 09- usb

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

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

Change Debit Memo Request 800111480: Overview
&
Debit Memo Reque . [808111480 Net value 15 .08 |[USD
Sold-to pary 848 EEDERAL AVIATION ADMIN, DOT /PO BOX 25710 OKLAHOM.. ]
Ship-to party 48 EEDERAL AVIATION ADMIN, DOT{ PO BOX 25710 OKLAHOM
PO Number PO date
m ttern detail |, Ordering party | Procurement | Reason for rejection
Billing Date 05/27 /2018 Servrendered
Billing block = Pricing date 0472042009
Allitens
P _Iterm [waterian |Taraet quantity [u... [Net value |Reason for rejection |Deseription [customelT]|
10R12 1EA 15.00 ) LARC-RME FAA Temp Assign of Ken b Jones Reimbur:[=]
[ 8 ]
=]
| =]
[ ] @
L] [
L o L
5
[ =]
=]
|- g L
[ [=]
=] =]
[T I[«[e]
B EEIE [&]FE [
[& DebitMemo Request 800111480 has been saved b [vanz ba[us2dbs0t [InNs [ - [ 2
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B. VF0O1 — Create Manual Bill.

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

Create Billing Document
|£% Billing due list ||£% Billing document overview | Selection list |
Default data
Billing Type = Servrendered
Billing Date Pricing date

Docs to be processed

Cocurnent [itern  [SD document categ. [Processing status [enfEd|
| [=]
o =
- [=]

=1
o [ I |ERj3|

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

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

billing).

STEP 2.

Account Maintainer— Create Batch Billing Request (Control Activity)

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

A. Macro Steps — Create Batch Billing Requests — DP96 Test Run
1. Open Blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.
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3. Select “Monthly Billing” Icon.

®E® 0 .
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  Developer  REVIEW  VIEW  ACROBAT  CMP: Accounts Receivable

L L
% NT | %
Monthly | §SC Billing SSC Create

Billing ompare  Billing Packages
Billing

AR Prebilling 55

DP96-Actual
4. In the “AR Prebilling” red box, select the following.

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

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

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

”
Microsoft Excel I&

Please update Sales Orders and then click OK

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

Collective Processing of Resource-Related Billing - SD - Selection
® [ =

IF = ]
Sales docurment 11490 to 41358 J ‘ﬁ ‘
Mol

[0 P ————lioa

.- L. s
8. Click the multiple selections to exclude any sales order (if
applicable).

.
Microsoft Excel Iﬁ

Please update Sales Orders and then dlick OK

9. Click Ok.» d
10.The macro will execute the DP96 Test and will save the file on the
N drive.
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11.Click Allow.

SAP GUI Security

The system is trying to create the file

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable\Monthly Bilingl24 -
AFRC Biling\FY201910 - July\AFRC DP9 Test FY2019 P10.xs

in the directory

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable\Monthly Biling24 -
AFRC Biling\FY2018410 - July\

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

["| Bemember My Decision

(o ) ]

12.The report has been completed.

iy .
Microsoft Excel ﬁ

Report Completed

S —

B. Macro Steps — Create Batch Billing Requests — DP96 Actual Run
1. Open Blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in
3. Select “Monthly Billing” Icon
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=8 @ [ bz ¢ .
HOME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT  CMP Accounts Receivable

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

’
AR Prehilling ﬁ

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

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

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

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

”
Microsoft Excel I&

Please update Sales Orders and then click OK

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

Collective Processing of Resource-Related Billing - 5D - Selection
& [ )=

e =
Sales document 11480 to I_41:358 J

E2

[ o2 PPN N I . L

8. Click the multiple selections to exclude ény sales order (if
applicable).

= '
Microsoft Excel Iﬁ

Please update Sales Orders and then dlick OK

9. Click Ok.» 4

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

SAP GUI Security

The system is trying to create the file

M:\FM Division\Accounts Payable_Accounts Receivable\Aooounts Receivable\Monthly Biling24 -
AFRC Biling\FY2015110 - July\AFRC DP35 Actual FY2019 P10.xs

in the directory

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts Receivable\Monthly Biling24 -
AFRC Billing\FY2018\10 - July\

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

[|Bemember My Decision

o [ ]

12.The report has been completed.

- B
Microsoft Excel ﬁ

Report Completed

e
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13. The billing requests have been created.

Sales Dac.
13031
13597
13597
13597
11490
13555
39743
40712
3415
39557

SIEIE
— [ o
Bl |E
ERENS

a2
=
=
=
e

H
(%}
=3
(2=}
=

H
(==}
b
B

[e)
=)
e
=1
(=1

(=3
]
=

(o=}
3
=
7S

fest
(s}
co
=

fe=t
&=
=
<5

=
=1
=)
o
=21

.
=
=3}
=
=

.
=
=
=
=3

=
=
=]
=
=

.
=]
=
=

=
e
fie
cn
)

.
=5
(==}
=3

.
[
=
=
=

=
==}
(e}
cn
==}

(Test Run).

Item
10

Status Text Debit Memo Request * Credit Memo Request
Cumulative amt biled wil exceed SO Line 0000013031/000010 value
Cumulative amt biled wil exceed SO Line 0000013397/000010 value
Cumulztive amt billed wil excead SO Line 0000013597/000020 value
Cumultive amt biled wil exceed SO Line 0000013597/000030 value

Sales Order excludad. To be biled amt 0.02- 5 a credit on fine 000010,

Sales Order excluded. To be biled amt 0.77-is a credit on line 000010.

Sales Order excluded. To be billed amt 1,495.99- s 3 credit on Ine 000010,
Sales Order excluded. To be biled amt 10,770.67- 5 3 credit on ine 000010,
Sales Order excluded. To be billed amt 12,034.90- s 2 credit on fne 000010.
Sales Order excluded. To be billed amt 15,655.39- s 2 credit on fne 000010,
Sales Order excluded. To be biled amt 233.84- is a credit on line 000010.
Sales Order excluded. To be billed amt 31,996.06- s 2 credit on fne 000010,
Sales Order excluded. To be biled amt 31.14- is 3 credit on line 000010.
Sales Order excluded. To be billed amt 51,514.00- s 2 credit on fne 000010.
Sales Order not processed, 1 or more items faled advance/biling checks,
Sales Order not processed, 1 or more items falled advance/biling checks.

Sales document was saved 800259024
Sales document was saved 800259025
Sales document was saved 800259026
Sales document was saved 800259027
Sales document was saved 800259028
Sales document was saved 800259029
Sales document was saved 800259030
Sales document was saved 800259031
Sales document was saved 800259032
Sales document was saved 800259033
Sales document was saved 800259034
Sales document was saved 800259035
Sales document was saved 800259036
Sales document was saved 800259037

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

1. Enter information into the following fields: SO Number Range into
“Sales document” fields.

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

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

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

Check the “Process Open Items Only” box.

Check the “Saved data” box.

Check the “Save Sales document” box.

Check the “Test Run”.

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

© © N o g &

Collective Processing of Resource-Related Billing - SD - Selection |
[®iE=( |

oac7 You can exclude any sales orders here

(NOTE: Do NOT include any hard
errors here. We want to include these
so they will be on the hard error Kkick-
out report for the center)

Created by

o el ] K7 6 K] 2 ) 9

Date of creation 10
arders
] quetations
[ Contracts.

Sales Document ltem o =]
[ Process individually

Source :

From Period

Fiscal year from
{ | [FIProcess Open iterns Only.

SEE LIST IN TECH.-DOC)

Furiher Options
[F) Saved data
[CIRefresh
Pricing dats.

Save Opfions
O Bave extract
® Save sales document

Processing Options
[¥] Test Run
[#] Detail List

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

12.Save.

13.Save to PC File spreadsheet.

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

Detail List [ Messages I

User NS000513 Theresa Morgerson
Sales Document 10420 to 99999
Item
Items were processed together
Posting Date To 04/30/2010
Processing Category I:: Number of Obje:ts]
Incorrect u}
Processed 490
- 490

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

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

=

List Edit Goto Settings System Help

& B0 H @@ DEE S Eaa | FEE | @o
Collective Processing of Resource-Related Billing - SD - Detail List

Sales Doc |Item |Status Text |Debit Memo Regquest Credit Memo Reguest
10963 * Mo Expenses to Be Billed / Document Flow Updated
10864 10 Mo Expenses to Be Billed  Document Flow Updated
10965 10 Mo Expenses to Be Billed / Document Flow Updated
10966 10 Mo Expenses to Be Billed | Document Flow Updated
11489 10 Mo Expenses to Be Billed / Docurment Flow Updated
11490 10 Mo Expenses to Be Billed [ Document Flow Updated
11516 10 Mo Expenses to Be Billed  Document Flow Updated
11541 10 Mo Expenses to Be Billed / Document Flow Updated
11663 10 Mo Expenses to Be Billed  Document Flow Updated

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

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

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

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

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

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

3. Select “Monthly Billing” Icon.

& d @ B - Bookl _ Fxce
HOME INSERT  PAGE LAYOUT  FORMULAS DATA  Developer REVIEW  VIEW  ACROBAT CMPY Accounts Receivable
A

E = Y=

52 | & )
Monthly |BSC Billing SSC Create

Billing JCompare Billing Packages

Billing
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’
AR Prebilling @

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

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

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

5. Click Ok.

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

-

Microsoft Excel P

Update SAP and then click OK

Ok
A

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

i '
Microsoft Excel £

Report Completed

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

-
AR Prebilling @

PBR-UBBR Compare

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

S T

UBBR Net Amt Difference between PBR and UBBR Difference Location

12.Research each difference and adjust as needed.
a) If cost is added and/or subtracted, adjust “Actual Bill” line to reflect
UBBR2.
b) If cost has been added to sales order but not on the PBR, add lines
to PBR and notate is a reconciling item.
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Available
Total Cost Billed to Date __ TobeBilled __ Adv<aill ZCOM Other 1o be Biled Hard Error Other Reason Actual Bill Difference
52,018.24 | 514953 | 51,868.71 [ soo0|  s1,88871] | [ s201502[ 514721 |

