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The Foundation Financial Information System (FFIS) is USDA’s customized 
version of American Management Systems (AMS), Inc’s FFS (Federal Financial System), 
a commercial off-the-shelf (COTS) software package.  FFS was developed and 
subsequently implemented in 1985 to meet the financial requirements of Federal agencies.  
FFS is currently in use at over 40 organizations, including eight agencies with USDA (FS, FSIS, RMA, 
OCFO, APHIS, FSA, NRCS, and RD).  It is compliant with the mandates outlined in the Joint Financial 
Management Improvement Program (JFMIP) and the CFO Act of 1990  
 
FFIS runs on a mainframe system, which is housed at the National Finance Center (NFC) in New Orleans, 
Louisiana.  It is a software package that is designed to meet stringent budget and funds control needs, as 
well as complex multi-fund accounting and reporting needs.   
 
FFIS performs these primary functions: 

 
 

 Maintains a standard general ledger from which a variety of external reports can be produced. 
 Provides financial managers with timely and reliable information. 

 
 
The FFIS database contains four major components: 
 

 Documents 
 Tables 
 Journals 
 Reports 

 
 
The software is used to perform: 
 

 Table and document processing functions 
 Offline accounting processes 
 System maintenance functions and reporting 

 
The basic process of FFIS is as follows: 
 

Step Action 
1. Users enter financial transactions on documents. 
2. Information entered on documents is processed and maintained. 
3. Tables are updated with data entered on documents. 
4. Financial activity entered on documents is posted to journals. 
5. Users generate reports from the information maintained in tables and journals. 

 
 
 
 
 

MWA 
 
FFIS 
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The following is a pictorial example of the fundamental FFIS elements and process flow:   
 

 
 

 
 
 
 
 

In F S y ARS management. 
 

Four Features of FFIS                      
 
 

 
 
 
 DOCUMENTS 

TABLES 

JOURNALS 

REPORTS 

 
 
 
 
 
 

 
 
 
 

 
Roles and Responsibilities: 
 

FI , roles and responsibilities are designated b

 
 S uec rity Administrator 

 Prov d technical duties.  The 
assig d on job responsibilities.  This ensures 
that  and prevents unlawful activities such as 
unau

ides authorized personnel with access to FFIS to perform financial an
ned user ID determines the type of system access base

internal controls and separation of duties are in place
thorized payment distributions.   

 Serv evel of access changes due to 
reassignment.  

es as the contact person for the procedures required when a user’s l



 

 
8

 
 unctional Administrators F

 Serves as the contact person for system issues 
 Maintains FFIS reference tables 
 Develops and maintains cycle processes including nightly, 

weekly, monthly, annual, and payroll 
 Runs reports on a regular basis and as needed 

FIS Accounting Code Class ure Configuration (ACCS) 

asic Concepts: 

 
F ification Struct
 
B

 In FFIS, the ACCS will provide a framework for : 
 Establishing budget structures 
 Aggregating Spending information from lower levels 
 Producing ARS and Department-wide reports 

 
 Each Component of the ACCS can define an FFIS level of budget and/or spending. 
 FFIS uses spending documents to record the entire ACCS, including budget and spending elements.  

Based on these elements, FFIS performs the following processing: 
 Validates the funds availability at each level of the budget and updates the corresponding budget 

tables 
 Validates the ACCS elements to various reference tables 
 Records budget and spending elements of the ACCS on transactions in the FFIS General Journal 

 
efining Fiscal Year 

 
D

Fiscal Year 
 The twelve month period from October 1 to September 30 of the following year 
 Indicates when a document (transaction) is entered into FFIS 
 For example: 

 An accounting transaction in November 2003 takes place in month 2 of Fiscal Year 2004.  this is 
coded as: 

 
Fiscal Year    04 
Accounting Period   02 

De
 
Budget

 
 

fining Budget Fiscal Year 

 Fiscal Year (BFY) 
The twelve-month period for which funds are appropriated (available to incur obligations)  
Used in association with an appropriation or fund and is a required ACCS code  

 The budget fiscal year (BFY) is a four-position code.  For a multiyear appropriation, the first two 
characters represent the beginning BFY and the last two characters represent the ending BFY.  For 
example: 

 Single year appropriation authorized in 2004: 
BFY 04 (last 2 digits left blank)  

 Multi-year appropriation authorized in 2003 and ending in 2004: 
BFY -03  04 
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Sign on and Login 

Acc s
 

 
es ing FFIS –Requirements 

 Have authorized security clearance 

TN3270 Plus.lnk

 hat is connected through your telecommunication network to 
nance Center (NFC)  

IS User, you are 
ore, 

en will be displayed.  Enter the ID and password as displayed (in lower case): 

 
 
 

 
 
 
 
 
 

 
 following screen will be displayed.  Enter the ID and password as displayed ( in upper case): 

 
 
 
 

Use a terminal or personal computer t
the mainframe computer located at National Fi

 
Select the TN3270 Plus Icon from your desktop or Task Bar.  As an FF

quired to login with SecuRemote using both NFC-MVS and NFC-FFIS.  Therefre
the following scre
 
 

 
 
 

 

Next, the
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The following screen will be displayed: 
 

 

 
 
 
 
 

 
 
 

Hit the “Enter” key to continue from the warning screen to the NFC Banner Screen. 
 

 
 
 
 
 

 
 
 

 
Sign on as usual by typing in your User ID and Password 
 
Hit “Enter” 
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Main Menu for SuperSession 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To active 
Hit “Enter” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Enter Password 

                                  Hit “Enter” 
 
 
 
 

 

a session, move the cursor to FF03-P19 “ARS Production.” 

 
                      Select #1                   Enter User ID                
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You are now in and free to move about… 
 

        

o Exit: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
T
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Type in “E” and hit “Enter” 
 
 
 
 
 
 



 

 
13

 
“X” for Exit-Hit “Enter” 
 

ou will then get a blank screen; type “BYE” then hit “Enter.” 

ress “F3”

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Y
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
P  
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Put the cursor on #1 and hit “Enter” to exit.  

 

isconnect from TN3270 Plus. 

NFC Password Life Expectancy 
 
The following are the different NFC ID’s we use and their life expectancy: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
D
 

 R###, i.e., AR999 - valid for 90 days A
 FIS, i.e., UXYZN01 - valid for 35 days (MUST have 8 characters, a number is 

ot required) 
F
n

 DW, i.e., UXYZN01 - valid for 45 days (MUST have 8 characters, 1 of which is a numeric value) F
 CMS, i.e., AR999 - valid for 90 days 

 
P



 

 
15

 
Documents 
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Budget Execution 
 
 
 
 
 
 
The Budget Execution subsystem in FFIS automates the budget execution process by 
recording financial authority associated with the ARS budget.  These activities include 
distributing single-year, multi-year, no-year, reimbursable, and trust funds to ARS 
Area/NAL/Headquarters and monitoring the spending activity against these funds at all 

budget levels.  Activities in Budget Execution include: 
 Creating budget levels 
 Distributing funds 
 Setting limits 
 Monitoring the spending and receipt of funds 

An FFIS “fund” can represent an appropriation or portion of an appropriation (treasury symbol).  FFIS 
calculates the amount available for a fund differently depending on certain system option settings and the 
status of the fund (for example, expired and unexpired).  

 
The FFIS Budget Execution module supports multiple levels of funds distribution and spending controls. 
Budget levels provide a means to delegate responsibilities for portions of given funds. Federal reporting 
requirements for appropriated funds specify that the appropriation and apportionment levels must be used; 
all other budget levels are optional. The specific levels used depend on how an agency chooses to distribute 
funds.   
 
ARS requires that budgets be entered down to the allotment (program) level.  Suballotment (BOC) is 
optional.  Funds managers may view the status of activity against budgeted dollar amounts, for both Fiscal 
Year and Budget Fiscal Year (any of the years in which an appropriation was/is active), through the FFIS 
Budget Execution Inquiry tables.  
 
Every budget level: 

 Represents a budget distribution hierarchy 
 Must include the budget elements of the level above it 



 

 

 
 
 
 
 
 
 
 
 
 
 

RS Term                    RS Budget Distribution   FFIS Term     

Area/NAL/Allocation
Holder 
 
 
Management Unit/  
Accounting Code  
    

 

Object Class 

Appropriation

Apportionment

Alloca tion
 
 
 
 Allotment
 
 
 
 
 
 
 
 
 
The following diagram shows ARS’ budget distribution for each level including the FFIS document type: 
 

Suballotment

Congress and OMB 
mandate Level and 
fund amounts   

ARS implements 
L e
a

ev l and fund 
mounts  

A

   

 
Fund            
 
 
 

 

A
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Appropriation/
Apportionment

FU N D

Allocation

Divis ion

Suballotment

BOC

Allotment

Progra m

Fund (AA/PA)  

 Division (BE) 

    Program Code 
     (BL) 
     

 Budget Object Code  (SA) 
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Documents (Direct Entered) 
 

ontain information fIn FFIS, documents are records that c or a specific type of financial transaction.   
 

 
 

Each document: 
 

 Contains a header screen 
 Contains at least on line screen 
 May have up to 999 lines of information 
 Is temporarily stored on a separate database file (SUSF) 
 Updates various tables and journals, when processed 
 Has a unique document ID (DOCID) 

 

Navigation 
The following is a list of keys commonly used to navigate within FFIS: 

A document is a series of 
screens used to enter the batch, 
summary, and detail date 
associated with a transaction or 
series of transactions 

Shift

 

 
 

Home 

Enter 

Tab Tab 

Back-
Space

Del Moves the cursor to the 
Action or Command field 

    Used to

Used to move the 
cursor to the next field 

(Num 

+ Used to move the cursor to 
the previous field. 

 erase the character under the cursor 

Used to execute an 
action. 

Lock) Used to erase the character prior 
the cursor. 

AR
 

ROW KEYS 

 
(You cannot use the 
mouse) 

Moves cursor from 
character to character
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Document Commands, Status Codes and Errors 
 
The following tables should be used as a genera reviewing, and correcting 
documents. 
Commands 

Common 
Docu

Com

on Perfor ed 

l reference in entering, 

Acti m
ment 

mands 
E Edits a document 

F or End Exits a document 
<Enter>  From a document header screen:  Moves user to the first line screen 

From a line screen:  Moves user to the next line 
After entering a letter command:  Processes the command 

New A new document screen appears 
P_<Table Name> Pause to a specified table.  Use E to exit the table and return from a pause back to the 

document 
R Runs or processes a document 
Z 

(“Zoom”) 
Holds a user’s place on a specific record on a table, allowing the user to move to other 
tables.  User is allowed up to five zooms bef n to held tables. ore needing E to retur

< Back-the preceding screen will be displayed. 
A Approves a document with status of PEND. y be used by 

those with proper authority. 
 This action code may onl

B or BD Displays the last screen of the document 
Delete Doc  Deletes the document 

DL Deletes a line of the document 
EB Edits a batched group of documents 
HD Holds the document and prevents it from being processed by the offline process 
IL Inserts a new line in the document 
R cesses a batched group of documents B Runs/pro

SA E Save the current document V
Schedule Doc Schedules a document for processing after it has been held 

T  Moves the user from the line screen back to the header screen 
UD Undelete a document that was inadvertently deleted 

Ctrl F5 Remove Key Error 
Ctrl F10 Clear 

 
Status Codes 

 Code Definition Status Action that Resulted in this Status 
ACCPT Accepted-Document is accepted A document has been run 

REJCT Rejected-Document is rejected.  It 

document es the e

A document has been edited or run 
will not be processed until 
corrections are made and the 

 pass dit phase. 
SCHED Scheduled men

u he offline pro
m ly ru

A docum  has b n edite-Docu t will be picked 
cessing utility or p by t

anual n. 

ent ee d 

HELD Held-Doc  is b ld by a 
user.  It cannot be processed by either 
the offline u r 
returned t dule

A user laced the document from 
within t ocument itself or from SUSF 

ument eing he

tility o
o sche

online until it is 
d status. 

has p
he d

 a hold on 

DELET Deleted-Document has been deleted. A user has deleted the document from within the 
document itself or from SUSF 

PEND Pending-Document is held, pending 
the next level of approval authority. 

A user has edited the document and requires 
approval from the next level of authority 
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Errors 
Error Definition 

(Last character of error 
code) 

Warning Error 
W 

 Advises you of situations that may need further attention. 
 These errors do not prevent you from completing the processing of the document 

(accepted status). 
 

Overrideable 
E r  rro

O 

 Advises you of situations requiring special attention. 
 These errors do prevent you from processing successfully. 
 An individual with the proper authority may override the error, allowing the 

document to be completed and accepted. 
H  

E 
ard Error  Indicates that something is wrong (e.g., an invalid code was entered or a required 

field was left blank) 
 These messages do prevent you from processing successfully. In receiving this 

error message, you must correct the problem or the document will be rejected. 
 
 
 
 
Financ  transact
transfe d to FFI rect entered 
docu

ial ions can be entered directly into FFIS or information can be  
S via an interface.  In this section we will be covering the following dirre

ments: 
 BL 
 B2 
 YE 

 
 
Document Typ
T tab S: 
 

es 
he following le shows the different document types used in FFI

 
  

FFIS Document 
Type 

 

Document Name 

  
 AA Appropriation/Apportionment 
 BE Allocation Budget Execution 
 PA Apportionment/Approval 
 TA Transfer 
 TC Transfer Approval 
 B2 Standard Voucher 
 RQ Commitment 
 YE Standard Voucher 
 CX Cancellation 
 DD Direct Disbursement 
 NC No Check 
 O2 Standard Voucher 
 RN Recertification 
 WR Write Off 

A list of warning 
errors and messages 
are found online in 
the Error Guide 
(Table ERRG). 
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 ND Direct Disbursement 
 M1 Miscellaneous Order 
 PV Payment Voucher 
 BL Allotment Budget Execution 
 SA Suballotment 
 A0 ABCO Standard Voucher - Standard Voucher Document 
 A1 ABCO Billing Document - Billing Document 
 A2 ABCO Cash Receipt Document - Cash Receipt 
 A3 ABCO Voluntary Collection - Cash Receipt  Document 
 A5 ABCO Refunds - Payment Voucher 
 A6 ABCO OPAC Reversal - Standard Voucher Document 

(SV) 
 A8 ABCO Suspense Postings - Standard Voucher Document 
 A9 ABCO Unapplied Postings - Standard Voucher 

Document 
   
 AG ABCO History/Closed - Standard Voucher Document 

(SV) 
 DF FTSP OPAC Disbursement 
 DM MPOL OPAC Disbursement 
 DV PROP Standard Voucher 
 FO FEDS Obligation 
 FV FEDS Payment Voucher 
 KA PRCH Type 40 OPAC Disbursement 
 KB PRCH Type 41 OPAC Disbursement 
 KD PRCH Type 43 OPAC Disbursement 
 OD FEDS OPAC Disbursement 
 RV PRCH Foreign Curre ment Voucher ncy Pay
 OS OTRS Standard Voucher Document 
 FE r SF DS Standard Vouche
 SP PRCH Standard Voucher 
 VF FTSP Accrual/Suspense 
 VM MPOL Suspense 
 WR ABCO Wr ocument ite Off Document – Write Off D
 V2 PCMS Payment Voucher 
 SU UTVN Accrual Docume ard Voucher Document nt – Stand
 SW CAPS Payment V oucher Document oucher – Payment V
 UV UTVN Payment Vo oucher Document uchers - Payment V
 V5 PCMS Standard Vo lder Modification ucher - Cardho
 GW PACS Defau ithholding lt Accounting for W
 GX PACS Liability  Withholding  for Employee
 MP PACS ycles Self Reversing for M-c
 MS PACS Self R r M-cycles eversing fo
 MT PACS S -cycles elf Reversing for M
 MW PACS Se -cycles lf Reversing for M
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 PY PACS ucher Standard Vo
 TW PACS Liab olding ility for Employee Withh
 YA PAC s S End of Period Accrual
 EA PR er CH Type 40 Receiv
 GA PRCH Type 40 Obligation 
 GB PRCH Typ bligation e 41 and 41P O
 GC PRCH Type 42 Obligation 
 GD PRCH Type 43 Obligation 
 VA PRCH Type 40 Payment Voucher 
 VB PRCH Type 41 Payment Voucher 
 VC PRCH Type 42 Payment Voucher 
 VD PRCH Type 43 Payment Voucher 
 VE PRCH Type 4 ent Voucher 5 Paym
 SE TELE Accrual 
 VT TELE Payment Voucher 
 G1 GVTS Payment Vouch nt Voucher Document ers - Payme
 G2 GVTS Travel Invoice - avel Invoice Document Tr
 G3 GVTS Standard Voucher - Standard Document 
 XG TRVL cher  Guest Treasury Symbol Vou
 XN TRVL Standard Voucher 
 XO TRVL Travel Order 
 XP TRVL elo) Payment Voucher (R
 XT TR ) VL Travel Voucher (TDY
 XV TRVL Travel Voucher (Relo) 
 XW TRVL Withholding Tax Voucher 
 XZ TRVL Payroll Zap 
 T1 TRAN Invoice 
 T2 TRAN Third Party Payment Voucher 

 
 
 
Document ID’s  
Every docum nt enter  FFIS has a documen  of three components: e ed in t ID which is made up

 Transaction code 
 Sec 1 cod  (DVSNe ) 
 Document number (Up to an 11-digit alpha r) 

 
Each is assig ed a do nt ID by  FFIS through a feeder 
system.  All RS doc nts dire ment ID, except for 
Standard Vouchers, for which the us umber. (FYI: Standard 
Voucher are entered at ARS OPS).  

numeric unique numbe

n cume  the user, or is system-generated if it comes into
A ume ctly entered in FFID will have a user-entered docu

er will prompt FFIS for a system-generated n
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                        ARS Spend Document Nu

Type of Pay  FFIS ument Number 

ing mbering Scheme 

ment  D Dococuments Used 

Contracts RQ, MO, M1, PV, NO Position 1 - 2: Contract Type (see 
wing table in this appendix for follo

contract type codes) 
Positions 3 – 6:        GSA Activity 
Address Code (Issuing Office) 
Position 7: FY 
Positions 8 – 11: User Defined Contract 
No (4 digit, last two digits are 00) 

Example:  53  3K15  2  1400 

Indefin antity tracts ite Qu  Con RQ, MO, M1, PV, NO Position 1 - 2: Contract Type (see 
following table in this appendix for 
contract type codes) 
Positions 3 – 6:        GSA Activity 
Address Code (Issuing Office) 
Position 7: FY 
Positions 8 – 9: Contract No (2 digit) 
Positions 10 – 11: Task Order No 

Example:  53  3K15  2  1403 

Purchas rder Ty 5 e O pe 4 RQ, MO, M1, PV Position 1 - 2: Type 45 PO 
Positions 3 – 6:        GSA Activity 
Address Code (Issuing Office) 
Position 7: FY 
Positions 8 – 11: User Defined 

 No (4 digit) Sequential

Example:  45  3K15  2  0001 

Agreements RQ, MO, M1, PV, ND, NO Position 1 - 2: Agreement Type (see 
following table in this appendix for 
contract type codes) 
Positions 3 – 6:        Location Mode Code
Position 7: FY 
Positions 8 – 11: User Defined 
Sequential No (4 digit) 

Example:  58  1907  2  0056 
Foreign: 58  3625  2  F028 



 

 24

Document Number Type of Payment FFIS Documents Used 

Research Support Agreement 
Task Orders 

RQ, MO, M1, PV, ND, NO Position 1: T (Task Order) 
Position 2: FY 
Positions 3 – 6:     Location Mode Cod   e
Position 7-10: User Defined 
Sequential No (4 digit) 

Example:  T  2  5310  0089 

Miscellaneous Spending  RQ, MO, M1, PV, ND, NO, DD, D2 Position 1 - Spen3: ding Type  
(3 alpha characters, see last table in this 
appendix for  spending type codes) 
Positions 4 – 7: Location Mode Code 
Positions 8: FY 
Positions 9 – 11 User Defined 
Sequential No (3 digit) 

: 

Example:  TRG  6402  2  056 

Recurring Payment Vouchers REPV, PV, NO Position 1 - 2 Con: tract/Agreement 
Type (see fo g tabllowin le in this appendix 

emfor contract/agre ent type codes) 
Positions 3 – 6:  GSA Activity Address 
Code (Issuing Office) 
Position 7: FY 
Positions 8 – 9: User Defined
Sequential No (2 digit) 

 

Example:  53   2   3K15  01 

Standard Voucher Documents SV, B2, YE Position 1 - 4: Location Mode Code 
Positions 5 – 11: System Generated 
Sequential No   
(type # to enact) 

Example:  6402  0000001 

All Batch Documents  Position 1 – 3: User’s Initials 
Positions 4 – 6:  User Defined 
Sequential N igit) o (3 d

Example:  LBA001   
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The following contract/agreement types will be used in ARS’  
document numbering scheme. 

 
greement Type Code Contract/A

Construction 50 

Service 53 

Supply 54 

L 5ease 7 

Agreement 58 

Grant 59 

Interagency (new format) 60 

IPA (new format) 69 

Work Study (new) 56 

POs 4X  
(4  for 
Type 41, etc.) 

