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Wel cone

Pur pose

Audi ence

Prerequi sites

ARS FFI S—Spendi ng

| nt roducti on

Welcome to the United States Department of Agriculture (USDA) Agricultural
Research Service (ARS) spending training. This module provides you with the
decision-making tools and practical skills you need to perform spending-
related accounting functions using the Foundation Financial Information
System (FFIS).

The purpose of this training module is to familiarize you with the:

€ Spending documents, and how to enter, modify, or cancel them
€ Vendor inquiries, and how to respond to them

€ Spending tables, and how to use them

This module is for individuals who:

€ Purchase goods and services

€ Are responsible for responding to vendor inquiries
€ Make payments for goods and services

€ Are responsible for SUSF management

€ Interpret or analyze FFIS BRIO reports

Individuals who are to attend the Spending FFIS training module should have
attended the mandatory System Overview/Navigation training module and:

€ Be familiar with FFIS navigation
€ Be familiar with the Accounting Code Classification Structure (ACCS)

€ Have an FFIS user ID, and be able to access the FFIS training environment

Modul e Overvi ew. Fi nal Cct ober 2001 3



Obj ecti ves

Foundati on
Fi nanci al

I nformati on
System

| nt roducti on, conti nued

Upon completion of this module, you will be able to:

€ Identify appropriate spending payment documents given the source
documentation

€ Navigate through Spending Inquiry Tables to verify updates
€ Understand ARS spending chain and document referencing

€ Respond to vendor inquiries

The Foundat i on Fi nanci al | nformation System (FFIS) isamainframe
software package designed to meet stringent budget and funds control needs,
as well as complex multi-fund accounting and reporting needs. FFIS
performs the following primary functions:

€ Maintains a general ledger from which a variety of external reports can be
produced

€ Maintains a cumulative account balance

€ Uses the approved U.S. Standard General Ledger

Modul e Overview  Final Cct ober 2001 ARS FFI S-Spendi ng



| ntroduction to Spending in FFI'S

Subsyst enms The FFIS Purchasing, Accounts Payable and Automated Disbursements
subsystems, record, monitor and control all activities in the spending process.
For ARS, these activities include:

€ Requesting goods and services
€ Ordering goods and services

€ Recording payments to vendors

The spendi ng

chain A spendi ng chai n is the series of

accounting procedures and paper flows
you use when purchasing goods and
services.

Definition

In FFIS, a spending chain can be a combination of up to five different
accounting steps. ARS may use the following four steps in FFIS for different
transactions:

4 Commitment

€ Obligation

€ Receiver (PRCH Type 40)
€ Expenditure

Commi t ment Recei ver

a

(opti onal ) —p ol i gation —p | (PRCH Type i > Expendi t ur
! 40) |

________________

ARS FFI S—Spendi ng Modul e Overview.  Final Cct ober 2001 5



Spendi ng chain
component
definitions

| ntroduction to Spending in FFIS,
conti nued

The components of ARS’s spending chain are defined in the table below:

Spendi ng Definition Busi ness FFI'S Action
Action Process

Conmi t ment Settings aside AD700 speci fying Oiginating
funds used to goods or services | office enters RQ
pur chase goods or | and termns of document into
services in the pur chase. FFI S.
future.

Not a legally

bi ndi ng

agr eenent .

Draw down on
avai | abl e funds.

Qoligation Records order to Pur chase order MO ML docunent is
pur chase goods conpl eted, signed |directly entered
and servi ces. contract, into FFI'S or

o agreenent, | ease, obl i gati on cones
Legal Iy bi nding utility, credit through a feeder
agreenent to pay card, travel, system such as
for goods and payrol |, etc. PRCH, TRVL, PCVB
Servi ces. in the formof an
May reference and MO cl one
i qui date RQ
docunent s.

Expenditure | Authorization to Paynent to vendor |If an MO M
pay (i.e., an based on invoice already exists in
account payabl e) and receipt of FFI'S for the

for goods
services
recei ved

May occur before
after or

si mul t aneousl y
with the

di sbursenent of
funds.

May reference and
|i quidate
documents in the
spendi ng process
that were

previ ously
ent er ed.

goods or
servi ces

Paynment may

ei ther liquidate
a previous step
in the spending
process or if no
previ ous action
has been taken in
the formof an
obligation, the
payment can

obli gate and pay
si mul t aneousl y.

purchase, a PV is
directly entered
referencing the
MJ ML and

|'i quidating the
obl i gati on.

If no MM has
been previously
entered into
FFI'S, an NO (non-
ref erenci ng
Payment Voucher)
is directly
entered into FFI' S
and

si mul t aneously
obl i gates and

pays.

Modul e Overvi ew: Fi nal
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ARS FFI S—Spendi ng

Di sbur senen
t

Transm ssi on of
cash to a vendor
for goods or
servi ces.

Check or EFT
paynent is
processed and
sent to vendor.

O fline Automated
Di sbursenents
process generates
schedul es to be
transmtted to
Treasury.

Modul e Overvi ew. Fi nal
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| nt r oducti on

Overvi ew In FFIS, financial and non-financial information is entered on documents. At
each step in the spending chain, a different type of document may be used to
record the activity.

Spendi ng The chart below illustrates the FFIS documents that ARS uses to directly enter
document s spending activity:
Transaction| Transacti on Descri ption
Code Cat egory
RQ RQ RQ — records intent to purchase goods or
servi ces.
MO ML MO M scel | aneous Order— records obligations

prior to the point goods are received or
servi ces rendered.

PV PV Paynent Voucher — records authorization of
payment to a vendor for goods or services
accepted and invoiced.

DD DD Di rect Disbursenent — records non-cash
di sbursenents for events between agencies
(interfund transfers).

ND DD Direct Disbhursenent — records letters of
credit, foreign enbassy di sbursenments and
ot her non-224 transactions.

NO PV No Obligation Payment Voucher — records
expense and pay ampount when amount i s unknown
until paynment is due.

B2 5% St andard Voucher — records sel f -bal anci ng
accounting adj ustnents.

S\ sV St andard Voucher — records accounting
adj ust nment s.

YE sV St andard Voucher — records self- reversing
peri od- end esti mates.

10 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



Ref er enci ng

Benefits of
ref erenci ng

ARS FFI S—Spendi ng

Docunent Referencing

Referencing links documents together, so that FFIS can automatically
liguidate a previous accounting event. All purchasing documents (except
commitment documents, since they are first in the spending chain) include
fields for referencing a prior document.

Exanpl e:
- MO 123 references and liquidates RQ 333
Il PV 456 references and liquidates MO 123

If you scan for MO 123 on DXRF table, it will show:
When this MO was entered
That RQ 333 was liquidated by the MO
That PV 456 referenced and closed the MO

In most instances, referencing is required only for a

Payment Voucher (PV) and Direct Disbursement

(DD) documents.

- PV must reference a Requisition (RQ) or a
Miscellaneous Order (MO/ML1).

- DD must reference a Requisition (RQ) or a
Miscellaneous Order (MO/M1)

- M1 and NO documents do not require

referencing

Referencing provides the following benefits:

€ Ensures funds are accounted for only once

€ Reduces data entry

€ Enforces tolerance limits (see subsequent section for definition)
4

Makes unused funds available automatically, once the transaction is
finalized

L 2

Increases document tracing effectiveness by using links and cross-
reference tables

Spendi ng Docunents: Final Cct ober 2001
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Parti al / Fi nal
flag

Tol erance limt
checks

ARS FFI S—Spendi ng

Docunent Referencing, continued

The PARTI AL/ FI NAL FLAGIs a required field on documents that invoke

document referencing. The PARTI AL/ FI NAL FLAG indicates whether the
document being processed represents a partial or final liquidation of the
previous document in the spending chain.

A document with a PARTI AL/ FI NAL FLAG of F invokes both FFIS spending
controls and FFIS tolerance limits.

The PARTI AL/ FI NAL FLAGIs a required field on documents that require
referencing. Itis a required field on all ARS spending documents, except for
the Non-Referencing Miscellaneous Order (M1) and the Non-Referencing
Payment (NO) documents.

One of the edits that FFIS performs on a referenced spending document is to
ensure that the dollar amount of the referenced document is within tolerance
limits.

There are two types of tolerance limits, which define the dollar difference that
FFIS permits between two documents (i.e., a document and the document that
it is referencing):

€ Overage tolerance limit

€ Underage tolerance limit

£ T Overage tol erance |imt definesthe
= %, maximum dollar or percent difference for
o oo documents on which the referencing document
Definition .
line amount exceeds the referenced document
line amount.
ST Under age tol erance |init definesthe
h o % maximum dollar or percent difference for
. documents on which the referencing document
Definition

line amount is less than the referenced document
line amount.

Spendi ng Docunents: Final Cct ober 2001 13



Docunent Referencing, continued

TCAT Tabl e The Overage and Underage Tolerance Limits are set on the Transaction
Category Table (TCAT) as a:

€ Percentage
€ Maximum amount

€ Minimum amount

v

h When a tolerance limit is set to zero, that
document line amount must equal the amount
of the referenced document line.

14 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



Docunent Referencing, continued

Det er mi ni ng Below is a flow diagram to show how FFIS determines whether or not a
tolerance limt document is within the acceptable tolerance limit.

FFI' S checks the
di fference between the 2
docunent | i nes:

Is the .

di fference Is it Is it

|l ess than BETVEEN t he greater
(<) the m ni nrum and than (>)
m ni num maxi mum t he

anmount ? maxi mim

Yes J

FFI S
accepts
t he

FFI S conpares

document .

the FFI'S
difference to rej ects
both the t he

per cent docunent .

amount and
t he maxi num

I's the
di fference >
ei ther the

percent anmount
or the maxi mim

I's the
di fference <
t he percent

anmount AND <
t he maxi mum

Yes

FFI S

accepts
t he
document .

FFI'S i ssues an
overri deabl e
error (when
checki ng
overages or a
verifiable
error when
checki ng

ARS FFI S—Spendi ng Spendi ng Docunents: Final Cct ober 2001 15



Docunent Referencing, continued

Research ARS uses these tables for researching document referencing:

€ Document Cross-Reference Table (DXRF)
€ Transaction Category Table (TCAT)

DXRF Tabl e The Document Cross-Reference Table (DXRF):

€ Can be used to track the relationships between documents

€ Shows any other document in the same referencing chain as the document
you are researching

For any Trans Code and Document Number, DXRF shows all modifications
where the amount has changed. Modifications that change a description or
add an alternate payee will not show on DXRF. The Doc Act field indicates
whether the document was E (established), M (modified) or X (cancelled).
DXRF also shows the date the transaction, modification or cancellation was
entered in FFIS.

DXRF Tabl e screen Below is an example of the DXRF Table screen.

ACTION: R TABLEID: DXRF USERI D. UABC
*** DOCUMENT CROSS REFERENCE | NQUI RY TABLE ***
KEY 1S TRANS CODE, TRANS NUMBER, F/ B/ A, REF TRANS | D, ACCEPT DATE, DOC ACTI ON

TRANS CCDE: ML TRANS NUMBER T016635200 DOC TOTAL: N A
QUTST AMI: N A

ACCEPT  DOC
F/IB/A REF TRANS ID DATE  ACT VENDOR AVDUNT
01- A 10 10 01 E 660433763 A 19, 598. 74
LAST BATCH NUVBER CLEARI NG ACTI ON:
02- A 10 16 01 X 660433763 A -19, 598. 74
LAST BATCH NUMBER DLGD06 CLEARI NG ACTI ON:
03-
LAST BATCH NUVBER CLEARI NG ACTI ON:
04-
LAST BATCH NUMVBER CLEARI NG ACTI ON:
05-
LAST BATCH NUVBER CLEARI NG ACTI ON:
06-
LAST BATCH NUVBER CLEARI NG ACTI ON:
03-*L009 HEADER CHANGE 03-PEO9E HDR DOC NOT | N OPEN | TEM TABLE

16 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



Options for

docunments on TCAT

TCAT Tabl e screen

ARS FFI S—Spendi ng

Docunent

Ref er enci ng,

cont i nued

The Transaction Category Table (TCAT) sets referencing options for each

transaction code:

€ Tolerance limits

€ Whether the document must reference a prior document

€ Whether a Partial/Final Indicator is required on referencing documents

€ How the document will update DXRF:

Always updates DXRF when entered into FFIS, or

Only updates DXRF when it is referencing (or being referenced by)
another document

Below is an example of the TCAT Table screen.

01-

TRANSACTI ON CCDE:

ACTION: S TABLEID: TCAT USERI D FV17
TRANSACTI ON CATEGORY REFERENCE TABLE
KEY 1S TRANSACTI ON CODE

TRANSACTI ON CATEGORY:

TRANSACTI ON DESCRI PTI ON:

OVERAGE TOLERANCE

PERCENT: %
MAX AMT:
M N AMT:
VERI FY
PRI NT

DOC TRACK VOUCHER:
REQUI RED FI ELDS:
BALANCED SV REQD:
ACCTG PERI CD REQD:

UNDERAGE TOLERANCE

PERCENT:
MAX AMT:
M N AMT:

DOC TRACK ACCOUNT:
ACCTG REQ TV DI SB:

REF QUANTI TY:

ALLOW FUTURE PER
DOC REF REQUI RED:
DOC TRACK NUMBER:
DOC XREF TYPE:
P/ F | ND REQD:

RECOVERY DETERM NATI ON LEVEL:

Spendi ng Docunents:

Fi nal

Cct ober 2001
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Docunment Nunberi ng

Numberi ng schene

The chart below illustrates the document numbering schemes for the

spending documents that ARS uses in FFIS.

Note: The combination of the Trans Code (FFIS document type, i.e. RQ, MO,
PV, etc.) and the document number provides a unique document ID for each
transaction entered in FFIS. By using a different Trans Code, FFIS allows a
repeat of a given document number. For example, you may have both an
RQ 21235000001 and a PV 21235000001.

Type of FFI' S Docunent Nunber
Paynment Docs
Used
Al types Position 1: FY
of RQ Positions 2 — 5: Location Code
conmi t ment s Positions 6 — 11: User Defined or System
Cener ated Sequential No
I f using systemgenerated
nunber, type the fiscal year,
the |l ocation code, the pound
sign (#) and press Enter.
Example: 2 1235 000001
Al types PV, NO | Position 1: FY
of payments ND Positions 2 — 5: Location Code
and direct Positions 6 — 11: User Defined or System
di sbur senmen Generated Sequential No
ts I f using systemgenerated
(except nunber, type the fiscal year,
REPV the | ocation code, the pound
entries, sign (#) and press Enter.
see bel ow) Exanple: 2 1235 000001
Position 1 - 2: Contract Type
ML . oo
Contracts Mo Positions 3 — 6: GSA Activity Address Code
(I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defined Contract No
(4 digit, last two digits are
00)
Exanple: 53 3K15 2 1400
P Position 1 - 2: Contract Type
Indefinite
Quantity Mo M Positions 3 — 6: GSA Activity Address Code
Cont r act s (I'ssuing Ofice)
Position 7: FY
Positions 8 — 9: Contract No (2 digit)
Positions 10 — 11: Task Order No
Exanple: 53 3K15 2 1403
18 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng




ARS FFI S—Spendi ng

Docunent Nunbering, continued
Type of FFI' S Docunent Nunber
Paynent Docs
Used
Position 1 - 2: Type 45 PO
Pur ch L -
urchase MO ML Positions 3 — 6: GSA Activity Address Code
O der Type . .
45 (I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defined Sequential No
(4 digit)
Example: 45 3K15 2 0001
Position 1 - 2: Agreenent Type
Agreement s MO ML Positions 3 — 6: Location Code
Position 7: FY
Positions 8 — 11: User Defined Sequential No
(4 digit)
Example: 58 1907 2 0056
Foreign: 58 3625 2 F028
Resear ch MO ML Pos?t@on 1 T (Task Order)
Suppor t Pos_l tion 2: FY _
Agr eenent Positions 3 — 6: Location Code
Task Orders Position 7-10: User Defined Sequential No (4
digit)
Example: T 2 5310 0089
M scel laneo | MO ML Position 1 - S:Chara(ipeernsd)i ng Type (3
us Spending Positions 4 — 7: Locati on Code
Posi tions 8: FY
Positions 9 — 11: User Defined Sequential No
(3 digit)
Exanple: TRN 6402 2 056
; Position 1 - 2: Contract/ Agreenent Type
REPV, Lo S
Recurring | Positions 3 — 6: GSA Activity Address Code
Payment PV, NO . .
Voucher s (I'ssuing Ofice)
Position 7: FY
Positions 8 — 9: User Defined Sequential No
(2 digit)
(Can be al pha-numeri c)
Positions 10 — 11: Do not enter anything in
the last two positions. Wen
t he docunent is generated, FFIS
automatically inserts the
cal endar nonth (2 digit)
Exanple: 53 3K15 2 01
St andar d sv, Pos?t? on 1 - 4 . Locati on Code _
Voucher B2, YE Positions 5 — 11: Syst em CGener ated Sequenti al
Docunent s No

Type, the location code, the
pound sign (#) and press Enter.