UBBR Net Amt

200070 X $10,245.47 |

10,395.00 | $10,245.47 | $2,018.24 | $149.53 | $1,868.71 | s0.00|  s0.00] $1,868.71 | 5000 |Advance | $2,015.92 | 514721 $2,01592
5801,914.03 | 517,121,322.84 | $56,764,735.50 | $54,355,849.95 | $2,408,885.55 | 50.00 55,607.78 | 53,389,094.64 |  50.00 | | $3,975,706.24 | s530,611.60
ofling items SO added after PBR was ran

373 5373
$244.22 $24422
44708 $5.23 5923
44004 51370 1570
45102 $1290.20 $1,20020
45346 $6.97 5697
45920 5159 $159
46057 $60.03 $60.03
46059 $907.20 $907.20
46060 52273 52273
46061 $1,280.98 $1,28098
46125 sea.a1 sea.41
"16143 $6,255.00 $6,255.00
"46151 51538 51538
45155 $1,331.32 $1,33132
"46199 $390.00 535000
"16204 s48.8¢ 54884
746239 52,858.69 $2,85869
46277 $317.00 $317.00
746307 562861 562861
746316 59214 59214
46444 $115.06 $11506
46472 5218,18200  $218,182.00
"ag512 §580.25 $58025
"sp587 $1144900 51144900
Total $246,168.28  $246,168.28

[P TOTAL 5420587452

UBBR2 TOTAL 422587452

IZAR_VF04 TOTAL $4,225,874.52

|LocuiToTaL 54,225 87452

|DIFFERENCE $0.00

13. After all adjustments are completed, proceed to Step 4.

B. Manual Step - Run Unbilled Billing Requests using T-Code
ZFI_AR_R_BRQ_NBIL. (Manual steps only to be executed if the Macro is
unavailable)

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

Exclude Unbilled Billing Requests found during
UBBR1 here.

[=

FErograrm  Edit  Soto Swysterm Help

L= 2| AaH &6 4206 =T oAan En | EE G o
Billing Request Items

Report-specific selections
Sales Organization Bpazz [o) to [ =]
Hilling Reguest to
Creation Date to | =]
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Billing Request Items

Sl ]=wlaltelFa][Ea]=2] 2] a]cEa]ss=a] [O=]oa] [E]

Billing Request Items

Bil Req |- BRIt MNetvalue|curr|[Created on [BE[EE[R|ES [SaTYscra  [Sales ord] somm]
G00095125 000010 797.50-|USD [05/01/2009 | 90 A DR (0022 [12139 000010
200095126 0.03|UsD |[05/01/2009 |80 A DR (0022 (10433 000010
S00095127 4.50-|USD [05/01/2009 |80 A DR (0022 [12251 000010
200101322 18,892 42 |USD 021 6/2008 |91 A DR (0022 13567 000010
S00101323 36.00 |USD |[0os 62009 |9 A (DR (0022 (13914 000010
0oo00z0 79,204.72 |USD 02M6/2008 |91 A DR (0022 (13914 oooo010
000030 17,5132.81 |USD 08/ 6&/2008 81 A DR (0022 (13814 000010
000040 G2,291.91 |[USD 09M&/2009 |91 A DR (0022 (13914 000010
ooo0s0 6,903 45 |USD |09/ 6/2009 |91 A DR (0022 (13814 000010

= 26.,559.93 USD

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

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

[ =Secl=ct Feport

FEisplaw Eilling Regquest
Chamndge Bidl111ing Regquest
Crreate Ed1711ng ODocumemnt

I'ﬁﬁiﬁill Technical narmes onsoft I Iﬁl

2. On lines that are not to be billed, go to the column “Reason for
Rejection” and chose “Rejecting Billing Request” from the list. Then,
Click Save.

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

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

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

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

STEP 4. Account Maintainer— Create Batch Bills.

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

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

3. Select “Monthly Billing” Icon.

= a & 0 B = —
OME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer  REVIEW  VIEW  ACROBAT C!I!PS Accounts Receivable
=
=
il =]
Monthly | S§C Billing SSC Create
Billing  (pmpare Billing Packages
Eilling
F ~
AR Prebilling 5
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4. In the “AR Prebilling” red box, select the following:

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

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

5. Click Ok.

6. The macro will pull the billing requests from the UBBR2 and will
execute the VF04 process to create the bills.

7. The macro will create the VF04 spreadsheet and save to the N
drive.

8. Click Allow.

SAP GUI Security

The system is trying to create the file

M:\FM DivisionAccounts Payable_Accounts Receivable\Accounts ReceivableMonthly Biling'24 -
AFRC Biling|FY2019\10 - July\AFRC VFO4 FY2013 P10.xls

in the directory

N:\FM DivisionAccounts Payable_Accounts Receivable\Accounts ReceivableiMonthly Biling24 -
AFRC Billing Y 2015410 - July)

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

["| Remember My Decision

I Allow ‘I Deny I ?

9. Once the report has been completed, go to the manual steps C to
complete the VF04 process.
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B. Manual Steps - Create Batch Bills using T-Code VF04.

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

T

Maintain Billing Due List
|@®> DisplayBillList |[[% Displayvariants |

- J Remove Date is there is one.
J Enter first and last DMR numbers here. ‘ y

Billing Date from to
Billing Type 1o [=]
SD Document 06116415 o 800116672 [&]

@ Default Data, Batch and Update

O : [

Sales Organization 0064 Sales Organization |

Distribution channel \ )

Division to =
Shipping point to

Custormer Data

Sold-To Party to [ =]
Destination country to E
Sort Criterion to [=]

Documents to be selected
Order-related
[MNntercompany Billing

1 Check

[JRebate-related
© [Docs with SES Status

(& DisplayBillList

2. Click the “Display Bill List” button.

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

Maintain Billing Due List

[« ][~ ] 2l &)= B[R #1511 S]il F= | momioual bilng docurment || Gollective biling document || Callectve billing doc sansne

ER|5 [Eecasorg. |BilingDate | Soid-io plBIlT |DSIC | Document  |DGhI|Dv | DocCalAddres s|Name of soid-10 party [Scig-oloc|Sort term| | Courter[ShPLPOD st:

| X A 0064 ORIWI008 1036 L2 us 8s00M0IeTE 01 01 L 104014 Adr Force (AFCEEERD) Columbus [=]
X A 0064 092062009 1044 L2 US B001D1821 01 01 L 104083 MS Army Corps of Engineers S5C =

:)f A 0064 OWIW2009 1044 L2 us 800102095 O1 O L 104083 M3 Ay Comps of Engineers S5C [
X A D0B4 D@/22009 1044 L2 US BODIDI0S 01 01 L 104083 M3 Ay Comps of Engineers SSC

[x A 0064  OW2W2008 1045 L2 us 800101865 01 00 L 104088 MASA Exchangs |5¢

% A O0B4 02ZHZ009 1047 L2 US B00101818 O 01 L 104095 Maval Oceanographic Ofice SSC

[Tx A 0064 OW2H2009 1047 L2 us 800101830 01 01 L 104085 Naval Coeanographic Office S5C

[l A 0064 0U2%W2009 1047 L2 us goo10183e 01 O L 104095 MNaval Ooeanographic Office S8C

[Tx K 0064 OW2HW2009 1047 L2 us 800101850 01 O L 104005 Maval Oceanographic Office S8C

:x A 0064 022009 1047 L2 uUs 900101855 01 01 L 1040095 Naval Oceanographic Office SSC
X A 0064 OU2042009 1047 L2 us 800101856 01 O L 104005 Maval Cceanographic Ofice S8C

: X A 0064 OW2W2009 1047 L2 uUs 800101857 01 0 L 104085 Mavsl Ooeanographic Office S5C
X A 00B4 002042008 1047 L2 UE BO0I01ESE 01 01 L 104095 Naval Oceanographic Office S5C

: N A 00B4  DR2G2008 1047 L2 uUs 800101890 01 01 L 104005 MNaval Goeanographic Office SSC

3. Click List, Save, File, Spreadsheet and Save file to N:\\FM
Division\Accounts Payable_Accounts Receivable\Accounts

RELEASED - Printed documents may be obsolete; validate prior to use.




NSSC

Service Delivery Guide

NSSDG-9200-0002 Revision 21.0

Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 89 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

Receivable\Monthly Billing\Center\Fiscal Year\Month\Center VF04

FY20XX PXX.

NOTE: Prior to highlighting and printing the bills, verify the total
amount of the billing requests matches the total of the PBR. If billing
request was created for cost that was to be postponed on the PBR,
reject the bad billing request (view in VAO3 by SO # and reject bill
request in VA02). If billing request was not created for a cost item that
should have been created, create individual billing request in DP91
and re-run VF04.

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

the “Save” Icon.

. This is the number of bills created (See “No.” Column in Screen Shot below).

Save this as a screen shot in a new tab in the VF04 and name it “Number of

Bills.”

Nilasaimataimn Eillimncg Duae List

[ ][ ][ ][] = [=] =] ["F| =] [ choosi

Eroup

Crreataed

Crreated (m ] o Errr .

1To00a1 Sas57F

RSO =50

o4 szaszE1O| 1465

. Click in the “No.” column and then select the “Documents” Button. This will

pull up a list of all the “901...” billing documents that have been created.

Save this list as another tab after the “Number of Bills” tab and name it “Bill

Numbers”.
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NOTE: If for some reason, you neglect to save your VF04 900... billing
documents, you can get them from the ZFI_AR_ALDP (Auto Liquidation) run

later in the billing process.

NMaintain Billing Due List

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

Sroup

|Docurnent

|Billing Date [Descriptian

1000013433
10000124332
1000012432
1000013433
10000124332
1000012432
1000013433

01362949
9o01363200
9013263201

0136302
9o01363203
901363204
90136305

0353052011
022052011
0202002011
0353052011
022052011
0202002011
0353052011

Debit Mermo
Debit Mermo
Dehit Memo
Debit Mermo
Debit Mermo
Dehit Memo
Debit Mermo

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

2. Attempt to manually bill these Billing Requests.

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

column.