0 for Type 40, 41

 
 
 
 
 
 
 
 
 
 
 

The following spending types 
will be used in ARS’ document 

ering
Code 

numb  scheme. 
Spending Type 

Training TRN 

Embassy Transactions EMB 

Security Clearance SEC 

Foreign Serv ce FSA ice Allowan

Payroll Advance 
(relocation abroad) 

ADV 

Royalties ROY 

Honoraria HON 

Print Order PRN 

Professional Liability Ins PRF 

Attorney F  ATT ees

Settlement (MSPB, EEO, 
etc.) 

SET 

Tort TRT 

Public V er ouch PUB 

Greenbook GRN 

Deposit Accounts DEP 

Interlibrary Loans ILL 
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Budget Execution Clone Do ts 

FFIS us t year-to-d
budget authority directly, without the need to 
enter pending and approving documents.  It also 
allots funds to the program code (accounting 
code
The BL document updates the following tables: 

cument (BL) for Allotmen
 

es this document to pos ate 

). 

 Appropriation Table (APPR) 
 A ionment Table (APORpport )  
 Allocation Table (ALOC) 
 Allotment Inquiry Table (ALLT) 
 Fiscal Year Appropriation Table (FAPR) 
 F able LT) iscal Year Allotment T (FA
 General Ledger Balance Table (GLBL) 
 General Led il Balance Table (GLDB) ger Deta
 Monthly Summary General Ledger Balance 

Table (MSGL) 
 
 

To Create a BL 
 

 

 
 

From within a Document: 
Type NEW in the COMMND field of a document 
Tab to the TRANS CODE field and type BL 
Tab to the SEC 1 code and type division code (36) 
Tab to the next field, and type the document number 
Press “Enter” 

 

Type “L” in Action 
(from any FFIS 
table screen) 
 
Type “BL” 
 
Then hit “Enter” 
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e Data 

Header/Line Screen Required Fields for BL Documents 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

# Field Nam
1 DOCID Trans Code: BL (Type of Document 

Sec 1 Code: Division Code (36) 
Document # FY+Fund+Location Code+ BAS#+Alteration  
 

2 ACCTG PD 4 –digit Acctg +FY (e.g. 09 04)  
3 APPRV TR TYPE AP 
4 POSTED TR TYPE 01 
5 BUDGET FYS 2-digit Budget Fiscal Year 
6 FUND Valid Fund Code from FUND table 
7 APPOR PERIOD 1 
8 BUDGET LEVEL AL= allotment 
9 ACT A for Add 

C for Change, or  
D for Deactivate 

10 DIV Valid division code from the DVSN table 
11 PROGRAM Valid program code from the PGMT table 
12 INC/DEC AMT PD1  Total appropriation, if this is an Add, or  

 Signed amount of the increase/decrease, if this is a Change 
13 DESCRIPTION Short description of the action 
 SUBALLOT OPTION 

ORG 
N 

 SUBALLOT OPTION 
PGM 

Y 

 SUBALLOT OPTION Y 
BOC 

 N SUBALLOT OPTION 
SPN 
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To check for errors and process 

Press “ENTER” 
 there are no error messages and the document status is “SCHED”, press HOME key, and type “R” in the 
OMMND field 
ress “ENTER”   
 there are error messages at the bottom of the screen, the document status is “REJCT”.  If there are no 
rrors, the status in “ACCPT” 

elow is an example of an “ACCPT” BL  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Stan rd ent 
 
FFIS es t or 

Press the HOME key and type E in the COMMND field 

If
C
P
If
e
 
 
B
 
 
 
 
 
 
 
 

da  Voucher Docum (B ) 2

 us his document f
 Expenditure/Revenue adjustments 
 Zero balance adjustments 
 T ansfe

 
The B2 updates the following tables 

r rs between program codes 

 Journal Voucher and Standard Journal Table (JVLT) 
 Budget Execution tables (ALOC, SAIN, ALLT, etc.) 
 Cross-Reference tables (VXRF, DXRF, etc.) 
 General Ledger tables (GLDB, GLBL, etc.) 
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aracteristics: The B2 also has the following ch
 

 Requires an approval other than the person who entered the B2: 
 The approving official must validate the accounting adjustment is for expenditures.   
 The approving official must verify that the adjustment is for specific documents and transactions  
 Backup or supporting documentation supporting the adjustment must be kept on file   
 B2 document must balance to $0.00; therefore, the document total on the header must equal $0.00 
 Records adjustments between accounting lines 
 Must consist of a minimum of two lines 

rocessing a B2 

he following provides details for completing the B2 document.   

ccounting Technician 
Step Action 

 
P
 
T
 
A

1  Print screen the ALLT for the accounting codes involved in the B2 transfer. 

2  Based on the TDL or notification by Fundholder, enter the B2 document 
ensuring that the sum of the adjustments equal zero. 

3  Screen print a copy of the B2 and pass it with supporting documentation to the 
approver (LAO/other accounts maintenance personnel) to apply the approval of 
the B2 directly in FFIS. 
 
Note:  In the event there is only one fiscal person at the location, the B2 with 
supporting documentation must be forwarded to the SBFO for online approval. 

4  Access the ALLT table to ensure the adjustments are properly reflected in FFIS. 

5  Maintain the B2 documentation in accordance with established records retention 
schedules. 

 
 
Approving Official (LAO/Funds Control Personnel) 

ction Step A

1 Upon receipt of the screen print of the B2 and supporting documentation, access 
he transactions. 

 
in FFIS and approve t

2  After the B2 document has been accepted in FFIS, screen-print the document.    

3  Return the documentation and screen print of the accepted B2 to the Accounting 
. Technician for the official record
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Entering a B2 

 
 
 

From ithi
Type NEW
Tab to the 
Tab to the division code (36) 
Tab to the next field, and type the document number 
Press “Ente
 
 
 
 

he table below shows the required field for the B2 document header screen. 

# FIELD DATA 

w n a Document: 
 in the COMMND field of a document 

TRANS CODE field and type B2 
SEC 1 code and type 

r” 

 
T

 

1 DOCID Trans Code: B2 (Type of Docu
Sec 1 Code: Division Code (36) 

ment 

Document # : Location Code+ System generated 
sequential number 
 

2 Accounting Period Two digit fiscal month and two-digit fiscal year 
of the transaction(e.g. 09 04 for June 20, 2004) 

3 Document Total Total amount of the payment.  The B2 is a zero 
balance adjustment.  Therefore, you must enter 
0.00 for the Document total. 

4 Description Short description of the action 
 

Type “L” in Action 
(from any FFIS 
table screen) 
 
Type “B2” 
 
Then hit “Enter” 
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Below is an example of the B2 document header: 
 

 

 
 

To enter a B2 document header screen, follow the steps outlined below: 

Action 
 

Step 
1 Tab to the second field of the DOCID and type in the 2-digit SEC1 (36) 
2  Tab to the next field, and type in the document number. 
3 Press “Enter” 

This is a very important step-You must press enter at this point before continuing. 
4 Tab to Accounting Period, enter accounting period. 
5 Tab to Document Total and type in 0.00 for total amount. 
6 Press “Enter” and the B2 line screen will appear. 

 
 
 
Below is an example of the B2 document line screen: 
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he table below describes required fields for the B2 document line screen. 

# Field Data 

T

1 Line Number Different 3-digit number for each line from 001-999 
2 Trans Type TO for expenditure or FI for sales revenue 
3 EXP/REV/GL/BUD E for expense or R for revenue 
4 Budget FYS Budget fiscal year 
5 PGM Program code 
6 BOC/REV Source Budget object code for expense 

Revenue Source Code for revenue 
7 Vendor Vendor Code 
8 Amount Total amount of this line item 
9 Inc/Dec Ind I if the entered amount is an increase, D if the amount is a decrease. 
10 Description Short description of the action 

 
 
 
To enter a B2 document line screen, follow the steps below: 

Step Action 
1 In Line Number, type in a 3-digit number for each line from 001 to 999 
2 Tab to Trans Type and type the appropri ransaction type TO (Expense Ad stments) or FI ate t ju

(Sales Revenue). 
3 Tab to EXP/REV/GL/BUD and type E for Expense or R for Revenue 
4 Tab to Budget FYS and type in the budget fiscal year 
5 Tab to PGM and type the program code. 
6  source code.  A 

evenue source code is used for revenue. 
Tab to BOC/REV Source, and type in the budget object code or a revenue
budget object code is required for expenditures and a r

7 Tab to Vendor and type in Vendor Code . 
8 Tab to Description and add remarks (optional)  
9 Tab to Amount, and type in the total amount for the line. 

10 t have at least two lines. Repeat steps 1-9 for remaining lines.  B2 documents mus
11  amount is an increase, D if the amount is a 

decrease. 
Tab to INC/DEC IND, and enter I if the entered

12  Press Home key and type E in COMMND 
13 Press Enter to edit the document. 

f the screen, document status is REJCT, if no errors If there are error messages at the bottom o
the status is PEND1. 

14 The document must now be Approved (by either LAO or ABFO)  
15 Press Home key and type A in COMMND 
16 Press Enter to Approve document 
17 Type R in COMMND to run the document.  If there are error messages at the bottom of the 

screen, document status is REJCT; if no errors the status is ACCPT. 
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ARS has tablish ing policy reements to 
implemented as of October 1, 2002 
 
Assessment of the IPSC on Single-Year A

Indirect Program Support Costs (IPSC) 

 es ed the follow on the IPSC assessment on Reimbursable Ag

greements: 
The entire IPSC a e to the eing available for that 
year and must be s rded on Form AR  The IPSC must be adjusted and 
revisions  the F S-324 and ARS greed-upon dollar level for the 
Agreeme chang creased or de
Assessment of the IPSC on Multi-Year A

mount chargeabl  Agreement will be assumed initially as b
o reco S-324 for obligation in FFIS. 

 to orms AR -425 submitted when the a
nt es due to in creased funding. 

greements: 
The amount of IPSC chargeable to the Agreement in any fiscal year is dependent upon the work performed.  

ork is measured in terms of obligation in FFIS.  The following procedures should be followed:  Record 
ate of 

 
As reimbursable ag ividual 
agreements are incurred and expende ent once an 
agreement is ard  (X010101929) to the 
program cod ssig
 
NOTE:  IPSC on T nt of the 
check(s) rece ed b greement. 
 
The followi s an

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

W
only that portion on Form ARS-324 as IPSC (for obligation in FFIS) which represents the best estim
IPSC. 

reements are executed, the administrative costs associated with establishing ind
d.  Therefore, it is appropriate to generate a B2 docum

 program code aw ed to transfer IPSC from the current BFY and
e a ned to the agreement.   

 rust Fund and Technology Transfer (CRADA) agreements is based on the amou
iv y ARS, not the amount of the executed a

ng i  example of a B2 document transferring IPSC: 
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YE Documents 
 
The Standard Voucher (YE) document is used to: 

 Record an estimate for undelivered orders or accrued expenditures 
 Generate self-reversing entries based on the information entered in the Reversal Period field on the 

Header 
 Update the Self-Reversing Journal Voucher Table(RVJV) and the Journal Voucher Line Table (JVLT) 
 The YE document updates the following tables: 
 Journal Voucher and Standard Journal Table (JVLT) 
 Budget Execution tables (ALOC, SAIN, ALLT, etc.) 
 Cross-Reference tables (VXRF, DXRF, etc.) 
 General Ledger tables (GLDB, GLBL, etc.) 

 
 
The table below shows the required fields for the YE document header screen: 
 

# Field Name Data 
1 DOCID Trans Code: YE (Type of Document 

Sec 1 Code: Division Code (36) 
Document #:  Location Code+ system generated sequential number  
 

2 ACCTG PD 4 –digit Acctg +FY (e.g. 09 02)  
3 REVERSAL PERIOD 2-digit fiscal month and 2-digit fiscal year in which the transaction 

will be automatically reversed 
4 Document Total Total amount of payment 
5 Description  Add Remarks (optional) 

 

Below is an example of the YE document header screen: 
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ocument header screen, follow the steps below: 
 
Action 

To enter a YE d

Step 
1 Type L in Action  (from any FFIS table screen) 
2 In TABLEID field type YE 
3 Press the spacebar twice to clear possible remaining data 
4 Press “Enter” 

The Standard Voucher header screen appears.  You will see the prompt at the bottom of the 
screen: “TYPE BATID/DOCID AND PRESS ENTER” 

 
 
In the header screen… 
 

5 Tab to the second field of DOID and type in the 2-digit SEC1 (36) 
6 Tab to the next field, and type in the document number 
7 Press “Enter” 

This is a very important step-You must press enter at this point before continuing. 
8 Tab to Accounting Period, and enter the accounting period. 
9 Tab to Reversal Period and enter the 2 digit fiscal month and 2-digit fiscal year in which the 

n will be automatically reversed.  All period end tes require a reversal period. transactio estima
10  cument Total, an lating the line amounts) Tab to Do d type in the document total after calcu
11 to Description   RemaTab rks may be added (optional) 
12  Press “Enter” and the YE line screen appears. 

 
 
Below s an ocum
 
 

 i  example of the YE d ent line screen: 
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low: 
 

 
To enter a YE document line screen, follow the steps outlined be

Step Action 
1 In Line Number, type in a 3-digit number for each line from 001 to 999 
2 Tab to Trans Type and type the appropriate transaction type: 

for undelivered orders 
DE-Estimates for delivered orders 
UN-Estimates 

3 Tab to EXP/REV/GL/BUD and type E for Expense  
4 Tab to Budget FYS and type in the budget fiscal year 
5 Tab to PGM and type the program code. 
6 Tab to BOC/REV Source, and type in the budget object code.  A budget object code is 

r expenditures. required fo
7 Tab to Vendor and type in MWA’s vendor code of 12400300F F.  
8 Tab to Description and add remarks (optional)  
9 Tab to Amount, and type in the total amount for the line. 

11 s an increase, D if the amount is a Tab to INC/DEC IND, and enter I if the entered amount i
decrease. 

12  Press Home key and type E in COMMND 
13 

 
Press Enter to edit the document. 
If there are error messages at the bottom of the screen, document status is REJCT, if nor errors
the status is PEND1. 

14 The document must now be Approved (by ABFO)  
15 Press Home key and type A in COMMND 
16 Press “Enter to Approve document 
17 If there are no error messages at the bottom of the screen, type R in COMMND to run the 

document. 
 screen, document status is REJCT, if no errors If there are error messages at the bottom of the

the status is ACCPT. 
 
 
 

 
 
 
 

 
 
 
 
 
 
 

 
 

I hope you 
“snapped” all 

that up 
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Carry Forward Balances for No Year Funds 
 
At the beginning of a new fiscal year, any funding received in the prior fiscal year in no-year appropriations 
that has not been oblig e same program code, 
but with the w fis  funds were received in FY 
2001 in the amount bligated.  At the beginning of FY 
2002, the balance o s reallocated as shown below: 

FY ated Balance 

ated, will carry forward to the new  year.  It will retain th
n (B&F)

 fiscal
ne cal year designator.  For example, major constructio

001, $1 million were o of $1.5 million. During FY 2
f $500,000 carries forward and i

BFY/Program Allocated Oblig
Code 

2001 $1 M $500,000 1/533605801 $1.5 M 
2002 2/533605801 $500,000   

 
This will occ  for r, such as major construction, 
trust funds, a lica .  It is imperative that any obligating 
documents e uted e new

ur any funding that is available for more than one fiscal yea
pp ble reimbursable agreements, patent revenue, etc

 after the beginning of the new fiscal year, on caxec rry forward balances, cite th  
budget fisca ar d
 

Budget Requirem
There are tim  wh esting payment for services provided against 
a contract th as cal year; a fiscal year that is older than five years 
from the cur t fis  1998 and prior are now closed.  When this occurs, special 
actions mus e p sed 
appropriation as fol
 

Step Action 

l ye esignator with the program code. 

ents for Closed Appropriations 
es en an invoice is received from a vendor requ

at w awarded and obligated in a closed fis
ren cal year; e.g., for FY 2004, FY
t tak lace in FFIS, so that these payments can be tracked back to the respective clo

lows: 

1 FMD establishes a new fund to capture payments against the expired appropriation as 
needed.  Currently, a payment has been presented for FY 1996 and as a result, fund 01EXP 
has been established with Treasury Symbol (T/S)1221400. 

2 FMD establishes a new program code on PGMT and DVAL to capture the cha
follows:                      BFY = the current fiscal year;                                      
Code = 0EXXXXYYY where the X’s signify the 4th level mode code of the a
location and the Y’s are sequentially assigned numbers;                              ORG =
applicable location organization;               Fund = 01EXP 

rges as 
         Program 
pplicable 

 the 

3 ABFO decreases the BL document for the MU that will be paying the charge and notifies 
BPMS when they have done so. 
 

4 BPMS reduces the Area Allocation from fund 01 and increases to fund 01EXP via a BE 
and transfer documents.  BPMS notifies the Area when they have done this.  
NOTE:  Controls at the Allocation level have been relaxed from Presence to No Control.  
The vendor can still be paid if the BE document has not been processed. 

5 ABFO creates a BL (and SA if desired) document for the program code established by 
FMD for the closed appropriation transaction and notifies FORB ARS/OPS, when this has 
been done.   
NOTE:  Controls at the Allotment level have been relaxed from Presence to No Control.  
The vendor can still be paid if the BL document has not been processed. 

6 ARS OPS enters the payment to the vendor via an NO document including the applicable 
closed appropriation and associated fund code, BFY, program code, BOC, and amount. 
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When the feeder syst t-entere ents are not received and entered at FORB, ARS OPS, the 
pilot A  or Facili l Manag ivision, per d estimates m  used to record those 

ocuments and transactions on YE documents into FFIS. 

r 

 and utilities.  

d March 1990, Chapter 2400, Section 2470.  The only exception to these 
rocedures i  since AD-742’s, Transfer and Adjust ouchers, can no longer be used in the FFIS 

environment, B arterly basis, 
the following action
 
 

Step 

Accounting Adjustments 
 
Year End Estimates (Undelivered Orders and Accrued Expenditures) 
At the close of each fiscal year, federal statutes require all agencies to record all valid obligations for that 
fiscal year.  These obligations are required to accurately reflect the financial status of the agency relative to 
its appropriated and non-appropriated funds.  Obligations reflected in the records maintained by NFC must 
be accurate as of the end of the fiscal year.   

em and direc d docum
reas, ties/Financia ement D io  end u t bes

d
 
Period End Estimates use two transactions types: UN, estimate for undelivered orders, and DE, estimate fo
accrued expenditures.  The YE/UN transaction code/transaction type is used to record unliquidated 
obligations (undelivered orders) such as training, purchase orders, contracts etc., and the YE/DE transaction 
odes is used to record accrued expenditures such as salariesc

 
 
 
Sale of Assets 
 
 
Processing sale of asset transactions continues to be processed in accordance with the Financial 

anagement Manual dateM
p s that

 R
ment V

FO , ARS OPS will be executing SV documents on behalf of ARS.  On a qu
s must occur: 

Action 
1 RS Accounting maintenance personnel sends a screen shot of the ALLT table to FORB, A

OPS, noting that the transactions charged to the X08 account have been validated 
2 e from the x94 accounts to the FORB, ARS OPS enters a SV document to transfer revenu

x08 account 
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TABLES 
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Tables 
Tables in FFIS are groupings of functionally-related records.  For example, the Vendor T
contains records for all vendors defined in the system. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The elements of a table in FFIS are: 
 

Elements Description 

able (VEND) 

1. Action Line The fist line of a table.  It contains two fields which require data: 
ACTION-Enter an action code to direct the system to where you want 
to go, or what you want to do. 
TABLEID-Enter a four-character identifier to display a new table or 
display the table currently in use. 

2. Table Name Line The second line of a table.  It displays the title of the table you are 
currently in. 

3. Key Line The key line displays important (key) fields of the table.  These are the 
fields that the user can search on. 

4. Table Data Basic information about the table or transaction on the table. 
5. System Messages At the bottom portion of each FFIS screen are system messages.  