Exanple: 6402 0000001

Spendi ng Docunents:

Fi nal Cct ober 2001
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Type of FFI S Docunent Number
Payment Docs
Used
Al Batch Position 1 - 3: User’s Initials '
Docunent s Positions 4 - 6: ~User Defined Sequential No
(3 digit)

Exanpl e:  LBAOO1

Spendi ng Docunents:

Fi nal Cct ober 2001
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Docunent Nunbering, continued

Codes used in The following contract/agreement The following spending types will
AR: S numbering types will be used in ARS’s be used in ARS’s document
scheme document numbering scheme. numbering scheme.
Cont ract / Agr ee- Code Spendi ng Type Code
ment Type
Trai ni ng TRN
Construction 50
Enbassy EVB
Servi ce 53 Transacti ons
Suppl y 54 Security Clearance SEC
Lease 57 Forei gn Service FSA
Al | owance
Agr eement 58
Payrol | Advance ADV
G ant 59 (relocation
abr oad)
I nt eragency (new 60
format) Royal ti es ROY
| PA (new format) 69 Honorari a HON
Wor k Study (new) 56 Print Order PRN
PCs 4X Pr of essi onal PRF
(40 for Liability Ins
Type
40, 41 Attorney Fees ATT
for
Type Settlement (MSPB, SET
41, EEQ etc.)
etc.)
Tort TRT
Publ i ¢ Voucher PUB
G eenbook GRN
Deposit Accounts DEP
Interlibrary Loans ILL

ARS FFI S—Spendi ng Spendi ng Docunents: Final Cct ober 2001 21



Schedul i ng Paynent s

Schedul i ng Payment documents that are disbursed through Automated Disbursements
paynent s are scheduled automatically in FFIS, as the document is entered into the
system.

The process is outlined in the steps below:

Step Acti on
1 Enter a payment docunent into FFIS.
2 FFI'S cal cul ates when the paynent should be nade to the

vendor, based on flag settings established in the system

The cal cul ati on al so depends on whether or not the vendor is
a pronpt paynment vendor.

3 Paynment is stored in the systemon the Unpai d Voucher Table
(UPVT) until the schedul ed paynent date arrives.
4 Aut onmat ed Di sbursenents subsystem sel ects the docunent, and
transfers information to Treasury, so that a payment can be
di sbur sed.
Pronpt Paynent One example of determining when a document should be scheduled for

Act payment, is whether or not the payment is subject to the Prompt Payment Act.

The Pronpt Payment Act is a law that specifies
certain types of payments to private vendors must be
paid within a specified number of days that an
agency receives goods/services, or when an agency
receives the invoice from the vendor.

If the payment has not been generated by the
specified date, the agency must pay the vendor
interest on the funds due.

22 Spendi ng Docunents: Final Cct ober 2001 ARS FFI S-Spendi ng



VWhat is subject
to pronpt pay?

ARS FFI S—Spendi ng

Schedul i ng Paynents, continued

Using various system options, ARS defines what types of vendors, documents
and accounting events are subject to prompt payment. The table below
outlines what FFIS table helps you determine if the payment is subject to
prompt payment rules:

Ref erence Tabl e Definition

Vendor Type Table (VTYP) I ndi cates which vendors are subject to
pronpt paynent.
Transaction Category Defi nes what types of docunents are
Tabl e ( TCAT) subj ect to pronpt payment.
Accounting Entries I ndi cat es which accounting entries are
Definition Table (ACED) subj ect to pronpt paynent.
Spendi ng Docunents: Final Cct ober 2001 23
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RQ Docunent | ntroduction

Purpose The Requisition Document (RQ) is used to:

€ Record accounting information related to a commitment

€ Record descriptive information about the commitment such as delivery
location, delivery date, and requestor's name

€ Draw down funds from available budget authority

Tabl es updat ed The RQ document updates the following tables:

€ Requisition Header and Accounting Line Tables (REQH, REQL)
€ Budget Execution tables

€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

€ Vendor Cross Referencing Table (VXRF)
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RQ Docunment | ntroduction, continued

Below is an example of the RQ document header screen.

COMVIND: DOC D RQ 1
STATUS: BATI D SEC2:

REQUI SI TI ON' DOCUMENT

RQ DATE: ACTI ON: ACCTG PD. 2 PRICRITY: TRANS TYPE:
VENDOR CCDE: 4 DCC TYPE BUYER BLANKET #:
NANME: REQUESTED BY:
ADDRESS: PHONE:
DEL DATE:
DEL BLDG RM /
CONTACT: RESP PERSON:
PHONE: COMMENTS:
BFYS: FUND: PRI NT RQ DOCUMENT TOTAL: 5

Requi siti on Docunment: Final Cct ober 2001
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RQ Document | ntroduction, continued

The table below shows required fields for the RQ document header screen.
The fields are numbered in the example screen:

# Field Dat a
1 |Dab Trans Code | RQ
Secl Code Di vi sion Code (Area) (i.e. 01)
Document # See section on docunent

nunberi ng schene

An RQ nunber exanple for all
types of Spending:

FY+Locati on Code+ User Defined
or System Generated Sequenti al
No

I f using system generated
nunber, type the fiscal year,
the |l ocation code, the pound
sign (#) and press Enter.

(i.e. 21235000001)

2 | ACCTG PD Two-digit fiscal nmonth and two-digit fiscal
year of the transaction (e.g., 05 02 for
February 2002)

3 | TRANS TYPE 01

4 | VENDCR CODE Vendor Code

Al'l RQ docunents require a vendor code (can
be m scel | aneous vendor)

M scel | aneous vendor can only be used on an

RQ
5 | DOCUMENT TOTAL Docunent total (absolute value of the sum of
the |ines)
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RQ Docunment | ntroduction, continued

To enter and process an RQ document header screen, follow the steps below:

Step Acti on

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type RQ

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter.
The RQ Header Screen appears. You will see the pronpt at the
bottom of the screen: TYPE BATI D/ DOCI D AND PRESS ENTER.

In the header screen .

5 Tab to the next field, and type the SECl code

6 Tab to the next field, and type the docunent nunber.

7 Press Enter.
THIS IS A VERY | MPORTANT STEP — YOU MJUST PRESS ENTER AT TH S
PO NT BEFORE CONTI NUI NG

8 Tab to ACCTG PD field and enter accounting period.

9 Tab to TRANS TYPE, and type in 0Ol.

10 Tab to VENDOR CODE and enter the appropri ate vendor code.

11 Tab to COMVENTS, and type in coments for this requisition
docunent (optional).

12 Tab to DOCUMENT TOTAL and enter total anount of RQ

13 Press Enter, and the RQ |ine screen appears.

v

If you do not enter decimals, FFIS interprets the
last two digits to be cents.

-
Example: If you enter 100 without a
decimal and cents, FFIS will read it as $1.00.
Enter unsigned values (no minus signs) on all
spending documents.
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l'i ne

RQ Docunent

| nt r oducti on, conti nued

Below is an example of the RQ document line screen.

COMVND:

STATUS: ACCPT

01-

02-

03-

LINE 1

BUDGET ORG
BCC:

AMOUNT:
DESCRI PTI ON:

~No b

LI NE:

BUDCGET ORG
BQOC:

AMOUNT:
DESCRI PTI ON:

LI NE:

BUDCGET ORG
BQOC:

AMOUNT:
DESCRI PTI ON:

DCCI D 07/ 14/ 00 10: 26: 48
BATI D: SEC2: 001-001 OF 001
BUDCET FYS: 2 FUND:
CosT CRG PROGRAM 3
JOB NO RPTG 5
/D
BUDCET FYS: FUND:
CosT ORG PROGRAM
JOB NO RPTG
/D
BUDGET FYS: FUND:
CosT ORG PROGRAM
JOB NO RPTG
/D

The table below shows required fields for the RQ document line screen. The
fields are highlighted in the example screen:

# Field Dat a

1 | LINE Different 3-digit nunmber for each line fromO001
to 999

2 | BUDGET FYS Budget Fiscal Year

3 | PROGRAM Program Code

4 | BCC Budget Cbj ect Code

5 | RPTG Reporting Category (if applicable)

6 | AMOUNT Total cost of this line item

7 | DESCRI PTI ON Comments related to the line item (optional)

Requi sition Docunent:
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RQ Docunment | ntroduction, continued

To enter a RQ document line screen, follow the steps outlined blow:

Step Action

1 In LINE, type in a 3-digit nunber for each line fromO00l to
999.

2 In BUDGET FYS type in the beginning and endi ng budget fisca
years.

3 Tab to PROGRAM type in program code.

4 In BOC, type in the appropriate budget object code, derived
fromthe Budget Object Code Table (BOCT).

5 Tab to RPTG and type a valid reporting category (if
appl i cabl e).

6 Tab to AMOUNT, and type in the total amount for the line

7 Tab to DESCRI PTION and type in a description for this
obligation line. (optional)

8 Repeat steps 1-7 for renmining |lines

9 Press the HOVE key and type E i n COMVND.

10 Press Enter to edit the docunent.
If errors are found the status is REJCT, if no errors the
status is SCHED.

11 If there are no error nessages at the bottom of the screen
Press the Home Key and type R in COMVND.

12 Press Enter to run the document.

If there are error nessages at the bottom of the screen,
docunent status is REJCT, if no errors the status is ACCPT.

l The program accounting codes entered on the RQ

document will be carried forward throughout the
spending chain (obligation and expenditure)
through the use of document referencing.

Requi siti on Docunment: Final Cct ober 2001
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Bat ch Modification for RQ Docunent

Bat ch
modi fi cation F After processing a document, the appropriate
process - general ledger accounts are adjusted and the
inquiry and budget tables are updated. The
document remains on SUSF until it is
archived.
To modify or cancel a document that has been processed, create a new
document containing the modification information with the same original
document ID (poal D) along with a BATI D.
SUSF

F The SUSF table (Suspense File Table) stores and
maintains all documents entered in FFIS for a specified
period of time prior to archiving. It provides an effective
short-term audit trail of all FFIS transaction-based
activity.
Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Batch M
conti nue

dification for RQ Docunent,
d

The table below lists some stipulations about the modification of documents

with respect to whether or not they are archived, and how their ID numbers

should be treated:

| f

Then ...

The ori gi nal

not yet been archived, and

docunent has Create a new docunent with a batch ID.

is still |listed on SUSF,

archi ved, and
on SUSF,

The docunent has been A batch IDis not required by FFIS;

is no |longer | however, ARS policy is to use a batch ID

on all spending docunent nodifications.

ARS Bat ch Nunb

ering Schene

Y

»

Document Numbering for all Batch Documents

Position 1-3: User’s Initials
Positions 4—6: User Defined Sequential No (3 digit)

Example: LBA001

Requi si tion

Docunent : Fi nal Cct ober 2001
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Bat ch Mbdification for RQ Docunent,
conti nued

Limits to what can be changed and what cannot be changed using a batch
Limts modification, are described below:

Can Be Changed:

€ Document total
€ Information fields in the header and lines
€ Accounting lines added

€ Dollar amount on accounting lines increased or decreased

Cannot Be Changed:

€ The vendor unless the current vendor code identifies a miscellaneous
vendor

€ Accounting information in the detail lines

Below is an example of the SUSF table, with the BaTcH | D field highlighted.

SUSF exanpl e
screen

ACTION:. R SCREEN: SUSF USERI D. FRED DOCUMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:

----BATCH ID---- ----- DOCUNENT | D--- - - - LAST LAST PROCESS
SEL TRAN SEC1 NUMBER TRAN SEC1I  NUMBER  STAT APPRV DATE USER DATE

BATCH © RQ 01 LBAOOL
01-
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Cancel an RQ Docunent

To cancel a RQ document, follow the steps below:

Step Action

1 Know t he docunent ID for the docurment you wi sh to cancel.

2 Type Nin ACTION (fromany FFIS table screen).

3 In TABLEI D, type SUSF.

4 Press Enter.

Create BATID...

5 Type NEWIin FUNCTI ON.

6 Tab to BATID on LINE 00, and type in the Batch Identification
Nurber .
In the BATID field, the transaction and SECl (second field of
the docunent 1 D) codes must be the same as the original
docunent. (For exanple: if the original RQ docunent used a
SEC 1 of 01, use |RQ 01]
Use user initials (two or three positions) + a sequenti al
nunmber (three or four positions) for the rest of the Batch
I dentification Number. (For exanple: RQ 01 + [LBAOOT1] ).

7 Enter DOCI D of document to be cancell ed.

8 Press Enter.
A Requisition Docunment Batch Ticket appears.

9 Press Enter.

A bl ank document with a batch ID and the original document |ID
assigned to it appears.

Per f or m docunent cancel | ation...

10 Type X in ACTION of the header screen.

11 In the ACCTG PD field, enter accounting period.

12 Press the Home Key, type EB (edit batch) in COMWND and press
Enter.

13 Press the Home Key, type RB (run batch) in COMND and press
Enter to run the batch.
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Cancel an RQ Docunent, conti nued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check the appropriate inquiry tables for your document 1D

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or canceled

l A document cannot be cancelled if it
has been referenced by another
document.
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Modi

fy RQ Docunent

To modify a RQ document, follow the steps below:

Step Action
1 Know t he docunent ID for the document you wi sh to nodify.
2 Type Nin ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATID on LINE 00, and type in the Batch Identification
Nunber .
In the BATID field, the transaction and SECL (second field of
t he docunent |ID) codes nust be the same as the original
docunent. (For exanple: if the original RQ docunent used a SEC
1 of 01, use |RQ 01].
Use user initials (two or three positions) + a sequential
nunber (three or four positions) for the rest of the Batch
I dentification Nunmber. (For exanple: RQ 01 + |[LBAOO1]| ).
7 Enter DOCI D of docunment to be nodified.
8 Press Enter.
A Requi sition Docunment Batch Ticket appears.
9 Press Enter again.
A bl ank document with a batch ID and the original document |ID
assigned to it appears.
Per f orm docurment nodi fication...
10 Type Min ACTION of the header screen.
11 Tab to ACCTG PD field and enter accounting period.
12 Tab to VENDOR CODE, and enter valid vendor code.
Type the nodifications on either the header screen or the lines
accordingly.
13 Tab to DOCUVENT TOTAL, and enter the total anpunt.
14 Press ENTER
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Modi fy an RQ Docunent, continued

RQ docurent |ine Docunent |ine screen appears...
Screen

15 Tab to LINE, and enter a |line nunber from00lto 999.

16 Tab to AMOUNT, and enter the |ine anmpunt.

17 Tab to I/D, and type | or Dto indicate an increase or
decrease if there are changing dollar anounts.

Check for RQ
Docunent errors &

process docunent 18 Press the HOMVE key.

To check for errors and process...

19 Type EB (edit batch) in COMVND.

20 Press Enter.

21 Press the HOME key and type RB (run batch) in COMMND to run
the docunent.

22 Press Enter.

l The header amount must equal
the sum of the lines.

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled

38 Requi sition Docunent: Final Cct ober 2001 ARS FFI S-Spendi ng



ARS FFl S—Spendi ng

Requi siti on Docunent:

Fi nal

Cct ober

2001

39



40

Ref erenci ng M scel | aneous O der
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MO Docunent | ntroduction

Pur pose The Miscellaneous Order (MO) document is used to:

€ Record obligations prior to the point that goods are received or services
are rendered

Tabl es updated The MO document updates the following tables:
€ Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)
€ Requisition Header and Accounting Line Tables (REQH, REQL)

€ Budget Execution tables

€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

L 4

Vendor Cross Referencing Table (VXRF)

Y

The MO document requires an RQ.
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MO Docunent

| nt roducti on,

conti nued

Below is an example of the MO document header screen.

COMVND:
STATUS: ACCPT

DG D MO 1

BATI D SEC2:

M SCELLANEQUS ORDER DOCUMENT

06/ 16/ 00 13:27:00

MO DATE: ACTI ON: ACCTG PD. 2
VENDCR CCDE: 3 TRANS TYPE: 4 DOC TYPE:
NAME:
ADDRESS: EFFECTI VE DATE:
END DATE:
NEG PYMI' DAYS:
CONTACT: NO OF COPTI ONS:
COWENTS: RESP PERSON:
ALT PAYEE: / BUYER:
RCVR REQD: I NV REQD: PURCH METHOD: PRI NT PO
TEXT TYPE: CONF ORDER: I NVI TATION #: 5
ASSOC ORDER: CONTRACT #:. 6
BFYS: FUND: DOCUMVENT TOTAL: 7
REF REQ BLANKET NUVBER:
DI SCOUNT % DAYS:
DI SCOUNT % DAYS.
DI SCOUNT % DAYS:
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MO Docunent | ntroduction, continued

Required fields The table below shows required fields for the MO document header screen.
The fields are numbered in the example screen:

# Field Dat a

1 DOCl D Trans MO (type of docunent)
Code

Secl Code | Division Code (Area) (i.e. 01)

Docunent See section on document numnbering
# schene

An exanpl e for m scel |l aneous
spendi ng:

Spendi ng Type+Locati on Code+FY
+Sequential No

(i.e. TRN 6402 2 001)

An exanple for a contract:
Contract Type+GSA Activity Address
Code+FY+Contract No

(i.e. 53 3K15 2 1400)

2 ACCTG PD Two-digit fiscal nmonth and two-digit fiscal
year of the transaction (e.g., 05 02 for
February 2002)

3 VENDOR CODE Vendor code

4 TRANS TYPE 01

5 I NVI TATI ON # Used as spill over for contract/agreenent
nunber

6 CONTRACT # Contract/agreenment nunber (If needed, use

I NVI TATION # field for any characters that do
not fit in this field)

7 DOCUMENT Docunent total
TOTAL
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MO Docunent | ntroduction, conti nued

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

Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type MO

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter.
The MO header screen appears. You will see the pronpt at the
bottom of the screen: TYPE BATI DY DOCI D AND PRESS ENTER.