STEP 5.

Account Maintainer— Create Billing Breakdown Report.

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

A. Macro Steps — Create Billing Breakdown Report

1. Open blank Excel Worksheet.

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

3. Select “Monthly Billing” Icon.
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I
FILE
=
i
Monthly | S
Billing

AN -
HOME  INSERT  PAGE LAYOUT  FORMULAS DATA  Developer  REVIEW  VIEW  ACROBAT  CMPS | Accounts Receivable

=
=S

IC Billing SSC Create
pmpare  Billing Packages

Billing

4.

AR Prebilling S5

GSFC

October -

2016 <

VF04 Billing Breakdown -

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

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

b) Month

c) Fiscal Year

d) Process = VF04 Billing Breakdown
Click Ok.

The macro will pull the bill numbers created on the VF04 spreadsheet
and will execute the billing breakdown in SAP.

. Once the report is executed in SAP, it will format the spreadsheet

and save the file on the N drive in the Monthly Billing folder.
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B. Manual Steps - To create the Billing Breakdown use T-code
ZAR_VFO04_Billing.
AR Monthly Billing Results Report
3D Billing Document 90196031 to Ei
Biling Date 08/28/2014|[=) to
Sales Organization 0051 to
Customer Number to
1. Enter all 900... bill numbers into the “SD Billing Document” field
(including any manual bills created).
2. Enter Date of Billing into the “Billing Date” field, enter Business
Area # preceded by 2 zeroes into the “Sales Organization” field.
3. Click Execute @ .

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

1.
2.
3.

Select the Export Icon.

Select Spreadsheet.

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

Select Table and click the green check mark.

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

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

NOTE: ZAR _VF04_Billing Total should match “Actual Bill” total on PBR and
match the Unbilled Billing Report (UBB2) total.
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NOTE: The “ZAR_BILLING_BREAKDOWN?” Macro formats the excel

spreadsheet to look like the screenshot below.

Customer § Customer Name Trading Partner|  SalesOrder | SD Invoice| Fllnvoice | Bill Date Amount AutoIPAC | Manual IPAC |  Auto Liquidation | Manual Liquidation Email
410 NATL OCEANIC & ATMIOSPHERIC ADM COM [1354 13009 f30233720 (3000019554 09/29/2016| § 556038 |5 566038
910 NATL OCFANIC & ATMOSPHERIC ADM COM [1354 34889 90233719 (3000019553 |09/29/2016] § 40862100 | S 408,621.00
910 NATL OCEANIC & ATMOSPHERIC ADM COM {1354 34876 90233718 (8000019552 |09/29/2016( §  990,00000 | S 990,000.00
910 NATL OCEANIC & ATMOSPHERIC ADM COM [1354 fL) 90233717 (8000019551 |09/29/2016] § 140784 5 140784
910 NATL OCEANIC & ATMOSPHERIC ADM COM {1354 34314 90233716 (8000019550 | 09/29/2016[ §  143296.98 | 143,096.98
910 NATL OCEANIC & ATMOSPHERIC ADM COM {1354 3192 90233715 (8000019549 | 09/29/2016( 857400 857400
910 NATL OCEANIC & ATMOSPHERIC ADM COM {1354 31445 00233714 8000019548 |09/20/2016 § 2749436 S 27,49436
910 NATL OCEANIC & ATMOSPHERIC ADM COM {1354 31081 90233713 (8000019547 09/29/2016] 6 21948415 21,92484
910 NATL OCEANIC & ATMOSPHERIC ADM COM {1354 30239 90233712 (8000019546 09/29/2016| § 10130 $ 101.30

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

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

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

unavailable)

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

3. Select “Monthly Billing” Icon.

= a0 0 B =
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  Developer  REVIEW  VIEW

7B
g
Monthly | SYC Billing SSC Create
Billing  @mpare Billing Packages
Billing

ACROBAT

Bogld _ Eveo

CMIS

Accounts Receivable
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AR Prebilling P9

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

Baseline After
I UBBR-3 = I

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

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

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

5. Click Ok.

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

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

8. Goto Step 7.

B. Manual Steps — In SAP re-run the Unbilled Billing Requests, use T-code
ZFI_AR_R_BRQ_NBIL.
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NOTE: Do not exclude any sales orders.

[=
Erogram Edit Soto Sy=stem Help
& = A -H | & e B E E T T A En | EE
Billing Request Items
Report-specific selections
Sales Organization pazz to
BHilling Request to
Creation Date to

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

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

STEP 7. Account Maintainer— Batch Printing of the Invoices

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

Convert SAPScript Spool Request to PDF and Email to Internal User(s)
@&
| Enter Selection

Spool Reguest Number to L_E_D'_l

Spool request name 1680

Sales Org (Suffix 1) AoG4 to (=]

From Current Date 12/308/2009

From Time 11:35: 48 [=)

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

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

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

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

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

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

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

A. Access SAP and enter T-Code ZAR_VFO04_BILLING.

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

SD Billing Document 90196031 to
Billing Date aaxzaxzm:ﬂ to
Sales Organization 0051 o
Customer Number fo

Select Single Values (187)

O_|Single value
b0106031  [o
_ Joo196032

" Joc196033

__|oo196034
| |oo196035
_ |oo196036
__|oo196037

__|oo196038
[lv]

2. Select Clock Icon to execute.

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

() [ ) ) (=P 1 (B¢ () [ ) 1080_pOF
Ed Bil Date Customer # Customer Name Trading Partner Sales Order| SD Invoice FI Invoice

11/27/2015 869 SAF/FMBIB-AFOY 5700 30412 90218772 8000003568
11/27/2015 869 SAF/FMBIB-AFOY 5700 30701 90218773 8000003569
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 32633 90218792 8000003588
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 31942 90218791 8000003587
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 31932 90218790 8000003586
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 31838 20218789 8000003585
11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 31259 90218788 8000003584
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 31080 90218787 8000003583
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 30354 90218786 8000003582
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 30229 90218785 8000003581
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 30197 90218784 8000003580
11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 29686 90218783 8000003579
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 28284 90218782 8000003578
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 27531 90218781 8000003577
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 21242 90218780 8000003576
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 18552 90218779 8000003575
11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 31445 90218778 8000003574
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 30323 90218777 8000003573
11/27/2015 910 MATL OCEANIC & ATMOSPHERIC ADM COM 1354 30239 90218776 8000003572
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 27530 90218775 8000003571
11/27/2015 910 MNATL OCEANIC & ATMOSPHERIC ADM COM 1354 26523 90218774 8000003570 |
11/27/2015 910 NATL OCEANIC & ATMOSPHERIC ADM COM 1354 30323 90218410 8000003527
11/27/2015 1013 GEOLOGICAL SURVEY INTERIOR 1408 23426 90218793 8000003589
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3. Highlight the FEDERAL bills you need to print/save by clicking the
block next to the line. Use “CTRL” button to select multiple lines.

4. Click 1080_PDF Button.

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

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

2. Select Clock Icon to execute.

4 Spool requests | Output requests

I ol
Spool Request Number &
L - —
Created By NS000360 =
Date created 12/30/2015 to 12/3
Client 600 o
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3. Put a check in the box next to the one you need to spool and then click

the printer icon. This will manually print your bills. (see screen shot
below)

Output Controller: List of Spool Requests
Q0808 %% B2 NN TAFEEFEXA

Spool no. |Type|Date Time |Status |Pages|Title

908428 E 12/17/2015|15:09|Waiting 6 |PBFORM 5015 N5000360
507175| |5 12/17/2015|11:21 |Compl. 1 (1080 0051 SAPMVeOR

2 Spool requests displayed

1 Spool req. being proc.
1 Spool requests completed

poko

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

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

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

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

3. Select “Monthly Billing” icon.

= Q @ 0 ki = Bookl - Exce
HOME  INSERT  PAGELAYOUT FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT  CMRBS | Accounts Receivable
=
=
Eis
Monthly | S9C Billing SSC Create
Billing  Cpmpare Billing Packages
Billing
r o
AR Prebilling (=

ALDP Test -
ALDP Actual -

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

RELEASED - Printed documents may be obsolete; validate prior to use.



NSSC

Service Delivery Guide

NSSDG-9200-0002 Revision 21.0

Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 101 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

b) Month

c) Fiscal Year

d) Process = ALDP Test

5. Click Ok.

6. The Macro will execute the Calculation, Simulating Posting report.

AR - Application of Down-Payments

W [

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

Controls
Posting Date

Excl Reversed / Reversal Inv

Processing Mode

) Calculation, Mo Posting
%) Calculation, Simulate Posting
) Calculation and Posting

to
to
to
fo
to
to
to

to
fo
fo
to

e e e e e e e

07/10/2019
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7. Once the report has been executed, verify that there are no
exceptions.

-
Microsoft Excel @

Pleaze verify no exceptions and click ok to continue or cancel to exit

OK | Cancel |

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

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

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

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

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

3. Select “Monthly Billing” icon.
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[ & @ [J EZ - Bookl - Exce

HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  Developer REVIEW  VIEW  ACROBAT CM'S Accounts Receivable
Y= 4=
E [E
2= | FB | 58

Monthly | SYC Billing SSC Create

Billing Cpmpare Billing Packages
Billing

’
AR Prebilling ﬁ

ALDP Actual

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

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

b) Month

c) Fiscal Year

d) Process = ALDP Actual
5. Click Ok.
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6. The Macro will execute the Calculation and Posting report.
AR - Application of Down-Payments

@ [

Data Selection
Biling Document
Payer
Trading Partner
Customer Group
Account Group
Biling Date
Company Code
Sales Organization 0024
Biling Type
Sales Order
Gales Order Type
Payment Method

Controls
Posting Date 07/10/2019

Excl Reversed / Reversal Inv

Processing Mode
") Calculation, Na Posting
") Calculation, Simulate Posting
) Calculetion and Posting

RELEASED - Printed documents may be obsolete; validate prior to use.
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7. Once the report has been executed, verify that there are no
exceptions.