Messages have three parts: tag, message code and message text. 
 
 
 
 

In FFIS, there are three types of tables: 
 

 Reference tables 
 Inquiry tables 
 Data entry tables 

1. Action Line 
2. Table Name  

3. Key Line 

4. Table Data 

5. System Messages 
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Re Tables 
 
FFI  documents by defining valid data elements.  
Reference tables: 
 

ference 

S reference tables supply general information for use on

 aintain reference data in FFIS M
 aintain  options in FFIS M system
 des and values used by the system for editing or control purposes 

 

 

 
 

Inquiry Tables 
 

List valid co

Example:   

 
 
 
 
 
 
 
 
 
 
 
 
 

 Show results of documents entered into FFIS 
 Mainta  procein data entered and ssed on FFIS documents for query purposes 
 Contain aintained field system-m s that cannot be changed. 
 Are updated automatically when

 
Example: 
 

 
 
 
 

 
 
 
 
 

 a documents is processed 
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les 

 types of transaction data: 

 
 
 
Data Entry Tab
 
FFIS data entry tables show particular
 

 The information entered on a data entry table does not have any accounting significance at the time of 
entry.   

 The information entered does not directly update the journals. 
  does use this data to build documents (such as obligation documents) at a later date. The system
 hese data entry tables create documents that have an accounting impact.  When used in this way, the 

ata entry tables store information to crate documents. 
 
 
Example: Recurring Payment Voucher Data Entry Table (REPV)-Used to automatically create payment 
voucher transactions on a regular basis. 
 
 
 
 
 
 
 
 

 

T
d
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avigating through Tables 

your work from the FFIS title screen.  The first field is ACTION.  To move from 
ble to table, or to change elements of records in tables use the following types of table action codes: 

on 

 
N
 
You will always begin 
ta
 

Action Code Descripti
Add A Adds a record to the table 

When lines are successfully added, the system displays a message at the 
bottom of the screen:  L030 ALL LINES ADDED 

Backward B Leafs back to the last table viewed prior t
Leaf 

o leafing to the current table 

Change C Changes a data field in the table.  Only the values in those fields that are not 
key fields can be modified with the change action.  When all changes have 
been made, the system edits the values entered in the data fields.  
When lines are successfully changed, the following message appears at the 
bottom of the screen:  LO31 ALL LINES CHANGED 
 

Delete D Deletes a record from the table.   
When the entries are successfully deleted, the system displays the following 
message:  LO32 ALL LINES DELETED 

End/Exit E Performs three functions (depending on where a user is in FFIS): 
Exits the system 
Returns to the document when the user’s previous action was a pause action 
Exits out of zoo mode and returns to the previous document of table 

Get G Gets a record based on the key field value entered 
Leaf/Leap L Moves the user from one table to another table that contains corresponding 

KEY Data 
 
If related entries are not found in the new table, the following messages are 
displayed: L008 END OF FILE  OR L004 LINE NOT FOUND 
You may use the leaf command up to five consecutive times. 
 

More M Lists additional error messages.  If an action results in more messages than 
can be displayed on the screen, the system automatically changes the action to 
M 

Next/New N Moves to the table specified in the TABLEID field, and displays that table 
screen with the data fields blank 

Refill R Refills the table with the table entries that directly follow the entries currently 
displayed on the screen.  FFIS defaults to “R” after the Scan or Top 

Scan S Scans the table for a record with the full or partial key indicated 
Top T Displays the very fist entry in a table 

Zoom Z Toggles between the tables without loss of data.  FFIS freezes the current 
screen data, allows the user to go to another table, modify or display data in 
other tables, and return to the first screen, which is unchanged. 
You may use the zoom command up to five consecutive times. 

Previous 
Screen 

< Steps back through the previous four screens mostly recently viewed for the 
current table with the scan and refill actions 

Next 
Screen 

> Steps forward through screens most recently viewed with the previous screen 
action. 
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able Maintenance Responsibilities 

n 

T

The primary role of the Functional Administrator (FA) is to maintain the ARS tables within FFIS.  Certai
tables, however, have been delegated to the SBFO for maintenance.  They are:  

 PGMT – SBFOs are allowed full access to this table (Add, Delete, and 
Modify c ties apabili

 DVAL – S s are a wedBFO llo  Add only capability to this table 
 ACXT – SBFOs are allowed

Any changes/deletes required on DVAL or ACXT must be referred to the FA. 
 

Frequently Used Tables 

The following are the most 

 

 Add only capability to this table 

frequently used tables when working with ACCS: 

 View Fiscal Year - FSYR 
 View funds – FUND, FUN2 
 View fu FTYnd types - P 
 View programs – PGMT 
 View program types – PTYP 
 View program class – PCLS 
 View sub objects – SOB 
 View reporting categories - RPTG 
 View bud bject co s – get o de BOCT 
 View revenue source codes – RSRC 
 View s  sou  coub-revenue rce des – SREV 
 View org ons – GNanizati OR  
 View sub organization - SORG 
 View divisions – DVSN 
 View general ledger accounting – GLBL, GLDB 
 View trans code/trans type entries – ACED 
 View accounting entries – ACEN 
 View de ounti  – Dfault acc ng VAL 
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Entering Accounting Codes in FFIS 

t Values Table (DVAL) and 

i merly did in the Central 
f updating one table (AD-729C), three 
FIS. 

 

elationship of Tables 
 

 

 

 
The role of table update in FFIS normally is delegated to the Functional Administrator.  ARS has made a 
decision to delegate the update of tables Program Management (PGMT), Defaul
Accounting Cross-Walk Table (ACXT) to the area offices, NAL and FMD-FOB. 
 

s function is similar tTh o the accounting code maintenance function you for
Accounting System when you updated MASC.  However, instead o
tables are now required to successfully use an accounting code in F

 
R

 
 

 

FEEDER 
SYSTEMS 

Validate
against 

PCMS 
 

Validate 
against 

 
 Direct Entered

nts ACXT PGMT   Docume

 
 

DVAL 

 
 

ORGN 

 
PRCH 

 
RVL T
Accepted FFIS 
Document 
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rogram Reference Table - PGMT 

CTION: R TABLEID: PGMT USERID: FRED                                            

P
 
A
 PROGRAM REFERENCE TABLE                                                         
 KEY IS BUDGET FISCAL YEAR, PROGRAM                                              
     BUDGET                                                                      
     FISCAL             PROGRAM  PROGRAM   PROGRAM  PROGRAM  ALLOTMENT           
      YEAR    PROGRAM    CLASS   CATEGORY   TYPE     GROUP    PROGRAM            
     ------  ---------  -------  --------  -------  -------  ---------           
 01-   02    011935100                       81              011935100           
     PROGRAM NAME: HIDES, LEATHER & WOOL              SHORT NAME:                
 02-   02    011935101                       81              011935101           
     PROGRAM NAME: ENGINEERING SCI                    SHORT NAME:                
 03-   02    011935102                       81              011935102           
     PROGRAM NAME: FOOD SAFETY RES                    SHORT NAME:                
 04-   02    011935103                       81              011935103           
     PROGRAM NAME: MICROBIO FOOD SAFETY               SHORT NAME:                
 05-                       81              011935104              02    011935104 
     PROGRAM NAME: MILK COMPONENTS RES                SH RT NAME:                O
 06-   02    011935105                      1              011935105            8
     PRO Y F RT       GRAM N FOOD SAAME: POULTR  RES               SHO  NAME:          
 07-   02    011935106                       81  011935106                       
     PROGRAM NAME:  & SOIL BIO PP        NAME:                PLANT         SHORT 
                                                                                 
                                                                                 
                                                                               
The PGMT table defines the Budget Fiscal Year and Program Code in FFIS.  To enter a value in PGMT, do 
the following at any FFIS screen. 
 

ON:    Enter N. 
EID:    Enter PGMT.  Press <Enter> 

 
You are presented with a blank PGMT screen.  To add a record, continue with the following commands: 
ACTION Enter A. 
Tab to line 01 and enter: 
 
BUDGET FISCAL YEAR: Enter the BFY for the accounting strip you wish to add.  Normally, this is the 

current fiscal year (e.g. FY 
 
PROGRAM:   Enter the 9 digit program code.  The program code is identical to the last 9 

digits of our current CAS accounting code. 
 
PROGRAM CLASS:   Program Class is used to tie major construction accounts together.  For a list 

of valid program classes, see table PCLS.  Values is PCLS may be entered 
only by the Functional Administrator staff. 

 
PROGRAM CATEGORY: Leave blank.  This field has no meaning in ARS’ FFIS implementation. 
 
PROGRAM TYPE:   Enter the two digit Program Type.  Program Type is identical to the Account 

Type field in CAS.  For a list of valid Program Types, see table PTYP.  
Values in PTYP may be entered only by the Functional Administrator staff. 

 
ALLOTMENT   Leave blank.  FFIS will automatically add this value. 

  

ACTI
TABL

:    

2002 is 02). 
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ROGRAM NAME:   Enter the Program Name.  For incoming soft funds, ARS requires that the first 
 the Vendor Code of the entity providing 

ng a space, enter the month and year when the 
 then enter the in last 13 characters the 

ther 

ame.  For incoming agreements, contracts, etc. (soft 
umber, etc. in the Short Name 

er more than one code, tab to the 
 done, press <Enter> and the values that you put on 

 of the screen.  
 

                                         

 
P

11 characters of Program Name be
the funds to ARS.  After skippi
agreement expires. Skip a space and
provider’s name.  This will enable NFC to bill the cooperator.  For all o
programs, describe the program. 

 
SHORT NAME:   Enter the program short n

funds), enter the agreement number, contract n
field.  For all other program codes, this field is optional. 

 
You may enter more than one Program Code on a PGMT screen.  To ent
next line and repeat the above entry instructions.  When
the screen will be edited.  If there are errors, the error message will be shown on the bottom
The message “ALL LINES ACCEPTED”, indicates successful processing.
 
PGMT will roll over from one fiscal year to the next. 
 
Default Values Table - DVAL 
 
ACTION: R TABLEID: DVAL USERID: FRED   
 DEFAULT VALUES REFERENCE TABLE                                                  
 KEY IS CODED ELEMENTS                                                           
                                                                                 
 01-                    ------ CODED ELEMENTS ------                             
     FISC YR: 02 H RANS COD  /L: L T E:     TRANS TYPE:                             
     BFYS: 02    FUN      DIV:       BUDGET ORG/SUB:   D:                         
     COST ORG/SU      PGM: 011935100  BOC/SUB:   B:                               
     REV SRCE/SUB:               JOB:               RPTG:                        
                                                                                 
                                                                                 
                        ----- DERIVED ELEMENTS -----                             
     BFYS: 02    FUND: 01        DIV: 19    BUDGET ORG/SUB: 1935700              
     COST ORG/SUB:               PGM:            BOC/SUB:                        
     REV SRCE/SUB:               JOB:               RPTG:                        
     GL ACCOUNT:       OFFSET GL ACCOUNT:       VENDOR:                          
                                                                                 
 

 the rest of the Accounting Classification CoDVAL ties a Program Code to de Structure (ACCS) in FFIS.  It 
efines BFY + Program Code to a particular fund, division and organization. 

To access DVAL, do the follo
From any FFIS Table enter: 

CTION:    Enter N. 

ACTION:    Enter A
Tab down to FISC YR and be

ear 2002, enter 02.  

d
 

wing steps: 

A
TABLEID:    Enter DVAL.  Press <Enter>. 
 
An empty DVAL screen is shown.  To add entries, do the following steps: 

. 
gin entry. 

 
FISC YR:   Enter the CURRENT FISCAL YEAR.  If you are in Fiscal Y
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/L:     Enter L. 

BFYS:    Enter th
Tab to PGM: 
 
PGM:    Enter th
 

erived Elements are the ACCS elements that are inferred from the BFY, and Program Code values entered 
t. 

 
BFYS:   Enter th . 

enerally is derived from 
positions 3 and 4 of the Program Code. 

RGN:   Enter the Organization Code that “owns” the Program Code.  The ORGN codes are 
re entered by the Functional Administrator 

displayed, then processing was successful. 

eference Table - ACXT 

H
 

e Budget Fiscal Year of the Program Code (see PGMT). 

e Program Code you entered in PGMT.   

D
on an FFIS documen

e Budget Fiscal Year previously entered in the line items
 
FUND:   Enter the Fund Code associated with the Program Code.  The Fund Code is the 1st 

two digits of  the Program Code. 
 
DIV:   Enter the Area that has ownership of this code.  DIV g

 

O
found in table ORGN.  Values in ORGN a
staff. 

Once competed, press <ENTER>. The data entered is edited by FFIS.  If there are errors, error messages 
will be displayed.  If the message “ALL LINES ACCEPTED” is 

Table DVAL can be rolled over at year end. 

Accounting Structure Code Cross R
 
 ACTION: R TABLEID: ACXT USERID: FRED                                            
 ACCOUNTING STRUCTURE CODE CROSS-REFERENCE TABLE                                 
 KEY IS FY, AGENCY, ACCOUNTING STATION, ASC1                                     
                                                                                 
 FY: 02 AGENCY: 03                                                               
 ACCOUNTING STATION:                                                             
 ------------------ACCOUNTING STRUCTURE CODE-----------------                    
 ASC1: 2011935100                                                                
 ASC2:                                                                           
 USER-ENTERED RECORD?:                                                           
                                                                                 
 -------------------------FFIS ACCS-------------------------                     
 SEC1: 19                                                                        
 BFYS: 02           F             DIVISION:                               UND:    
 BUDGET ORG/SU                  COST ORG/SUB:            B:                       
 PROGRAM: 011935100  JOB:               RPTG:                                    
 SUB BOC:            SUB REV SRC:                                                
 CLOSED BFYS:               CLOSE            D FUND:                             
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 system accounting codes to an FFIS accounting code.  Feeder system 
ccounting codes are 10 or 14 digits in length.  FFIS “accounting codes” are either 11 or 15 digits in length.   

e ACXT, enter the following at any FFIS table: 
CTION:    Enter N. 

ID:   

A. 
ab to FY. 

Y:    Enter the Current Fiscal Year.   

AGENCY:    

  il you 

 
EC1:    Enter your 2 digit Area Code.   

 
 

 
PROGRAM:   the Program Code (i.e. 013625310). 
RPTG:   If the ASC1 field had 14 digits, then enter the Reporting Category that corresponds to 

Once competed, press <ENTER>. The data entered is edited by FFIS.  If there are errors, error messages 
S ACCEPTED” is displayed, then processing was successful. 

Table ACXT is used to relate feeder
a
 
To access tabl
A
TABLE  Enter ACXT.  Press <Enter>. 
 
A blank ACXT table is displayed.  To add a value, do the following: 
ACTION:    Enter 
T
 
F
 

Enter 03.  Tap the <Tab> key 
 
ASC1: Enter the Feeder System Accounting Code (i.e. 2013625310).  Press <Tab> unt

get to the SEC1 field. 

S

BFYS:   Enter the 2 digit Budget and Fiscal Year (i.e. 02).  

Enter 

the last 4 characters of ASC1. 
 

will be displayed.  If the message “ALL LINE

Organization Reference Table - ORGN 

ACTION: R TABLEID: ORGN USERID: FRED                                            
 ORGANIZATION REFERENCE TABLE                                                    
 KEY IS BFY, ORGANIZATION                                                        
 01-                                                                             
                  BFY: 02    ORGANIZATION: 1935700      DIVISION: 19             
             ORG NAME: HIDES, LIPIDS, & WOOL RESEARCH SHORT NAME:                
          ORG MANAGER:                                 LEVEL IND: 2              
              PROGRAM:           APPROVAL: N    ALLOT STATUS IND: N              
        ALLOTMENT ORG: 1935000                REVENUE BUDGET ORG:                
      BUDGET/COST ORG: E                  DECENTRAL TRAVEL ORDER: N              
                                                                                 
                     REPORTING ORGANIZATIONS                                     
                     -----------------------                                     
      ORG 1: 1935000 ORG 2:         ORG 3:         ORG 4:                        
      ORG 5:         ORG 6:         ORG 7:         ORG 8:                        
                                                                                 
ORGN is the FFIS Organization Table.  It is similar to the M

 ORGN are enter
ODE (Organization Structure) Code formerly 

ed by the Functional Administrator Staff. used in CAS and ARS systems.  Values in
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FY                                Budget Fiscal Year 

T ON:   -digit code that represents the organization.  The first four digits of the 
e Location’s MODE Code.  The last three digits 

combine MODE Code levels 4 and 5 into 3 digits. 

:               The Organization’s name. 

HORT NAME:            A shorter name, usually an abbreviation, for the organization. 

RG MANAGER:       Optional and not used in the ARS FFIS implementation. 

EVEL IND: The Organizational level.  Level 1 is a location, level 2 is an MU or Lab and level 3 is 

EPORTING ORGANIZATIONS:   

epresent the organizational hierarchy that the particular organization reports to.   

very Org. Level 2 and 3 must have a reporting organization 

ommonly Used FFIS Tables 

ARHT, ARLT, ARL2 

The fields in ORGN are: 

B

ORGANIZA I The seven
Organization Code represent th

ORG NAME

S

O

L
an MU under a lab. 

R

R

E

 

C

Accounts Receivable: 

Viewing Billing Documents 
View Cash Receipt Documents CRHT, CRLT 
View Outstanding Bills OBDT 
View Account History for a BD and the CR’s ARCL 
which reference it 
View Account Statement Summary ASUM 
View text printed on bills ARTX, TXTP, CLTX 
View Vendor Remittance & Customer ARAT 
Remittance Information 
View Installment Bills INBT 
View Bills on Appeal  APPL 
View Bills written off WROT 
View Accounts referred for outside collection AREF 
View Deposits and Over-Collections DOCT 
View Fund/Program combinations that can retain FCDT 
finance charges 
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OBLH, OBLL 

Spending:  

View Obligation Documents 
View Payment Voucher Documents PVHT, PVLT 
View Treasury Schedule TSCH, TSCL 
View Checks CHKH, CHKL 
View EFT’s EFTH, EFTL 
View Cancelled checks/eft’s CXLT 

 

 
Document Inquiries: 

View documents SUSF 
View a document and all documents related to it DXRF 
(i.e., referencing, cancellation and modification 
documents) 
View e ssage guide ERRG rror me
View a ace record cross walked to an FFIS GIDT n interf
document  
View a Travel Interface record crosswalked to an TIDT 
FFIS document 

 

 
Vendor Inquiries: 

View Vendor Information Vend 
Find Vendor Code from the Vendor name VNAM 

View all bills for a vendor VXRF 

View all invoices, payment vouc
EFTs for a vendor 

hers, checks, and IVCH 

View payment vouchers and treasury numbers for VXDD 
a vendor 
View invoices and payment vouchers for an SPDX 
accounting strip 
Missing or Lost Checks Contact your Area Budget Office 

 
Accounti
 

ng: 

View funds FUND, FUN2 

View Programs PGMT 

View Budget Object Codes BOCT 

View Revenue Source Codes RSRC 

View Sub Revenue Source Codes SREV 

View Organizations ORGN 

View Divisions DVSN 

View General ledger accounting GLBL, GLDB 

View Trans Code/Trans Type entries ACED 

View accounting entries ACEN 

View Default Accounting DVAL 

View Accounting Structure Codes and their 
crosswalk to FFIS 

ACXT 
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PCMS Ta
 

 
 

bles 

View V2 documents GSCH 
View V8 documents GSCL 
View Accounting Structure C
crosswalk to FFIS 

odes and their ACXT 

Require SV documents balance to zero, Field on 
V REQD:  Y 

TCAT 
Table:  Balanced S
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 Feeder Systems (Feeder Interface) 
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Feeder Systems (Feeder Interface) 

Payroll 

Summarized records are loaded to FFIS and processed in full and disbursed from PACS system.  Detailed 
accounting records are loaded directly to FDW from the PACS system.  All detailed reporting of payroll is 
handled through FDW. 

Travel and Transportation 

FFIS data related to Travel and Transportation is processed through the TRVL, MPOL, TRAN, and GVTS 
systems.   

 Data from the spending activities of Travel Advances, and Travel Vouchers is processed through TRVL.   
 Data from the Gasoline/Motor Pool spending activity is processed through MPOL.   
 Data from the Government Bill of Lading spending activity is processed through TRAN.   
 Data from Government Transportation of People spending activity is handled through GVTS. 