In the header screen .

5 Tab to the next field, and type in the SEC1 code

6 Tab to the next field, and type in the docunent numnber.

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting peri od.

9 Tab to VENDOR CODE, and type in appropriate vendor code,
derived fromthe Vendor Reference Table (VEND).

10 Tab to TRANS TYPE, and type O1.

11 Tab to COMVENTS, and type in comments for this obligation
docunent (optional).

12 Enter contract nunber in CONTRACT # field.

13 Enter any spill over characters fromcontract nunmber in
INVITATION # field

14 Tab to DOCUMENT TOTAL, and type in the docurment total (after
calculating the line anounts).

15 Press Enter, and the MO |line screen appears.

M scel | aneous Order Docunent: Final Cct ober 2001
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MO Docunent | ntroduction, continued

Below is an example of the MO document line screen.

COMWND: DOCI D MO 06/ 16/ 00 13:38: 37
STATUS: ACCPT BATI Dx SEC2: 001- 001 COF 001
01-
LINE 1 REF REQ-LINE 2 BUDGET FYS:
FUND: ORG SUB: / COST ORG SUB: /
PGV BCC / SUB: / RPTG
JCB NO CLCSED BFYS: CLOSED FUND:
AMOUNT: 3 I/D PIF 4 ASSCC CRDER:
DESCR: 5
02-
LI NE: REF REQ-LI NE: BUDGET FYS:
FUND: BUDCET ORG SUB: / COST ORG SUB: /
PGM BCC / SUB: / RPTG
JOB NO CLCSED BFYS: CLOSED FUND:
AMOUNT: /D PIF ASSCC CRDER:
DESCR:

The table below shows required fields for the MO document line screen. The
fields are highlighted in the example screen:

# Field Dat a

1 | LINE Different 3-digit nunber for each |ine fromO001
to 999

2 | REF REQ-LINE Transaction code and docunent nunber of the

requi sition being referenced, and accounting
Iine nunber in the reference docunent of the
line being referenced

3 | AMOUNT Total cost of this line item

4 | PIF Partial /Final indicator
P (for a partial order), or

F (for a final order)

5 | DESCR Description of transaction (optional)
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MO Docunent | ntroduction, conti nued

To enter an MO document line screen, follow the steps outlined below:

Step Acti on
1 In LINE type in a 3-digit nunber for each line fromO001 to
999.
2 In REF REQ LINE, type in the trans code RQ docunment nunber
and |ine nunber.
3 Tab to AMOUNT, and type in the total ampount for the line.
4 Tab to P/F, and enter the appropriate indicator.
Type Pif this is a partial order, or
Type Fif this is the final order placed against the
requisition.
5 Tab to DESC, and type in a description for this obligation
line. (optional)
6 Repeat steps 1 — 5 for renmining |ines.
7 Press Honme key, and type E in COVVND.
8 Press Enter to edit the docunent.
If there are error nessages at the bottom of the screen,
docunent status is REJCT, if no errors the status i s ACCPT.
9 If there are no error nessages at the bottom of the screen,
Press the HOVE key and type R in COMVND.
10 Press Enter to run the docunent.
If there are error nmessages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s ACCPT.
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Batch Modification for MO Docunent

F After processing a document, the appropriate
general ledger accounts are adjusted and the
document remains on SUSF until it is
archived.

To modify or cancel a document that has been processed, create a document
containing the modification information, with the same original document ID.

maintains all documents entered in FFIS for a specified

period of time prior to archiving. It provides an effective

short-term audit trail of all FFIS transaction-based

activity.

- Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

F The SUSF table (Suspense File Table) stores and
B

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Batch Mbodification for MO Document
conti nued

Limits to what can be changed and what cannot be changed using a batch
modification, are described below:

Can Be Changed:

4 Document total

€ Information fields in the header and lines

€ Accounting lines added

€ Increase or decrease the dollar amount on accounting lines

€ Cancel the original transaction, assuming there has been no activity
against the document

Cannot Be Changed:

€ The vendor

€ Accounting information in the detail lines

Below is an example of the SUSF table, with the BaTcH | D field highlighted.

BATCH

ACTION: R SCREEN. SUSF USERI D. FRED DOCUVMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:

BATCH ID---- ----- DOCUMENT I D------ LAST LAST PROCESS

SEL TRAN SEC1 NUMBER TRAN SEC1 NUMBER STAT APPRV DATE USER DATE

]—6@-} MO 01 LBAOO1
01-

ARS FFl S—Spendi ng
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Cancel a MO Docunent

To cancel a MO document, follow the steps below:

Step Acti on
1 Know t he docunent ID for the docunent you wi sh to cancel.
2 Type N in ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATID on LINE 00, and type in the Batch ldentification
Nunber .
In the BATID field, the transaction and SECL (second field of
the docunent |1D) codes nust be the same as the original
docurent. (For exanple: if the original MO docunent used a
SEC 1 of 01, use MO 01}
Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Number. (For exanple: MO 01 + [LBAOO1| ).
7 Enter DOCI D of document to be cancell ed.
8 Press Enter.
An Order Docunent Batch Ticket appears.
9 Press Enter again.
A bl ank document with a batch ID and the original docunent ID
assigned to it appears.
Per f orm document cancel | ation...
10 Type X in ACTION of the header screen.
11 In the ACCTG PD field, enter accounting period.
12 Press the HOMVE key, type EB (edit batch) in COMWD and press
Enter.
13 Press the HOVE key, type RB (run batch) in COMMND and press
Enter to run the batch.
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Cancel a MO Docunent, conti nued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nmodi fication

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or canceled
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Modi

fy MO Docunent

To modify an MO document, follow the steps below:

Step Action
1 Know t he docunent ID for the docunent you wi sh to nodify.
2 Type Nin ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATID on LINE 00, and type in the Batch Identification
Nunber .
In the BATID field, the transaction and SECL (second field of
the docunent 1 D) codes nust be the same as the origina
docunent. (For exanple: if the original MO docunent used a SEC
1 of 01, use MO 01|
Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Nunber. (For exanple: MO 01 + [LBAOO1| ).
7 Enter DOCI D of docunent to be nodifi ed.
8 Press Enter.
An Order Docunent Batch Ticket appears.
9 Press Enter again.
A bl ank docunent with a batch ID and the original docunent ID
assigned to it appears.
Per f orm document nodification...
10 Type Min ACTION of the header screen.
11 In the ACCTG PD field, enter accounting period.
Type the nodifications on either the header screen or the lines

accordingly.

12 Tab to VENDOR CODE, and enter a valid vendor code.
13 Tab to DOCUVENT TOTAL, and enter in the total anobunt.
14 Press Enter.
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Confirmng
cancel | ati on
or

modi fi cation

ARS FFl S—Spendi ng

Modi fy MO Docunment, continued

Docunent |ine screen appears...

15 In LINE, enter a |line nunber from 001 to 999.

16 In REF REQ enter the transaction code and docurment nunber of
the requisition being referenced.

17 Tab to AMOUNT, and enter |ine anpunt.

18 Tab to I/D, and type | or Din to indicate an increase or

decrease, if there are changing dollar anounts.

To check for errors and process...

19 Press the Hone key.

20 Type EB (edit batch) in COVM\D.

21 Press Enter.

22 Press the HOVE key, type RB (run batch) in COUWND to run the
docunent .

23 Press Enter.

To check and verify that the document that you are modifying or canceling

has been accomplished:

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled
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ML Docunent | ntroduction

Pur pose The Non-Referencing Miscellaneous Order (M1) document is used to:

€ Record obligations prior to the point that goods are received or services
are rendered

NOTE: An M1 document is a clone of the MO document and does not require
referencing of an RQ.

Tabl es updated The M1 document updates the following tables:

€ Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)

€ Budget Execution tables
€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

€ Vendor Cross Referencing Table (VXRF)

56 Non-r ef erenci ng M scel | aneous Order Docunent: Final Cct ober 2001ARS FFI S—Spendi ng



ML Docunent | ntroduction, conti nued

Exampl e M Below is an example of the M1 document header screen.
docunent header
SCreen
COMVND: DD M 1 06/ 16/ 00 13: 27: 00
STATUS: ACCPT BATI D: SEC2:
M SCELLANEQUS ORDER DOCUNENT
MD DATE: ACTI O\ ACCTG PD: 2
VENDOR OCDE: 3 TRANS TYPE: 4 DOC TYPE:
NAME:
ADDRESS: EFFECTI VE DATE:
END DATE:
NEG PYMI DAYS:
CONTACT: NO OF CPTI ONS:
COMVENTS: RESP PERSON
ALT PAYEE: / BUYER:
RCVR REQD: I NV REQD: PURCH METHOD: PRI NT PO
TEXT TYPE: CONF ORDER: I NVI TATION #: 5
ASSOC ORDER CONTRACT #: 6
BFYS: FUND: DOCUMENT TOTAL: 7
REF REQ BLANKET NUVBER
DI SCOUNT % DAYS:
DI SCOUNT % DAYS:
DI SCOUNT % DAYS:

ARS FFI S—Spendi ng Non-referenci ng M scel | aneous Or der
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Required fields
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ML Docunent

| nt roducti on, conti nued

The table below shows required fields for the M1 document header screen.
The fields are numbered in the example screen:

# Field Dat a
1 DOCl D Trans Code | ML (type of docunent)
Secl Code Di vi sion Code (Area) (i.e. 01)
Document # See section on document nunbering
scherne
An exanpl e for miscell aneous
spendi ng:
Spendi ng Type+Locati on Code+FY
+Sequential No
(i.e. TRN 6402 2 001)
An exanple for a contract:
Contract Type+GSA Activity Address
Code+FY+Contract No
(i.e. 53 3K15 2 1400)
2 ACCTG PD Two-digit fiscal nonth and two-digit fiscal
year of the transaction (e.g., 05 02 for
February 2002)
3 VENDOR CCDE Vendor code
4 TRANS TYPE 01
5 I NVI TATI ON # Used as spill over for contract/agreement
numnber
6 CONTRACT # Contract/agreenent nunber (If needed, use
I NVI TATION # field for any characters that do
not fit in this field)
7 DOCUMENT Docunent total
TOTAL




Enter ML
Docunent header
Screen

ML Docunent
header screen
entries

ML Docunent | ntroduction, conti nued

To enter a M1 document header screen, follow the steps outlined below:

Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type M.

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter.
The ML header screen appears. You will see the pronpt at the
bottom of the screen: TYPE BATI DY DOCI D AND PRESS ENTER.

In the header screen .

5 Tab to the next field, and type in the SEC1 code.

6 Tab to the next field, and type in the docunent numnber.

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting peri od.

9 Tab to VENDOR CODE, and type in appropriate vendor code,
derived fromthe Vendor Reference Table (VEND).

10 Tab to TRANS TYPE, and type O1.

11 Tab to COMVENTS, and type in comments for this obligation
docunent (optional).

12 Enter contract nunber in CONTRACT # field.

13 Enter any spill over characters from contract nunmber in
I NVI TATION # field.

14 Tab to DOCUMENT TOTAL, and type in the docurment total (after
calculating the line anounts).

15 Press Enter, and the MO line screen appears.
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ML Docunent | ntroduction, continued

Below is an example of the M1 document line screen.

Exanpl e ML

, COVMVND: DOCI D ML 06/ 16/ 00 13:38: 37
docunent line STATUS: ACCPT BATI D: SEC2: 001- 001 CF 001
Screen 01-

LINE 1 REF REQ-LI NE: BUDGET FYS: 2
FUND: CRG SUB: / COST ORG SUB: /
PGV 3 BOC / SUB: 4 RPTG
JOB NO CLOSED BFYS: CLCSED FUND:
AMOUNT: 5 /D PIF ASSCC ORDER
DESCR 6
02-
LI NE: REF REQ LI NE: BUDGET FYS:
FUND: BUDGET ORG SUB: / COST ORG SUB: /
PGM BOC / SUB: / RPTG
Required fields The table below shows required fields for the M1 document line screen. The

fields are highlighted in the example screen:

# Field Dat a

1 | LINE Different 3-digit nunmber for each line fromO001
to 999

2 | BUDGET FYS Budget fiscal year

3 | PGM Program accounting code derived from ARS source
docunent

4 | BOC/ SUB Budget obj ect code/ Sub object code

5 | AMOUNT Total cost of this line item

6 | DESCR Description of transaction (optional)
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ML Docunent | ntroduction, conti nued

Enter ML Docunent To enter a M1 document line screen, follow the steps below:
line screen
Step Acti on

1 In LINE type in a 3-digit nunber for each line fromO001 to
999.

2 Tab to BUDGET FYS and type in the budget fiscal year.

3 Tab to PGV and type in program accounti ng code derived
from ARS source docurent.

4 Tab to BOC/ SUB, and type in the appropriate budget object
code, derived fromthe Budget Object Code Tabl e (BCCT)
Include Sub BCOC for extranmural agreenents. For exanple,
BOC 2559 requires a Sub BOC.

5 Tab to RPTG and type a valid reporting category (if
applicabl e).

6 Tab to AMOUNT, and type in the total amount for the line.

7 Tab to DESCR, and type in a description for this obligation
line. (optional)

8 Repeat steps 1 — 7 for remaining |ines.

9 Press Home key, and type E in COVVND.

10 Press Enter to edit the docunent.

If there are error nmessages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s SCHED.

11 Press Hone key.

12 If there are no error nmessages at the bottom of the screen,
Press the HOVE key and type R in COMVND.

13 Press Enter to run this docunent.

If there are error messages at the bottom of the screen,
docunent status is REJCT, if no errors the status is ACCPT.
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Batch Modification for ML Docunent

F After processing a document, the appropriate
general ledger accounts are adjusted and the
document remains on SUSF until it is
archived.

To modify or cancel a document that has been processed, create a document
containing the modification information, with the same original document ID.

maintains all documents entered in FFIS for a specified

period of time prior to archiving. It provides an effective

short-term audit trail of all FFIS transaction-based

activity.

- Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

F The SUSF table (Suspense File Table) stores and
B

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time

Non-r ef erenci ng M scel | aneous Order Docunent: Final Cct ober 2001ARS FFlI S—Spendi ng



Batch Mbodification for ML Document
conti nued

Limts Limits to what can be changed and what cannot be changed using a batch
modification, are described below:

Can Be Changed:

€ The document total

€ Information fields in the header and lines

€ Add accounting lines

€ Increase or decrease the dollar amount on accounting lines

€ Cancel the original transaction, assuming there has been no activity
against the document

Cannot Be Changed:

€ The vendor

€ Accounting information in the detail lines

Exanpl e screen Below is an example of the SUSF table, with the BATCH | D field highlighted.
ACTION. R SCREEN SUSF USERI D FRED DOCUMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:
--BATCH ID---- ----- DOCUVENT | D-- - - - - LAST LAST PROCESS

SEL TRAN SEC1 NUMBER TRAN SEC1 NUMBER STAT APPRV DATE USER DATE

BATCH })ef» i
01-
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Cancel an ML Docunent

Cancel ML To cancel a M1 document, follow the steps below:
Docunent
Step Acti on
1 Know t he docunent ID for the docunent you wi sh to cancel.

2 Type N in ACTION (fromany FFIS table screen).

3 In TABLEID, type SUSF.

4 Press Enter.

Create BATID...

5 Type NEWin FUNCTI ON.

6 Tab to BATID on LINE 00, and type in the Batch ldentification
Nunber .

In the BATID field, the transaction and SECL (second field of
the docunent 1D) codes nust be the same as the original
docurent. (For exanple: if the original ML docunent used a
SEC 1 of 01, use ML 01]

Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Number. (For exanple: ML 01 + [LBAOO1| ).

7 Enter DOCI D of docunment to be cancell ed.

8 Press Enter.

An Order Document Batch Ticket appears.

9 Press Enter again.

A bl ank document with a batch ID and the original docunent ID
assigned to it appears.

Per f or m docunent cancel | ation...