-
Microsoft Excel I&

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

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

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

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

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

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

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

C. Manual Steps - Use T-Code ZFI_AR_ALDP.
NOTE: T-Code ZFI_AR_ALDP can be used for credit bills. This will create the
entire process of placing the funds back to the down payment. The Centers

will not have to run F-29 to manually place the funds back on the down
payment.
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1.
Organization, enter today’s date in

Enter Business Area proceeded by 2 zeroes into the “Sales

“Posting Date” field, select

“Calculation, Simulate Posting” and Execute.

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

AR - Application of Down-Payments

|2 ]

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

oo64|[=)

| Controls
Posting Date
[CJ] Excl Reversed / Reversal Inv

1o
r

os;z?xzon\\ Today’s Date!!! |
[

to
to
to
to
o
to
I i

Sales Orgam'zatinrl

e ———

to

l5/0|o||ol0l8|slolol]e

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

automatically liquidate in the batch will

be shown. Each of these should be

researched to determine if manual liquidation is applicable.

1. Review VF04 Billing Breakdown to see if the invoice that appears in the

exception is a current invoice.

2. Review the center special instructions for guidance on sales order.

3. If no center guidance is provided and the invoice listed is current, e-mail
center POC’s for correction and/or approval to manually liquidate.

a) Please cc CS Lead, CS Senior Accountant, CS POC and AR L2

Supervisor

b) If you haven’t received a response from center POC within 30

minutes, elevate to AR L3.
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c) Save e-mail as pdf to the center’'s Monthly Billing folder: Center
Liquidation E-mail FY###H P##.

AR - Application of Down-Payments
2 5oitms |[.2 Customers |[ &[] & _Dispiay obiect | B Reve Sonms CPrmTr
AR - Application of Down-Payments 1 =
S0rg Customer TrPart C& Open_Receivable Dpt_Transfers Remaining_Receivable DpTr_Do | |
Processi no Mode
68
1
&7
B
214
o
23
o
AR - Application of Down-Payments z
S0ra Customer  Invaice ITyp G Assignment_Ho TrPart GE Dpen_Receivable Dpt_TransTers Remaining_Receivable DpTr_Do
Exceptions
Mass 18a7E2
Cust not proc - orig dp cleared, dp transfer cpen 1408002483 2009 002
AR - Application of Down-Payments El
Sora Customer  Invaice ITyp G Assignment_Ho TrPart GE Dpen_Receivable Dpt_TransTers Remaining_Receivable DpTr_Do
Invoices Processe: o
@oE4 1836 ap11zE54 L2 DO9A112654 s7om  zZF 4,346 63 EREES 4,346 63
@oE4 1844 an112655 Lz DO3A112655 asoe 1.8394.12 ENEES 1.8394.12
@oE4 1844 ant112E56 Lz DO9A112656 asoa  zZF 1,688 .18 B oo 1,688 .18
@oE4 1844 an112657 Lz DO9A112657 asom  zZF 558.43- ENEES 558.43-
@oE4 10845 ani1ze58 L2 DO9A112658 NONFED ZF 950,16 ENEES 950,16 L
@oE4 1847 ani1zeEn L2 Do9a112660 1roE P 243 .81 ENEES 243 .81 =]
OBE4 1047 98112661 L2 B096811 2661 1700 ZF 14 B2 a.00 14 B2 =]
(ER[3]) I | KN/
T [zF_AR_ALDP [H | iempmstosa [ins | | 2

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

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

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

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

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

STEP 2. Account Maintainer— Manual Liquidation of Advance to Sales Order (Control
Activity).

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

A. Use this for any items that errored out as “Exceptions” on the Auto
Liquidation run, which you still need to liquidate.
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Clear Customer Down Payment: Header Data
| Process down pmnts |
Document Date a9/30 /2009 Type D Company Code MNASA
Posting Date o9/30/2009 FPeriod 12
Document NMumber
Reference 90112908
Doc Header Text SO18740 - LINE 10
Trading part. B Tax Report Date
Customer
Account 109782
Relevant invoice
INnvoice rer. S000E16526 Line imem Fiscal year 2014
Transfer posting item(s) details
Assignment
Text SO1&8740 - LINE 10

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

2. Enter “DC” into “Type”.

3. Enter bill number into the “Reference” field.

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

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

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

9. Click “Process down pmnts” in the top left-hand corner.
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Clear Customer Down Payment Choose down payments

Account 1oarg2 currency usp

Down Paymants
Document |L|... |S|Sa|es Doc... |I1...|WBS Element |Fund |Amuum |Ava\\able Amount |Transfer Posting \\
1400002480 2 A 19740 18 804911.02.089.8397 .09 CASX22009R 30,000 00- 30,000 00- [=]

[ |14n00m2812 2 A 18740 18 884911 82 @9 8397 03 CASX22000R 353,078 5@ 163,726 27 ;

[ |1400005418 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 967 635,20 282,268 .76 -

[ 1400008131 2 A 18740 18 884911 82 @9 8397 03 CASX22000R 1,138,008 008 737 845 76

[ |1400000808 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 1,420,018.00 120,625 B6

[ 120001864 2 A 18748 10 804811 .02 89 8397 69 CASX22000R 632,4408 38 632,4408 38

[ |1400007447 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 100,000, 00 100,000, 00

[ |12000m8806 2 A 18740 10 8048911 .02 89 8397 69 CASXZ22000R 226,985 78 226,985 78

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

[ 1200019521 2 A 18740 10 8048911 .02 89 8397 69 CASXZ22000R 13,338 60 13,338 60

[ |z4ppp0D123 2 A 18740 10 804911.02.09.8397 .09 CASX22009R 5,000 55- 5,000 55-

[ |z2n00mR126 2 A 18740 10 8048911 .02 89 8397 69 CASXZ22000R 45,0008 80 45,0008 80

[ |z4nnom 166 2 & 18740 10 884911 .02 09 8397 08 CASX22008R 95,748 93- 95,748 93-

[ |z2mp0m1175 2 A 18740 10 8048911 .02 89 8397 69 CASXZ22000R 13,218 80- 13,218 80-

[ |z4npon3107 2 & 18740 10 884911 .82 09 8397 08 CASX22008R 320,000 00- 320,000 00-

[ |2smp0B3118 2 A 18740 10 8048911 .02 89 8397 69 CASXZ22000R 100,000 08 - 100,000 08 -

[ |z4nnon313s 2 & 18740 10 884911 .82 09 8397 08 CASX22008R 5,000 00- 5,000 00- E'
2400003143 2 & 18740 10 884911 .02 09 8397 08 CASX22008R 330,000 00- 330,000 00- El
Eaj]s I 0]

Total
Display item 1 ¢ 25 0.0

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

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

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

NOTE: Pick only Positive (debit) rows.

3. Enter amount in “Transfer Posting” column on this row or rows.
4. Double check the “Total” field to ensure the total is correct.

5. Hit “Enter” key.
6

Click “Document/Simulate” button.

Clear Customer Down Payment Display Overview

[".EE”EE Diaplay Currency |[B TE-KPB_][@ HGE‘&I_J

Drosurment Date a5 s 30/ 2008 Tvipea Do o pary Coda HASA
 Fosating Data 092972009 Feriod 12

Documaent RMurmber | INTERNAL Fiacal Yaar 2008

Rafarance 0112300

Croc. He@mddr T osd Liguidals Dowr FPavrment Trading part. BA,

: eErms in docurment curmrancy

PE BusA Acct usm Amount Tax @mmt
001 oA G4 0008128782 Orbital Sciences Co 246, 32T . 60
ooz 16 64 Q0001 097E2 orbital Sciences Co 248, 32T .80 -
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7. Make sure the Net affect = 0, Select Post.

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

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

NOTE: The bills and liquidations should clear overnight, but this is a failsafe
to be sure they do.

STEP 3. _Account Maintainer— Insufficient Advance to Liquidate Bill

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

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

VF11 - Cancel A Reimbursable Bill (End User Procedure)

1. Enter the Invoice Number in the “Document” field.

NOTE: It is very important the current date is populated in “Billing Date” and
Hit Enter.

=
| Billing document Edit Goto Seftings Systern Help

|e i e@e CHE anoo OFE @B
@3] cancel Billing Document

|2 Billing due list |[ & Billing document overview |

| Defaultdata -~

i Billing Date 09/30/2009
| Docs ta be pracessed
| [pocument ltem  [SD document categ. |Processing status [Bul|
j 90112657 Debit memo canceled [+]
[ ] &
C
|
|
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2. Make sure this is the correct document, validate the amount and
select the save icon. A 9000 number will appear at the bottom of
the screen, this is the reversal document.

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

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

C. Liquidate the available advance against the new bill.

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

If an advance needs to be refunded to the Customer due to actual cost of
Reimbursable Agreement being less than advance once all costs have been
posted, follow EPSS.

NOTE: Center will determine with customer whether refund will be applied to
new Reimbursable Agreement or if refund will be sent to customer. If new
Reimbursable Agreement is to be established, Center will post refund to new
agreement and create WBS and SO. If refund will be sent to customer, follow
procedures to request AP to cut Treasury Check. ZF110 PRO - Create
and Verify Payment Proposal (End User Procedure)

ZF110 PRUN - Execute Payment Run

Reimbursable Refunds (User Guide) Scenario 3

STEP 5. Account Maintainer— Cancellation of Incorrect Bill

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

VF11 - Cancel A Reimbursable Bill (End User Procedure)
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NOTE: When reversing a bill using VF11, attach backup indicating
reason for the reversal document in SAP. If Center requests the reversal,
attach the request.

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

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

B. Reverse the Billing Request by using T-Code VAO02.
VAQO2 - WCF-SEWP Billing Plan Functionality User Guide
for GSFC (End User Procedure)

1. Enter doc number 8XXXXXXXX. Reject billing request by
selecting icon to the right of rejection column.

NOTE: Use VAO3 to retrieve the Debit Memo Request Number, which is
the billing request number, to enter in VA02.