 

PCMS/FFIS Interface 

The following describes the PCMS process and the interface to FFIS: 

Cardholder 

Cardholders can only purchase on behalf of one agency using one purchase card or associated convenience 
checks.  Any cardholder purchasing on behalf of multiple agencies, must have individual purchase cards 
and associated convenience checks for each agency serviced.  This is required, because each agency has a 
separate FFIS application.  If an FFIS document is created and the accounting has different agency codes, it 
will cause the document to reject in FFIS. 

Monday through Friday new transactions from the bank are loaded into PCMS between 11:30 am and 12:00 
pm CST.  Once a transaction is loaded, the cardholder has seven calendar days to reconcile it before it is 
sent to FFIS.  It is very important that cardholders reconcile transactions weekly; it is recommended that one 
day be selected to routinely reconcile on a weekly basis.  
 
Reconciliation involves the following: 
 

 Accepting the profile accounting code and budget object code (2670) as is, or changing the code(s), 
and; 

 Inputting a Document Control Number for each transaction into the "Agency Reference Number" 
field of PCMS to enable the Servicing Budget and Fiscal Officer (SBFO) to validate PCMS 
transactions that appear on the Agency’s FFIS Transaction Detail Listing.  Use of the Agency 
Reference Number (ARN) was previously optional, but is now mandatory.  In order to be consistent 
in assigning the Document Control Number, the cardholder will input their first initial, last name, 
followed by their sequentially assigned document control number; e.g., D Jones 0001.  Only the 
first 20 characters of the ARN will be passed to FFIS. 
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n PCMS, which has been updated to include the accounting 
status that indicates whether the transactions are locked.  The following alpha characters are used to indicate 
the accounting status:  O = Obligated; P = Paid by FFIS; L = Locked; N = New (not obligated and not paid). 

 

Cardholders can run the cardholder report i

 

PCMS Interface to FFIS 
 After a new transaction has been in PCMS seven days, the interface runs that sends it to FFIS to be 

paid.  The interface locks every transaction sent to FFIS to prevent further changes and possible out-
of-balance situations.  When a cardholder tries to change the accounting on a locked transaction, the 

nting changes cannot be made until this transaction completes 
tion.” 

following message appears:  “Accou
the FFIS/PCMS reconcilia

 When transactions have been accepted by FFIS, they are sent back to PCMS and PCMS unlocks the 
transactions.  Thus, the cardholder could change the accounting on the transactions, if required.  The 

ould be locked 
ile, the file 

hey are 
 hours or 

more depending upon the completion of the FFIS processing before the transaction is unlocked and 
available for reconciliation or adjustment by the cardholder. 

account description field next to the accounting will say “Accepted by FFIS.”  During a normal cycle 
where a file is passed to FFIS and FFIS returns a file to PCMS, the transactions w
until the next day.  If a file is passed from PCMS to FFIS and FFIS does not process the f
will not be picked up until the following day.  The transactions would remain locked until t
successfully processed and accepted by FFIS.  Bottom line is it could be between 36 and 48

 If the transaction rejects in FFIS, the transaction will remain locked until the SBFO clears the 
nt back to PCMS.  Cardholders (non-
olders may need to provide 

mation about the transaction to the SBFO if required to make the correction.  The name of the 

requently used when researching spending activities: 

rejected status and FFIS subsequently sends the acknowledgme
SBFO staff) do not “fix” rejected transactions in PCMS.  Cardh
infor
cardholder is part of the transaction file that passes to FFIS. 

Researching Spending Documents 

The following inquiry tables are the most f

 View Obligation Documents – OBLH, OBLL 
 View Payment Voucher Documents – PVHT, PVLT 
 View treasury schedule – TSCH, TSCL 
 View checks – CHKH, CHKL 
 View EFTs – EFTH, EFTL 
 View cancelled checks/EFTs – CXLT 
 View all documents processed for a Vendor – VXRF 
 View all documents associated with a specific document – DXRF 

 

re several different ways to look up information regarding Vendor Payments.   
are a few examples of the quickest way to find information on general vendor inquires. 

N” with table ID “

 
There a
Below 
 
Begin by accessing FFIS and placing an Action of “ PVHT” and hit enter.  The Table will 
pop up blank and you need to enter the Vendor Code that was used and hit enter 
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See the example below. 

 
 
 

ntering the VID#  hit “enter” and the table will populate with the first payment made to this VID#  
e to hit “enter” you will go on to the next payment.  After all 

After e
continu the payments have been displaced for 
that particular vendor, the next sequential VID# will appear.  This is a quick way to check for payment, (if 
you , 
amount
missing
 

 
 
 
 

his Payment has been paid.                                                              This has not but is scheduled. 

 know the dollar amount).  This Table will give all the relative information, such as: address sent to
 of payment, date payment was made or is scheduled to be paid.  The only information that is 
 is the check number.  

T
 
 

 If you look on PVHT and do not see a closed date, you WILL NOT be able to get the check/EFT# for 
the purchase order you are looking for. 

 

Required Field: 
Enter your VID 
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he Vendor Document Cross Reference Inquiry Table (VXRF) will give a overview of all activity for a 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

There are two tables (VXRF & VXDD) were you can find more detailed information on a vendor.   
 
T
give Vendor ID. 

 
 
The Disbursement Cross Reference Inquiry Table (VXDD) will give specific information on each payment.
 

 From here you can also go to TSCH (which will give you the Check Distr. Date) to TS
(Check # etc.), with a Z (for zoom).  This will save you from re-typing all the info again  

CL 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

***We will need this 
Schedule#:AM 030220051
for the next Table*** 

The “Y” lets us 
know that it has 
been reconciled 
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t SUSF Managemen
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ocument Suspense File table (SUSF)  

ll FFIS documents are stored on the Suspense File, SUSF.  Rejected and Held documents never leave 
SUSF.  Accepted documents are retained on SUSF for a brief period of tim

D

A
e before being archived. 

 

 
 
The table below shows the definitions of the fields on SUSF. 
 

Field Value 
ACTION The primary field of input to move from table to table, or to 

change elements of records in tables. 
TABLEID A four-character identifier to distinguish individual tables 
USERID The system automatically assigns the first four characters of 

your FFIS User ID(with which you logged in) to the 
USERID field 

FUNCTION Used to specify special SUSF commands to: 
Begin data entry 
Correct a batch or document 
Process a batch or document 
Change the status of a batch or document 
 

SEL Specifies the batch or document to be processed by placing 
an X in the corresponding SEL (selection) field 

BATCH ID & 
Document ID 

The SUSF Table is keyed by unique BATCH ID and 
DOCUMENT ID field information 
Each ID is comprised of three elements: transaction code, 
SEC1 code, and batch or document number. 

STAT The processing STAT (status) code is five characters 
indicating the status of a document or batch ticket. 

LAST DATE Displays the last access date in YYMMDD format 
LAST USER Displays the first four digits of the user ID of the last person 

to access the document or batch 
PROCESS DATE Shows the date the document or batch was processed 
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ng the status of the document.  The table below explains 
the status codes.  
THE STAT field on SUSF displays codes denoti

 
STATUS DESCRIPTION 
ACCPT Document is accepted.  Data entered on the document has 

updated the tables. 
BHELD Document is in held batch.  It is neither deleted nor accepted. 
BRJCT Document is in a rejected batch.  It is neither deleted nor 

accepted. 
BSCHD Document is batch scheduled for offline processing.  It s 

neither deleted nor accepted. 
DELET Document is marked for deletion.   
HELD Document is on hold. 
PEND1 Document is pending approval 
REJCT Document is rejected.  If has errors and cannot be accepted as 

is. 
SCHED Document is scheduled for offline processing. 

 
 
SUSF displays the contents of the Document Suspense File.  SUSF can also be used to jump to document 
processing environments for any document or batch of documents stored in the Document Suspense File. 
 

ou may access a document form SUSF for several reasons: Y
 To create a new document 

To change a previously created document  
 To review an accepted ment  docu
 To copy a document 
 To access a document in used by another user 
 To delete a do

 
The following table lists each function : 
 

Function Brief Description 

cument 

available on the SUSF table and its capability

NEW  a new batch or document Begin data entry of
ACCESS ument or batch View one doc

SCAN  read-only mode View on document or batch in
COPY Copy an existing document or batch 
FREE Allow access to document in use 

 
To create a new do  SUSF: 

S
cument from

TEP 
 

ACTION 
1 Type NEW in the Function field 
2 Type in the document ID 
3 Press Enter (F ered) FIS displays a blank document ready for data to be ent

 
To access a previo  documen ow: 

STEP 
usly created t or batch directly from SUSF, follow the steps bel

ACTION 
1 Search for the documents in SUSF 
2 Type S in the Action field 
3 Type X in the SEL field for the document or batch that you wish to access or 

place the cursor on the document or batch you wish to access. 
4 Press Enter 
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y use the RUN function to process the document from SUSF. 

To use the RUN function, follow the steps below: 
 

STEP ACTI

If you wish to process (i.e., through edit and update passes) a batch or a document without viewing the 
document, you ma
 

ON 
1 h for the bSearc atch or document in SUSF 
2  RUN in tType he FUNCTION field 
3 x in the S ocess.   Type EL field of the document or batch in which you wish to pr
4 Enter Press 

 
If you previously deleted h or doc atch or document from SUSF, as long 
as the document or batc  displaye E a batch or document without viewing 
the document without vi he docum  from SUSF. 
 

LETE n, follow

STEP ACTION 

 a batc ument, you may undelete the b
h is still d in SUSF.  To UNDELET
ewing t ent or batch, you may use the UNDELETE function

To use the UNDE
 

 functio  the steps below: 

1 Search for the batch or document in SUSF 
2 Type UNDELETE in the FUNCTION field 
3 Type x in the SEL field of the document or batch in which you wish to process.   
4 Press Enter 

 
If you wish to hold a document or batch to prevent further processing, you may use the HOLD function 

m

ACTION 

fro  SUSF. 
 

STEP 
1 Search for the batch or document in SUSF 
2 Type HOLD in the FUNCTION field 
3 Type x in the SEL field of the document or batch in which 

wish to process.   
you 

4 Enter Press 
 
The Document Suspense File (SUSF) stores and mainta  in FFIS at all stages of 
their life cycle, including

ins all documents entered
: 

 Held and pending docu or further data entry, prments f ocessing or approval 
 Rejected documents ma d for correction or approvintaine al 
 Deleted documents  
 Accepted docu  not yet archived ments

 
All transactions entered in MS, PRCH, TRVL, etc.) as well as those direct-entered 
into the FFIS application w ore they are 
uccessfully shown in FFIS.  As a result, transactions that are generated may result in an error or a “reject” 

 
administrative offices have a role an ansactions entered in feeder systems or 
directly into the FF  appli e office personnel or another office on their behalf, 
such as ARS OPS ough 
 
 

the feeder systems (PC
ill go through a series of edits at various levels of transition bef

s
status within the feeder, in the feeder-to-FFIS interface, or directly in the FFIS application.   All

d responsibility for e
istrativ

nsuring tr
IS cation, either by admin
thr edits at these various levels. 
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he 
USF) for both feeder-

ystem generated and direct-entered documents.  The originating office is determined by the type of 
n, purchase orders, travel, etc.) and business processes 

ithin each SEC1 code.   
 
Note

This section provides guidance on roles and responsibilities for correcting errors in the feeder systems, t
feeder systems to FFIS interface, and within the FFIS Document Suspense File (S
s
spending activity (agreements, training, constructio
w

:  For the purp e of th ined as the office that enters os is guide, the originating office is def
documents/transac ns eith

 

anner 

SEC1 Codes Us in th

The following is a t of S  
    

Responsible  

tio er in a feeder system or directly into the ARS FFIS application. 

SUSF Management 

On a daily basis, the SBFO will monitor all documents shown in a “reject” status on SUSF.  They will work
ith the locations and administrative offices (procurement, travel, personnel, contracting, etc.) to ensure all w

documents within their SEC1 code are processed in a timely m

ed e ARS FFIS Application 

 lis EC1 codes used in the FFIS application:       

SEC1 Code  Allocation     Office

01   Program Management   FMD 

03   Administrative and Financial Mg

40   Inter

05   Sala

07   Spec

D   Majo on   FD/FMD 

h Atlantic Area    SBFO 

acific West Area   SBFO 

  SBFO 

ARS OPS 

ISC   n/a      ARS OPS 

mt FMD 

national Research Programs FMD 

ry Lapse    FMD 

ial Projects     FMD 

F r Constructi

12   Beltsville Area   SBFO 

19   Nort

36   Midwest Area    SBFO 

53   P

54   Northern Plains Area 

62   Southern Plains Area   SBFO 

64   Mid South Area   SBFO 

66   South Atlantic Area   SBFO 

82   National Agricultural Library NAL 

R4*   n/a       ARS OPS 

OC   n/a     L

M
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tion of 

Types of Errors 

Up to three types of error, codes may display on the bottom of the document screen.  The letter in the last posi
the code indicates what type of error occurred: 
 

 Warning errors provide information about a possible problem but do not stop a document from processing (for 
example, AS01W) 

 Overridable errors require approval before the document is accepted (for example, US18O) 
 Fatal errors must be resolved before the document can be accepted (for example (SC01E) 

ERRG Table 

The Error Guide (ERRG) table provides a 
detailed description of the errors encountered 
during processing of documents and data entry 
tables.  Place your cursor on the error message 

 rejecting on SUSF include: 

and press <Enter> to access this table. 

 

 

 

 

Common Errors 

Common errors related to feeder-generated and direct entered transactions
 Invalid Vendor Code - the Vendor Code populated on the transaction by the feeder/interface is not valid on the 

FFIS VEND table 
 Invalid Accounting (Fund, DVSN, ORGN, etc.) - one or more of the account

transaction by the feeder/interface is not valid on the related FFIS accounting reference tables 
ing elements populated on the 

 Missing Vendor Code - the feeder/interface did not populate a vendor code on the document (this is not 
uncommon as some feeders do not require a vendor code) 

 Accounting Period Closed – the transaction has been processed after the accounting period cited on the document 
 Expired Appropriation – transaction cites a prior year BFY; requires an override 
 Vend code doesn’t match original document 
 Organization not equal to organization inferred from original document 
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t Rejects in SUSF 

nsuring transactions generated in a feeder system (PRCH, TRVL, PCMS) are accurately entered.  The 
 

are  by NFC.  If transactions are posted to suspense accounts, NFC will research the error 
inating office or 

tances when the 
originator may not be able to make the correction within the feeder system.  For instance, if a PCMS 
transaction is locked due to invalid accounting data, the Servicing Budget Fiscal Office (SBFO) will work 

ng office to correct the program code in FFIS and a back feed will be generated during the 
nightly cycle to unlock the PCMS transaction.  

PCMS validates the accounting before it sends the documents to FFIS, but the possibility exists that 
documents may still reject. A document may reject for the following reasons: 

Feeder Documen
 
The originating office who enters transactions in the feeder systems, has the primary responsibility for 
e
originating office is also responsible for verifying that batch files transmitted by PC-TRVL and PC-PRCH

 received correctly
and make the necessary corrections.  If they are unable to do so, they will contact the orig
the designated point of contact to take the appropriate action. There are special circums

with the originati

 

PCMS Errors 

 Invalid Accounting due to differences between the FFIS ACXT and the PCMS stored version of ACXT 
 Missing or invalid ACED and ACEN table entries 
 Missing ACXT entries 
 Funds Control Issues 

 

When correcting rejected PCMS documents: 

ALWAYS… DO NOT… 

 

 

 Research the accounting intended to 
 on the document 

 Change the Trans Type 
 Change TCAT record for V5 or V8 to 

accept a non-zero balanced document 
be

 Change the User’s profile accounting 
when receiving rejects for a particular 
user 

 Change an entry on ACXT with an 
Action of ‘C’ 

 Repeat the first line of any document in  Delete and Add only for ACXT 
records that must be changed lines 002 and higher  

 Require on Transaction Category 
Table (TCAT) that the documents 

 Blank out the BFY Change dollar 
amounts 

balance to zero 
 Use a four-position Budget Object 

 Use a two-position or blank BOC for a 
non-clearing account line 

Code (BOC)  
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Potential PRCH Errors 

Documents from PRCH may reject for the following reasons: 
 Invalid Accounting  
 Funds Control Issues 
 Missing Vendor Code 
 Invalid Vendor Code 
 Invalid referencing information 

 

When correcting errors: 

ALWAYS… DO NOT… 
 Research the accounting i

on the document 
ntended to be 

 Verify amounts using PRCH Inquiry prior 
to adjusting amounts on the FFIS 
document 

 Change the Trans Type 
 Delete the referencing information to 

get the document to process 
 
 

 
 

Potential TRVL Errors 

ravel documents may reject for the following reasons: T
 

 Invalid Accounting  
 Funds Control Issues 
 Missing Vendor Code 
 Invalid Vendor Code 
 Invalid refer i

 
When correcting errors, do not: 
 

enc ng information 

 Change the Trans Type 
 Delete the re e umenfer ncing information to get the doc t to process 
 Create a docume xample, i nt document rejects because the obligation it 

references does not exist, do not create the obligation – s
nt to facilitate referencing (for e f a payme

 re earch why the obligation did not make it to FFIS) 
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Vendor Information 
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Vendors 

A vendor is any entity that has a financial transaction with ARS either by giving or receiving funds. 
Examples include Federal employees, commercial firms, universities, non-government individuals, or other 
federal agencies.  In order to have any monetary transaction complete in FFIS, the vendor must have a valid 
remittance address in the VEND Table.  

What is a Vendor ID? 
 
The Vendor ID consists of eleven positions.  For commercial vendors, the first nine positions (no spaces or 
dashes) are the vendor’s Tax Identification Number (TIN).  The 10th and 11th positions are suffixes.  When 
establishing the initial record in VEND, position ten should be blank and position eleven, Alternate Address 
Code, should be ‘A.’  Different Alternate Address Codes B-Z (less alpha I and O) may be assigned if a 
single vendor requires multiple remittance addresses.  This accommodates 33 additional addresses.  If there 
are more than 34 addresses for a vendor, additional VIDs can be created by using a suffix in position ten.  
 
For a Federal employee pay rolled by NFC, the vendor code consists of the Social Security Number (SSN) 
in the first 9 positions, an “E” in the 10th position.  The address code in the 11th position can be an “S” for 
salary address, “R” for residence address, “T” for T&A contact points, “I” for payments requiring a 1099 
income statement, or “Z” for travel EFT accounts reimbursements.  Vendor codes for “S” and “R” addresses 
are already resident in the FFIS Vend Table.  The others have to be added as needed.   The vendor type for 
pay rolled employees is always “E”. 
 
Note:  Adding Federal employees pay rolled by NFC can only be done by NFC-FOB.  Requests must be 
sent through the COMT table. 
 
 
Who has Access to add a Vendor? 
 
Each Area Office has a Vendor Coordinator and designated back up.   
 
When to Search for Vendors 
 
Verify that a vendor is in the VEND table for each spending transaction involving outgoing and incoming 
funds including, but not limited to, procurement, contracts, grants, agreements, trust funds, and non-
government travelers.   
When preparing any supporting document for a spending activity, you must ensure that the vendor is 
reflected in the VEND table with appropriate remittance address. 
 
You do not have to look up a vendor when using your Government Purchase Card.  All Purchase Card 
transactions feed nightly into FFIS.  All PCMS transactions have the Bank of America as the Vendor.  Since 
FFIS recognizes the Bank of America as the vendor, and Bank of America already resides in the VEND 
Table, there is no need to look it up. 
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 for Vendors by Name 
 

deral 

spread throughout the United States).  Search for a Federal Agency 
by name using the VNAM table.  The VNAM table brings up all the Agency’s addresses for you to review.  

 other types of vendors where you do not have the TIN and there are many 
ddresses (for example, Federal Express).  There are some drawbacks when using VNAM.  The drawbacks 

Searching

There are times when searching by vendor names is necessary.  For instance, when searching for a Fe
Agency and you do not have the VID.  The VID entries for Federal Agencies are made up from their 
Agency Location Code (ALC).  So federal agencies will have VIDs that are very similar (for a downtown 
location) and many that can be different (

This can also be helpful for
a
are:   
 

 If you search for a vendor by the vendor name (VNAM), you may have to search more than once, using 
different variations of the name (example: IBM, I.B.M., or International Business Machines). 

 Unless you have been granted employee rights, your search in VNAM will show blanks in-between your
vendors and an error message for those blank entries (error: “*S304 ACTION NOT AUTH FOR 

 

SEC1") at the bottom of the screen.  These blanks are for employees in the system.  In order to find the 
vendor name, you need to scroll through these to get to your vendor. For instance, if you start with “M” 
and you are searching for McDonald’s, you need to scroll through all the vendors (alphabetically) and 
all the intermittent blank employee screens.  