10 Type X in ACTION of the header screen.

11 In the ACCTG PD field, enter accounting period.

12 Press the HOVE key, type EB (edit batch) in COMWND and press
Enter.

13 Press the HOVE key, type RB (run batch) in COMMND and press
Enter to run the docunent.
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Cancel an ML Docunent, conti nued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nmodi fication

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or canceled
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Modi fy ML Docunent

Modify M To modify an M1 document, follow the steps below:
Docunent
Step Action
1 Know t he docunent ID for the document you wi sh to nodify.

2 Type Nin ACTION (fromany FFIS table screen).

3 |In TABLEID, type SUSF.

4 Press Enter.

Create BATID...

5 | Type NEWin FUNCTI ON.

6 Tab to BATID on LINE 00, and type in the Batch Identification
Nunber .

In the BATID field, the transaction and SEC1 (second field of
the docunent |1 D) codes nust be the same as the original
docunent. (For exanple: if the original ML docunent used a SEC
1 of 01, use ML 01|

Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Nunber. (For exanple: ML 01 + [LBAOO1| ).

7 Enter DOCI D of docunent to be nodified.

8 Press Enter.

An Order Docunent Batch Ticket appears.

9 Press Enter again.

A bl ank docunent with a batch ID and the original docunent ID
assigned to it appears.

Per f orm docunent nodification...

10 Type Min ACTION of the header screen.

11 In the ACCTG PD field, enter accounting period.

Type the nodifications on either the header screen or the lines
accordingly.

12 Tab to VENDOR CODE, and enter a valid vendor code.

13 Tab to DOCUVENT TOTAL, and enter in the total anobunt.

14 Press Enter.
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Modi fy ML Docunment, conti nued

Docunent |ine screen appears...

15 In LINE, enter a |line nunber from 001 to 999.

16 Tab to AMOUNT, and enter |ine anount.

17 Tab to I/D, and type | or Din to indicate an increase or
decrease, if there are changing dollar anounts.

To check for errors and process...

18 Press the Hone key.

19 Type EB (edit batch) in COVMN\D.

20 Press Enter.

21 Press the Hone key, and type RB (run batch) in COMND to run
t he docunent.

22 Press Enter.

Confirm ng To check and verify that the document that you are modifying or canceling

cancel l ation or has been accomplished:
modi fi cation

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled
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Pur pose

70

PV Docunent | ntroduction

The Payment Voucher (PV) document is used to:

€ Record authorization of payment to a vendor for goods or services
accepted and invoiced

€ Record contract holdbacks (see contract holdback section)

Y

=

A PV must reference either a commitment
or an obligation.
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Tabl es updat ed

ARS FFI S—Spendi ng

PV Docunent |ntroduction, conti nued

The PV document updates the following tables:

*

* 6 o o

® & 6 O o o

Voucher Header and Line Tables (PVHT, PVLT)

Voucher Contract Holdback Table (PVCH)

Unpaid Vouchers Table (UPVT)

Treasury Schedule Header and Line Tables (TSCH, TSCL)

Payment VVoucher - Disbursement Document Cross-Reference Table
(VXDD)

Requisition Header and Line Tables (REQH,REQL)

Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)
Budget Execution tables

General Ledger tables

Document Cross Referencing Table (DXRF)

Vendor Cross Referencing Table (VXRF)
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Exanmpl e PV
docunent header
screen

PV Docunent

| nt r oducti on,

cont i nued

Below is an example of the PV document header screen.

COMMENTS TO PRI NT:

COVMND: DOCl D PV 1 06/ 16/ 00 14:00: 11
STATUS: ACCPT BATI D SEC2:
H
PAYMENT VOUCHER DOCUMENT
PV DATE: ACCTG PD. 2 BUDGET FY: FUND:
ACTION: 3 TRANS TYPE: 4 PROWT PAY TYPE: PV TYPE:
SCHED PYMI' DATE: DESCR: D.Q FA | ND.
REF DOC #: ACCP/ DEL DATE:
VENDOR | NV #: 5 I NV DATE: LOG DATE: 6
FY: SCHEDULE CAT: SCHEDULE TYP: SCHEDULE NUMBER:
VENDOR CCDE: 7 DOCUMENT TOTAL: 8
NANME: AGREEMENT #:
ADDRESSL1: HOLDBACK TOT:
2: PMI' SEQUENCE #:
3: | NT REASON:
CHECK TYPE: AGENCY HEAD APPROVAL: DI SC LOST REASON:
DI SCOUNT % /  AMOUNT: DAYS:
DI SCOUNT % [/ AMOUNT: DAYS:
DI SCOUNT % |/ AMOUNT: DAYS:

Paynment Voucher Docunent:
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PV Docunent

| nt roducti on, conti nued

The table below shows required fields for the PV document header screen.
The fields are highlighted in the example screen:

#

Field

Dat a

1 DOC D

Trans Code | PV (type of docunent)

Secl Code Di vi sion Code (Area) (i.e.
01)

See section on docunent

Docunent # .
nunmberi ng schene

A PV nunber exanple for all
t ypes of Spending:

FY+Locati on Code+ User
Defi ned or System CGenerated
Sequential No

If using systemgenerated
nunber, type the fiscal
year, the | ocation code,
t he pound sign (#) and
press Enter.

(i.e. 21235000001)

2 ACCTG PD

Two-digit fiscal nonth and two-digit
fiscal year of the transaction (e.g., 05
02 for February 2002)

3 ACTI ON

E (enter new docunent)
M (rmodi fy a docunent)
X (cancel a docunent)

(defaults to Eif left blank)

4 | TRANS TYPE

Transaction type

5 VENDCR | NV #

Vendor invoice nunber (Not required by
FFI S, but recomended business practice
for ARS)

6 LOG DATE

Dat e stanped on invoice (required for
Prompt Pay)

7 VENDOR CCDE

Vendor code

8 DOCUMENT TOTAL

Total amount of paynent.
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header screen
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PV Docunent | ntroduction, conti nued

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

Step Action

1 Type L in ACTION (fromany FFI'S table screen).

2 In TABLEID field type PV.

3 Press the spacebar twice to clear possible remaining data.

4 Press Enter, and the PV header screen appears.
You will see the pronpt at the bottom of the screen: TYPE
BATI DY DOCI D AND PRESS ENTER

In the header screen...

5 Tab to the next field, and type in the SEC1 code.

6 Tab to the next field, and type in the docunent numnber.

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting peri od.

9 Tab to ACTION and type E (enter new docunment), or

Type M (nodi fy document), or
Type X (cancel docunent).

10 Tab to TRANS TYPE and type 01 (if not entered here, nust be
entered on each line).

11 Enter VENDOR INV # (Not required by FFI'S, but recommended
busi ness practice for ARS)

12 Tab to LOG DATE, and type in the date stanped on invoice
(required for Pronpt Pay).

13 Tab to VENDOR CODE, and type in appropriate vendor code,
derived fromthe Vendor Reference Table (VEND).

14 Tab to DOCUMENT TOTAL, and type in the total amount of
payment .

15 Press Enter, and the PV |ine screen appears.
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PV Docunent

| nt r oducti on,

cont i nued

Below is an example of the PV document line screen.

COVIVND: DO D PV 06/ 16/ 00 14:09: 22
STATUS: ACCPT BATI D SEC2: 001- 001 CF 001
01-
LINE # 1 TRANS TYPE: 2 LI NE TYPE
REF DOC #: 3 REF LINE 4 / DATE:
VENDCR | NV #/ LI NE: I NV DATE: LOG DATE:
BFY: FUND: BUDGET ORG SUB:
COST ORE SUB: PROGRAM BOC/ SUB:
RPTG JOB: REV SRCE/ SUB:
GL ACCOUNT: CLCSED BFYS: CLCSED FUND:
AMOUNT: 5 1/ D PIF. 6
QUANTI TY: ADV: I NT REASON:
DESCRI PTI ON: DI SC LOST REASON:
RELATED GBL: QUTS REF AM:
DI SCOUNT % |/ AMOUNT: DAYS:
DI SCOUNT % /  AMOUNT: DAYS:
DI SCOUNT % |/ AMOUNT: DAYS:

The table below shows required fields for the PV document line screen.
The fields are highlighted in the example screen:

# Field Dat a

1 LI NE # Different 3-digit nunber for each line from
001 to 999

2 TRANS TYPE Transaction type (not required if entered on
header screen)

3 REF DOC # Docunment ID to be referenced and |ine nunber

4 REF LI NE Li ne of accounting that is being referenced

5 AMOUNT Total anmount of this line item

6 P/ F P (for a partial paynent), or

F (for a final paynent)

Paynment Voucher Docunent:
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PV Docunent | ntroduction, conti nued

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

Step

Acti on

1

In LINE, type in a 3-digit nunber for each line fromO001 to
999.

Tab to TRANS TYPE, and type 01 (not required if entered on
header screen).

Tab to REF DOC # and type in the transacti on code and the
docurment nunber that is being referenced. After the
transaction code is entered, the systemw || automatically
tab over to the field for the docunent number.

Tab to REF LINE and enter the line of accounting that is
bei ng referenced.

Tab to AMOUNT, and type in the total amount for the line.

Tab to PPF , and type P (for a partial paynent), or
Type F (for a final paynent).

Repeat steps 1 — 6 for remmining |ines.

Press Honme key, and type E in COVVND.

Press Enter to edit the docunent.

If there are error messages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s SCHED,
i f docunent requires approval the status is PENDL.

10

If the docunent requires approval, and there are no error
messages at the bottom of the screen, close the docunent
and have a person with approval authority open the
document, reviewit, type Ain COMWND and press Enter to
approve the docunent.

11

The person who approves the docunent nay be able to type R
in COMND and press Enter to run the document. O herwi se,
have the person close the docunent. Open the docunent,
type Rin COMMND, and press Enter to run the docunent.

If there are error messages at the bottom of the screen,
docunent status is REJCT, if no errors the status i s ACCPT.
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Batch Modification for PV Docunent

Bat ch
”Egi(:“e;gat Hon F After processing a document, the appropriate
P . general ledger accounts are adjusted and the
document remains on SUSF until it is
archived.
To modify or cancel a document that has been processed, create a document
containing the modification information, with the same original document ID.
= A user may only modify a Payment Voucher
document (PV) before it has been disbursed.
SUSF

The SUSF table (Suspense File Table) stores and

maintains all documents entered in FFIS for a specified

period of time prior to archiving. It provides an effective

short-term audit trail of all FFIS transaction-based

activity.

- Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

-

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Limts

Exanpl e screen

Batch Mbodification for PV Docunent,
conti nued

Limits to what can be changed and what cannot be changed using a batch
modification, are described in the table below:

Can be changed:

The document total

Information fields in the header and lines

Accounting lines added

Increase or decrease the dollar amount on accounting lines

Cancel the original transaction, assuming there has been no activity against
the document

Cannot be changed:

€ The vendor

€ The accounting information in the detail lines

Below is an example of the SUSF table, with the BaTcH 1 D field highlighted.

BATCH

ACTION. R SCREEN SUSF USERI D. FRED DOCUMENT SUSPENSE | NDEX 1

FUNCTI ON: SEC2:

--BATCH ID---- ----- DOCUMENT I D------ LAST LAST PROCESS

SEL TRAN SEC1 NUMBER TRAN SEC1 NUVMBER STAT APPRV DATE USER DATE

]-@erb PV 01 LBA0OO1
01-

ARS FFI S—Spendi ng
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80

Cancel a PV Docunent

To cancel a PV document, follow the steps below:

Step Acti on

1 Know t he docunent ID for the docunent you wi sh to cancel.

2 Type N in ACTION (fromany FFIS table screen).

3 In TABLEI D, type SUSF.

4 Press Enter.

Create BATID...

5 Tab to FUNCTI ON and type NEW

6 Tab to BATID on LINE 00, and type in the Batch ldentification
Nunber .
In the BATID field, the transaction and SECL (second field of
the docunent 1D) codes nust be the same as the original
docurent. (For exanple: if the original PV docunent used a
SEC 1 of 01, use [PV 01j
Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Number. (For exanple: PV 01 + [LBAOO1]| ).

7 Enter DOCI D of document to be cancell ed.

8 Press Enter.
A Paynent Voucher Docurent Batch Ticket appears.

9 Press Enter.

A bl ank document with a batch ID and the original docunent ID
assigned to it appears.

Per f or m docunent cancel | ation...

10 Tab to ACCTG PD field and enter accounting peri od.

11 Type X in ACTION of the header screen.

12 Enter Vendor Code fromoriginal PV.

13 Press the Home key.

14 Type EB (edit batch) in COMMND and press Enter.

15 Press the Hone key, type A in COYWND, and press Enter, if the
docunent requires approval .

16 Type RB (run batch) in COUWND and press Enter to run the

docunent .
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cancel | ati on or
nmodi fication
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Cancel a PV Docunent, conti nued

To check and verify that the document that you are modifying or canceling
has been accomplished:

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or canceled

F A PV document cannot be cancelled if
a payment has been disbursed against
it.
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Modi fy PV Docunent

To modify a PV document from the SUSF table, follow the steps below:

Step Action

1 Know t he docunent ID for the docunent you wi sh to nodify.

2 Type Nin ACTION (fromany FFIS table screen).

3 |In TABLEID, type SUSF.

4 Press Enter.

Create BATID...

5 Tab to FUNCTI ON and type NEW

6 Tab to BATID on LINE 00, and type in the Batch Identification
Number . .

In the BATID field, the transaction and SECl1 (second field of
the docunent |D) codes, nmust be the sane as the original
docunent. (For exanple: if the original PV docunent used a SEC

1 of 01, use [PV 01]

Use user initials (three positions) + a sequential nunber
(three positions) for the rest of the Batch Identification
Nurmber. (For exanple: PV 01 |LBAOO1|) .

7 Enter DOCI D of docunent to be nodified.

8 Press Enter.

A Paynent Voucher Docunent Batch Ticket appears.

9 Press Enter.

A bl ank document with a batch ID and the original docunment |ID
assigned to it appears.
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Modi

fy PV Docunent, continued

St ep Acti on
Per f orm docunment nodi fication...
10 Tab to ACCTG PD field and enter accounting period.
11 Type Min ACTION of the header screen.
12 Tab to VENDOR CODE, and type in the vendor code fromthe
Vendor Reference Table (VEND).
Type the nodifications on either the header screen or the lines

accordingly.

13 Tab to DOCUMENT TOTAL, and type in the total.
14 Press Enter.
Docunent |ine screen appears

15 Tab to LINE, and enter a 3-digit nunber for each line fromO001
to 999.

16 Tab to REF DOC # and type in the transaction code and the
docunent nunber of the MO or RQ that is being referenced.
After the transaction code is entered, the systemwill
automatically tab over to the field for the docunent nunber.

17 Tab to REF LINE and enter the |ine of accounting that is being
ref erenced.

18 Tab to AMOUNT, and enter the correct anount.

19 Tab to I/D, and type | or Din to indicate an increase or
decrease, if there are changing dollar anounts.

20 Repeat steps 16 — 20 for remmining |ines.

To check for errors and process...

21 Press the Home key and type EB (edit batch) in COMVND.

22 Press Enter.
If there are error messages at the bottom of the screen,
docunent status is REJCT; if no errors, the status is SCHED.

23 Press the Home key.

24 Type RB (run batch) in COUWND to run the docunent.

25 Press Enter.
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Modi fy PV Docunent, continued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check the appropriate inquiry tables for your document ID

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled
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Pur pose

Tabl es updat ed

ARS FFl S—Spendi ng

NO Docunment | ntroducti on

The Non-Referencing Document (NO) is used to:

€ Pay for an expense incurred

The NO document updates the following tables:

€ Voucher Header and Line Tables (PVHT, PVLT)

€ Voucher Contract Holdback Table (PVCH)

€ Unpaid Vouchers Table (UPVT)

€ Treasury Schedule Header and Line Tables (TSCH, TSCL)

€ Payment Voucher — Disbursement Document Cross-Reference Table
(VXDD)

€ Budget Execution tables

€ General Ledger tables

€ Document Cross Referencing Table (DXRF)

€ Vendor Cross Referencing Table (VXRF)

Y

> The NO document obligates and pays in
one document. The NO does not require a
reference.
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NO Docunent | ntroduction, conti nued

Exanpl e header Below is an example of the NO document header screen.
screen
COMVAD: DD NO 1 07/13/00 11:52: 08
STATUS: ACCPT BATI D SEC2:
H
PAYMENT VOUCHER DOCUVENT
PV DATE: ACCTG PD. 2 BUDGET FY: FUND:
ACTION 3 TRANS TYPE: 4 PROMPT PAY TYPE: PV TYPE:
SCHED PYMI DATE: DESCR: D. QO FA | ND.
REF DCC #: ACCP/ DEL DATE:
VENDCR | NV #: 5 I NV DATE: LOG DATE: 6
FY: SCHEDULE CAT: SCHEDULE TYP: SCHEDULE NUVBER
VENDCR COCDE: DOCUVENT TOTAL: 8
NANE: AGREEMENT #:
ADDRESSL: HOLDBACK TOT:
2: PMI SEQUENCE #:
3: I NT REASON:
CHECK TYPE: AGENCY HEAD APPROVAL: DI SC LOST REASON
DI SCOUNT % /" ANOUNT: DAYS:
DI SCOUNT % /' ANOUNT: DAYS:
DI SCOUNT % /" AMOUNT: DAYS:
COMVENTS TO PRI NT:
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NO Docunent

| nt roducti on, conti nued

The table below shows required fields for the NO document header screen.
The fields are numbered in the example screen:

#

Field

Dat a

1 DOC D

Trans Code | NO (type of docunent)

Secl Code Di vi sion Code (Area) (i.e.
01)

See section on docunent

Docurent # .
nurmberi ng scheme

An NO nunber exanple for all
types of Spending:

FY+Locati on Code+ User
Defi ned or System Cenerated
Sequential No

I f using systemgenerated
nurmber, type the fiscal

year, the |l ocation code, the
pound sign (#) and press
Enter.