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

NOTE: DP96 creates a billing request that can be seen under the SO.
VF04 processes the billing requests to post and print the actual bills. To
reverse a billing request, access VAO2 and reject. (Ensure you don'’t reject
the entire SO in the drop-down.) This rejection throws the cost back in the
amount to be billed column in DP91.)

NOTE: The 8XXXX doc number on a printed bill is the accounting
document under FI (Financial). It is not the same 8XXXX doc number that
shows as a billing request on the SO in VAO3.

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

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

RELEASED - Printed documents may be obsolete; validate prior to use.


https://epss.nasa.gov/gm/folder-1.11.666597?mode=EU
https://epss.nasa.gov/gm/folder-1.11.666597?mode=EU

NSSC NSSDG-9200-0002 Revision 21.0
Service Delivery Guide

Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 113 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

4. Go to T-code VF02 and enter the 900 number for the reversal bill.

5. Go to “Billing Document” and select “Release to Accounting”.

|7I: Billing document Edit Goto Emironment System Help
€ Create ci+F1 M@@  DHE DDO0 BE @ ®
) E Display Ctri+F9 - -
E Display from archive g @ @ |E
Cancel Ctr+Shift+F9
Billing due list Shift+F 3
E[ ReleaseToAccounting Shift+F4 @
Complate Shit+kS
afiL Issue Output To
g Exit Shift+F3
Commprnarry
Fiscal Year
Reference
|m Search

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

C. Invoice created during monthly reimbursable billing process with end of
month date will need to be reversed because it will not show-up on the
List of Customer Line Items (LOCLI)

1. After invoice is cancelled using

VF11 - Cancel A Reimbursable Bill (End User Procedure)

2. Using T-code VF02
3. Go to “Header”

4. Change billing date

5.

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

STEP 1.

Account Maintainer— Run List of Customer Line Items Report.

NOTE: STEP 1 — “B” below should be run using the “Accounts Receivable -

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

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

3. Select “Monthly Billing” Icon.

& 4 B9 L (e —

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA REVIEW  VIEW

Developer ACROBAT  CMPS | Accounts Receivable

Y=
el
SSC Create
ompare  Billing Packages
Billing

Monthly | §SC Billing
Billing

-

AR Prebilling
GSFC

October M

2016 v

Customer Line Items

RELEASED - Printed documents may be obsolete; validate prior to use.




NSSC NSSDG-9200-0002 Revision 21.0
Service Delivery Guide

Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 115 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

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

b) Month

c) Fiscal Year

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

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

7. Click Allow.

SAP GUI Securty

The system is trying to create the file

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts ReceivableMonthly Billing'24 -
AFRC Billing'FY2019'10 - July\AFRC LOCLI FY2019 P10.pdf

in the directory

M:\FM Division\Accounts Payable_Accounts Receivable\Accounts ReceivableMaonthly Billing'24 -
AFRC Billing'FY 201910 - July\

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

[|Bemember My Decision

#w )] o ]

8. Go to letter C.
B. Run “List of Customer Open Items” using T-code S_ALR _87012173.”
1. Enter the date range (day of billing) into “All Items.”
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2. Select the flag Icon, enter “RV and DC” into the “Document Type”
field and populate Center number into the “Business Area” field,
click the Clock Icon to execute.

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

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

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

STEP 1. Account Maintainer— Run Reconciliation Reports.

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

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

A. Macro Steps - Run Reconciliation Reports
1. Open blank Excel Worksheet.
2. Click on “Accounts Receivable” Add-in.

3. Select “Monthly Billing” icon.

= [§ @ O B = Bookl - Exce
HOME  INSERT  PAGE LAYOUT  FORMULAS  DATA  Developer  REVIEW  VIEW  ACROBAT CMIS Accounts Receivable
| &
1) El=

Monthly | SpC Billing SSC Create
Billing ompare  Billing Packages
Billing

AR Prebilling P

Docs Missing In Accol
Rejected Costs
Baseline Before

Preliminary Billing Reg

UBBR-2
PBR-UBBR Compare
Baseline After
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4. In the “AR Prebilling” red box, select the following:

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

b) Month

c) Fiscal Year

d) Process = Baseline After
5. Click Ok.

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

7. Verify there are no differences in each report.

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

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

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

[PBreakdown

11. Select the following fields for grouping:
a) Group by = Measure Funded Program

b) Then by = Measure Funded Program

lI:E'Chcuse fields for grouping
Group by MEASURE Funded Program

e

L)

Then by MEASURE Funded Program
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12.Scroll down to the WBS causing the outage.

Reconciliation Analysis: L96 Advances (ITD 2310 (Reim) = 4222

LD 923074 .07 .02.00. 1085 .00

=4 I‘BI [ |£ 7'I| = 'Ilﬂ i"II LgBraakdown IHM:M:h tams I]:[Maﬂ:hln Options ?JIﬂDaﬁnmnn "I] 15]] I |*lEai
Subtotal / Funded Prg / Funded Prg | L96 1T 2310 = | - L96 ITD 4222] Differance|
B L 199008 02 04,90 M706.11 12102906 = 12,102 96
b (3 199008 02 04.90.M706 12 62,525 08- = 62,525.08-
b (3 199008 .02 04 90 NSET 11 100 = 1.00
b £ 50E551.01.04 66 404712 700 - 7.00-
= 9622 34,030.32 [ 0.00 34,030,32
[l') 822 34,030.32 ;__] 0.00 34,030 .32
b (2774708 .07 02 07 EGB3 01 17,444 .43 = 17,444 43
b (2 774708.07.03.01.1067 01 2.86003 = 268003
P 3 804011.0204.05 MBB2Z 11 2,100,764.00 = 2,100,764.00
b 001336 01.04 85 H781.01 26,024 41 - 26,024.41
F 1004518 22,457 40 = 22 467 49
I 88,666 60 = 86,666,860

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

14.If the transaction causing the outage is from the reimbursable
billing, reverse the bill and notify the center.

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

the center.

B. Manual Steps - Run Reconciliation Reports using T-Code
RFMFGRCN_RP1. Reconciliations ensure that billing documents are

properly posted in SAP and that the appropriate accounting “relationships’

t

are maintained between the Proprietary and Budgetary ledgers. There are
three reconciliations for Reimbursable Billing: Advances, Receivables and

Revenues.
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1. Click the drop-down feature, select “Advances”, and click Execute.
Populate information into the following fields: “From Fiscal Year”,
“From period (00)”, “To Fiscal Year”, “To Period (current period)”
and “Business Area”. Open a new Excel workbook and Save
screen shots to: N:\FM Division\Accounts_Payable
Accounts_Receivable\Accounts Receivable\Monthly
Billing\Center\Fiscal Year\Month\Center Baseline Recons FY20XX
PXX.

Reconciliation Analysis: ITD 2310(REIM)=4222

[B]2] E]E 2] [Bin]EE ] Eeekdwn | BMachiens [[EMatchingOpicns |7 [[lDeiviton |7]| (] ERBockgoundLoad  [[FyDispky et Zero Lies
| Subtotal/Fund / Funds Cir | mozamorem]=] - 1m0 4222] Difterence|
= &1 Total 366,708.08 = 366.709.09

b [J CASX22009R $19,00820 = 619,308 29

b (7 cASX22010R 62650133 = 626,501 33

b (] ESAX22007R 750760 = 7.507.60

b (] ESAX22008R 36001953 = 360,019.53

b (J SAEX22004R 577500 m 5.775.00

Advance (Before) Advance (After) Receivable (Before) Receivable (After) Revenue (Before) | Revenue (After) %3

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

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

@ | select Saved Results

Rule ID

1=l o]
Rule ID *| Rule Name |
ADWAMNCES ITD 2310({REIM )}=4222
ANTICIPRMB Anticipated Reimbursable Reconciliation
ANTICPCOLL Anticipated Collection 4060/4070 & 4590_2000
ANTICRECOW Anticipated Recowvery Recon 4310220004590 1000
AMNTICREIMB Anticipated Reimbursalbe Recon 4210 X20004590 0000
BUDGET ITD 40204 32 =42 -4 93
BUDGTOPROP YTD 6100+6330+6400=49X2
CAMNCBUDG CAMCELLED FUNDS BUDGETARY ACCOUNTS CHECK
CAMNCPROP CAMCELED FUNDS PROPRIETARY ACCOUNTS
CASH OUTLY ¥ T1TD Cash Outlay
DOWMNWARDAD YTD AXTYX =YTD 4310
DRCRRECOM DR/CR Recon by Business Area
EXPEMDAPPR NTD S7F00=3107

Standard Criteria
| Year/Period Selection
Starting/ending fiscal period

From fiscal year 2014
From period Q0 <“— ADVANCE & RECEIVABLE
To fiscal year 2014
To period 06
Posting period to EI

| Selection fields for this rule
Agency Location Code to

Business Area 51 to

M rammitmant fam tn

]|l
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Reconciliation Analysis: ITD 2310(REIM)=4222
[Z[a) @8 2] [Dn]EE ] [GEekdwn |BMachien: [IsMaching Dpion: |2 | llDer
Subtotal { Fund / Funds Cir ImD 2310 REM| = | - ITD #222| Differance |
= &4 Total 366,700.09 = 366,709.08

I [ CASKZ000R 619,908,279 = 619,908.29

b (] CASXZ2010R 626,501.33- = 626,501 33-

b [ ESAX22007R 7,507.60 = 7.507 60

b [] ESAX22008R 360,019.53 = 360,019.53

B ] SAEX22004R 5,775.00 = 5,775.00

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

4. Click the drop-down feature, select “Receivables” and click
Execute. Enter information into the following fields: “From Fiscal

Year”, “From period (00)”, “To Fiscal Year”, “To Period (current
period)”, and “Business Area”.