 When using VNAM, you still need the TIN to verify that you have the right vendor.   Sometimes two 
companies can have the same name, but a different TIN.  For example, there are many McDonald’s, 

 
 

ery important to verify the vendor’s remittance address and TIN in the FFIS 
VEND Table. 

referred Method for Vendor Searches 

each independently franchised and each has a different TIN.  Therefore, search using the VEND Table
and the company TIN for the quickest and least frustrating method to find the VID.  When you search
and find your vendor, it is v

P

 The best way to search for a “commercial” vendor is in the VEND Table using the Taxpayer’s ID (TIN).  
dress available in the system for that vendor. When you search by the 
use TIN numbers are unique.   

This calls up each remittance ad
TIN, you only search once beca

 A vendor may have more than one VID in the system.  If a vendor has more than one remittance 
address, it will have more than one VID.  Example:  VID 123456789 A and/or VID 123456789 B.  
Select the VID for the remittance address associated with the transaction as noted by the vendor.  
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 Researching Vendor Information
 

The table below provides detailed information on which table to use when searching for information. 

 
If you know… and want to know… go to this 

FFIS Table… 
Vendor Code, Remittance 
Address 

Is the vendor in FFIS? VEND 

Vendor Name and Address Vendor Code VNAM 
Vendor Code, Payment 
Voucher Document ID 

Vendor Name, Address, Schedule Date, 
Closed Date, Vouchered Amount, Closed 
Amount (disbursed), In Transit Amount 

PVHT 

(submitted but not yet confirmed as paid 
by Treasury) 

Vendor Code, Payment 
Voucher Document ID, Line 
Number 

Vendor Invoice, Invoice Date, Line 
Amount, Closed Amount (disbursed), 
Disbursed Amount, In Transit Amount 
(submitted but not yet confirmed as paid 
by Treasury), Reference Document ID, 
Transact

PVLT 

ion Type, Accounting Distribution 
Obligation Document ID Payable Document ID, Amount 

 
DXRF 

Payable Document ID Obligation Document ID, Amount 
 

DXRF 

Vendor Code All documents entered against the selected VXRF 
vendor, Amount 

Check Number Vendor Name, Payment Address, Check 
heck Date 

CHKH 
Total, C

Check Number Payment Voucher Document IDs, Line CHKL 
Amounts, Check Date of all Payment 
Vouchers included on a specific check 

Fiscal Year, Schedule 
Category, Type, Number, 

Payee, Payment Amount, Payment Date, 
Bank Information 

EFTH 

Payment Sequence Number, 
Disbursing Office 
Fiscal Year, Schedule Payment Voucher, Travel Advance EFTL 
Category, Type, Number, 
Payment Sequence Number, 
Disbursing Office 

Number, Line Number, Record Type, 
Payment Amount 

Vendor Code, Vendor 
Invoice Number, Invoice 
Date 

Document IDs and Check Numbers for all 
confirmed payment against a specific 
invoice 

IVCH 

Vendor Code, Document ID 
of Payment Voucher 

Check Number associated with the 
voucher, Amount 
 

VCHK 

Vendor Code, Document 
ID, Line Number of a 
Payment Voucher or Travel 
Advance Line 

Treasury Schedule Number, Amount, 
Confirmation Status, Interest and Discount 
amounts of all disbursements against a 
payment voucher 

VXDD 



 

 
70

and want to know… go to this 
FFIS Table… 

If you know… 

Document ID Where is a payment related transaction in DXRF 
the processing chain? 

Vendor Code, Document ID 
of Payment Voucher 

What is the status of a payment document? PVHT 

Vendor Code, Document ID 
of Payment Voucher 

been disbursed? 
 
Has a payment voucher PVHT 

Vendor Code, Document 
ID, Line Number of 

 been disbursed, 
confirmed, or backed out? 

Payment Voucher 

Has a payment voucher VXDD 

Payment Sequence Number What vouchers were paid on a specific 
EFT payment? 

EFTH 

Payment Sequence Number EFTL What was the dollar amount of each 
transaction included on a given EFT 
payment? 

Check Number What vouchers were paid on a specific
check? 

 CHKH 

Check Number CHKL What is the status of a check? 
Vendor Code, Vendor 
Invoice Number, Invoice 

IVCH 

Date 

What are the Document IDs and Check 
Numbers for all confirmed payments 
against a specific invoice? 

Vendor Code, Document ID hat is the Check Number associated with VCHK 
of Payment Voucher 

W
the payment voucher and amount? 

Schedule Number hat is the amount being paid on a TSCH W
specific schedule? 

Schedule Number chers appear on the TSCL What specific vou
schedules? 

Schedule Number, Vendor 
t ID of 
r 

Code, Documen
Payment Vouche

What are the corresponding amounts and 
associated check numbers? 

TSCL 

Schedule Number, Vendor 
 

TSCL 
Code, Document ID of
Payment Voucher 

How do you find check numbers? 

Schedule Number, Check 
Number 

What is the status of a canceled check? CXLT 

Calendar Year, Vendor
Code 

 d 
r 

Where do you find the total disburse
amount for a 1099 vendor for a calenda
year? 

VPYA 

Check Number Has a check canceled for replacement been REPL 
replaced yet? 

Schedule Number, Payme
Seque

nt 
nce Number ent been replaced yet? 

ERPL Has an EFT payment canceled for 
replacem
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Wire Transfer/Electronic Transfer 
 
Two methods can be used depending on the vendor. The vendor should give 
the information
 
 
1) Preferred method (electronic transfer
 
Receiver FI: 021030004 TREAS NYC 
Beneficiary: 12
Beneficiary Inf - mple

(This is ma

 below to their bank... 

) 

400001 
ormation: ARS 194-6402 921, J Bryson 662-686-5202 (exa

de up of 
) 

ARS plus the accounting code, plus the  
acARS cont t person and phone#) 

 
 
2) Second meth sfer-Bank 1
 
Receiver ABA:
Receiver Accou
Lock Box #: 70
Sender Name: ChemQuest (example) 
Invoice Inform ,

de up of

od (ACH tran  in Chicago) 

 071000013 
nt: 1113305 
792 

ation: ARS 194-6402-921
(This is ma

 J Bryson 662-686-5202 (example) 
 ARS plus the accounting code, plus the ARS contact person

phone#) 
SWIFT Code: FNBCUS33 
 
Additional Info: 
 
Bank One 
300 S. Riverside 
16th Floor 
IL 10248 
Chicago, IL  60
Account name:  U.S. Departm

 

 

606 
ent of Agriculture, National Finance Center 

 
 

 
The sender should apprise us of when they do the electronic tra

e hey can be watching for it. Th n we will give NFC a call so t
 and 

nsfer.
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BRIO REPORTS
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BRIO Logon 
 Either click on your Internet Explorer / Netscape and go to http://FDW.USDA.GOV or click the 
“FDW-BRIO” Icon to access the financial Data Warehouse (FDW).  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The system will prompt you for your SecuRemote ID and Password to gain access to NITC-FDW 
(SecuRemote ID is your FFIS Userid (ID should be Uppercase)/Password is the same one used for access to 
NFC SecuRemote). 
       Enter your ID and Password then press “OK” button. 
 

 
 

 
 
 
 

A message will appear informing you that the login was successful, hit “OK” button and a “Warning” 
message will appear. Read the warning message then click “OK” button. 
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A page will appear with “USDA, OACFO - Financial Data Warehouse”, select Agricultural Research 
Service from the drop-down box on the screen. 
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Choose a report category from
 
 
Choose “Spending Reports” to view th  “Payroll Reports” to view the 
Payroll Detail Listing (PDL), or
 
 
 
 

 the box “Choose Report Category” by clicking on the box 

e Transaction Detail Listing (TDL),
 “Budget Reports” to view the Object Class by Program (OCP). 
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DL Reports 
elect “Spending Reports’ from the drop-down box. A screen will appear within the “Spending Reports” 

 
T
S
category, select the link “Transaction Detail Report”.  
 

 
 
 
 

 

 
Click the “Process” button to begin. Please note that you will have to select “Process” every time you want 
to change the parameters for a report. 
 

 

 
 
 
 

All available “Spending Reports” 
will appear at the top of the 
screen, along side the 
“Transaction Detail Report”  
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 screen will appear, prompting you for your “Host User’ and “Host Password”, which is your Data 
d Password. 

A
Warehouse ID an
 

 
 
 
Highlight “2002” from the drop-down “Limit: Fiscal Year” box and click “OK” button (Review explanation 
of options on diagram) 
 

 

 

Whenever you move between 
Reporting Categories the 
system will prompt you for 
“Host User” and “Host 
Password”

Delete something from the 
“Edit Field” 
 
Add an item to the list of 
items in the box 
 
“Select All” items in the 
box 
 
“Remove” an item from the 
box 

Select a “Fiscal Year” from 
the list by highlighting it and 
then select “OK” 
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nd Highlight “4/January”or whatever month you desire from the drop-down “Limit: Fiscal Month” box a
click “OK” button. 

 

Highlight “2002 ”from the “Limit Values” drop-down box for “Begin Budget FY” and click “OK” button 
 

 
 
 
 
 

Select 
Month

Select a Beginning Budget 
Fiscal Year” from the items 
listed such as “2002” or 
select ‘ignore” to select all 
available Beginning Budget 
Fiscal Years.   

a “Fiscal 
” by 

highlig
then se

hting it and 
lect “OK” 
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Highlight, from the drop-down “Limit: Fund” box, the Fund you want, and then click “OK” 
 

 
 
 

lick “Ignore’ to bypass this option-unless you are querying for a specific document and know the 
p
C

arameters.  

 
 
 
 
 
 

Sele  
list 
the 
sele
“Ign
“Funds’ in the box 

ct a “Fund’ from the
by double clicking 
mouse and then 
ct “OK” or hit 
ore” to include all 
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Highlight the Location you want, click “OK” 
 

 

Click “Ignore” 
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ee yours, type it in the box or click “Ignore to select all. Select a “Program” from the list, if you don’t s

 
 

lick “Ignore’ for the “BOC”, this will provide all the available budget object classes. 

 
 
C
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y 
select a “Transaction Code” if you wish to narrow down the list of transaction codes reported 
 

Click “Ignore” for the “Transaction Code”, this will provide all the available transaction codes.  You ma

 

lick “Ignore” to select all or enter a Document number to narrow down the list. 

 
 
C
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ow you wait …. 

 
 

N

 
 
 

 
 
Once a report appears on screen, select the “Printer” to print the report. 
 

 

 

Q: Best times 
to run 
reports?   
 
 

A: Early in 
the morning. 

To save a query with data, select the “Save Options” from the 
“File” Menus on the BRIO Toolbar, select “Save Query Results with 
Document”, check the box “Query’, click “OK” button, click “Save 

As” from the “File” Menu, and save the report to a file 

Remember!!!   Check that your printer set-up is 
Landscape not Portrait. -All ARS reports are 
Landscape 
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lick the “Back” button twice to return to “Reports Category” and select “Payroll Reports” to generate a 
PDL” 

C
“
 

 
 
 
 

Click “Process” and type in you “Host User’ and “Host Password”  
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t “2  “OK” button 
 
Highligh 002” from the drop-down “Limit: Fiscal Year” box and click

 
 

Highlight “4/January”or whatever month you desire from the drop-down “Limit: Fiscal Month” box and 
click “OK” button. 
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ighlight “2002”from the “Limit Values” drop-down box for “Begin Budget FY” and click “OK” button H
 

 
 
 
Highlight, from the drop-down “Limit: Fund” box, the Fund you want, and then click “OK” 
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of 
ll Report Org 1” that a particular program applies to. 

 

Click “Ignore” to bypass the selection of a “Report Org 1”, this will allow for the automatic generation 
a

 
 

Select a “Program” from the list, if you don’t see yours, type it in the box or click “Ignore” to select all 
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If you select a “PP Processed” that is outside of the “Fiscal Month” parameter, data will not be retrieved.  
 

Highlight a Pay Period and click “OK”, selecting “Ignore” will select all pay periods that apply to the 
“Fiscal Month; chosen.   
 

 

The “Limit: Pp Processed” represents the Pay Period that a Payroll 
transaction was processed 
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ll employees. 

 

 
89

ll employees. 
 
Click “Ignore” to select a
 
Click “Ignore” to select a
  

 
 
To look up an employee:  Change “=Equal” to “Contains” then enter only last name, if it is a common last 
name you can add first name 
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Click “Ignore” to select all employees. 
Or you can enter a SSN, just type in the number (no dashes, or spaces) 
 

 

 
Now begins the Wait… 
 
This is a good time to refill your printer with paper. 
 
 
 
 

 
 
 
 
 
 
 
 
 

You’re going to need it! 

This is the last one 
before a PDL Report 
is generated.
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Choose BUDGET -  
At this screen under the OBJECT CLASS REPORTS option, choose ‘By Program’ 
 
 

 
Object Class Reports  
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 Select or ensure the FY you want is either highlighted or double clicking will put it in the field – as shown 

Click OK 

above 
 

 
 
 
 

 
 
Highlight the month(s) for which you want reports 
 
Click OK 
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he BF year(s) you want 

lick OK 

 
 
 
 

 
Highlight t
 
C
 
 

 

LWAYS CLICK ‘IGNORE’ ON THIS SCREEN 
 
A
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elect the fund(s) for which you waS
(i

nt reports  
ort, 01, 08, 91, 93 are selected – to get all of the OC reports for the location 

lick OK 

n this rep
 
C
 
 
 

 
 

he division for Midwest Area is always 36 

ighlight and click OK 
 

T
 
H
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Select your location and click OK 
NOTE: If you do not get the allotment plan by querying this way – select IGNORE at this point, instead of 

on your locati
 
 
 
 

 
 
Select or type in the program codes you need – or select ‘Begins With’, instead of ‘Equal’, as shown above.   

ith’ option, you would type in the last two digits of your fund code and the first 
ur digits of you location mode code, such as: 

 
013602, 083602, 913602, 933602, etc.   

 
 
 

 
To utilize the ‘Begins W
fo
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Please Stand By….. 

 
 

TA DA!!!!! 
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PORTS: 

 
1. Choose Spending Reports 
2. Choose Open Item Summary Report 

 

OPEN ITEM SUMMARY RE
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ALWAYS choose the current FY at this screen 
 

 
 
 
 
 
 
Select either one or all of the Budget Fiscal Years on which you wish a report.  I’d always start with the 
most recent prior year (i.e. 2001) first.  This sets up the parameters for the rest of the reports.  You can then 
run reports on any FY you choose.  In this instance I ran and received a report on all five fiscal years.   
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ALWAYS select “Ignore” at this screen 
 

 
 
 
 
 
For this report (or any report on which you want all accounts at your location included), select “Ignore” at 
this screen 
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nd say “OK” MWA is always Division 36.  Select 36 a
 

 
 
 
 
 
 
 
 
Select or type in your location (the location mode plus 3 zeros).  Say “OK” 
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For this report (or any report on which you want all accounting codes) select “Ignore” 

 
 

 

aiting… 

…As time flies by… 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

W
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ars being 
terspersed throughout the report.  The years for the data are shown under the column heading 

BFY/EBFY”.   
 

The report will process and return the data.  This report included all 5 years, with the ye
in
“
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Choose SPENDING Reports 
 

 
Creating a PCMS Report 

 

 
 

Drag the 36pcms.bqy document from your CD to the above screen and drop it 
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lick on “Process” C
Enter your ID and P/W 
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r(s) from which you wish to retrieve data Select the fiscal yea
Click “OK” 

 
 

 
 
 
 
 

Select the month from which you wish to collect data 
(I usually select the current month for the latest data) 
Click “OK” 
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data 
ime it will be the current FY) 

Click “OK” 

 

Select the Budget Fiscal Year from which you wish to collect 
(most of the t

 

 

 
 to collect data 

sted and you wish data from them all, select “Ignore”) 
(To highlight more than one code and they are in sequence, hold your Shift key down and either 
arrow down or use your mouse to select the ones you want; if they are not in sequence, hold your 
Control key down and highlight the ones you want) 
Click “OK” or Ignore 

 

 
 

Select or enter the Fund Code(s) from which you wish
(if they are li
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Always select Division 36 
Click “OK” 

 

 
 

Enter the Program Code(s) from which you wish to retrieve data 

 
 

Click “OK” 
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Enter o u wish and Click OK, or 
Select Ignore to retrieve data from all BOC 

r select a specific BOC if yo

 
 

 
 
 
 

Enter a
Select Ignore to retrieve data fr

 specific cardholder’s name (as they entered it in PCMS), or 
om all cardholders at the location 

 

 
 
 

 
Please 
Standby 
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Click on the Printer icon, hit enter and wait for your report to print 
 
 

REPORT 
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L History Report (aka Allotment/Allocation/Plan) 

 

Creating a B
 
Log in to BRIO as you normally would 

hoose BUDGET Reports C

 
Drag the 36bl.bqy document from your CD to the above screen and drop it 
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nter your ID and P/W 
Click on “Process” 
E
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r(s) from which you wish to retrieve data 

 

Select the fiscal yea
Click “OK” 

 
 
 

 
Select the month from which you wish to collect data 
(I usually select the current month for the latest data) 
Click “OK” 
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data 
ime it will be the current FY) 

Click “OK” 
 

Select the Budget Fiscal Year from which you wish to collect 
(most of the t

 

 
Select or enter the Fund Code(s) from which you wish to collect data 
(if they are listed and you wish data from them all, select “Ignore”) 
 
To highlight more than one code and they are in sequence, hold your Shift key down and either 
arrow down or use your mouse to select the ones you want; if they are not in sequence, hold your 
Control key down and highlight the ones you want 
 
Click “OK” or Ignore 
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Always select Division 36 
Click “OK” 

 
 
 

Enter your 4-digit location code 

 
 
 

Click “OK” 
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from which you wish to retrieve data Enter the Program Code(s) 
Click “OK” 
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REPO
 
 

RT 

Click on the Printer icon, hit enter and wait for your report to print 
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 Contract & Agreement Report by Contract # 

og in to BRIO as you normally would 

 

Creating a
 
L
Select “Other Reports” 
Select Contract/Agreement Summary Report by Contract 

 
 
 
 
Enter your USERID information 
Click “OK” 
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Select the Fund(s) from which you wish to retrieve data 
 

 
 
 
 
 

Select the Location”. 
Click OK 
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nore” for all codes for the Funds from which you 
ish to retrieve data 

 

You can either input a specific Vendor Code or select “Ig
w

 
 
 
 

fic Contract # or select “Ignore” for all Contracts for the Funds from which you wish You can select a speci
data to retrieve 
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Then you wait for it to retrieve the data and… 
 
TA DA – you have your report…. 
 

 
 
 
Just a reminder in building reports of any kind…..scroll to the bottom to ensure you 
have retrieved all pages BEFORE you start printing.   If you just look at the # of pages 
at the beginning of a report and start printing before it finishes building it, the # of 
pages may reflect quite a few less than what the report actually is.  Always look at the 
final # of pages before you opt to print.  You can always re-process the report to 
restrict the data you retrieve and then print.     
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Agreements 



 

Billings & Collections:   
The following is a flow chart of various types of billings and collections that are used.   

Federal Agency:
An Interagency Reimbursable Agreement may be entered
into with another Federal agency when ARS is requested to

perform a service which is ordering agency is unable to
undertake

Determine the requesting
organization-Federal agency
or non-Federal organization.

Non-Federal Organization:

Will funds be used for
more than one fiscal year?

How will payments
be made?

One fiscal year:
Funds
Availability-Interagency
Reimbursable
Agreement, Option A:

For agreements executed
under the Economy Act,
the ordering Federal
agency's funds are only
available for use during
the current fiscal year that
the agreement was entered
into.  Any funds not spent
or properly obligated
toward the objectives of
the agreement by
September 30 of the fiscal
year must be returned to
the ordering agency.

More than one year:
Funds
Availability-Interagency
Reimbursable
Agreement, Option B:

Funds are available for use
only during the fiscal year
that the agreement was
entered into unless the
ordering Federal agency
has multi-year authority,
the agency may provide in
writing that the funds are
available for obligation by
ARS for a specified period
of time that may cross
fiscal years, subject to any
limitations imposed by the
ordering agency.

Authority:
7 U.S.C. 450a

Authority:
31 U.S.C. 1535 (Economy Act of
1932, as amended by PL 97-332)

Bill quarterly:
A Reimbursable Cooperative Agreement

May be entered into with non-Federal
organization into with non-Federal organizations
for specified cooperative research purposes of
mutual interest.  The requesting organization
may make payments in arrears provided the

ARS negotiating official determines that
payments in arrears for services will not pose an

undue risk to the government.