(i.e. 21235000001)

2 ACCTG PD

Two-digit fiscal nonth and two-digit
fiscal year of the transaction (e.g., 05
02 for February 2002)

3 ACTI ON

E (enter new docunent)
M (nodi fy a docunent)

X (cancel a document)

4 | TRANS TYPE

Transaction type

5 VENDOR

INV #

Vendor invoice nunber (Not required by
FFI S, but recomended busi ness practice
for ARS)

6 LOG DATE

Dat e stamped on invoice (required for
Prompt Pay)

7 VENDOR

CCDE

Vendor code

8 DOCUMENT TOTAL

Total amount of paynent
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NO Docunent | ntroduction, conti nued

To enter a NO document header screen, follow the steps outlined below:

Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type NO

3 Press the spacebar twi ce to clear possible remaining data.

4 Press Enter, and the NO header screen appears.
You will see the pronpt at the bottom of the screen: TYPE
BATI D) DCCI D AND PRESS ENTER

In the header screen...

5 Tab to the next field, and type in the SEC1 code.

6 Tab to the next field, and type in the docunent numnber.

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting peri od.

9 Tab to ACTION and type E (enter new docunent), or

Type M (nodi fy docunment), or
Type X (cancel docunent).

10 Tab to TRANS TYPE, and type in 01 for paynment or
AV for advance.

11 Tab to VENDOR INV #, and type in the appropriate vendor
i nvoi ce nunber for which this is a paynment. (Not required to
process the docunent, but reconmended as an ARS busi ness
practice.)

12 Tab to LOG DATE, and type the date stanped invoice or SF270
(required for Pronpt Pay).

13 Tab to VENDOR CODE, and type in the appropriate vendor code
fromthe Vendor Reference Table (VEND.

14 Tab to DOCUMENT TOTAL, and type in the total of all Iines.

15 Press Enter and the PV line screen appears.
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NO Docunent

| nt r oducti on,

cont i nued

Below is an example of the NO document line screen.

01-

COVVIND:
STATUS: ACCPT

LI NE #:
REF DOC #:

BFY:

COST ORG SUB:

RPTG
G ACCOUNT:

AMOUNT:
QUANTI TY:

DESCRI PTI O\
RELATED GBL:

DI SCOUNT %
DI SCOUNT %
DI SCOUNT %

1

VENDOR | NV #/ LI NE:

2

5

DOCl D: 07/13/00 11:53: 36
BATI D SEC2: 001- 001 CF 001
TRANS TYPE: LI NE TYPE:

REF LI NE: DEL/ ACCP DATE:
I NV DATE: LOG DATE:
FUND: BUDGET ORJ SUB:
PROGRAM 3 BOC SUB: 4
JOB: REV SRCE/ SUB:
CLOSED BFYS: CLOSED FUND:
/D 7 P/ F:
ADV: I NT REASON:
DI SC LOST REASON
QUTS REF AMT 0. 00
[/ AMOUNT: DAYS:
|/ AMOUNT: DAYS:
[/ AMOUNT: DAYS:

The table below shows required fields for the NO document line screen. The
fields are highlighted in the example screen:

# Field Dat a

1 | LINE # Different 3-digit nunber for each line from 001
to 999

2 | BFY Budget fiscal year

3 | PROGRAM Program accounting code derived from ARS source
docunent

4 | BOC/ SUB Budget object code. BCC cannot be used for a
paynent advance.

5 | RPTG Reporting category (if applicable)

6 | AMOUNT Amount of |ine

7 |1/D I (for an increase)
D (for a decrease)
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NO Docunent | ntroduction, conti nued

To enter a NO document line screen, follow the steps below:

Step

Acti on

1

Tab to LINE #, and type in a 3-digit nunber for each line from
001 to 999.

Tab to BFY, and type in the budget fiscal year.

Tab to PROGRAM and type in the program code associated with
the fund code.

Tab to BOC/ SUB, and type in the appropriate budget object
code, derived fromthe Budget Object Code Table (BOCT).

Tab to RPTG and type in a reporting category if applicable.

Tab to AMOUNT, and type in the total ampbunt for the line.

Tab to I/D and type | for Increase or D for Decrease.

0N O | O

Repeat steps 1 — 7 for remaining |lines.

Press Home key and type E in COVWND.

10

Press Enter to edit the docunent.

If there are error messages at the bottom of the screen,
docunent status is REJCT, if no errors the status is SCHED, if
docunent requires approval the status is PENDL.

11

If the docunment requires approval, and there are no error
nessages at the bottom of the screen, close the docunent and
have a person with approval authority open the docunent,
reviewit, type Ain COMND and press Enter to approve the
docunent .

12

The person who approves the docunent nay be able to type Rin
COVMMND and press Enter to run the docunment. Oherw se, have
the person close the document. Open the docunent, type Rin
COVMMND, and press Enter to run the docunent.

If there are error nessages at the bottom of the screen,
docunent status is REJCT, if no errors the status i s ACCPT.
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Batch Modification for NO Docunent

Bat ch
modi fication F After processing a document, the
process > appropriate general ledger accounts
are adjusted and the document
remains on SUSF until it is archived.

To modify or cancel a document that has been processed, create a document
containing the modification information, with the same original document ID.

A user may only modify a Non-
Referencing Payment VVoucher
document (NO) before it has been
disbursed.

SUSF
The SUSF table (Suspense File Table) stores and

maintains all documents entered in FFIS for a specified

period of time prior to archiving. It provides an effective

short-term audit trail of all FFIS transaction-based

activity.

- Unprocessed (BHELD, BSCHED, HELD, PEND,
SCHED) documents are stored for later processing

Rejected (BRICT, REJCT) documents are maintained
indefinitely for correction or approval

Processed (ACCPT) documents are stored for inquiry
purposes, remaining on SUSF for a predetermined
length of time

Deleted (DELET) documents remain in the Suspense
File for a pre-defined amount of time
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Batch Modi fication for NO Docunent,
conti nued

Limts Limits to what can be changed and what cannot be changed using a batch
modification, are described below:

Can Be Changed:

€ The document total

€ Information fields in the header and lines

€ Accounting lines added

€ Increase or decrease the dollar amount on accounting lines

€ Cancel the original transaction, assuming there has been no activity
against the document

Cannot Be Changed:

€ The vendor

€ Accounting information in the detail lines

Exanpl e screen Below is an example of the SUSF table, with the BaTcH 1 D field highlighted.
ACTION R SCREEN SUSF USERI D: FRED DOCUMENT SUSPENSE | NDEX 1
FUNCTI ON: SEC2:
--BATCH ID---- ----- DOOUVENT | D- - - - - - LAST LAST PROCESS

SEL TRAN SEC1 NUMBER TRAN SEC1 NUMBER STAT APPRV DATE USER DATE

SaTOH Joob W wmen
01-

96 Non-r ef erenci ng Payment Docunent: Final Cct ober 2001 ARS FFI S-Spendi ng



Cancel NO
Docunent
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Cancel a NO Docunent

To cancel a NO document, follow the steps below:

Step Acti on
1 Know t he docunent ID for the docunment you wi sh to cancel.
2 Type Nin ACTION (fromany FFIS table screen).
3 In TABLEI D, type SUSF.
4 Press Enter.
Create BATID...
5 Type NEWin FUNCTI ON.
6 Tab to BATCHI D on LINE 00, and type in the Batch
Identification Nunber.
In the BATCHI D field, the transaction and SEC1 (second field
of the document |ID) codes must be the sane as the original
docunent. (For exanple: if the original NO document used a
SEC 1 of 01, use |NO 01}
Use user initials (two or three positions) + a sequenti al
nunber (three or four positions) for the rest of the Batch
Identification Number. (For exanple: NO 01 + [CBAOOT] ).
7 Ent er DOCUMENT | D of docunent to be cancell ed.
8 Press Enter.
A Paynment Voucher Docunent Batch Ticket appears.
9 Press Enter.
A bl ank docunent with a batch ID and the original docunent ID
assigned to it appears.
Per f orm docunent cancel | ation...
10 Tab to ACCTG PD field and enter accounting peri od.
11 Type X in ACTION of the header screen.
12 Enter Vendor Code from original NO
13 Press the Hone key.
14 Type EB (edit batch) in COMMWND and press Enter.
15 Press the Hone key, type A in COUWND, if the docunent
requires approval, and press Enter.
16 Press the Home Key, type RB (run batch) in COVMM\D and press
Enter to run the batch.
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Cancel a NO Docunent, conti nued

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check DXRF and VXRF inquiry tables for your document 1D

Check the Document Cross Referencing Table (DXRF),which displays all
documents and their current status of modified or canceled

F An NO document cannot be cancelled
if a payment has been disbursed
against it.
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Modi fy NO Docunent from SUSF

To modify a NO document from the SUSF table, follow the steps below:

Step Acti on

1 Know t he docunent ID for the document you wi sh to nodify.

2 Type Nin ACTION (fromany FFIS table screen).

3 Tab to TABLEID, and type SUSF.

4 Press Enter.

Create BATID...

5 Press Honme key, tab to FUNCTION and type NEW

6 Tab to BATCH I D on LINE 00, and type in the Batch
I dentification Nunmber.

7 Enter DOCI D of docunent to be nodified.

8 Press Enter.

A Paynent Voucher Docunent Batch Ticket appears.

9 Press Enter.
A bl ank docunent with a batch ID and the original docunment ID
assigned to it appears.
Per f orm docurment nodi fi cation...
10 Tab to ACCTG PD field and enter accounting period.
11 Type Min ACTION of the header screen.
12 Tab to VENDOR CODE, and type in the vendor code fromthe
Vendor Reference Table (VEND).
Type the nodifications on either the header screen or the lines
accordingly.
13 Tab to DOCUMENT TOTAL, and type in the anpbunt of
i ncr ease/ decr ease.
14 Press Enter.
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Modi fy NO Docunment from SUSF, conti nued

Step Action

Docunent |ine screen appears...

15 Tab to LINE NO and enter a 3-digit nunmber for each line from
001 to 999.

16 Tab to AMOUNT, and enter the correct anount.

17 Tab to I/D, and type | or Din to indicate an increase or
decrease, if there are changi ng dollar anmounts.

18 Repeat steps 16 — 18 for renaining |ines.

To check for errors and process...

19 Press the Honme key.

20 Type EB (edit batch) in COVMN\D.

21 Press Enter.

If there are error nessages at the bottom of the screen,
docunment status is REIJCT; if no errors, the status is SCHED.

22 Press the Home key.

23 Type RB (run batch) in COWND to run the docunent.

24 Press Enter.

Confirm ng To check and verify that the document that you are modifying or canceling

cancel | ation or has been accomplished:
nodi fication

Check the appropriate inquiry tables for your document ID, (PVHT,
PVLT)

Check the Document Cross Referencing Table (DXRF) which displays all
documents and their current status of modified or cancelled

100 Non-r ef erenci ng Payment Docunent: Final Cct ober 2001 ARS FFI S-Spendi ng



Di rect Di sbursenent Docunent (DD)
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DD Docunent | ntroduction

Pur pose The Direct Disbursement (DD) document is used to:

€ Record payments made to other agencies that occurred by transferring
funds through Treasury (i.e., Online Payments and Collections (OPAC),
SF-1081)

€ Record an expenditure in the budget and general ledger

l . The DD document must reference an
= RQ, MO or M1.

ARS will not need to enter DDs directly into FFIS. Direct Disbursement
Documents are entered by National Finance Center staff, which process
OPAC transactions.

Tabl es Updat ed The DD document updates the following tables:
€ Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)
€ Voucher Header and Line Tables (PVHT, PVLT)

€ Payment Voucher-Disbursement Document Cross-Reference Table
(VXDD)

Requisition Header and Line Tables (REQH, REQL)
Budget Execution tables
General Ledger tables

Document Cross Referencing Table (DXRF)

* & O o o

Vendor Cross Referencing Table (VXRF)
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Direct D sbursenment C one Docunent
( ND)
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ND Docunent | ntroduction

Pur pose The Direct Disbursement clone (ND) document is used to:

€ Record payments, which will not be disbursed through FFIS

€ Record an expenditure in the budget and general ledger

Tabl es Updated The ND document updates the following tables:

€ Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)
€ Voucher Header and Line Tables (PVHT, PVLT)

€ Payment Voucher-Disbursement Document Cross-Reference Table
(VXDD)

Requisition Header and Line Tables (REQH, REQL)
Budget Execution tables
General Ledger tables

Document Cross Referencing Table (DXRF)

® & o6 o o

Vendor Cross Referencing Table (VXRF)

F The ND document may optionally
reference an RQ, MO, or M1, although it
is not required.
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ND Docunent | ntroduction, continued

Exanpl e ND Below is an example of the ND document header screen.
docunent
header screen COVND: DOCI D 1 07/13/00 13: 01: 01
STATUS: ACCPT BATI D: SEC2:
H_
DI RECT DI SBURSENENT DOCUVENT
DD DATE: 2 ACCTG PD: 3 BUDGET FY: FUND:
ACTI ON: TRANS TYPE: 4 COMENTS: 5
VENDOR CODE: 6 NANE:
DIRECT DI SB #: 7 I NTR- AGCY SYMBOL:
Dl SB OFFI CE: DOCUVENT TOTAL: 8
AGREEMENT #: REF DOC #:
Required fields The table below shows required fields for the ND document header screen.

The fields are numbered in the example screen:

# Field Dat a

1 DOCI D Trans Code | ND (type of docunent)

Secl Code Di vi sion Code (Area) (i.e.
01)

# See section on docunent

Docunent )
nurberi ng schene

An ND nunber exanple for
all types of Spending:

FY+Locati on Code+ User
Defined or System
Generated Sequential No

I f using systemgenerated
nunber, type the fiscal
year, the | ocation code,
t he pound sign (#) and
press Enter.

(i.e. 21235000001)
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ND Docunent

| nt roducti on,

conti nued

# Field

Dat a

2 DD DATE (ND DATE)

This field is not required by FFIS
However, ARS policy requires the
foll owi ng dates be used:

= Letter of Credit =
Draw down date of LC transaction
= Forei gn Enbassy =
Accounting date on SF-1221
» SF-1081 =
SF-1081 acconplished date
= GOALS Charges =
Dat e of GOALS charge for the
transaction

3 ACCTG PD

Two-digit fiscal nmonth and two-digit
fiscal year of the transaction (e.g.,
05 02 for February 2002)

4 | TRANS TYPE

Depends on type of disbursenent:

= Letter of Credit = LC
= Forei gn Enbassy = FP
= SF-1081 = SF

= GOALS Charges = GC

5 COMMENTS

Conment s specific to the docunent
bei ng processed (optional)

6 VENDOR CCDE

Vendor code

7 DI RECT DI SB #

Di sbur senent nunber

8 DOCUMENT TOTAL

Total amount of all lines
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ND Document
screen

ND Docunent | ntroduction, continued

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

Step Acti on
1 Type L in ACTION (fromany FFIS table screen).
2 In TABLEID field type ND.
3 Press the spacebar twi ce to clear possible renmaining data.
4 Press Enter, and the ND header screen appears.
You will see the pronpt at the bottomof the screen: TYPE
BATI Y DOCI D AND PRESS ENTER
In the header screen...
5 Tab to the next field, and type in the SECl code.
6 Tab to the next field, and type in the docunent nunber.
7 Press Enter.
8 In the DD DATE field enter:
= Letter of Credit = Draw down date of LC transaction
= Forei gn Enbassy = Accounting date on SF-1221
= SF-1081 = SF-1081 acconplished date
= GOALS Charges = Date of GOALS charge for the transaction
9 In the ACCTG PD field enter accounting peri od.
10 Tab to TRANS TYPE, and type in:
= Letter of Credit = LC
= Forei gn Enbassy = FP
= SF-1081 = SF
= GOALS Charges = GC
11 Tab to COMMENTS, and type in the necessary coment.
(optional)
12 Tab to VENDOR CODE, and type in appropriate vendor code,
derived fromthe Vendor Reference Table (VEND).
13 Tab to DIRECT DI SB #, and type in the disbursement nunber.
14 Tab to DOCUMENT TOTAL, and type in the total anount of
paynent .
15 Press Enter and the ND |ine screen appears.
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ND Docunent | ntroduction, conti nued

Below is an example of the ND document line screen.