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

and “Business Area”.

| Standard Criteria
| Year/Period Selection
Starting/ending fiscal period
From fiscal year 2014
From period 01  «+—— REVENUE
To fiscal year 2014
To period 06
Posting period to e
| Selection fields for this rule _
Agency Location Code to 5
Business Area 51 to _Ebl
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NOTE: At the end of each Fiscal Year, “Revenues” are zeroed, so balances
are not carried over to the next fiscal year.

STEP 2. Account Maintainer— Complete Monthly Billing Checklist.

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

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

C. Notify center Point of Contact, Payment Processor center POC, and CS
and SP Supervisors that Billing is complete. In addition, ServiceNow
Finance Request (FR) Record/Task is created, Request Subcategory
“Monthly Billing”.

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

D. SP Supervisor receives Task and begins the review:

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

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

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

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

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

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

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

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

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

3. Validate “Auto IPAC Bulk Confirmation Report” total.
a) ldentify the range of DRN numbers for the center using the
“Auto IPAC Bulk Confirmation” report.
b) Filter the range of DRN numbers on the “FBL3N” report and
compare this to total to the “Auto IPAC Bulk Confirmation”

report.

|. Closes task.
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STEP 3. Accounts Receivable Civil Servant (CS) — Validation of manual liquidations

A. CS staff will validate manual liquidations each month on the business day
following reimbursable billing.

1. View Center’s VF04-Billing Breakdown report located: N:\FM
Division\Accounts Payable_Accounts Receivable\Accounts
Receivable\Monthly Billing.

2. If manual liquidations were performed, ensure appropriate Center
approval emails and/or special Center billing instructions were
saved at N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing (applicable
center\applicable month).

3. If approvals are not available, contact L2 to upload information in
the file. If manual liquidation request was not approved by Center,
notify Center and verify no further actions are required. Also, submit
quality error in Service Now and upload all communication to/from
the Center in the appropriate folder.

A C F G K L M N o]

Customer #| Trading Partner|  Fl Invoice Bill Date Auto Liguidation Manual Liuidation | Mail Email Fax
6/125628 NONFED 8000002170 10/28/2021 5 1,400.0p
7 TOTAL COUNT q0 4 0 2 3
8 TOTAL AMOUNT S 3,187533.1p § 87097.87 }- S 69,838.68 S 161,244.78
g
0 VF04 LIQUIDATIONS $ 3,274,631.01
1 LOCLI 2310.0000 & LOCLO 2320.5909 | $ 3,274,631.01
2 DIFFERENCE $ -
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PROCESS - POSTING OF AN ADVANCE

Notify Center of receipt (Control Activity)

STEP 1. Payment Processor — Notify Center of Advance.

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

A. The NSSC CPP receives the ServiceNow Finance Accounts Receivable
(FAR) record for the Advance check. Reference NSSDG-9200-2228 —
Deposit and Collections for complete process on receiving
payments and processing deposits.

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

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

STEP 2. Center — Record costs against appropriate reimbursable WBS.
Center will post Advance in SAP using information provided in Notification.

STEP 3. Payment Processor — Verifies Center posting in SAP, updates AR tab, and
closes ServiceNow FAR Task and record.
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PROCESS - SOLELY TRAVEL

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

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

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

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

STEP 2. Center — Record Advance.

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

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

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

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

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

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

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

A. NSSC receives Reimbursable letter package from Center via ServiceNow.
B. Account Maintainer updates Solely Travel status spreadsheet located at:

N:\FM Division\Accounts Payable Accounts Receivable\Accounts
Receivable\Monthly Billing\72 - JSC Billing\dJSC Solely Trave\PACKETS
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STEP 5.

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

D. Add Solely Travel ID #, FAR record #, Customer #, and SO # to the
Reimbursable letter package. Save as Solely Travel |ID#
(REIMBURSABLE LETTER) on the N drive at: N:\FM Division\Accounts
Payable _Accounts Receivable\Accounts Receivable\Monthly Billing\72 -
JSC Billing\JSC Solely TraveN\PACKETS\Current Solely Travel
Letter\Solely Travel ID #.

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

(See Appendix G — Reimbursable Billing Refund Flow charts)

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

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

1. Enter Business Area 72.

2. Enter Fiscal Year and period. Begin with 202101 through current
period.

3. Enter open Sales Documents. The Sales Orders are copied from
the Solely Travel spreadsheet saved on the N drive.
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Reimbursable Financial Status Report
r-
L®J [‘D

REQUIRED INPUT

Business Area
Fiscal Year and Period 201101 to 201901

SALES INPUT

Sales Document 38734 to

Sales Document Ttemn to
MIPER/Purchase order no.

WBS Element to
Fund to

@[] [®]%]

DATA OUTPUT
# Display All Columns
") Display Only COCD Columns

4. Execute report.

5. Export report to Excel and save as PP — COCD Report (MM-DD-
20YY) — Open Sales Orders on N drive at: N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\Monthly
Billing\72 - JSC Billing\JSC Solely Travel\BILLING BACK-
UP\FY20YY.
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T
REIMBURSABLE FINANCIAL STATUS REPORT
REIMBURSABLE FINANCIAL STATUS REPORT
Ba] saLEsoro|” Lu[wes Jrunp Jouwmimen - BuDGET|: commmTs[: 0BLIGATS|=  COST[z DISEURSM]: UNGE CMNT[:  SALES
77 00000911 000 000 [ 100 000 Iy
10 382259 0205 H148.09 CASK22009R ALLOBJECTS 00D 000 000 om 100 000 F
2000 113843 000 000 om 000 000 -
2100 000 JLRE] #5350 57 000
1, 0000019181 L3043 4523 £33 . 523 1523 0.00 «
0000015184 000 000 000 o 100 0.00
10 382750 0205 H148.00 CASK22009R ALLOBJECTS 00D 000 000 om 100 000
2000 94540 000 0o om 100 0.00
2100 0.00 84549 94549 34549 945.49 0.00
£, 0000019184 045,40 04540« 04540 . 04540 . 04540 0.00 -
000018185 000 000 T T 100 000
10 382259 0205 HIG0.09 CASX22009R ALLOBJECTS 00D 000 000 om 100 000
2000 94526 000 000 om 100 000
2100 0.00 84526 84526 84526 94576 0.00
£, 0000018185 945.26 04526 « 04526 » 04526 . 94526 0.00 »
0000018187 000 000 000  om 100 000
10 382750 0205 H151.00 CASK22009R ALLOBJECTS 00D 000 000 L 100 000
2000 156210 000 000 oo 000 0.00
2100 0.00 158210 158210 158210 156210 0.00
2, 0000018187 158240 « 158240 « 158210 « £582.10 « 158210 0.00 -
0000015217 000 000 oon oo 000 000
10 382259 0205 H152.09 CASX22009R ALLOBJECTS 00D 000 000 om 100 000 b
2000 160340 000 000 om 100 000 A
2100 000 160340 160340 160340 160340 000 o
o/ | D!
| ZRF_REFISTAT B iempmstees (s | [/

6. Run “ZRFI_REFISTAT” Macro in Excel. Copy formula down to all
total rows in spreadsheet. This will indicate which items are ready
to be worked.

C. Prepare Refund or Bill Package.

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

a) Run PBR for individual Sales Order.
1) Enter Business Area 72.

2) Enter the Sales Order for the Solely Travel item.
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3) Execute.

Customer Sales Order Billable Balances

Report Selection Criteria.
Business Area 1 o E
Customer ) B
Sales Order No. 29394 ) B
Fund ) B
WBS Element to E
Fiscal Year & Period ) B

Cost of To Be Billed Amount:
[1D0 NOT List 50.00 ToBe Billed

4) If the “To be Billed” amount is $0.00, take a snip-it of the
screen and save to a spreadsheet named Solely Travel ID
# (Screenshots) on N drive at: N:\FM Division\Accounts
Payable Accounts Receivable\Accounts
Receivable\Monthly Billing\72 - JSC Billing\JSC Solely
Trave\PACKETS\Current Solely Travel Letter\Solely
Packets\Solely Travel ID #.

Customer Sales Order Billable Balances

Business Area;” | Customer; * Customer No:* * Sales Order| “ SO Line = 5O Amount WBS Element. * Fund = Advances Commitment Itemi* = Total Cost =Biled to Date = To be Biled
n Keck School of Medicine of USC 0000125235 0000045000 10 468.89 804911.02.05.W001.21 SSMX02021R 128.39 TRAVEL 340,50 340,50 0.00
& 10.  468.89 = 12839 = 34050 = 340.50 - 0.00

40000045000 = 468.89 e 12839 =+ 340.50 += 340.50 .= 0.00

& wns 468.89 oo 12839 5o 34050 sus 34050 sssx 0.00

5) If the “To be Billed” amount is not $0.00, create a bill.

Customer Sales Order Billable Balances

:

: (Customer Seles Order Bilable Balences
i B g
BusiessArea. | CustomerNo: T Sales Order[[ SOLne[s SO Amouni[WBSElement  rud [ Advances[ Commitment tem e TotalCost: Bied fo Datefe To be Biled]

n 0000114009 0000023697 100 120000 |302250.02.05M00712 CASX12012R| 1,000 | TRAVEL 52030 000 52030
o 0. 120000 +1,20000 + 5030 - 000 - 52030

£ 0000023697 o 1,200.00 o 1,20000 o 52030 o 0.00 «+ 52030

Ly e 1,200.00 e 1,20000 oon 52030 aex 000 xo 52030
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6) To create the bill, go to SAP DP91 and enter the Sales
Order and current date and hit enter.
|I§E}ftrgs Systerm Help

| & 0] AH €@ | S 668 |
Resource-Related Billing Request: Initial Scnr

|£ Expenses ||£ Sales price | J | Billing requestl

Sales and Distribution

I—l Sales Document 19566
Sales Document ltem to | .::>|
Pricing
Pricing date
Source
FPosting date to 1B416/20049
From Period

[JPracess Gpen lterms Only

SD Search Criteria

FPurchase order no. |
Sold-to party
WwWBS Element |

(Ml conductSearch |

7) Verify the amount is correct amount to be billed and click

the Tree.