Funds Availability-Reimbursable Cooperative
Agreement:

Availability of funds is based on the negotiated terms
of the agreement, state laws, and on ARS billings

and the cooperator's prompt payment.  Funds
remain available for obligation for the specified

duration of the agreement.  However, the duration of
the agreement may not exceed five years.

Payment in advance:
A Trust Fund Cooperative Agreement

may be entered into with non-Federal
organizations.  Trust Fund Cooperative

Agreements involve cooperative research
between ARS and another party where ARS
is paid in advance to conduct research or for

the other party to share in the cost of a
research project conducted by ARS, or for

ARS to allow the use of any facility or
service.

Funds Availability-Trust Fund Cooperative
Agreement:

Funds are provided to ARS in advance of the
cooperative research.  The duration of the

incoming agreement is specified in the terms,
but must not exceed five years.  Funds remain

available for obligation for the specified
duration of the agreement.

Authority:
7 U.S.C. 450a
7 U.S.C. 3318

Authority:
7 U.S.C. 450a
7 U.S.C. 3318
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 in FFIS 

 
 
SBFO 

MWA Collection Process
 

 Receives copy of executed agreement 
 Receives check 
 Established program code in FFIS  
 Posts collection in ARIS (ARS-425) 

 
      BPMS 

 Will generate an allocation once the ARS-425 is approved. 
 Establish BE document in FFIS 

 
 Notifies/Requests ALPS Plan from LAO 

 
                                                                         LAO  

 Prepares ALPS Plan and submits it to SBFO 
 

 Deposits Check to Lock Box  
 
                                                                        Lock Box 

 Receives check and returns verification receipt to SBFO 
 Forwards copy of Transmittal to ABCO 

 
 
ABCO 

 Prepares A2, A3, A7-once document has passed through-the 
edit, document will appear on SUSF in a PEND1 status-until 
Run by SBFO 

 
  

 Verify that the BE document(s) have been entered by BPMS on the APPR table, prepare BL. 
 Run BL documents once A3 is on PEND1 status on SUSF. 
 Approve/Run A3 document 
 Prepare 324 
 Cc: LAO, & ARS OPS with copies of Check, Deposit Transmittal, 324 and signed agreement.   



 

Closeouts 
The following form, along with copies of TDL, PDL & 

BFO’s office for final processing. 

           TO:   USDA/OCFO/COD/ARS OP

      FROM:   BARBARA J. DAILEY

AGREEMENT NO.:                  

screen print of ALLT should be sent to the Area 
A
 

SUBJECT:  AGREEMENT CLOSEOUTS

S

BUDGET & FISCAL OFFICER

ARIS Log/Accn. #:                    

VENDOR ID:                                              

TERMINATION DATE:             

ADODR:                                   

BRIEF DESCRIPTION:     

ACCOUNTING CODE 

COOPERATOR:  
 

                                                                                

(S)        

    $0

RETURN TO CONTRIBUTOR:                   $0

CONTRIBUTOR REMIT TO ADDRESS:                                                                             

                                                                                                                                                    

                                                                                                                                                    

ADODR/LOCATION ADMIN OFFICER /SBFO                                DATE

I HEREBY CERTIFY THAT WORK HAS BEEN COMPLETED AND ALL OBLIGATIONS  PROPERLY 
D BELOW ARE REFLECTED ON THE TDL AND/OR 

Research, Education and Economics
A

CHARGEABLE TO THE AGREEMENT IDENTIFIE
PDL.

AUTHORIZED AMOUNT        $0

FUNDS COLLECTED:        

OBLIGATED AMOUNT:          $0

gricultural Research Service
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Common Agreement Numbers (CAN) 

In accordance with the OCFO Bulletin #2002-006, Common Agreement Numbers, 
effective 10/01/02, ARS must obtain common agreement numbers (vendor codes) 
for all outgoing reimbursable agreements with other USDA agencies.  As the 
agency receiving services, ARS is responsible for requesting these new vendor codes from the NFC Table 
Maintenance Group and providing them to the USDA agency providing the services, so that appropriate 
elimination entries can be accomplished for both agencies’ quarterly and annual financial reports.  These 
procedures are for outgoing reimbursable agreements with other USDA agencies only.  For incoming 
reimbursable agreements, the USDA agency receiving our services will perform these tasks. 
 
Procedures for Outgoing Reimbursable Agreements with other USDA Agencies. 
 

 

 During the negotiation process, assign an ARS reimbursable agreement number per the document 
numbering (found on page XXXX ADD) such as 60-3620-3-001.  This will also be the M1 document 
number used in FFIS 

 
 As the receiving services agency, contact the performing/providing USDA agency and request the 

information needed to establish common agreement numbers for USDA trading partners in accordance with 
OCFO Bulletin #2002-006 and give them advance notice that an agreement will be forthcoming.  Request 
the following information: 
 

 Performing/Providing Services Agency reimbursable agreement number 
 Agency Location Code (ALC) 
 Tax Identification Number (TIN) (optional at this time) 
 Contact Address 

 
 As the receiving services agency, once the information is received from the performing/providing services 

agency, provide your servicing Vendor Coordinator the following information: 
 

 ARS’ Information: (Receiving Services Agency) 
 ARS Reimbursable Agreement Number 
 ALC 
 TIN (optional at this time) 
 Billing Address (Area B&F Office) 
 Contact Name (ABFO) 

 
 

 Performing/Providing Services USDA agency's information: 
 Agency Name 
 Reimbursable Agreement Number 
 ALC 
 TIN (optional at this time) 
 Contact Address
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 The s T table) 

Maintenance Group to request the Common Agreement Numbers with the inform
OCFO Bulletin #2002-006.   

ervicing Vendor Coordinator will communicate (via the FFIS COM with the NFC Table 
ation as prescribed in 

 
 NFC will add the two vendor codes (providing and receiving) to the VEND table

the requesting Vendor Coordinator via the COMR table.  If the spreadsheet is e
Maintenance Group, the vendor codes established will be communicated back via email. 

 

 and send a confirmation to 
mailed to the NFC Table 

 Example:  For an outgoing agreement with APHIS, two vendor codes will be established: 
 The vendor code assigned to ARS is  &34033AA#O R, and 
 The vendor code assigned to APHIS is &34033AA#O P, where AA# is an alpha-numer

number sequentially assigned by the NFC Table Maintenance Group. 
ic 

 
  The servicing Vendor Coordinator will notify the ABFO of the two vendor codes assigned by NFC. 

 
 The ABFO will screen print the assigned vendor codes from the VEND table, and use the information t

prepare the AD-672.  
o 

 
 Prepare the AD-672 using the information obtained in Step 2 as follows:  

 
 Block 1  - Enter the ARS reimbursable agreement number and the Performing USDA Agency's assigned 

reimbursable agreement number.  Verify that the Comments section of the VEND screen prints contain
the correct agreement nu

 
mbers.  If VEND is incorrect, request a correction through COMT by the 

Vendor Coordinator.  The IPAC Processing Team (IPPT) will need the correct reimbursable agreement 
number when the billing is received from USDA agency cooperator. 

 e common agreement number assigned by NFC. Block 7  - Enter ARS and Area/ Location followed by th

 e name of the performing/providing USDA agency followed by the common 
agreement number assigned by NFC 
Block 8 - Enter th

 Block 10 - Enter ARS Billing information.  For example:  "When billing ARS reference M1 
6019073001." 

 Distribution - Forward the com or 
signature

 

pleted AD-672 and the VEND table screen print to the Cooperator f
. 

 When signed AD-672 is received from cooperator, forward the AD-672 and the VEND table screen print to 
the ARS Oper vicing funds control office 

 
ations Section, NFC, and the ser

 ARS Operatio S e M1 into FFIS, using the assigned agreement number and the 
performing/providing agency's vendor code (common agreement number ending with a “P”). 

ns ection, NFC, will enter th

 



 

 

 

Pro

SAMPLE VEND SCREEN PRINTS

viding Agency: 
 

 

ing Agency: 

 
 
Receiv
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0 0

D
4 1 4 1 2 2

0 T5 0091 00

   

2 2 4 3 1 4 1 2 2

34 WT 0079 00

(3) (2) (2)

FTS COMM FTS COMM

x  

ARS will reimburse APHIS for inspection certificates.

TITLETITLE

S. M. Helmrich, Director,  Financial Management Division, ARS

(2)

 FORM AD-672  USDA (Revised 2/85)

PERSON TO CONTACT PHONE

1 AGREEMENT NUMBER (32)  2 FISCAL YEAR (4) 3 ESTIMATED AMOUNT (11)

11 DURATION OF AGREEMENT 12 METHOD OF PAYMENT

 NAME (32)

4 AGY BILL IND. (1)

7 A ERVICE 8 AGENCY PERFORMING SERVICE

5 TRANS 

USDA, APHIS    &34033xxxO PUSDA;ARS;FMD;FOB   &34033xxxO R

1ARS   M1# 6019073001  APHIS  34WT020310-00431A 2003 $51

NAME

PERSON TO CONTACT PHONE

SIGNATURE DATESIGNATURE DATE

(3) (3)

0250 $15,7202523 117030
9

AGENCY 
CODE

FUND 
CODE

ACCT. STATION
A
4 10 5 4 4

AMOUNT
DB C

15 FINANCING 

CODE (1)

2,720.00 1
GENCY REQUESTING S
 (32)

2 2 4

3

(PERFORMING AGENCY 

19 REQUESTING AGENCY  APPROVAL

16 LEAVE FACTOR 17 FICA FACTOR 18 OVERHEAD FACTOR

20 PERFORMING AGENCY APPROVAL

ACCOUNTING CLASSIFICATION

E
OBJECT CLASS

$15,72030119

 

07007 2559

OBJECT CLASS AMOUNT
B

5 10 5 3 94
A EC

UNTING CLASSIFICATION

REIMBURSEMENT

APPROPRIATION SYMBOL AND TITLE PROJECT, ALLOTMENT, OR WORKLOAD (As applicable)

CONTINUING THROUGHEFFECTIVE DATE (From) ADVANCE OF FUNDS

13 FINANCING (REQUESTING AGENCY -- WHEN NOT SERVICED BY NFC)
TYPE OF ACCOUNTBILLING FREQUENCY

14 NANCING  FI
FUND 
CODE ACCT.  STATION

ACCO

(REQUESTING AGENCY -- WHEN SERVICED BY NFC)
AG

CO

1ST LINE ADDRESS (32)

Unit#55
2ND LINE ADDRESS (32)

1ST LINE ADDRESS (32)

Mail Stop 5113
2ND LINE ADDRESS (32)

5601 Sunnyside Avenue 4700 River Road
CITY (21)

Beltsville MD
STATE (2) ZIP CODE (10)

77840
ZIP CODE (10)

20705-5113
CITY (21)

Riverdale

8 ACTION CODE (1)

M. Lewis (301)504-1000

9 SERVICES TO BE PERFORMED(Give brief explanation and basis for determining cost of services. Attach additional sheets if needed.)

10 LIST REFERENCES TO CORRESPONDENCE RELATIVE TO WORK (Requesting agency only)

Please refer to M1#6019073001 when billing ARS.

STATE (2)

MD

ENCY 
DE



 

Billings and Collections Process for Incoming Reimbursable Funds  
 
Federal and non-Federal reimbursable agreements have evolved over the last several years.  For instance, 
reimbursable agreements now require enhanced partnerships and teaming amongst administrative personnel 
such as the Servicing Budget and Fiscal Officer (SBFO), Extramural Agreements Specialist (EAS), 
Contracting Officer (CO), ARS Operations Section (ARS OPS) and others.  The Foundation Financial 
Information System (FFIS) has also highlighted issues associated with billings and collections activity and 
there is a need to have more detailed billing information provided to cooperators.   
 
All billing activity is to be centralized at ARS OPS.  ARS OPS will enter all activity into the official 
accounting system, FFIS, via the IBIL/ABCO systems.  Instances in which the Director, Financial 
Management Division (FMD), has given approval to render manual bills (type 63 agreements), must be 
coordinated with ARS OPS to ensure the appropriate information is captured in the accounting system.   
 
Further, to ensure reimbursable billing activity is maintained within the FFIS application, the SBFO, EAS 
and CO must work jointly to ensure billing terms can be met and/or negotiated.  For example, if the 
cooperator requires invoices to be submitted using the cooperator’s form, the SBFO must seek and be given 
approval from the Director, FMD, to establish a type 63 agreement.  All remittances must be made in 
accordance with remit to information on the invoice.  To expedite the payment process, all remittances must 
be made to the lockbox.   
 

  
 
Types of Agreements and Billing Procedures 
 
There are two types of reimbursable agreements that can be established in FFIS based on how the 
agreement is to be billed.  In all cases, ARS OPS is responsible for entering billing information into the 
IBIL (Internet Billing System) and ABCO (Administrative Billings and Collections System) based on actual 
expenses for all reimbursable activity.  Actual expenses are defined as actual payments incurred in support 
of obligations on behalf of the agreement.  Actual obligations represent a formal encumbrance of funds but 
the goods/services have not been provided and final expenditures have not been incurred.  Based on the 
billing information, receivables will be established and upon receipt of the payment from the cooperator, the 
receivable will be liquidated.   
 
Type 61 
This program type is used when the details on the Incoming Soft Funds (ISF) report and the instructions on 
the ARS-324 are sufficient.  This program type differs from type 63 in that additional information from the 
SBFO will be either matched up with the ABCO “Bill for Collection” or a manual bill from the SBFO will 
be provided when using type 63. 
 
On a monthly basis ARS OPS will run the ISF 
report.  The ISF report details the expenses by 
cooperator and agreement.  Based on expenses 
incurred, ARS OPS will enter billing 
information into the IBIL system for IPAC, non-
IPAC participating Federal agencies, and non-
Federal cooperators.   
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ata.  It 
terfaces with ABCO to generate bills and establish accounts receivable within the FFIS application.   

icient. 

The Internet Billing System (IBIL) is a front-end system used by ARS OPS to enter billing d
in
 
This process is used when the cooperator is an IPAC-participating entity and there are no special forms or 
requirements.  Billing based on the details of the ISF report and instructions on the ARS-324 are suff
 

 
 Servicing Budget and Fiscal Office (SBFO) assigns the appropriate program type, establishes the 

accounting code (ACXT, DVAL, PGMT) and either identifies or works with the Vendor Coordinator to 
establish the appropriate vendor record on VEND (CAN if another USDA Agency). 
 

 SBFO sends the following to ARS OPS: 
 

 Transmittal of Reimbursable or Trust Fund Agreement  (ARS-324) 
 Signed Agreement (AD-672, ARS-451, or other acceptable document) 
 FFIS VEND screen (CAN if another USDA Agency) to ARS Operations Section (Exa

99999999 + F (Federal) + O (OPAC) + alpha character representing the address code) 
 

mple: 

 ARS OPS determines the amount to be billed per review of:  
 Information on the ARS-324; 
 Expenses on the Incoming Soft Fund Report (ISF) 

 
 ARS OPS enters data into the IBIL system to generate a bill to the vendor based on the review of the 

 
file. 

 IBIL System interfaces with ABCO on a nightly basis to generate an accounts receivable in AB
 

CO. 

 Receivable data is sent to FFIS on a nightly basis and an A1 document (ABCO Billing Document) is 
created in FFIS. 

 
 Billing data is sent to Treasury’s IPAC System (Intra-Government Payment and Collection System) and 

subsequently the other Federal Agency’s Treasury Account. 
 

 Collection received from other Federal Agency’s Treasury Account and posted in ABCO. 
 

 ABCO collection is received and posted in FFIS on a nightly basis. 
 

  A2 document (ABCO Cash Receipt Document) is created and the A1 document is liquidated. 
 
 

Type 61 Non-IPAC Participating Federal A
the cooperator is either a non-IPAC particip
requirements are needed.  Billing based on t
are sufficient. 

 

ge
ating entity or non-Federal entity and no special forms or 
he details of the ISF report and instructions on the ARS-324 

ncies and Non-Federal Cooperators process is used when 

 Servicing Budget and Fiscal Office (SBFO)
accounting code (ACXT, DVAL, PGMT) a
establish the appropriate

 assigns the appropriate program type, establishes the 
nd either identifies or works with the Vendor Coordinator to 

 vendor record on VEND (CAN if another USDA Agency). 
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 Servicing Budget and Fiscal Office (SBFO) sends the following to ARS OPS: 
 

 Transmittal of Reimbursable or Trust Fund Agreement  (ARS-324); 
 Signed Agreement (AD-672, ARS-451, or other acceptable document); 
 FFIS VEND screen to ARS Operations Section  

 
 ARS OPS determines the amount to be billed per review of:  

 Information on the ARS-324; 
 Expenses on the Incoming Soft Fund Report (ISF) 

 
 RS OPS enters data into the IBIL system to generate a bill to the vendor based on the review of the 

 

A
file. 

 IBIL S e eceivable in ABCO. 
 

yst m interfaces with ABCO on a nightly basis to generate an accounts r

 Receiv e
created in F

 

abl  data is sent to FFIS on a nightly basis and an A1 document (ABCO Billing Document) is 
FIS. 

 Bill is sent to vendor with remittance instructions which includes: 
 Remittance address for the lockbox 
 Req s

 
ue t for vendor to include debtor and bill numbers 

 Collection received via lockbox and posted in ABCO.   
 

 
 

ABCO collection is posted in FFIS on a nightly basis. 

  A2 document (ABCO Cash Receipt Document) is created and the A1 document is liquidated. 
 
 

R odate information on bills such as specific budget object codes; cooperator reference 
a

an
e., ail message detailing the agreement 
u complish 
n

yp ither be matched 
p ector, 
M ail 
essage to the Director, FMD, with sufficient justification for why manual/specialized bills are necessary.  
yp

A
d

S OPS can accomm
ta; ARS contact information, etc. as long as the SBFO specifies this in the Specific Billing Instructions 
d/or Billing Frequency blocks on the ARS-324.  ARS OPS can bill based on a specific period/time frame, 

 quarterly, end of agreement, etc.  ARS OPS can also send an emi.
n mber, date billed, amount, the period covered, accounting code charged, etc.  However, to ac

y of these actions, the ARS-324 must specify billing requirements and special handling instructions. a
 
T
u

e 63 is used when additional information will be forthcoming from the SBFO and will e
 with the ABCO “Bill for Collection” or a manual bill from the SBFO will be provided.  The Dir
D, must grant approval in order to establish type 63 agreements.  To request approval, send an emF

m
T ically, type 63 agreements are used when: 

 The cooperator has specific forms to be completed and submitted in order for the cooperator 
to submit payments,  

 Cooperator requires detail beyond what is available in the Financial Data Warehouse. 
 

Although manual bills will be generated, action must be taken by the SBFO to coordinate with ARS O
sure billing and collection information is appropriately accounted for in FFIS.  Based on actual expenses 

 completion of the IBIL form, special handling instructions provided on the ARS-324, additional 
mation and/or the manual invoice generated by the SBFO, ARS OPS will enter billing data into the 

PS to 
en
and
infor
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IB  the reimbursable IL system.  NOTE:  Before billing can take place, actual expenses must reside on
account.  If expenses reside on an annual account, they must be moved to the appropriate reimbursable 
account before billing action can take place.   
 
Similar to th ABCO to generate bills and establish 
accounts receivable within the FFIS application.  ARS ignate that special handling is required 
for ty O will run the billing process four 
times per m urther action by ARS OPS.  ARS OPS will either:  

type 61 agreements, the IBIL system will interface wi
 OPS will des

pe 63 agreements when billing data is entered in the IBIL.  ABC
onth and will hold these bills for f

 
 ick up the ABCO Invoice, “Bill for CoP llection”, and match it up with additional information 

provided by the SBFO or  
 Annotate the manual invoice provided by the SBFO with the actual debtor and bill numbers 

and disregard the ABCO Invoice. 

 
be 
n.  

hi  when the cooperator requires additional details or certification and signature from an 

 

 

For Type 63 Manual Bills for Non-Federal Cooperators using ABCO Bill for Collection this process will 
used when manual bills are sent to ARS OPS which will be matched up with the ABCO Bill for Collectio

s is typically usedT
ARS representative. 

 r  type, establishes the 
ies or works with the Vendor Coordinator to 

Se vicing Budget and Fiscal Office (SBFO) assigns the appropriate program
accounting code (ACXT, DVAL, PGMT) and either identif
establish the appropriate vendor record on VEND (CAN if another USDA Agency). 
 

 ervicing Budget and Fiscal Office (SBFO) sends the following to ARS OPS: S
 

 Transmittal of Reimbursable or Trust Fund Agreement  (ARS-324); 
 Signed Agreement (ARS-451, or other acceptable document); 
 FFIS VEND screen to ARS Operations Section;  
 Authorization/approval from the Director, FMD, to use type 63. 