COVMND: DOCI D. ND 07/13/00 13:01:15
STATUS: ACCPT BATI D SEC2: 001- 001 CF 003
01-
LINE #: 1 REF DCC #: 2 REF DCC LI NE: 3
ACCP DATE: LOG DATE:
VENDCR | NV #/ LI NE: I NV DATE:
TRANS TYPE: 4 BFY: FUND: BUDGET ORG SUB:
COST ORG SUB: PROGRAM BOC/ SUB:
JOB NUMBER: RPTG G ACCOUNT:
REV SRCE/ SUB: CLCSED BFYS: CLOSED FUND:
DESCRI PTI ON:
I NT REASON: AMOUNT: 5 I/D 6 PIF 7
QUANTI TY: ADV:

QUTS REF AM:

The table below shows required fields for the ND document line screen. The
fields are highlighted in the example screen:

# Field Dat a

1 LI NE # Different 3-digit nunber for each line
from001 to 999

2 REF DOC # Ref erence transacti on code and docunent
nunmber of the docunent being referenced

(Do not enter reference information on
non-ref erenci ng NDs)

3 REF DOC LI NE Accounting line nunber in the referenced

docunment of the line being referenced

(Do not enter reference informati on on
non-ref erenci ng NDs)

4 TRANS TYPE Depends on type of disbhursenent:

= Letter of Credit = LC

= Forei gn Enbassy = FP

= SF-1081 = SF

= GOALS Charges = GC
(not required if TRANS TYPE was entered on
t he header screen)

5 AMOUNT Total anount of this line item
6 1/D I ncrease/ Decrease i ndi cat or
7 P/ F P (for a partial paynent), or

F (for a final paynent)

(Not required for non-referencing NDs)
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ND Docurnent To enter a ND document line screen, follow the steps below:
Step Acti on

1 In LINE #, and type in a 3-digit nunber for each line from
001 to 999.

2 Tab to REF DOC#, and type the trans code and docurment nunber
of the obligation docunment being referenced.

(Do not enter reference informati on on non-referenci ng NDs)

3 Tab to REF DOC LINE, and type in the docunent |ine nunber of
the obligation document being referenced.

(Do not enter reference informati on on non-referenci ng NDs)

4 Tab to TRANS TYPE, and type in:

= Letter of Credit = LC
= Forei gn Enbassy = FP
= SF-1081 = SF
= GOALS Charges = GC
(not required if TRANS TYPE was entered on the header screen)

5 Tab to BFY, and type in the budget fiscal year (not necessary
i f referencing another document).

6 Tab to FUND, and type in the (not necessary if referencing
anot her docunent).

7 Tab to PROGRAM and type in program accounting code (not
necessary if referenci ng anot her docunent).

8 Tab to BOC/ SUB, and type in the appropriate budget object
code, derived fromthe Budget Cbject Code Table (BOCT) (not
necessary if referenci ng anot her docunent).

9 Tab to AMOUNT, and type in the total amount for the line.

10 Tab to I/D, and type in the appropriate indicator. | for
I ncrease, D for Decrease.

11 Tab to P/F, and enter the appropriate indicator. (Not
requi red for non-referencing NDs, defaults to P)

Type Pif this is a partial paynment, or
Type Fif this is the final order placed against
the requisition.

12 Repeat steps 1 — 12 for renmmining |lines.
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13

Press Hone key and type E in COVVND.

14

Press Enter to edit the document.

If there are error nessages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s SCHED.

15

Press Home key.

16

If there are no error nmessages at the bottom of the screen,
type R in COVMND.

17

Press Enter to run the docunent.

If there are error nessages at the bottom of the screen,

docunment status is REJCT, if no errors the status i s ACCPT.
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SV Docunent | ntroduction

Pur pose The Standard Voucher (SV) document is used to:

€ Record accounting events that occur on a regular basis (expensing a
prepaid item, recording monthly accruals, making accounting
adjustments, etc.)

Expense previously recorded expenditures
Modify closed documents

Post payroll or other interface transactions

*® 6 O o

Make revenue and expenditure adjustments

NOTE: An SV document has limited access and requires approval.

Tabl es Updat ed The SV updates the following tables:

€ Journal Voucher and Standard Journal Table (JVLT)
€ Budget Execution tables
€ Cross-reference tables

€ General Ledger tables
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SV Docunment | ntroduction, conti nued

Exampl e SV Below is an example of the SV document header screen.
Docunent header
SCreen
COMVND: DOCI D 1
STATUS: BATI D: SEC2:
H
STANDARD VOUCHER DOCUVENT
SV DATE: ACCOUNTI NG PERI OD; 2
ACTI ON; EXPENSE(E), REVENUE(R), GL(Q, BUDGET(B): 3
BUDGET FYS: FUND:
REVERSAL PERI OD:
COMMVENT: BUDGET OVERRI DE | ND;
REF TRANS | D:

DOCUMENT TOTAL: 4

DESCRI PTI ON:

Required fields The table below shows the required fields for the SV document header
screen (when used for an expenditure adjustment):

# Field Dat a

1 | DOCID Trans Code | SV (type of docunent)

Secl Code Di vi si on Code (Area) (i.e.
01)

Docunent # | Location Code+tsystem
gener at ed sequenti al
nunber

(i.e. 6402 0000001)

2 | ACCOUNTI NG PERI CD Two-digit fiscal nonth and two-digit
fiscal year of the transaction (e.g.,
05 02 for February 2002)

3 | EXPENSE (E), REVENUE E to record a paynent or expenditure.
(R), GENERAL LEDGER
(G, BUDGET (B)

I NDI CATOR

4 | DOCUMENT TOTAL Total amount of paymnent.
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SV Docunment | ntroduction, continued

Enter SV Docunent To enter a SV document header screen, follow the steps outlined below:
header screen

Step Action

1 Type L in ACTION (from any FFI'S table screen).

2 In TABLEID field type SV.
3 Press the spacebar twice to clear possible remaining data.
4 Press Enter, and the SV header screen appears.

In the header screen...

5 Tab to the next field, and type in the 2-digit SEC1 code 01.

6 Tab to the next field, and type in the docunment nunber.

7 Press Enter.

THIS IS A VERY | MPORTANT STEP — YOQU MUST PRESS ENTER AT TH S
PO NT BEFORE CONTI NUI NG

8 Tab to ACCOUNTI NG PERI OD, and type the accounting period.

9 Tab to EXPENSE (E), REVENUE (R), GENERAL LEDGER (G), BUDGET
(B) I NDI CATOR and enter an E for a payment or expenditure.

10 Tab to DOCUMENT TOTAL, and type in the total ampunt of
paynent .

11 Press Enter and the SV Iine screen will appear.
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SV Docunent

| nt roducti on,

conti nued

Below is an example of the SV document line screen.

COMWND: DOCI D
STATUS: ACCPT BATI D
01-

LI NE NUMBER 1
BUDGET FYS: 4
BUDGET ORG SUB:

06/ 27/ 00 17:24:42
SEC2: 001- 001 CF 002
TRANS TYPE: 2 EXP/ REV/ GL/ BUD: 3
FUND: DI VI SI ON:
COST ORG SUB: PGM 5

BOCT REV SOURCE: 6 SUB BOC/ SUB SRCE JGB: RPTG 7
CLCSED BFYS: CLOSED FUND:

VENDOR: 8 NAME: QUANT:
SCHD FI SC YR SCHD CAT: SCHD TYP: SCHD NO
D.Q: GUEST SYMBOL:

REF TRAN | D DCC TYP: AGREE #: ADV:
I N\Vva CE NO I N\VO CE DATE: I NVO CE LI NE:
AMOUNT: 9 I N&/ DEC | NDx ACC DATE: CBL FY:
DESCRI PTI ON: TREAS NO

The table below shows required fields for an expenditure adjustment SV
document line screen. The fields are highlighted in the example screen:

# Field

Dat a

1 | LI NE NUMBER

Different 3-digit number for each line from
001 to 999

2 | TRANS TYPE

Transaction type 01 for expenditure

3 | EXP/ REVI G./ BUD

Entry required on the line only if different
fromthe header

4 | BUDGET FYS Budget fiscal year

5 | PGM Program code

6 | BOC/ REV SOURCE Budget obj ect code

7 | RPTG Reporting category (if applicable)

8 | VENDOR Vendor code
If ARS cannot specify the vendor use:
- M SCG (Federal)
- M SCN ( Non- Feder al )

9 | AMOUNT Total amount of this line item
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SV Docunment | ntroduction, conti nued

Enter SV Docunent To enter a SV document line screen, follow the steps below:
line screen
Step Acti on

1 Tab to LINE NUVMBER and type in a 3-digit nunber for each
line fromO001 to 999.

2 Tab to TRANS TYPE and type 01 (for expenditure).

3 Tab to EXP/ REV/ G./BUD and type E (for Expense).

4 Tab to BFY and type in the budget fiscal year.

5 Tab to PGM and type the programcode if applicable.

6 Tab to BOC/ REV SOURCE, and type in the budget object code.
- A budget object code is required for expenditures. A

revenue source is required for revenue adjustnents.
- A budget object code is not required for a bal ance sheet
transfer

7 Tab to RPTG and type the reporting category if applicable.

8 Tab to VENDOR and type in vendor code.

9 Tab to AMOUNT, and type in the total anount for the line.

10 Repeat steps 1-8 for remaining |ines.

11 Press Home key and type E in COVVND.

12 Press Enter to edit the docunent.

If there are error nmessages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s SCHED,
i f docunment requires approval the status is PENDL.

13 If the document requires approval, and there are no error
messages at the bottom of the screen, close the docunent
and have a person with approval authority open the
docunent, reviewit, type Ain COMWD and press Enter to
approve the docunent.

14 The person who approves the docunment may be able to type R
in COMND and press Enter to run the document. Ot herwi se,
have the person close the docunent. Open the docunent,
type Rin COMMND, and press Enter to run the docunent.

If there are error nmessages at the bottom of the screen,
docunent status is REJCT, if no errors the status is ACCPT.
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St andard Voucher Docunent (YE)
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YE Docunent | ntroduction

Pur pose The Standard Voucher (YE) document is used to:

€ Record Period End Estimates

Tabl es Updat ed The YE document updates the following tables:

€ Journal Voucher and Standard Journal Table (JVLT)
€ Budget Execution tables
€ Cross-Reference tables

€ General Ledger tables

Exanpl e YE Below is an example of the YE document header screen.
Docunent header
screen COMMAD: DOCI D 1 06/27/00 17: 24: 00
STATUS: ACCPT BATI D SEC2:
H
STANDARD VOUCHER DOCUMENT
SV DATE: ACOCUNTI NG PERI QD 2
ACTION  EXPENSE(E), REVENUE(R), GL(G, BUDGET(B):
BUDGET FYS: FUND:
REVERSAL PERI OD: 3
COMMVENT: BUDGET OVERRI DE | ND:

REF TRANS | D
DOCUMENT TOTAL: 4

DESCRI PTI ON\:
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The table below shows the required fields for the YE document header

screen:.
# Field Dat a
1 DOCl D Trans Code YE (type of docunent)
Secl Code Di vi sion Code (Area) (i.e.
01)
Docunent  # Location Codet+system
gener ated sequenti al
nunmber (i.e. 6402
0000001)
2 ACCOUNTI NG PERI OD Two-digit fiscal month and two-digit

fiscal year of the transaction (e.g., 05
02 for February 2002)

3 REVERSAL PERI OD Two-digit fiscal nonth and two-digit
fiscal year (e.g., 05 02 for February
2002) in which the transaction wll be
automatically reversed.

4 DOCUMENT TOTAL Total anpunt of paynent.

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

Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type YE

3 Press the spacebar twi ce to clear possible renmaining data.

4 Press Enter.
The Standard Voucher header screen appears. You will see the
pronpt at the bottom of the screen: TYPE BATI Y DOCI D AND
PRESS ENTER
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YE Docunent | ntroduction, continued
In the header screen...

5 Tab to the second field of the DOCID and type in the 2-digit
SEC1 (division code, e.g., 01).

6 Tab to the next field, and type in the document numnber.

7 Press Enter.

TH'S IS A VERY | MPORTANT STEP — YOU MJUST PRESS ENTER AT TH S
PO NT BEFORE CONTI NUI NG

8 Tab to ACCOUNTI NG PERI OD, and enter the accounting period.

9 Tab to REVERSAL PERI OD and enter the two-digit fiscal nonth
and two-digit fiscal year (e.g., 05 02 for February 2002) in
which the transaction will be automatically reversed. Note
Al period end estimates require a reversal period.

10 Tab to DOCUMENT TOTAL, and type in the docunent total (after
calculating the line anounts).

11 Press Enter and the YE line screen appears.

Below is an example of the YE document line screen.

COVMIND: DOCI D 06/ 27/ 00 17:24: 42
STATUS: BATI D SEC2: 001-001 OF 002
01-
LINE NUMBER 1 TRANS TYPE: 2 EXP/ REVI GL/ BUD: 3
BUDGET FYS: 4 FUND: DI VI SI O\
BUDGET ORG SUB: COST ORd SUB: PGM 5
BOC/ REV SOURCE: 6 SUB BOC/ SUB SRCE: JOB: RPTG 7
CLOSED BFYS: CLCSED FUND:
VENDOR: 8 NAME: QUANT:
SCHD FI SC YR SCHD CAT: SCHD TYP: SCHD NO
D.O: GUEST SYMBCL:
REF TRAN I D DCC TYP: AGREE #: ADV:
I N\VO CE NO I N\VO CE DATE: I N\VO CE LI NE:
AMOUNT: 9 INC DEC | ND: 10 ACC DATE: CBL FY:
DESCRI PTI ON: TREAS NO
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The table below describes required fields for the YE document line screen
highlighted in the preceding example screen:

# Field

Dat a

1 LI NE #

Different 3-digit nunmber for each line from
001 to 999

2 TRANS TYPE

UN (for undelivered orders)

DE (for delivered orders or accrued
expendi t ures)

3 EXP/ REV/ GL/ BUD E (for expense)
4 BUDGET FYS Budget fiscal year
5 PGM Progr am code

6 BOC/ REV SOURCE

Budget obj ect code

7 RPTG Reporting category (if applicable)
8 | VENDCR Vendor code
If ARS cannot specify the vendor use:
M SCG (Federal)
M SCN ( Non- Feder al )
9 AMOUNT Total anount of this line item

10 | I NC/ DEC I ND

| if the entered anpbunt is an increase, D if
the anmount is a decrease.
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YE Docunent | ntroduction, conti nued

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

Step

Acti on

1

In LINE NUVMBER, type in a 3-digit nunber for each line from
001 to 999.

Tab to TRANS TYPE and type the appropriate transaction
type:

DE — Estimates for delivered orders

UN — Estimates for undelivered orders.

w

Tab to EXP/ REV/ GL/BUD and type E (for Expense).

N

Tab to BUDGET FYS and type in the budget fiscal year.

Tab to PGM and type the program code.

Tab to BOC/ REV SOURCE, and type in the budget object code.
A budget object code is required for expenditures.

Tab to RPTG and type in the reporting category if
appl i cabl e.

Tab to VENDOR and type in vendor code.

Tab to AMOUNT, and type in the total amount for the line.

10

Tab to INC/DEC IND, and enter | if the entered anmpbunt is an
increase, Dif the anbunt is a decrease.

11

Repeat steps 1-10 for remaining |ines.

12

Press Honme key and type E in COVVND.

13

Press Enter to edit the docunent.

If there are error messages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s SCHED,
i f docunent requires approval the status is PENDL.

14

If the docunent requires approval, and there are no error
messages at the bottom of the screen, close the docunent
and have a person with approval authority open the
document, reviewit, type Ain COMWD and press Enter to
approve the docunent.

15

The person who approves the docunent may be able to type R
in COMND and press Enter to run the document. O herwi se,
have the person close the docunent. Open the docunent,
type Rin COMMND, and press Enter to run the docunent.

If there are error nessages at the bottom of the screen,
docunent status is REJCT, if no errors the status i s ACCPT.
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B2 Docunent | ntroduction

Pur pose The Standard Voucher (B2) document is used for:

€ Expenditure/Revenue adjustments
€ Zero balance adjustments

€ Transfers between program codes or budget object codes

F B2's should only be done once the status
= of a payment voucher is marked

“closed” on the Voucher Header
Inquiry Table (PVHT).

Tabl es updat ed The Standard Voucher (B2) updates the following tables:

€ Journal Voucher and Standard Journal Table (JVLT)
€ Budget Execution tables
€ Cross-Reference tables

€ General Ledger tables

Exampl e B2 Below is an example of the B2 document header screen.
Docunment header
screen COVVIND: DO D 1 06/27/00 17:24:00
STATUS: BATI D: SEC2:
H_

STANDARD VOUCHER DOCUMENT

SV DATE: ACCOUNTI NG PERI CD. 2
ACTI ON: EXPENSE(E), REVENUE(R), GL(G, BUDGET(B):
BUDGET FYS: FUND:
REVERSAL PERI CD:

COMVENT: BUDGET OVERRI DE | ND:
REF TRANS | D

DOCUMENT TOTAL: 3
DESCRI PTI ON:
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Requi r ed The table below shows the required fields for the B2 document header screen.
fields The fields are numbered in the example screen.