=3

__HESFdr{E-fE:bllllWG Edt  Gobo E‘l1l_i_§ System .E!'II:' § ' g
@ 148 COe SHE ahoD @E

Billinr [request for resource-related billing document NS000360/10/16/2

14 B siingrequest
(&l pr=r=ralRE] Blo[ols] @]
il Descrigiion [abfucni]  ametobepied|cum. | otytobevilied|uM |51 | et vaue | curr.. |
N 2. T S R I G L L R AT 1188380 |

I Billing request

8) Click “Billing Request” Button
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9) Click “Yes”
III?Create hilling request

@ Do you really want to create the billing
request?

1= ves | % Mo |

10)Once billing request is created, go to VFO01.

11)Verify the billing request is the document received in DP91.
|Ejﬂilling document Edit Goto  Seftings  Systern Help

| & HiB e CHE oo BE QFE
Create Billing Document

|£% Billing due list ||£Ci Billing document overview | Selection list |

Default data
i Billing Type ud| Serv.rendered
Billing Date Pricing date
Docs to be processed
Document  |tem  [SD docurnent caten. [Processing status |EIiII
208104052 [=]
— —

12)Click “Save” Icon.

13)Once the bill has been created, it will need to be liquidated
in ZFI_AR_ALDP.

14)Enter Sales Organization (0072).
15)Enter Sales Order.

16)Enter Posting date.
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17)Click Calculation and Posting.

AR - Application of Down-Payments

Data Selection
Billing Document to 3
Fayer to ?
Trading Parther to ?
Custorner Group to ?
Account Group to ?
Billing Date to =
Company Code to ?
Sales Organization oeyz to ?
Billing Type to =
Sales Order 26580 o =
Sales Order Type to ?
Fayment Wethod to E

Controls
Faosting Date o1/20/2011
[] Excl Reversed / Reversal Inyv

Frocessing Mode
O Calculation, Mo Pasting
O Calculation, Simulate Posting

I\ @ Caisuiation and Posting T

18)Execute to get a 1200 doc.

19)Once completed, re-run PBR to verify that balance in now
$0.00 and take a snip to add to spreadsheet.

b) Run ZFI_BUDGET to check individual COCD.
1) Enter From Period (Defaults to 1)
2) Enter To Period (Defaults to 16)
3) Enter Fiscal Year
4) Enter Fund from PBR Screen Shot

5) Enter Fund Center 72

RELEASED - Printed documents may be obsolete; validate prior to use.



NSSC NSSDG-9200-0002 Revision 21.0
Service Delivery Guide

Number

Effective Date: September 29, 2023

Expiration Date: September 29, 2026

Page 135 of 246

Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

6) Enter Funded Program WBS from PBR Screen Shot.
|@Erogram Edit Goto Engironment  Systern  Help
|& 2 0BIe0e BHE D000 BR QB
Budget Status-Non Full Cost: Selection

4| Selection values

From petiod 1
To Period 16

Selection groups

Fiscal Year

Orvaluss) 2003 o |2009
Fund

Orvalue(s) CASXZ2009R to El
Funds Centar

Qrvalue(s) 72 fa
Funded Program

Orvalue(s) 2259.02.05.H228 03 [i5) E|

7) Execute report.

e HEE
Report Edit Goto View Edras Sefings System  Help

@ 2 03/¢e0 CHB HN0D BR OF

Budget Status-Non Full Cost

a1 ) ) 0 B [ conme [ 01 [ 2

var“’“‘””‘oh‘j" Buduet Status-Non Full Cost Date: 03/2312089 Page, 1 1
[ Functiof
@ Fund Fiscal Year 2068, . 2009
Period Period 1,16
SN Fund/Group CASK22000R
B | foussst e ZUSABT1
- Functional AreaiBroup 0. Z12IiTI7TETEET
Varation Fiscal .|

< {3 * Fistal Ves Funded ProgfFund Center/Conni| Comnitmerts | Obligations Lost Dishursenents |hvailable Budge
| 2009 20

E #tt Total FRIFCICI 415,64 415,64 415,64 415,64 384,36

E P 3072250 02 05 .H228.00 JS 915.64 915.64 915.64 915.64 38436

= |** 72 Johnson Space Center 41564 41564 41564 41564 184.36

@ * o Alobjects 0 0 0 0 0.00

@ * Travel Budget 415.64 415.64 415.64 415.64 384,36

8) Take a snip it and add to screen shots spreadsheet saved
on N drive.
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

c) Run FBL5N for customer. Take a snip it and add to Screenshot

spreadsheet saved on N drive.
d) Run Funds Commitment at FMZ3.

1) Enter 400# funds commitment.

3)

Funds commitment: Display Overview scrn

Consurmpton

Documentrumber 400452413 | & posted Document Date |03/ 02/2004

Documenttype |10 Trawe] Order Posting Date 0412872009

Company Code | NASA USD | Agency Crenyitate I

Do et BogFric

Curency 1D

Grand fotal 792.69
Line fiems
D.. |0vera||amount |Tex1 |Cnmmitmem\tem |FundsCemer |Fund |Func|Gram |Fundedegramﬂ
1 550,70 72CHE110001361 05032180 72 CASE22009R LAsP 3922590205 }E|
i 189,44 72CHE110001361 05i031.2160 72 [RS122080R LAsP 392250.92.05 }E|
i 43.55 72CB6110001361 05032180 72 CASE22009R LAsP 3922590205 }H

Hit the “Consumption” button at top and make sure there

are no open amounts in Green.

Doc. No. ~ " Itm Bushess Transaction Trigger document Consumptn Crcy Consumptn LCurr Not relev. Notrelev. Delete Date Doc. Date  Reductiontext  Rev
[4004924131 1 Recept amt 559.70 USD  559.70 USD 0.00 0.00
Invoice/Credt Memo 1900083984 NASA2009  559.70 USD  559.70 USD 0.00 0.00 06/09/2009 05/16/2009  72CB6110001361
Total Invoices/ credi: memos 559.70 USD  559.70 USD 0.00 0.00
Consumpt. 559.70 USD  559.70 USD 0.00 0.00
Open amount 0.00 USD 0.00 USD 0.00 0.00
2 Recept amt 18944 USD  189.44 USD 0.00 0.00
Invoice/Credit Memo 1900106655 NASA2009 18944 USD  189.44 USD 0.00 0.00 07/16/2009  07/16/2009
Total Invoices/ credic memos 189.44 USD 189.44 USD 0.00 0.00
Consumpt. 18944 USD  189.44 USD 0.00 0.00
Open amount 0.00 USD 0.00 USD 0.00 0.00
3 Receipt amt 43.55 USD 43.55 USD 0.00 0.00
Invoice/Credt Memo 1900111871 NASA2009 10.72 USD 10.72 USD 0.00 0.00 08/24/2009 08/24/2009  72(B6110001361
Invoice/Credt Memo 1900083984 NASA2009 3283 USD 3283 USD 0.00 0.00 06/09/2009 05/16/2009  72(B6110001361
Total Invoices/ credi: memos 43.55 USD 43.55 USD 0.00 0.00
Consumpt. 43.55 USD 43.55 USD 0.00 0.00
Open amount 0.00 USD 0.00 USD 0.00 0.00

If there is an open amount, processing must stop until all
cost has posted and the “Open Amount” on all lines equals
$0.00.
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

4) If there is a “set to complete” amount, this must be
subtracted from the FC totals in order to balance with the
other screens (PBR, COCD and FBL5N).

5) Once this has been verified, take a snip it and add to the
screenshot spreadsheet saved on N drive.

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

3. Create Travel Expense Breakdown.
NOTE: Templates are saved on N drive at N:\FM Division\Accounts
Payable_Accounts Receivable\Accounts Receivable\AR Forms and

Templates\SOLELY TRAVEL TEMPLATES.

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

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

5. Print all reimbursable bills for Sales Order.

a) Go to VFO03.

b) Enter bill number.

c) Click Billing document.

d) Click Issue Output To.
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

e) Click Print Options.

nce

[ Output Detais X

— Output
Message type _IName Created on Created at  Process.status  Transm. Med...
7114 JSF 1114 12/16/2021 11:31:14 1 1 -

-

V][ oo optons |

f) Enter “mail” in Logical destination.
g) Click “Print immediately”.
h) Update Recipient to AM NS number.

i) Click Execute.

Output type Z114 SF1114

i Printing information

1= 1—
Logical destination mail
= b

4| Number of messages [¥|Print immediately

1 Spool request name 1114 ["|Release after output
1 suffix1 a072]

Suffix 2

SAP cover page

Recipient W

Department

Cover Page Text
Authorization

¥ Beate ¥
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Responsible Office: Accounts Receivable
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j) Save as Solely Travel ID# (BILL — Month of bill) on N drive at:
N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Receivable\Monthly Billing\72 - JSC
Billing\JSC Solely Trave\PACKETS\Current Solely Travel
Letter\Solely Packets\Solely Travel ID #.

6. Combine package.

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

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

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

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

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

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

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

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

A. In cases of an outstanding bill owed by sponsor to NASA:
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

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

1. The Center generates a refund document for remaining advance
monies to be refunded to customer and notifies sponsor that refund is
being processed.

2. Center notifies NSSC that refund is ready to be paid out.

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

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

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

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

1. Account Maintainer mails bill and backup to sponsor.

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

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

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

Funds Transfer (EFT) versus check payment.

Reimbursable Refunds (User Guide) Scenario 3

STEP 8. Accounts Payable — Create customer payment proposal.
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

B. AP returns FAR task to AR upon completion with Proposal ID and date.

STEP 9. NSSC Payment Processor — (If Necessary) manually clear foreign refund
documents.

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

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

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

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

Post Outgoing Payments: Header Data

a) Enter “Value date.”

b) Enter “Type.”

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

e) Enter “Period.”

f) Enter “Reference.”

g) Enter “Doc. header text.”

h) Enter “Clearing text.”
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Responsible Office: Accounts Receivable
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1. Under First Line Item.