 
 Based on ACTUAL EXPENSES, the SBFO completes and submits the IBIL form to ARS OPS along 

with additional billing requirements/details, certification and signature, as appropriate. 
 

 ARS OPS enters data into the IBIL system indicating “special handling” is required and the ABCO bi
will be placed in a special area for ARS OPS. 

ll 

 
 ARS OPS will match up the ABCO bill with the additional details or certification and signature and 

send package to the cooperator. 
 

 IBIL System interfaces with ABCO on a nightly basis to generate an accounts receivable in ABCO. 
 

 Receiv e
created in F

 

abl  data is sent to FFIS on a nightly basis and an A1 document (ABCO Billing Document) is 
FIS. 

 ia lockbox and posted in ABCO.  Collection received v
 

 ABCO collection is posted in FFIS on a nightly basis. 
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 A2 document (ABCO Cash Receipt Document) is created and the A1 document is liquidated. 
 
For Manual Bills for Non-Federal Cooperators using ARS Invoice this process will be used when manu
bills are sent to ARS OPS for purposes of reco

al 
rding accounts receivable and collection activity.  However, 

ese steps are to be used when the cooperator requests submission of invoices using special forms or when 

 

th
the ABCO Bill for Collection is NOT satisfactory. 

 Servicing Budget and Fiscal Office (SBFO) assigns the appropriate program type, establishes the 
accounting code (ACXT, DVAL, PGMT) and either identifies or works with the Vendor Coordinator to 
establish the appropriate vendor record on VEND (CAN if another USDA Agency). 
 

 Servicing Budget and Fiscal Office (SBFO) sends the following to ARS OPS: 
 

 ent  (ARS-324); Transmittal of Reimbursable or Trust Fund Agreem
 Signed Agreement (AD-672, ARS-451, or other acceptable document); 
 FFIS VEND screen to ARS Operations Section; 
 Authorization/approval from the Director, FMD, to use type 63. 

 
 Based on ACTUAL EXPENSES, the SBFO completes and submits the IBIL form to ARS OPS.  The 

invoice must include remittance instructions and a place to annotate debtor and bill number (see 
Enclosure 6 for Sample). 

 
 

 
ARS OPS enters data into the IBIL system indicating “special handling” is required. 

 IL System interfaces with ABCO on a nightly basis to generate an accounts receivable in ABCO. IB
 

 
 

ARS OPS annotates Debtor Number and Bill Number on the invoice and send to cooperator. 

 Receiv e illing Document) is 
created  F

abl  data is sent to FFIS on a nightly basis and an A1 document (ABCO B
 in FIS. 

 Collect  
 

ion received via lockbox and posted in ABCO.  

 ABCO collection is posted in FFIS on a nightly basis. 
 

 dated. 

h
um s liquidated when the vendor submits payments.  Failure 
 d

e

Administrative Collection 
P.O. Box 70792 

673 
 

A2 document (ABCO Cash Receipt Document) is created and the A1 document is liqui
 
W en a manual invoice is used there must be a space/blank field for ARS OPS to cite the debtor and bill 

bers.  This is critical to ensure the receivable in
to o so will result in late notices to the cooperator who will subsequently be identified on the Report of 
Delinquent Debt and may be referred to a collection agency for further action. 
  
Th  manual invoice must also specify the appropriate remittance address for the lockbox.  To avoid delays 
in recording payment activity, all remittances should be sent directly to: 
 

USDA, NFC, 

Chicago, IL 60
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e referenced to a bill (A1 document), a voluntary 
ollection (A3 document) will be processed.  When this occurs, the SBFO must work with ABCO to 

   

 

inte
AR  to bill another 
entity.  The IBIL form is used by ARS OPS to enter billing information for Type 63 agreements or to record 

unting code or BOC 
0250.  These elements should only be used when processing Type 63 agreements.  
 
IBIL forms ollows: 
 

Regardless of the agreement type, if the collection cannot b
c
liquidate the A1 document to avoid delinquent debt issues and unnecessary research by the SBFO.
 
ARS OPS is the official record keeper for records retention purposes, therefore, they will retain a copy of 
the bill and/or ABCO Bill for Collection.   
 
Internet Billing System (IBIL)-Federal  

The Internet Billing System (IBIL) is a front-end system used by ARS OPS to enter billing data.  It 
rfaces with ABCO to generate bills and establish accounts receivable within the FFIS application.  For 
S purposes, ARS OPS has developed IBIL forms to be used when submitting requests

refunds.   Note: When processing refund activity, do NOT use a reimbursable acco

, instructions, and Debtor/Paying Agency Accounting Requirements are as f

ARS Request to Bill - Federal  (IPAC BILLING)

F IS

USDA Agencies Only
Code

F  Vendor Code (must be valid on 
the VEND table)

From:             3 To:

 FFIS Obligation Reference (M1, MO, RQ) State (2 pos.) Zip 

Object Class Amount
  

 

State Zip Code

 
 

8

Accounting Class

Total Amount to BillS A

109
AR greement Number Pay Flag (P=partial or F=final)

12
Date

ARS Representative (Please Type Name)

Phone Number

City

Email Address

 
Address Line 2

5

Cooperator/Paying Agency Representative

Phone Number E-mail Address

Address Line 2

City

11
Address Line 1

ARS OARS Accountin ffice

aracters only) Cooperator/Paying Agency Name   

Address Line 1

D scriptive Text (50 ch

Reference Number (9 pos.) Period Covered

1 2

ABCO Bill Number

e

COOPERATOR/PAYING AGENCY 

g
ARS COLLECTION INFORMATION

ooperator's Agreement/Reference 

6 7

4

C

 

1) FFIS Vendor Code – Enter the appropriate vendor code that reflects the billing address of the 
cooperator to be billed and ensure that t lid on the VEND table.  This number 
should agree with what is shown in PGMT an as provided on the ARS 324, Transmittal of 

 
 

his Vendor ID (VID) is va
d also with what w
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Reimbursable or Trust Fund Agreement.   B dors, where allowable, will be billed via 
e Intra-governmental Payment and Collection (IPAC) System.   Positions 1-8 of the vendor code for those 

, please 
ference ARS Bulletin 02-316, Procedures for Obtaining New Vendor Codes for Outgoing Reimbursable 

LC.  These Federal agencies will be billed as a non-Federal 
endor. 

illings to Federal ven
th
vendors will be the Agency Location Code (ALC), the 9th position will be the character “F” and the 10th 
position will be “O”.  For reimbursable agreement billings to other USDA agencies, the Common 
Agreement Number (CAN) should be provided as the vendor code.   For more information on CANs
re
Agreements with USDA Agencies.  Some Federal agencies do not use IPAC, and therefore, their vendor 
code will not display the “FO” behind the A
v
  

 Care should be taken to ensure that the Vendor Code being referenced is an active code 

er 

d amount.  Do NOT 
nter the period of the agreement.  Subsequent billings should not overlap previous periods covered.    

For example:  If monthly billings are required, and the initial billing covers the month of May, show 
“From:

before referencing it on a billing request.   
 
2) Bill Reference Number – (Leave Blank) This field will be populated with a sequential bill numb
that will be assigned by the ARS Operations Section (ARS OPS) personnel 
 
3) Period Covered – Enter the period of time that is representative of the bille
e
 

  May 1, 2003    To:  May 31, 2003”.  The next monthly billing will therefore be “From:  June 
1, 2003    To:  June 30, 2003”, and so on.   Each bill is deemed separate and independent of each 
other. 

 
4) Descriptive Text – Please use this space to provide any information that will facilitate identification 
and timely remittance.  Suggestions might be to add the title of the project, name of the designated 
representative, or a brief description of the work being performed.  There is ample space provided to 
accommodate sufficient information that might be required (50 characters allowed).  
 
5)  Cooperator/Paying Agency Name - The name and address entered here should agree with what is 
shown on the VEND table.  However, please be sure to provide the name and phone number of the paying 
organization representative who has knowledge of the work being performed or who is responsible for bill 
paying.  Completion of the e-mail address is optional.   
 
6) Cooperator’s Agreement/Reference – Annotate the paying agency’s agreement number or some 
other type of reference number that is meaningful to that office.   
 
7) USDA Agencies Only – Please consult in advance with the paying agency to ensure that the proper 
FFIS Agency Accounting Requirements (FFIS reference document transaction code RQ, MO or M1 + FFIS 
reference document number, and line number) are met.  Failure to include the proper information could 
result in charge backs to ARS or in some cases, will prevent the billing from being accomplished.  This 
information is critical.  For specific agency requirements, see Exhibit A, below. 
 
8) ARS Accounting – Show the appropriate accounting code(s) being billed.  Upon receipt of the 
remittance, this is the accounting where the funds will be deposited.  For reimbursable agreements, the 
Budget Object Class will always be “0250”.  If multiple accounting codes are being billed per agreement, 
how the appropriate amount by accounting line.   s
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9) ARS Agreement Number - Self-explanatory 
 
10) Total Amount To Bill - Show the entire amount to be billed.  Must be equal to the sum of all 
accounting lines displayed. 
 
11) ARS Office – To be completed by the office that is requesting the bill.   Provide complete 
information including name, telephone number and the date of the request.   

12) Pay Flag – Indicate if the billing request is Partial or Final. 
 

 

) The completed form is to be forwarded to:  USDA/OCFO/COD  
                           
                                                                                 P.O. Box 53326 

                                                               New Orleans, LA  70153 

 

 

13
                                              ARS Operations Section 
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Debtor/Paying Agency Accounting Requirements 
 

Paying 
Agency ALC 

Agency  
Code 

 
Paying Agency Name 

 
Requirements 

12-06-0000 FA Farm Service Agency FFIS reference document transaction code MO 
(starting with fiscal year 2001) or M1 (prior fiscal 
years) and FFIS reference document number. 

12-25-0001 02 Agricultural Marketing Service FFIS reference document transaction code MO, 
FFIS reference document number, and line number. 

12-37-0001 37 Food Safety and Inspection FFIS reference document transaction code MO, 
e document number, and line number. Service FFIS referenc

12-40-0002 01 Office of the Secretary FFIS reference docum
RQ (green book char

ent transaction code MO or 
ges) and FFIS reference 

umber. document n

   13 Office of Communication   

   14 Office of the General Couns   el 

   38 Office of the Chief Economis   t 

   42 Office of Budget and Program 
Analysis   

   90 Office of the Chief Financial 
Officer   

   DA Departmental Administration   

   ES Office of the Executive 
Secretariat   

   IT Office of the Chief Information 
Officer   

   NA National Appeals Division   

12-40-0300 03 Agricultural Research Service FFIS reference document transaction code M1, MO, 
or RQ, FFIS reference document number, and line 
number. 
 
 

12-40-0700 07 Rural Development FFIS reference document transaction code MO, MO 
reference document number, and MO line number. 

   15 Rural Utilities   

   32 Rural Business Coop   

   SC National Sheep Industry 
Improvement Center   
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Paying 
Agency ALC 

Agency  
Code 

 
Paying Agency Name 

 
Requirements 

12-40-0800 08 Risk Management Agency ocument transaction code RQ, MO, 
or RO, and FFIS reference document number. 
FFIS reference d

12-40-1000 10 Foreign Agricultural Service six FFIS reference document transaction code MO, 
to ten position FFIS reference document number, 
and line number. 

12-40-1100 11 Forest Service FFIS reference document transaction code MO, MO 
reference document number, and MO line number.  

12-40-1600 16 Natural Resource 
Conservation Service 
 
(It is anticipated that during 

 
ed 

under Section 1) 

2. 7-position accounting classification, and 4-position 
budget object class, or 

 or

budget object class. 

FY03, NRCS will only accept
items list

1. FFIS reference document transaction code RQ or 
MO and FFIS reference document number, or 

3. 2-position budget fiscal year, 3-position fund, 2  
6-position budget organization code, and 4-position 

12-40-1800 18 Economic Research Service 
 

FFIS reference document transaction code MO or 
RQ, FFIS reference document number, and line
number. 

12-40-2000 tics 
Service

FIS reference document transaction code MO or 
Q, FFIS reference document number, and line 

number. 

20 National Agricultural Statis
 

F
R

12-40-2200 
Education, and Extension 

FIS reference document transaction code MO or 
RQ, FFIS reference document number, and line 
number. 

22 Cooperative State Research, 

Service 

F

12-40-2300 23 Department of Agriculture, FFIS reference document transaction code MO and 
FFIS reference document number. Office of the Inspector 

General 

12-40-3000 FFIS reference document transaction code M1 or 
O, FFIS reference document number, and line 

 

30 Food and Nutrition Service 
M
number.

12-40-3400 34 Animal and Plant Health FFIS reference document transaction code MO 
eimbursable work author ations and inter-agency 
greements) and FFIS reference document number. 

Inspection Service (r
a

iz

12-40-3600 

Administration 

FIS reference document transaction code MO, six 
 ten position FFIS reference document number, 

and line number. 

36 Grain Inspection, Packers 
and Stockyards 

F
to
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ARS Request to Bill n-Federal 

FFIS Ven e v
the VEND table)

From: To:

- No

dor Code (must b alid on 

State (2 pos.) Zip Code

Object Class Amount
  

ode

 
 

Total Amount to BillARS A

 

State Zip C

0.00
greement Number Pay Flag (P=partial or F=final) Date

ARS Representative (Please Type Name)

Phone Number E-mail Address

Addr
 

ess Line 2

City

Addr

Coo

ess Line 1

perator/Paying Organization Representative

Phone Number E-mail Address

ARS COLLECTION INFORMATION

Add

Descriptive Text (1 lines - 50 characters)

OR/PAYIN
Bi .) d ABCO Bill Number

Coo

ress Line 1

4 

COOPERAT
ll Reference Number (9 pos

G AGENCY 
Period Covere

perator/Paying Organization Name   

Add

Cit

ress Line 2

y

ARS

 

Coo

 Office

perator/Paying Organization Agreemen

ARS Account

t/Reference Number

ing
Accounting Class

    1     2
3

    4     5

    6 

     7 

  10

    8    9   11  
 
 
Instruction omp on orm
 
 
1) FFI  Cod En nd  of the 
cooperator to be billed and ensure that this Vendor ID ( Pay particular 
attention that the billing address might be different than the office that negotiated the agreement.  This 
number should agree with what is shown in PGMT also with what was provided on the ARS 324, 
Transmittal ursab r T
 

s for the C leti  of Internet Billing F  (IBIL)-Non-Federal  

S Vendor e – ter the appropriate ve or code that reflects the billing address
VID) is valid on the VEND table.  

 of Reimb le o rust Fund Agreement.   

 Care should be taken to ensure that the Vendor Code being referenced is an active code 
 refe cin ues

 
) Bill Reference Number – (Leave Blank) This field will be populated with a sequential bill number 
at will be assigned by the ARS Operations Section (ARS OPS) personnel. 

) Period Covered – Enter the period of time that is representative of the billed amount.  Do NOT 
nter the period of the agreement.  Subsequent billings should not overlap previous periods covered.    

 
For example:  If monthly billings are required, and the initial billing covers the month of May, show 
“From:

before ren g it on a billing req t.   

2
th
 
3
e

  May 1, 2003    To:  May 31, 2003”.  The next monthly billing will therefore be “From:  June 
1, 2003    To:  June 30, 2003”, and so on.   Each bill is deemed separate and independent from each 
other. 
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tion 
and tim
repres
accomm
 
5) 

 placed on 

 
6) 

 

rem

4) Descriptive Text – Please use this space to provide any information that will facilitate identifica
ely remittance.  Suggestions might be to add the title of the project, name of the designated 

entative, or a brief description of the work being performed.  There is ample space provided to 
odate sufficient information that might be required (14 lines – 50 characters each).  

Cooperator/Paying Organization Name - The name and address entered here should agree with 
what is shown on the VEND table.   The name and address shown in VEND will automatically be
the bill being mailed.  However, please be sure to provide the name and phone number of the paying 
organization representative who has knowledge of the work being performed or who is responsible for bill 
paying.  Completion of the e-mail address is optional.   

Cooperator/Paying Organization Agreement/Reference Number – To be used in the event that 
the billed office needs some specific project or account number to be shown on the bill. 

7) ARS Accounting – Show the appropriate accounting code(s) being billed.  Upon receipt of the 
ittance this is the accounting where the funds will be deposited.  For reimbursable agreements, the 

Budget Object Class will always be “0250”.  If multiple accounting codes are being billed per agreem
show the appropriate amount by accounting line.   

8) ARS Agreement Number - Self-explanatory 

Total Amount To Bill - Show the entire amount to be billed.  Must be equal to the sum of all 

ent, 

 

 
9) 
ccounting lines displayed. 

ovide complete 
formation including name, telephone number and the date of the request.   

 Section 
P. O. Box 53326 

 

a
 
10) ARS Office – To be completed by the office that is requesting the bill.   Pr
in
 
11) Pay Flag – Indicate if the billing request is Partial or Final. 
 

The completed form is to be forwarded to: 
USDA/OCFO/COD 

ARS Operations

New Orleans LA 70153 



 

 
141

lled before the 
uthority expires in the fifth year.  For example, an agreement executed during budget fiscal year 1998 must 

om

-year 

 
Specific Cooperative Agreements (SCA) 
 
When a reimbursable agreement is executed using annual authority, it must be completely bi
a
be c pletely billed by September 2003.   
 
This issue becomes apparent when a specific cooperative agreement is executed using annual or multi
reimbursable authority.  For example: 
 

 An incoming reimbursable agreement is established with annual authority and a period of 
performance of 9/17/98 through 9/16/03.   

 An SCA is established with a university, which is funded by this reimbursable agreement.   
 

hs 
It is critical that the university bill ARS in sufficient time to allow ARS OPS to subsequently bill the 
cooperator on the reimbursable agreement.  It is recommended that the billing be completed 6 mont
prior to the termination of the riding appropriation.  This would allow the SCA to be completely 
expensed and the cooperator providing reimbursable authority to be billed prior to the close of the riding 
appropriation.    

teps in the Process 

teps necessary 
r the billings and collections process 

f Non-Appropriated Funds to conduct 

24.0, ARS Reimbursable and Trust Fund 
Agreements.   
 

 
 
 
 

 
S
 
The following provides the s
fo
after the ARS-425 has been approved in 
accordance with P&P 321.1, Acceptance 
o
research or Perform Services, and P&P 
3

ADO works with t he SBFO to define
billing t erms, requirement s and

program  type (61 or 63)

SBFO establishes ACCS
elements in FFIS

Is the program
type 63?

 Yes Submit request for
approval to use type 63
to the Director, FMD.

ADO identifies the VIN/CAN,
as applicable

SBFO forwards t he
ARS-451, Vendor R

ARS-324,
ecord,  and

Approval t o  Use T ype 63 to ARS Ops

BP MS generat es allocat ion docum ent s
and ent ers BE document s in FFIS

SBFO enters BL docum ent s and
not ifies LAO of account ing code and

financial plan

ARS Ops establishes
agreement file

ARS Ops runs ISF report  on a m onth ly
basis and based on actual expenses,

ent ers billing dat a in IBIL

Based on docum entation provided by  the SBFO, ISF
Report, and ARS-324, enters billing data into the IBIL

sy stem  with "special handling" designation..

Type 61
or 63?

IBIL interfaces with ABCO and an invoice
is sent to the cooperator and a billing

document (A1) is created in FFIS

IBIL int erfaces with ABCO and a
billing docum ent  (A1) is creat ed in

FFIS

Cooperator submits
remittance to lockbox

Lockbox data sent to ABCO

ABCO/FFIS generat es cash receipt
(A2) and liquidat es billing

document  (A1)

Sspecial
billing form

required?

Yes

YesNo

No ARS Ops annotates debtor
and bill num ber on form
and subm its package to

cooperator

ARS Ops matches up ABCO
invoice with additional

information from the SBFO and
submits pack to cooperator for

payment

ABCO holds invoices for special
handling by ARS Ops

ARS Ops picks up invoices
weekly from ABCO

Billings and Collections Process

NoBudgetary Process
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 Location Administrative Officers (LAOs) will: 
 

 Work with the ADO/SBFO to establish the reimbursable agreement. 
 

 Authorized Department Officer (ADO) will: 
 

 Identify the appropriate Vendor Identification Number (VIN) or work with the Area Vendor 
Coordinator to establish the VIN or CAN when the cooperator is a USDA Agency (Reference Bulletin 
02-316 r
USDA Age mon Agreement Numbers) on the VEND table. 