# Field Dat a

1 DOCl D Trans Code B2 (type of docunent)

Secl Code Di vi sion Code (Area) (i.e.
01)

Docurnent  # Locati on Code+system
gener ated sequenti al
nunmber (i.e. 6402
0000001)

2 ACCOUNTI NG PERI OD Two-digit fiscal month and two-digit
fiscal year of the transaction (e.g., 05
02 for February 2002)

3 DOCUMENT TOTAL Total anount of payment. The B2 is a
zero bal ance adjustment. Therefore, you
nust enter 0.00 for the Docunent total.

Enter B2 Docunent To enter a B2 document header screen, follow the steps outlined below:
header screen
Step Action

1 Type L in ACTION (fromany FFIS table screen).

2 In TABLEID field type B2.

3 Press the spacebar twi ce to clear possible remaining data.

4 Press Enter.

The Standard Vocuher header screen appears. You will see the
pronpt at the bottom of the screen: TYPE BATI D/ DOCI D AND PRESS
ENTER
In the header screen...
5 Tab to the second field of the DOCID and type in the 2-digit
SEC1 (division code).
6 Tab to the next field, and type in the document numnber.
7 Press Enter.
TH'S IS A VERY | MPORTANT STEP — YOU MJUST PRESS ENTER AT TH S
PO NT BEFORE CONTI NUI NG

8 Tab to ACCOUNTI NG PERI OD, enter accounting peri od.

9 Tab to DOCUMENT TOTAL, and type in 0.00 for the total anount.
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St ep Acti on

10 Press Enter, and the B2 line screen will appear.
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Below is an example of the B2 document line screen.

COVMND: DOC D 06/ 27/ 00 17:24:42
STATUS: ACCPT BATI D SEC2: 001- 001 CF 002
01-
LI NE NUMBER 1 TRANS TYPE: 2 EXP/ REVI GL/ BUD: 3
BUDGET FYS. 4 FUND: DI VI SI ON:
BUDCET ORG SUB: COST ORG SUB: PGM 5
BOT REV SOURCE: 6 SUB BOC/ SUB SRCE: JOB: RPTG 7
CLCSED BFYS: CLOSED FUND:
VENDOR: 8 NAME: QUANT:
SCHD FI SC YR SCHD CAT: SCHD TYP: SCHD NO
D.O: GUEST SYMBOL:
REF TRAN | D DCC TYP: AGREE #: ADV:
I N\VA CE NO I N\VO CE DATE I NVAO CE LI NE:
AMOUNT: 9 INODEC INDD 10 ACC DATE: OBL FY:
DESCRI PTI ON: TREAS NO
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The table below describes required fields for the B2 document line screen.
The fields are highlighted in the example screen:

# Field Dat a
1 LI NE NUMBER Different 3-digit nunber for each line from
001 to 999
2 TRANS TYPE TO for expenditure or FI for sales revenue
EXP/ REV/ GL/ BUD E for expense or R for revenue
4 BUDGET FYS Budget fiscal year
5 PGM Pr ogr am code
6 BOC/ REV SOURCE Budget object code for expense
Revenue Source Code for revenue
7 RPTG Reporting category (if applicable)
8 | VENDOR Vendor code
If ARS cannot specify the vendor use:
M SCG (Federal)
M SCN ( Non- Feder al )
9 [ AMOUNT Total amount of this line item
10 | | NC/ DEC | ND | if the entered anbunt is an increase, D if

the amount is a decrease.
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B2 Docunent | ntroduction, continued

Enter B2 Document To enter a B2 document line screen, follow the steps below:
line screen
Step Action
1 In LINE NUMBER, type in a 3-digit nunber for each line from
001 to 999.
2 Tab to TRANS TYPE and type the appropriate transaction type
TO (Expense Adjustments) or FI (Sal es 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 Tab to BOC/ REV SOURCE, and type in the budget object code

or a revenue source code. A budget object code is required
for expenditures and a revenue source code is used for

revenue.

7 Tab to RPTG and type in the reporting category if
appl i cabl e.

8 Tab to VENDOR and type in MSCG or M SCN for the vendor
code.

9 Tab to AMOUNT, and type in the total amount for the line.

10 Repeat steps 1-9 for remaining |lines. B2 docunents nust
have at | east two |lines.

11 Tab to INC/DEC IND, and enter | if the entered anmount is
an increase, Dif the anpbunt is a decrease.

12 Press Hone key and type E in COVMN\D.

13 Press Enter to edit the docunent.

If there are error messages at the bottom of the screen,
docunent status is REJCT, if no errors the status i s SCHED,
i f docunent requires approval the status is PENDL.

14 I f the docunent requires approval, and there are no error
nmessages at the bottom of the screen, close the docunent
and have a person with approval authority open the
docunent, reviewit, type Ain COMWND and press Enter to
approve the docunent.

15 The person who approves the docunent may be able to type R
in COWND and press Enter to run the docunment. O herw se,
have the person cl ose the docunent. Open the docunent,
type Rin COMMND, and press Enter to run the document.

If there are error messages at the bottom of the screen,
docunment status is REJCT, if no errors the status i s ACCPT.
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Definition

Recoveri es

Tabl es updat ed

ARS FFI S-Spendi ng

| nt roducti on

A prior-year recovery istriggered by spending
documents that free funds in the prior year. The
amount recovered (the amount of the decrease to the
obligation) is made available as an actual recovery in

the current fiscal year. Prior-year recoveries are
made on no-year funds and the first year of
two-year funds.

Definition

Prior Year Recoveries occur:

€ Only with no-year funds or with the first year funds of two-year funds

€ When an obligation incurred in one fiscal year is decreased in a
subsequent fiscal year

€ By modifying a document created in the prior year, or by referencing
another document created in the prior year with a final liquidation for less
than the remaining obligation balance at the end of the year

Once a prior-year recovery is identified, the prior-year recovery amounts are
updated on:

€ Appropriation Table (APPR)
€ Fiscal Year Appropriation Table (FAPP)

Once prior year money becomes available, then
follow the steps in the Budget Execution
Learner’s Guide or Quick Reference Guide for
budgeting the funds to the appropriate budget
levels.

\‘éﬁw‘gﬁ
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Definition

Record contract
hol dbacks

Tabl es updat ed

Di sbur sement of
hol dbacks

ARS FFI S—Spendi ng

| nt r oducti on

A contract hol dback isa portion
of a payment amount "held back"
for payment at a later date.

Definition

To record a contract holdback, enter the Payment VVoucher Document (PV) or
Non-referencing Payment Voucher (NO) and include:

€ Aline type of H
€ The holdback total in the HoLDBACK TOTAL field

€ The contract holdback amount in the bocuvent ToTAL field

All contract holdback payment lines update the Payment VVoucher Holdback
Table (PVCH).

Y

= Contract Holdbacks do not update
the Voucher Line Table (PVLT).

Contract holdbacks are not automatically scheduled for
the Automated Disbursements process. Instead, when
you want to release a contract holdback for payment,
enter a Payment VVoucher document modification or
batch to decrease the contract holdback line (specify a
line type of H). Then, increase or create a non-holdback
line.
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Vendor Inquiries
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Vendor | nquiries Overview

Vendor inquiry Using FFIS tables and various pieces of vendor information, obligations and
research flow payments can be traced from detail accounting information used on a
transaction through to the check EFT number used to make a payment.

Researching a request for vendor information is displayed in the diagram
below. The chart should be used in the following manner:

Start with the information known at point of inquiry:
Obligation

Payment information

Proceed down the appropriate column then to the right using info in
parentheses to move from table to table
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Vendor | nquiries Overview, continued

Vendor I nquiry Research Fl ow

ohligatio I nvoi ce Paynent Treasury Schedul e Check/ EFT
n
VNAM Track VNAM Track using
usi ng this data:
this
dat a:
- Vendor + Vendor
code code
VXRF | VCH - Vendor VXRF
T - Vendor
- Trans code
code - Trans code
+ Order # - Voucher #
OBLH OBLL W} DXRF Vendor »  PVHT/ PVLT p (VXDD) ——p TSCH TSCL  —pp CHKH CHKL —p CXLT
code code - Sched # . Check/ EFT
- Order # - Trans - Trans code
code - Voucher #
- Voucher # - Line #

EFTH EFTL
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Vendor Inquiries Overview, continued

Aﬁfcgfﬁgpgo‘r’]e”dor Follow the steps below to begin the process of obtaining vendor information:
| |

Step Action
1 Identify the VENDOR NAME.
2 Determ ne fromthe VENDOR NAME what kind of transaction the

vendor inquiry is about (e.g., a purchase order - Type 40,
originally entered through PRCH).

3 Scan the Vendor Name Inquiry Table (VNAM, using the VENDOR
NAME, to obtain the VENDOR CODE (e.g., 860449210 E).

4 Ask the vendor for the correct address, to verify that you
have the correct entry.

l Most vendors will not be able to provide
their vendor code in FFIS. It is necessary to
use VNAM for this reason.
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Vendor | nquiries Overview, continued

Exanpl e screen The screen below shows an example of the VNAM table.
[ VENDOR NANVE J [ VENDOR CODE J
ACTION: G TABLEID: VNAM USERI D FV13
**% VENDOR NAVE | NQU RY TABLE ***
KEY |'S VENDOR NAME, #EI\D(R COoDE
01- v
VENDOR NAME: EXECUTONE | NFORMATI ON SYST VENDCR OCDE: 860449210 E
VENDOR TYPE: C VENDOR TYPE CATEGORY: N
ADDR LI NE 1: FEDERAL SYSTEMS DI VI SI ON
ADDR LINE 2: 10455 WH TE GRANI TE DR
ADDR LI NE 3: OQAKTON VA 22124
Accessing Follow the steps below to obtain appropriate transaction information:

transacti on
i nf ormati on

Step Action

1 Scan the Vendor Docunent Cross- Reference Inquiry Table (VXRF)
to view docunents processed for the vendor, using the VENDOR

CODE.

2 Ask the vendor for the approxi mate anount of the transaction
(e.g., invoice was for $700).

3 Locate a paynent docunent close to the anount using the

Sunmary of Transactions Listing.

F If there are too many payment documents to scan
through in the Summary of Transactions Listing (e.g.,
frequently used vendor) skip to the next section of this
document describing how to research in FFIS with
information from the feeders. You can use the feeder
system and GIDT/TIDT to speed up your search.
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Vendor | nquiries Overview, continued

Exanpl e VXRF The screen below shows an example of the VXRF table.
SCreen
[ TOTAL AMOUNT ]
ACTION. R TABLEID. VXRF USERI D. FVI3
**% VENDOR DOCUMENT CROSS REFERENCE | NQUI RY TABLE ***
KEY |'S VENDCR TRANS | D, ACCEPTANCE DATE
[ VENDOR J—)VEI\DOR 860449210 E
ACCEPTANCE TOTAL
TRANS 1D DATE AVONT ¥
Surmary of 01- GA 822937001 08 20 99 758. 45
- 02- GC 922937006 08 18 99 158. 00
Transactions P03- D 922937032 08 18 99 2, 099. 34
Listing 04- @D 922937121 08 18 99 1, 660. 92
05-
06-
07-
08-
09-
10-
11-
Usi ng OBLH, OBLL If after scanning the previously mentioned tables, you can locate a payment
& DXRF document resembling the document you are seeking, then:

€ Using the TRANS 1 D, for the order document, scan the Purchase Orders
Header Inquiry Table (OBLH) and the Purchase Order Accounting Line
Inquiry Table (OBLL); and

€ Using the TRANS | D, for the order document, scan the Document Cross-
Reference Inquiry Table (DXRF) to determine if a payment document
references the order document
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Vendor | nquiries Overview, continued

Check information Once you have obtained the obligation information either through going
directly to OBLH or via DXRF, use the information to continue the vendor
inquiry on payment and check information.

Below is a list of tables and the information that you will need to research an
obligation or payment:

Tabl e To get to this table, you will need:
PVHT/ PVLT Vendor code, transaction code, docunent #
OBLH OBLL Transacti on code, docunent #

DXRF Vendor code, transaction code

VXDD Vendor code, transaction code, docunent #
TSCH TSCL Vendor code, transaction code, docunent #,

schedul e #

VTXT Vendor code, transaction code
CHKH CHKL Check #, Disbursing Ofice
EFTH EFTL Schedul e category, schedul e type, schedule #
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Treasury
schedul e,
and EFT tables

check

Vendor

| nqui ri es Overview, continued

The chart below provides additional information on the tables noted in the

Vendor Inquiry Research Flow:

160

Tabl e Tabl e Nane Definition
I D
VXDD Payment Voucher Pur pose: Contains paynment anount, schedul e status, and

Li ne, i nformati on.

Di sbur senment ) ) ) ) )

Cross Reference | Links voucher lines to associated Treasury schedul es, including

Tabl e paynent anount and schedul e stat us.

TSCH Treasury Pur pose: Records Treasury's confirmation of a schedul e and shows

Schedul e the current status of the schedul e.

Control Header ) ) )

Tabl e Contains fields to record the Treasury actions such as date
amount and Treasury check range. Al so displays information such
as schedul e status, voucher process date and anpunt, and nunber
of paynments processed

TSCL Treasury Purpose: Displays information that |inks a schedule to the

Schedul e voucher |ines that appear on the schedule, and the payment

Control Line sequence or check nunbers assigned to the paynments on the

Tabl e schedul e
Al so shows the processing status of the schedul e and paynent
lines on the schedul e.

CHKH Check Header Purpose: Stores summary information about checks that have been

Tabl e generated, such as the check nunber, payee’s name and address
and the anount of the check
Al'lows the user on-line inquiry access to the checks that have
been gener at ed.

CHKL Check Line Purpose: Stores detailed informati on about voucher that

Tabl e conprises the dollar total for a check.

Cont ai ns each voucher used to produce a single check anobunt.
Provi des on-line access to the payment vouchers included on a
particul ar check. Also displays all payment vouchers that are
conbi ned to produce a single check anount.

EFTH El ectronic Pur pose: Records summary El ectroni ¢ Funds Transfer (EFT) paynent

Transfer Header | and voucher infornation.

Tabl e
I ncl udes schedul e, EFT paynent sequence nunber, payee’s nanme and
address, and the anount of the paynent for all processed EFT
paynent s.

EFTL El ectronic Pur pose: Records detailed Electronic Funds Transfer (EFT)

Transfer Line paynent and voucher information that conprises the total dollar

Tabl e anmount for a paynent.

VTXT Voucher Text Purpose: Associates lines of text with a specific voucher
Data Entry
Tabl e
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CXLT Check/ EFT Purpose: Records check and El ectronic Funds Transfer (EFT)
Cancel | ati on status, confirmation of cancellation, and backout requests.

Tabl e
Shows a record of Treasury’'s confirmation of cancellation and

the request to backout a previously posted cancellation.

ARS FFI S-Spendi ng Vendor Inquiries: Final Cct ober 2001 161



Frequently asked
guesti ons

162

Vendor

| nqui ri es Overview,

cont i nued

Below is a table, which lists:

€ Frequently asked questions

€ FFIS inquiry table to access the information
€ Key field(s) for that table

€ Field that contains your answer

Question Tabl e Key Fields Answer Field
How do | find a VXRF VENDOR - List all docurnents
vendor’ s account that used this
hi story? vendor code

- Use listing of
transaction codes
in Spending Quick
Ref erence Cuide to
identify types of
transactions.

How do
research
i ndi vi dua
paynent
vouchers
specifically:
Addr ess of PVHT VENDOR CODE + Addr ess
paynent paid? TRANS CODE +
VOUCHER NO
Budget Code PVLT VENDOR CCDE + Account i ng
char ged? TRANS CODE + i nformati on
VOUCHER NO
Amount  of PVHT/ PVL | VENDOR CCDE + Payment voucher
paynment ? T TRANS CODE +
VOUCHER NO
Payment date for PVHT VENDOR CCDE + Schedul e date
an unpaid TRANS CODE +
i nvoi ce? VOUCHER NO
Actual date of VXDD VENDOR CODE, TC Vendor code
paynent for a transaction code
pai d i nvoice?
Actual date of TSCL AGENCY SCHED # Schedul e nunber
paynent for a
pai d invoi ce?
Actual date of TSCH SCHEDULE NUMBER Schedul e nunber

paynent for a
pai d i nvoi ce?