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

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

d) Click Document Simulate

4. Click Post
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Responsible Office: Accounts Receivable

Subject: Accounts Receivable - Reimbursable

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

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

STEP 1. Center — Identify refund due.

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

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

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

STEP 2. Center — Update customer master file.

A. Center Customer Maintainer updates the Customer Master using T-code
XDO02. The Group Key is set to “01” and “Single Payment” box is checked.
The customer Taxpayer Identification Number (TIN) is entered (if known), or a
series of 9 zeros to be entered if TIN is unknown. Payment method may be
updated in the Customer Master; but is not mandatory if the refund
documents contain the payment method: Payment method 5 for a check,
Payment method 6 for EFT. If payment method 6 will be used for the refund,
center completes the customer banking information in the Customer Master.
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Subject: Accounts Receivable - Reimbursable

Customer 124313 NORTHROP GRUMMAN CORPORATION G/L acct 2310.0000
Company code NASA 925 SOUTH OYSTER BAY RD
NASA BETHPAGE Doc. no.| 1200005044
Line Item 2 / Down pmnt received / 19 A
Amount 886,399.09 usb
Additional Data
Due on 06/24/2020 Bus. Area 21
Pmnt Block
[pmt Method 6 pmnt Meth.Sup. 21
US Gowvt
Sales Doc. 43019 10 0
Clearing 06/24/2020| /12000102137
Assignment 12000050442020
Text REFUND SAA2-403514-1 SO 43019 NGC B2, Long text
Account Managem... Payment Transactions Correspondence
Payment data
Terms of payment z000 Tolerance group

Credit memo payt term

Automatic payment transactions
Payment methods S
Alternat.payer

7

Payment block

House Bank
Grouping key 01
Pmt meth.supl. 24

NOTE: The single payment option consolidates multiple SAP refund documents
into a single remittance check.

NOTE: Paper checks (Payment method 5) must be routed for approval per 31
CFR 208.4 (Paper Check approval process see NSSDG-9200-0008-Collection
and Deposit SDG-Process 8 Refunds-Step 1, B, 3)
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Addr... Control Data Payment Transactions

Account control

Vendor
Trading Partner NONFED

Referance data/area
Industry

Tax information

Tax NMumber 1 000000000
Tax Number 2

Tax Number 5

Addr... | Control Data . Payment Transactions

Bank Details
Ctry  Bank Key Bank Account Acct holder Co.. L. [BANValue Bktyp. Referencedetalls  Collection Auth, SWIFT/BIC ~ Bank name

i)

| ==
B
-]

Bark Data.. g Pajment cards

NOTE: EFT is the preferred method for refunds.

B. International Wire — Payment method 5 can be used for payments made
outside of SAP.

C. IPAC — Payment method does not need to be updated in customer master for
refunds.

STEP 3. Center — If Center Posts refund document for EFT or check payment.

A. Center uses T-code F-30 to establish a refund document with Doc Type “DC.”

STEP 4. Center — Request issuance of refund.
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Responsible Office: Accounts Receivable
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A. Center submits refund request via Refund request Portal. This creates a
record in ServiceNow.

B. The NSSC Account Maintainer validates the Customer Master Information
referenced in Step 2, A and B.

C. The NSSC Account Maintainer attaches back-up documentation in SAP to the
refund doc (reason for refund) and validates the refund doc (credit) is not
blocked.

[ vewsfr @) T2 (FU S (& [ 05 (L) (=SS

AttachmentForNASA12000050442020002

Icon Title Creator Name Created On
IrEil ARC ACH REFUND - CU 124313 SO 43019 LI 10 $886,399 Alicia Warnsley 06/24/2020
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1. To print a refund from ServiceNow, click on Icon for “Additional

on the FAR record

< é Accounts Receivable
FARDOO1086

Mumber

% Customer

Contact

Location

¥ Request
Category

¥ Request
Subcategory

Aszzignment Group

Azzigned to

Fll

¥ Short

Description)

5]

Description

2. Select Export >PDF (Portrait).

3. Click Open

Do you want to open or save u_fd_fm_accounts_receivables.pdf from esd.nasa.govw?

& '\"‘ ooo Follow - Create User
FARDOO1086 Status{state)
Bosing Q| m ¥ Priority
Q Days In WIP
Ames Rezearch Center Q|| Opened by
ACCOUNTS RECEIVABLE Q@ Opened
Standard
REFUND REQUEST [« NG} description/80C
Text Field bax
FM - ACCOUNTS RECENVABLE | O, || D Duedate
Q,
IPAC : Boeing
Open

RELEASED - Printed documents may be obsolete; validate prior to use.
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STEP 5.

4. Save the Document to attach to SAP.

Accounts Receivable Details

Page 1

Report Title: Accounts Receivable Details
Run Date and Time: 2021-08-22 07:37:07 Central Daylight Time
Run by: Jennifer Myers

Table name: x%_g_naS_fm_service_u_accounts_receivable

Accounts Receivable

Number: FARDOO1088

Call Number:

Customer: Boeing

Contact:

Location: Ames Research Center
Request Category: ACCOUNTS RECEIVABLE

Request Subcategory: REFUND REQUEST

Assignment Group: FM - ACCOUNTS RECEIVABLE L2
Assigned fo:
PII: false

Short Description:
IPAC : Boeing
Description:
Work notes:

Additional comments:

Status|state):
Pending Reason:
Priority:

Days In WIP:
Opened by:
Opened:

Standard descripion/BOC Te:xt Field
box:

Due date:

Reversal:

Open

2 -High

8

Dedra Hartley
2021-09-00 07:48:50

Accounts Receivable

Customer: Boeing
Dollar Amount: $410.00
Check Date:

Check Number:

Agreement Number:

FOIA Request Number:

P-Card Orderlog:

FEWT Reason:

Fee:

DRNAPAC Value:

DRMNAPAC:

Check Refurn to Customer?:

Advance Mofification: false
Advanced Netification Revised: false
Friendly Reminder: false
Salary Offset: false

Center or NSSC — Notify customer of refund.

RELEASED - Printed documents may be obsolete; validate prior to use.
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TravellAP/MR Credit Memo:

Ames Research Center

Sales Order close out
125451
45876
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A. Center Sales Invoice Processor notifies the customer that a refund is in
process.

NOTE: A Treasury check issued to the customer will not provide an explanation
or include backup. By notifying the customer in advance of the refund, the
likelihood of the customer returning the check is reduced.

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

STEP 6. NSSC Account Maintainer/Payment Processor — Post Refund Document (See
EPSS Reimbursable Refunds User Guide)

A. Create Cash out Document for a Manual IPAC.
1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VFO1.
2. AR Account Maintainer updates FD Tab with billing documents and
date and assigns task to AR Payment Processor to create Cash Out
document. (See Step 8 D for process to create manual IPAC).

B. Create Cash Out Document for Auto IPAC.
1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VFO1.
2. AR Account Maintainer assigns task to AR Payment Processor to
create IPAC via IPAC Workbench. (See Step 8 E for process to
complete Auto IPAC).

C. Create Credit Bill Refund via EFT/Check
1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VF01. (See Step 8 A for process to issue
payment)

D. Create Credit Bill Refund via Reclassification
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1. AR Account Maintainer creates credit billing request using DP91
and a credit bill using VFO01.
2. AR Account Maintainer verifies the amount available on the down

payment.

3. If there is money available on the specific line, the AR AM will
reclassify refund to down payment using ZFI-AR_ALDP.

4. If there is $0.00 available, the AR AM will assign the task to AR PP
to create a cash out document and will provide G/L account.

5. To find the correct G/L account, go to VAO3 and enter the sales
order number.

Display Sales Order: Initial Screen

swSales e Itemn overview e Ordering party List of sales orders l|_:|"‘5- “ﬁx

Order 26355

Search Criteria
Purchase Order Mo.
Sold-to party
Delvery

Biling Document
WBS Element

|Gﬁ Search |

6. In the Sales Order, click on Display Document Flow to see the list
of transactions for this Sales Order.

Display NASA Reimbursables 26355: Overview

rn!"s- “”?x &-, (I'J_:I List of sales orders
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7. Scroll to the bottom of the list to find the last collection received.
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* 3] Debit Memo Request 0800167612 / 10
N D Debit Merno 0090180162 / 10

1EA 206,845.00 USD 09/28/2013 Completed
1EA  206,845.00 USD 09/28/2013 Completed

* 3 Accounting document 8000021164 1EA 09/28/2013 Cleared
* [ Accounting document 4801700363 1EA 09/28/2013 Cleared

* 3] Debit Memo Request 0800167612 / 20
N D Debit Merno 0090180162 / 20

1EA 9,642.88 USD 09/28/2013 Completed
1EA 9,642.88 USD 09/28/2013 Completed

* 3 Accounting document 8000021164 1EA 09/28/2013 Cleared
* [ Accounting document 4801700363 1EA 09/28/2013 Cleared

* 3] Debit Memo Request 0800174569 / 10
N D Debit Merno 0090188001 / 10

1EA 31,517.75- USD 03/04/2014 Completed
1EA 31,517.75- USD 03/04/2014 Completed

* [3) Accounting document 8000002370 1EA 03/04/2014 Cleared
* [ Accounting document 4800690514 1EA 03/04/2014 Cleared

* 3] Debit Memo Request 0800174569 / 20
N D Debit Merno 0090188001 / 20

1EA 1,890.58- USD 03/04/2014 Completed
1EA 1,890.58- USD 03/04/2014 Completed

* [3) Accounting document 8000002370 1EA 03/04/2014 Cleared
* [ Accounting document 4800690514 1EA 03/04/2014 Cleared

* 3] Debit Memo Request 0800259208 / 10
N D Debit Mermno 0090275650 / 10

1EA 12,076.73- USD 07/23/2019 Completed
1EA 12,076.73- USD 07/23/2019 Completed

* [3) Accounting document 8000009996 1EA 07/23/2019 Cleared
* [ Accounting document 4801186474 1EA 07/23/2019 Cleared

8. Go to FB03, and enter the 8000 number.