 

, P ocedures for Obtaining New Vendor Codes for Outgoing Reimbursable Agreements with 
ncies and OCFO Bulletin #2002-006, Com

 ork wi h 
 

W t the SBFO to define billing terms, requirements, and program type (61 or 63). 

SBFO will:  
 

For program type 63, submit a request for approval to the Director, FMD.  
 

Director, FMD, will:  
 

 Approve or disapprove request to use Type 63. 
 

 SBFO will: 
 

 Establish the ACCS elements (DVAL,
 

 PGMT, ACXT) in FFIS. 

 Following completion of the agreement (including signatures), approval to use program type 63, as 
applicable, and prior to any spending actions taking place, forward the following package in its entirety 
to ARS OPS: 

 
 ARS-324 (revised 6/03), Transmittal of Reimbursable or Trust Fund Agreement  
 Signed Reimbursement or Advance of Funds Agreement (AD-672), ARS-451, or cooperator’s 

agreement docum nt; e
 Screen shot of the VEND table reflecting the correct Vendor Identification Number (VIN) or Common 

Agreement Number (CAN) 
 Copy of approval to use type 63 reimbursable agreements, as applicable. 

 
 NOTE: This package must include all elements mentioned above.   

 
 

 Do NOT send parts separately to ARS OPS.   
 

 BPMS will: 
 

 Generate allocations once the ARS-425 is approved. 
 

 Establish BE documents in FFIS on a weekly basis with the exception of yearend when processing will 
occur daily. 
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 SBFO will:  

 
 After verifying that the BE document(s) have been entered by BPMS, enter BL document(s). 

 
 Notify the LAO of the new accounting code and financial plan. 

 
 ARS OPS will: 

 
 Establish an agreement file for each agreement. 

 
 

 
Maintain documentation to satisfy records retention requirements. 

 For type 61 agreements, run the ISF Report on a monthly basis and enter billing data base
expenses into the IBIL system. 

d on actual 

 
 SBFO will: 

 
 For type 63 agreements, will complete the IBIL form (type 63) based on actual expenses and forward to 

additional billing requirements as specified in the agreement.   ARS OPS along with 
 

 ARS OPS will: 
 

 For type 63 a
 

greements: 

 , and documentation 
 designating special handling needs. 

Based on special handling instructions provided in the ARS-324, IBIL Form
provided from the SBFO, enters billing data into the IBIL system

 Collects “Bill for Collection” notices from ABCO on a weekly basis. 
 For billings based on the ABCO “Bill for Collection” notice, matches these up with additional billing 

requirements provided by the SBFO and submits package to the cooperator. 
 sed on special forms and the ABCO “Bill for Collection” notice will NOT be used, ARS 

OPS will annotate the debtor number and bill number on the special/manual form and submit bill to the 
For billings ba

cooperator. 
 
 
 

 NFC/ABCO will: 
 

 Generate A1 documents through the ABCO system as a result of data entered in IBIL by ARS OPS. 
 

 Generate A2 and A3 documents upon receipt of transmittals from the lockbox and liquidate the A1 
document.  Note:  a bill (A1 document), a voluntary collection 

urs, the SBFO must work with ABCO to liquidate the 
A1 document to avoid delinquent debt issues.   

 If the collection cannot be referenced to
(A3 document) will be processed.  When this occ

 
 SBFO will: 

 
 Work with ARS OPS to ensure remittances are appropriately recorded. 
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UNITED STATES DEPARTMENT OF AGRICULTURE

TURAL RESEARCH SERVICE

                                              TRANSMITTAL OF REIMBURSABLE OR TRUST FUND AGREEMENT

NEW AGREEMENT        YES (   )       NO (   ) VENDOR NAME   

VENDOR RECORD ATTACHED   YES (   )
USDA COMMON AGREEMENT NUMBER

 

SEND TO: NON FEDERAL VENDOR CODE
           USDA OCFO - ARS OPS
           P. O. BOX 53326
           NEW ORLEANS, LA  70153 EXPIRATION DATE PROGRAM TYPE

ARS CONTACT FOR BILLING QUESTIONS VENDOR'S REPRESENTATIVE
 

S 

 CARRYOVER INCREASE/  
DISTRIBUTION OF FUNDS NEW (FROM/TO) DECREASE   NEW TOTAL

 A/C A/C A/C

 
NET TO FUND HOLDER

 
INDIRECT RESEARCH COST (IRC)

 

 

TITLE OF PROJECT (DESCRIPTION TO BE USED ON BILL TO ALLOW VENDOR TO IDENTIFY BILLING)

BILLING FREQUENCY DETAILED SUPPORT REQUIRED
YES (    )            NO (    )

E-MAIL ADDRESS  OF ARS CONTACT
E-MAIL NOTIFICATION TO AGENCY REQUIRED?   
        YES (   )               NO (   )

AGRICUL

           

ARS AGREEMENT NUMBER
 
 
AMENDMENT NUMBER

  
CHANGE IN FUNDING    YES (   )      NO (   ) FEDERAL ALC

 

NAME NAME

PHONE NUMBER PHONE NUMBER

                        E S T I M A T E D   C O S T 

 
INDIRECT PROGRAM SUPPORT COST (IPSC)

GROSS TOTAL
                  ACCOUNTING CODES TO BE CREDITED SUBMITTED BY:

NT NAMEACCOUNTING CODE AMOU

TITLE                                        DATE  

OFFICE                                     PHONE  
 
SPECIFIC BILLING INSTRUCTIONS

VENDOR'S AGREEMENT NUMBER/SUBCONTRACT NUMBER OR USDA FFIS OBLIGATION NUMBER

 
INSTRUCTIONS FOR THE COMPLETION OF ARS-324, TRANSMITTAL OF REIMBURSABLE OR 

RUST FUND AGREEMENT 

NEW AGREEMENT 

T
 

- Please check one block--“YES or NO“.  This block is to be used to indicate a 
new agreement and NOT a new accounting code.   If the agreement is a one-year agreement and is 
renewed each year, then it should still be identified as a new agreement each year.   

 
 
ARS AGREEMENT NUMBER - Enter the appropriate Agreement Number.  Each new agreement 

ed a new agreement number even though the agreement is renewed annually.  To 
ame sequential 

ved. 

:  60 7MN1 2

should be assign
indicate renewal, the s
number may be used as long as the FY 
indicator is changed.   Multi year 
agreements, however, should keep the same 
agreement number throughout the life of the 
agreement.  Do not assign a new agreement 
number each time the accounting code 
changes when carryover is invol

 
For example  001 for FY 2002 
would become 60 7MN1 3 001 for FY 2003 

 
AMENDMENT NUMBER/CHANGE IN 
FUNDING - If the a
an amendment to

ttachment is to transmit 
 an existing agreement, 

please indicate the amendment number and 
r to tell if the 

amendment adds or decreases funding to the 

 complete the box entitled 
“Expiration Date”. 
 
SEND TO

select the correct indicato

agreement.  Please ensure that amendment 
numbers are submitted sequentially.  If the 
amendment adds funding that will not be 
used in the current FY, then it is not 
necessary to complete the “Estimated Costs” 
section.   When the amendment is to extend 
the period of the agreement, then it is only 
necessary to

 - (Preprinted – Shows the 
 address of where to mail agreement documents).  For mailing via overnight courier, 

send to:   

USDA-OCFO, ARS Operations Section,  

  
  

ENDOR NAME 

appropriate mailing

 
  
  13800 Old Gentilly Road, 

2nd Floor, Post V-45, 
New Orleans, LA  70129 

 
V – Enter name of Cooperator 
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ENDOR RECORD ATTACHEDV  - ALWAYS attach a screen print of the appropriate VEND record 
n with other required 

enclosures.   
 

showing the billing address and check the “yes” box to verify its inclusio

VENDOR TO BE BILLED - 
 

USDA Common Agreement Number (CAN) – For agreements with other USDA agencies, enter the 

 
Federal Agency Location Code (ALC)

CAN as “&03XXXXXXOP”.  Please refer to ARS Bulletin 02-316, Procedures for Obtaining New 
Vendor Codes for Outgoing Reimbursable Agreements with USDA Agencies  

 - 8-digit code used to accomplish billings via Intra 

 
Governmental Payment and Collection System (IPAC) + F (Federal) + O (OPAC)  

Non-Federal Vendor Code - Please
billing address

 ensure that the vendor code that represents the appropriate 
 is used, which may b

number is comprised of the coo
address indicator. 

EXPIRATION DATE 

e different than the office that negotiated the agreement.  This 
perator’s Tax Identification Number (TIN) + appropriate alpha 

 
- Enter the applicabl

changes. 
e date.  This field should be completed only when this date 

 
PROGRAM TYPE - Select the appropriate program type.  

 
ONS 

 
ARS CONTACT FOR BILLING QUESTI  - (Self explanatory) May be different than the person 
who submitted the agreement documents. 

 
VENDOR’S REPRESENTATIVE - Person
provide the appropriate phone number. 

ESTIMATED COSTS

 to whose attention billings should be sent.  Be sure to 

 
 - Provide the ap

clearly the (+) or (-) changes reflecting new, c
different fiscal year accounting codes on a s
the agreement authority for billing purposes
manner.  In the event that expenditures exc
under the assumption that those expen
one fiscal year to another must include corresp
accounting code is being decreased to show t
corresponding increase

propriate distribution of funds by accounting code showing 
arryover, or amended amounts.    Do not show two 

ingle ARS-324.   The “Net to Fund holder” will be used as 
 so it is imperative that the ARS-324 be received in a timely 

eed the amount shown, billing will not be accomplished 
ditures are in error.  Data entry to reflect carryover amounts from 

onding entries to each year.  For example, if the FY 02 
he amount carried over to FY 03, then there should be a 

 for the FY 03 accou

For example:  A

nting code.   
 

greement authority for 208 XXXX XXX is currently $50,000, and $5,000 is be 
carried over to 308 XXXX XXX.   If the current authority on the 308 account is $10,000, then— 

 
     
              308 XXXX XXX    -   $10,000 (+) $5,000 = $15,000        

AC D

         208 XXXX XXX    -   $50,000 (-)  $5,000 = $45,000 

 
COUNTING CODES TO BE CREDITE   - Enter the appropriate accounting code and amount 

that will be credited for Indirect Research Cost (IRC) and/or Indirect Program Support Cost (IPSC).   
Should have corresponding entry in “Distribution of Funds” field. 
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UBMITTED BY: S  - (Includes name, title, date, office, and phone number) – This info is to be 
ARS-324 and is required in the event that there are any 

uestions. 
 

provided by the individual who has prepared the 
q

SPECIFIC BILLING INSTRUCTIONS - Briefly describe or highlight in the agreement narrative.   
 

ENDOR’S AGREEMENT NUMBER/SUBCONTRACT NUMBER, USDA FFIS OBLIGATION V
DOCUMENT NUMBER - Enter any pertinent info required by the cooperator that will assist in 
identification of what this billing represents.  If this billing is to another USDA agency, ensure that the 
MO
NO

 
TITLE OF PROJECT

/M1, RQ or other specified requirements are met.  When in doubt, contact the agency to be billed.  
TE: Other USDA agencies may use an M1 number. 

  - May enter “see ARS 451” or excerpt from AD-672, block 9 – Services to be 
per

 
BILLING FREQUENCY

formed.  This information will be reflected in the “Descriptive Text”. 

 – Indicate if a special billing schedule is required.   For example:  “Must be 
bill f the 
coo
 
DE T REQUIRED

ed by the 15th of the month following the end of the quarter” or “Must be billed before the end o
perator’s FY (date)”.     

TAILED SUPPOR  - Select the appropriate box.  

 
NOTIFICATION OF BILLING TO ARS REQUIRED

 

E-MAIL  – Select the appropriate box if you 
or someone of interest would like to be notified when the current billing is processed. 

 
DDRESS OF ARS CONTACTE-MAIL A  – If block 19 is selected as “yes’, then provide the e-mail 

 
address of the person to be notified.  
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e 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Salary Laps
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Salary Lapse 
 

The FFIS implementation in no way affects the current salary lapse policy.  However, there are several 
actions that are required to reflect the results of salary lapse reporting in FFIS.      

Salary Lapse Adjustments in FFIS 

Salary lapse is reported three times per year:  April, July and August. The following are the steps taken to 
report salary lapse: 
 

Step Action 
1  Accounting technician maintains salary expenses for their unit. 
2  The accounting technician applies the percentage policy and uses 

SAMS to generate salary lapse reports and sends to an Area/NAL 
ABFO. 

3  Area/NAL ABFO sends a consolidated report to headquarters. 
4  SBFO enters a BL document to remove salary lapse from program 

code.  The BL document is then put on hold. 
5  FMD sends the SAMS file to BPMS. 
6  BPMS enters the BE documents to remove reported salary lapse 

from the Division level advises SBFO’s when the documents have 
been entered. 

7  SBFO’s executes the SAs and BLs. 
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Yearend Closeout Activities  
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Year End Closeout Activities                                    
 
 
General Information 
Federal statutes require all agencies, at the of each fiscal year, to record all  
of their valid obligations for that fiscal year.  These obligations are required to  
accurately reflect the financial status of the agency relative to it appropriated and 
nonappropriated funds.  To record these obligations, source documents must be received at NFC in 
accordance with the cutoff dates.  When the source documents cannot be submitted to NFC by the cutoff 
date, period end estimates must be used to record those documents as well as transactions where individual 
documents are not used to obligate funds, e.g., travel vouchers, blanket purchase agreements, etc. for all 
annual, multi-year, and no year activity.  During the next accounting period (October's business) all period 
end estimates are automatically reversed out. 

 
 
Period End Estimates 
All period end estimates (YE documents) must be entered by ARS headquarters offices, Area/NAL offices, 
and field personnel. NFC personnel are not responsible for generating estimates. The preparation of period 
end estimates is an accounts maintenance function. Procurement personnel should not prepare period end 
estimates without prior approval from LAO/T's.  
 
TDL’s, PDL’s, and OCP’s should be run promptly following the close of the FY and reconciled to 
CATS/LOTS records.  Unposted transactions which are not reflected on the TDL, must be period end 
estimated.  Remember that transactions emanating from feeder systems will no longer be estimated and 
must be entered by the Location/Area offices. 
 
FFIS Data Entry 

                                          

 When entering the document ID number, use the SEC1 code applicable for your Area, Location code, 
plus a sequential number or enter “#” to enact automatic document numbering; 

 Object Class 25XX must be reported to the four-digit level (See list of Sub-BOCs) 
 Use a reversal period of  01 05 (October, 2004); 
 Use the Vendor Code appropriate for your Area: 

 
Headquarters   12400300F C 
Beltsville  12400300F D 
North Atlantic  12400300F E 
Midwest   12400300F F 
Pacific West   12400300F G 
Northern Plains 12400300F H 
Southern Plains 12400300F J 
Mid South  12400300F K 
South Atlantic  12400300F L 
National Ag Library 12400300F N 

 
 Enter YE/DE for accrued expenditures (salaries, utilities, etc.).  The result will be reflected in the 

EXPENDED AMT field on the ALLT and ALOC tables. 
 Enter YE/UN for undelivered orders (contracts, purchase orders, relocation orders, etc.).  The result will 

be reflected in the UNLIQ OBLG AMT field on the ALLT and ALOC tables. 
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 Since object class code 6000 is no longer used, all salary estimates MUST be recorded against object 
class code 1000.    

 Similar to prior years, object class 25XX must be reported to the four-digit level; 
 Enter estimates for feeder system (payroll, utilities, etc.) activity sinc

timates: 

e estimates will not be 
automatically generated. 

 
Generally, the following transaction codes and types should be used for entered es
 

Transaction BOC YE Type Description/Examples 
 

Payroll 1xxx DE Payroll charges for FY 2002  
 
BOC 6000 IS NO LONGER USED 
 

Travel 21xx DE Travel Charges (except relocation) 

Relocation  UN  

PCMS 2670 DE PCMS charges not recorded 

Transportation 22xx DE Federal Express, Postage, etc. 

Rent, Communication, 
Utilities 

23xx DE Estimates are needed from feeder systems 
such as UVTN, TELE 

Printing 24xx UN  

Other Services 251x UN Estimates are required to the 4th level 

Supplies 26xx UN  

E uipment 31xx UN  q

 
sure your estimates are captured appropriately. Monitor reference tables in FFIS such as ALLT to en

 
u  Object Class Codes: S

P
b

erforming/Sponsored Organizat  BOC ion Type SUB
 

Cooperative Extension Service CO 
Female Owned FO 
Other Federal Research FR 
1890 Land-Grant College B H
Individual IN 
1862 Land-Grant College  LG
Minority Owned O M
Other OT 
Private Non-Profit PN 
Private for Profit PP 
Private University or College   PR 
Public University or College PU 
Sta e Agricultural Research Station SA t
Sm SB all Business 
State or Local Government SL 
Veterinary School or College VE 
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SBFOs are required to do a screen print for the ALOC table for their division (Area) for all Fund Types 
, and fax the 

o

Certification of Year End Estimate 

(01,08,91,92,93,95,02, etc.), review the information, certify that it is complete/correct
inf rmation (with certification) to the Chief, Fiscal Operations Branch, FMD 
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A 

 

Access to add a Vendor · 67 
Accounting · 51 
Accounting Adjustments · 38 
Accounts Receivable · 50 
ACXT · 48 
Agreements · 121 
Allotment/Allocation/Plan · 110 
Area Vendor Code · 150 
ARS Spending Document Numbering Scheme · 23 

B 

B2 · 28 
Billings & Collections · 122 
Billings and Collections Process for Incoming Reimbursable Funds · 129 
BL · 26 
BL History Report · 110 
BRIO Logon · 73 
BRIO REPORTS · 72 
Budget Execution · 16 

C 

Certification of Year End Estimate · 152 
Closed Appropriations · 37 
Closeouts · 124 
Collection Process · 123 
Commands · 19 
Common Agreement Numbers · 125 
Common Errors · 63 
Contract & Agreement Report · 117 

D 

Data Entry Tables · 42 
Debtor/Paying Agency Accounting Requirements · 137 
Defining Budget Fiscal Year · 8 
Defining Fiscal Year · 8 
Direct Entered · 18 
Document Commands, Status Codes and Errors · 19 
Document ID’s · 22 
Document Inquiries · 51 
Document Types · 20 
Documents · 15 
DVAL · 47 

E 

Entering Accounting Codes · 45 
ERRG Table · 63 
Errors · 20 
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F 

Fee
Fee

der Document Rejects · 64 
der Interface · 53 

Feeder Systems · 54 
sification Structure Configuration (ACCS) · 8 

 · 150 

Administrators · 8 
FIS · 5 

FFIS Accounting Code Clas
FFIS Data Entry
FFIS Tables · 50 
Frequently Used Tables · 44 
Functional 
Fundamentals of F

I 

Inco
Inqu

ming Soft Funds (ISF) report · 129 
iry Tables · 41 

Internet Billing Form (IBIL)-Non-Federal · 139 
 Billing System (IBIL)-Federal · 134 Internet

IPSC · 33 

M 

Method for Vendor Searches · 68 

N 

Navigation · 18 
ancy · 14 NFC Password Life Expect

No Year Funds · 37 

O 

Object Class Reports · 91 
OPEN ITEM SUMMARY REPORTS · 97 
ORGN · 49 

oing Reimbursable Agreements · 125 Outg

P 

Payroll · 54 
PCMS Errors · 64 
PCMS Report · 103 
PCMS Tables · 52 
PCMS/FFIS Interface · 54 

ates · 150 

PRCH Errors · 65 

PDL Reports · 84 
Period End Estim
PGMT · 46 

R 

Reference Tables · 41 
 of Tables · 45 

Researching Spending Documents · 55 
Researching Vendor Information · 69 

Relationship
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S 

Salary Lapse · 148 
Salary Lapse Adjustments in FFIS · 148 

 · 7 

ts (SCA) · 141 

Status Codes · 19 
Sub Object Class Codes · 151 

SF Management · 58 

Sale of Assets · 38 
Search for Vendors · 67 
SEC1 Codes · 62 
Security Administrator
Sign on and Login · 9 
Specific Cooperative Agreemen
Spending · 51 

SU

T 

Table Maintenance Responsibilities · 44 
TABLES · 39 
TDL Reports · 76 
Travel and Transportation · 54 

L Errors · 65 
s of Agreements and Billing Procedures · 129 

TRV
Type
Types of Errors · 63 

V 

Vendor ID · 67 
Vendor Information · 66 
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