Vendor Inquiries: Fina
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Vendor

| nqui ries Overview, continued

Question Tabl e Key Fi el ds Answer Field

How do | PPDT Vendor code +
research an invoice # +
invoice to find i nvoi ce date
the date that it
was paid and the
amount pai d?
How do | VXRF VENDOR Transaction ID
research a
vendor by nane?
Have obl i gati ons OBLH OBLL TRANS CODE + Ordered amount or
been recorded ORDER NUMBER | Expended amount
for that vendor? or docunent
Have ID
expendi tures
been recorded
for that vendor?
How do | PPDT Vendor code + I nvoi ce anobunt, paid
research a i nvoi ce anount, interest
di scount on nunber + anount, discount
paynment s? i nvoi ce date anmount
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Vendor | nquiries Overview, continued

Usi ng feeders
systems for F When doing a vendor inquiry, you may need to go into a
vendor inquiry » feeder system to get the vendor information needed to
answer the question. Information that you need depends
on the interface. Refer back to the Interface section of this
guide for that information.

The Generic Interface Document Cross Reference Table (GIDT) and the Travel
Interface Document Cross Reference Table (TIDT) link the feeder systems to
FFIS. Having specific feeder system information will enable you to determine
the particular FFIS document created from that feeder system. Refer to the
screen example and highlighted fields on the following page.

Below is an example of a frequently asked question involving the feeder

Exanpl e use of system PRCH, the table needed to get the information and the steps to answer

G DT .
the question:
Question Tabl Key Fi el ds Answer Field
e
How do | find an FFI S GDI/ [Key 1 — FFIS Key 1 information
paynent nmade to a vendor TIDT | account will vary
using only an agency numnber dependi ng on the
speci fic account nunber? f eeder
Step Action
1 Identify the Purchase Order Nunber (PO #).

2 Access the G DT by typing Sin COMWND (fromany FFIS table),
and G DT in TABLEID.

3 Tab to ACENCY, and type 03 (ARS agency code).

4 Tab to FEEDER SYSTEM I D, and type PRCH (feeder nane).

5 Tab to KEY 1, and type the PO # fromthe Purchase Order
I nvoice Details screen.

Press Enter to return the FFI'S docunent created fromthe PRCH
PO #.

Use the DXRF table to inquire on paynents nade agai nst
obl i gati ons.
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6 Press Home key, and type Rin COYMND to refill the screen
until the paynment record is found.

I f a payment has been made agai nst the purchase order in PRCH,
there is another record on A DT table that has “Last Paynent
Nurmber” in KEY2.
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Vendor

| nquiries Over

vi ew, conti nued

G DT screen Below is an example of the GIDT screen, with key fields highlighted.

AGENCY [ FEEDER SYSTEM ]

PKEY2:

ACTION. R TABLEID: G DT USERI D FV13
GENERI C | NTERFACE DOCUMENT CROSS- REFEREN(

IE TABLE

KEY IS AGENCY, FEEDER SYSTEM I D, KEY1, KH

AGENCY: !3 FEEDER SYSTEM | D
KEY1 01-
———P»KEY1: 403A9480531

02

KEY2 KEY3: 01

KEY4:

{ FFI S DOCUMENT %4#9 S
02-

KEY1:
KEY2:
KEY3:
KEY4:

FFI'S

VENDCR CCDE:

DOCUMENT: GA 822937001

403A9480531
03
01

VENDCR COCDE:

DOCUMENT: GA 822937001

Y2, KEY3, KEY4

v
PRCH

FFI'S DOCUMENT LI NE NUMBER: 001

FFI'S DOCUMENT LI NE NUMBER 002
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| nt r oducti on

Overvi ew There are three types of spending tables:

€ Data entry tables
€ Reference tables
€ Inquiry tables

Each of these tables is related to the purchasing and accounts payable
subsystems of FFIS. For the purposes of this guide, only the tables deemed as
immediately useful for error correction or inquiry are depicted.
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I ntroducti on

Spendi ng data
entry tables

172

Data Entry Tabl es

Data entry tables are used for simple transaction processing that does not
require document entry. The information:

€ Entered, typically does not have any accounting significance at the time of
entry

€ Added to this table does not directly update the journals

€ Is used to build documents at a later date

The following spending data entry tables will be described in subsequent
pages:

€ Recurring Payment Voucher Table (REPV)
€ Voucher Text Data Entry Table (VTXT)
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Pur pose

Exanpl e REPV
screen

ARS FFI S—Spendi ng

Recurring Paynment Voucher Tabl e
(REPV)

The REPV table is used to provide information that the system uses to

automatically create payment voucher transactions on a regular basis (e.g. for
monthly rent payments).
F Once Payment VVoucher document header
- information is entered into REPV, it cannot be
changed. To change the entry, either delete it and
re-add it, or modify the created payment voucher
before it is processed.
Below is an example of the REPV table used for data entry purposes, with
required fields numbered.
ACTION: 1 TABLEID: REPV USERID FV17
RECURRI NG PAYMENT VOUCHER DATA ENTRY TABLE
KEY IS TRANS CODE, PV NUM LINE NO
TRANS CODE:2 PV NUM 3 SUBM DI V: 4 FREQ TYPE: 5:
ENTRY START DATE: 6 ENTRY END DATE: 7 LATEST DATE:
VENDCR OCDE: 8 TRANS TYPE: 9 VOHR TYPE:
AGREEMENT NUMBER FA | ND. CHECK TYPE:
SCHEDULI NG TYPE: 10 PROMPT PAY TYPE:
LINE N0 11 REF DOC NO REF DOC LI NE:
VENDCR | NV #/ LI NE: VENDCR | N\VOI CE DATE:
TRANS TYPE: 12 BFY: 13 FUND: BUDGET ORG SUB:
COST ORG SUB: PROGRAM 14 BOC/ SUB: 15
JOB NUMBER RPTG G ACOOUNT:
REV SRCE/ SUB: DESCR
QUANTI TY: AVMDUNT: 16 11D P/ F:
ADVANCE FLAG VI LOG DATE: LI NE TYPE:
DI SOOUNT % /' AMOUNT: DAYS:
DI SOOUNT % /' AMOUNT: DAYS:
DI SCOUNT % / AMOUNT: DAYS:
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Requi r ed
Fi el ds
174

Recurring Paynent Voucher Table (REPV),
conti nued

The table below shows required fields for the REPV screen. The fields are
numbered in the example screen:

#

Field

Dat a

1

ACTI ON

Enter A to add a new record, or
Dto delete a record (REPV entries cannot be
changed, but can be del eted and reentered)

TRANS CODE

Enter the transaction code that applies to
the recurring paynent voucher being created

PV NUM

Enter an al phanuneric code for this PV
docunent. It will become the first 9 digits
of the document nunber of the generated
docunents. The last 2 digits will be added
when the PV is generated. They will be the
month fromthe to-date paraneter.

SUBM DI V

Enter the code that you want to have as the
division in the document |ID of the generated
docurent. This division nust be valid for
the entry start date’'s year.

FREQ TYPE

Enter the appropriate code to specify how
often the document shoul d be generated and
added to SUSF. Valid codes are:

F  One-tinme future docunent. The
docunent will be generated once, on or
after the entry start date.

M Monthly. The docunment will be
generated once a nonth, starting on or
after the entry start date, and ending
on the entry end date.

B Binmonthly. The docurment will be
generated once every two nonths,
between the starting and endi ng dates.

Q (Quarterly. The docurment will be
generated once a quarter, between the
starting and endi ng dates.

A Annually. The docunent will be
generated once a year, on the ending
date.

ENTRY START DATE

Enter the date on which the first recurring
paynent voucher docunent shoul d be generated

Spendi ng Tabl es:
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Recurring Paynent Voucher Table (REPV),

conti nued

# Field Dat a

7 ENTRY END DATE Enter the date after which the recurring
paynent voucher docurment shoul d not be
generated (MVDDYY). Leave blank for
frequency type of F.

8 VENDOR CODE Enter the code for the vendor associ ated
with this paynment

9 TRANS TYPE Enter the appropriate transaction type

10 | SCHEDULI NG TYPE H The generated docunment is to be

schedul ed as hel d on SUSF
O The docunent is to be schedul ed for
of fl i ne processing

11 | LINE NO Enter the nunmber to be associated with the
paynent voucher, fromO001l to 999

12 | TRANS TYPE Enter the appropriate transaction type

13 | BFY Enter the two-digit budget fiscal year

14 | PROGRAM Enter the appropriate programcode for this
line

15 | BOJ SUB Enter the appropriate budget object code

16 | AMOUNT Enter the total anount for the line
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Recurring Paynment Voucher Table (REPV),
conti nued

Enter data on
REPV

Follow the steps below to enter required recurring payment voucher

information into the REPV table;

Step

Acti on

1

Type Nin ACTION (fromany FFI'S table screen).

Tab to TABLEID, and type REPV.

Press Enter.

Press the Hone key.

2
3
4
5

Type Ain ACTION to add a new record.

6

Tab to TRANS CODE, and enter the transaction code that applies
to the recurring paynent voucher being created.

Tab to PV NUM and enter an al phanuneric code for this PV
document. It will beconme the first 9 digits of the docunent
nunber of the generated docunents.

Tab to SUBM DIV, and enter the code that you want to have as
the division in the docunment |D of the generated docunent.

Tab to FREQ TYPE, and type Mfor nonthly.

10

Tab to ENTRY START DATE and enter the date on which the first
recurring paynent voucher document shoul d be entered.

11

Tab to ENTRY END DATE, and enter the date after which the
recurring paynent voucher document should not be generated

( MVDD

12

Tab to VENDOR CODE, and enter the code for the vendor
associated with this payment.

13

Tab to TRANS TYPE and enter the appropriate transaction type.

14

Tab to SCHEDULI NG TYPE, and type H (The generated docunent is
to be schedul ed as held in SUSF.)

15

Tab to LINE NO, and enter the nunber to be associated with the
paynent voucher.

16

Tab to TRANS TYPE and enter the appropriate transaction type

17

Tab to BFY and enter the two-digit budget fiscal year.

18

Tab to PROGRAM and enter the appropriate programcode for this
line.

19

Tab to BOC/SUB, and type in the appropriate budget object
code, derived fromthe Budget Object Code Table (BOCT).

20

Tab to AMOUNT, and type in the total ampunt for the line.
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21

Press Enter

to add this entry to the table
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Voucher Text Data Entry Tabl e
(VTXT)

Purpose The Voucher Text Data Entry Table (VTXT) is used to associate lines of text
with a specific voucher.

Exanpl e Below is an example of the VTXT table used for data entry purposes, with
screen required fields numbered.

ACTION: 1 TABLEID: VTXT USERI D. FRED

VOUCHER TEXT DATA ENTRY TABLE

KEY I'S VENDOR CCDE, TRANS CCDE, VOUCHER NUMBER, TRAVEL ADVANCE NUMBER,
TEXT LINE

VENDCR CODE: 2 TRANS CODE: 3 VOUCHER NUMBER 4

TRAVEL ADVANCE NUMBER 5

l What is entered here will appear on
checks.
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Voucher Text Data Entry Table (VTXT),

conti nued

The table below shows required fields for the VTXT screen. The fields are
numbered in the example screen:

# Field

Dat a

1 ACTI ON

A to add a new record, or
Dto delete a record

2 VENDOR CCDE

The code for the vendor to be paid

3 TRANS CODE

The transaction code of the voucher for
whi ch you wi sh to add |ines of text

4 VOUCHER NUMBER

The docunent nunber of the voucher for which
you wish to add lines of text

5 TRAVEL ADVANCE

The advance nunber fromthe transaction that

NUMBER identifies the advance (Required only for
travel order transactions)
6 TEXT Text you wish to associate with this

document (A blank text line is not
perm tted)

7 TEXT LI NE

Enter the number of each text line (If left
bl ank, defaults to text |ine nunbers in
increments of 10)
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VTXT
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data on

Voucher Text Data Entry Table (VTXT),
conti nued

Follow the steps below to enter required information into the VTXT table:

Step Action

1 Type A in ACTI O\

2 Tab to VENDOR CODE, and enter the Tax ldentification Nunmber
(TINEIN) or Social Security Nunber of the vendor, plus a
sequential al pha character(s).

Exanpl e: TIN 931234567 A or SSN 123456789C A

3 Tab to TRANS CODE, and enter the transacti on code of the
voucher for which you wish to add lines of text.

4 Tab to VOUCHER NUMBER, and enter the docurment nunber of the
voucher for which you wish to add lines of text.

5 Tab to TRAVEL ADVANCE NUMBER, and enter the advance nunber
fromthe transaction that identifies the advance. (Required
only for travel order transactions.)

6 Tab to TEXT, and enter the text that you wi sh to associate
with this docunent. (A blank text line is not permtted.)

7 Tab to TEXT LINE, and enter the nunber of each text line.

8 Press Enter.
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Ref erence Tabl es

I'ntroduction FFIS reference tables supply general information for use on documents and
define valid data elements.

Spendi ng The following spending reference tables will be described in subsequent
reference pages:
t abl es

€ Automatic Document Numbering Table (ADNT)
€ Budget Object Code Reference Table (BOCT)

€ Prompt Pay Reference Table (PPAY)

€ Vendor Reference Table (VEND)
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Pur pose

Exanpl e ADNT
screen

182

Aut omati ¢ Docunent Nunbering Tabl e
( ADNT)

The Automatic Document Numbering Table (ADNT) is used to automatically
generate sequential document numbers for on-line documents. It will be used
for SV, B2 and YE documents in conjunction with the a Location Code.

Below is an example of the ADNT table.

ACTION. R TABLEI D: ADNT USERI D: FRED
AUTQOVATI C DOCUVMENT NUMBERI NG TABLE
KEY 1S TRAN CCDE, SEC1 CCDE, DOCUMENT NUMBER PREFI X

DOCUVENT LAST
TRAN SUBM NUMBER DOCUMVENT DATE LAST TIME LAST LOG
CODE DVSN PREFI X NUMBER USED NUM USED  NUM USED FLAG
01- SV
02- SV
03- SV
04- SV
05- SV
06 B2
07 B2
08 B2
09- YE
10- YE
11-
12-
13-
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Budget Obj ect Code Reference Table
( BOCT)

Purpose The Budget Object Code Reference Table (BOCT) defines Budget Object Codes
(BOCs) for specific goods and services that the government purchases.

Exanpl e Below is an example of the BOCT table.
screen

ACTION R TABLEID: BOCT USER D: FRED

BUDGET CBJECT CCDE REFERENCE TABLE

KEY | S BFY, BUDGET OBJECT CODE
BUDGET FED BOC SWB BOC BOC=
CBJECT OBJ OBJ PS BOC 1099 BUDG TRV BUDG BUDG POST REF

BFY ODE CLS O.S IND IND IND TYPE FLAG FLAG BOC FLAG BCC

01- 02 1100 1 N N Y N N N 1000 N N
NAVE: PERSCNNEL COVPENSATI ON SHORT: PERS. COMP.

02- 02 1101 111 11 N N N N N N 1000 N N
NAME: BS PY US NON- WAGE BQARD FTP SHORT: US NWFULL P

03- 02 1102 111 11 N N N N N N 1000 N N
NAME: BS PY FRGN US RATES FTP SHORT: FRGN FULL PE

04- 02 1103 111 11 N N N N N N 1000 N N
NAME: BS PY FRGN LCL RATES FTP SHORT: FRGN LCL FUL

05- 02 1104 111 11 N N N N N N 1000 N N
NAME: BS PY US WAGE BOARD FTP SHORT: US WFULL PE

06- 02 1105 111 11 N N N N N N 1000 N N
NAME: EMPLOYEE | NDEBTEDNESS SHORT: EMP | NDEBTED

07- 02 1106 111 11 N N N N N N 10000 N N
NAVE: LUVP SUM CREDI T HOURS SHORT: LP CREDI T HO
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Budget Obj ect Code Reference Table
(BOCT), continued

The table below provides a description of fields on the Budget Object Code
Reference Table (BOCT):

Field Requi renment s Def aul t What to Enter
Val ues
BUDCGET FY Requi red No default Enter the last two
(Key) val ue. digits of the budget
fiscal vyear.
BUDGET Requi red No def aul t Enter the code (BOC)
OBJECT val ue. that identifies the
CODE itemor service.
(Key)
BJ CLS Opt i onal No def aul t Enter the code from
val ue. the nject Class
Tabl e (OCLS) that
best describes the
obj ect being defined
by this BCC.
FED OBJ Opt i onal No default Enter the code from
CLs val ue. the Federal bject
Cl ass (bject
Cat egory) Tabl e
(OCAT) that best
descri bes the object
bei ng defined on this
l'ine.
BOC PS Opt i onal Defaults to Enter Y if this line
I ND N. is payroll-rel ated.
O herwi se, enter N
Do not change this
indicator in the
m ddl e of a fiscal
year.
SUB BCC Opt i onal Defaults to Enter Y if subobject
I ND N. codes are required on
account i ng docunents
when thi s budget
obj ect code is used.
1099 I ND Opt i onal Defaults to Enter Y if
N. di sbur sement's under
this BCC are to be
i ncluded on the SF
1099 report.
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Field Requi renment s Def aul t VWhat to Enter
Val ues
BUDG TYPE Required, if If the BUDG I ndi cat es whet her

t he BUDG FLAG FLAG i s N, dol | ar anounts, FTEs,

is Y. this field or both dollar
will amounts and FTEs can
default to be budgeted to this
N. budget object cl ass.
Q herwi se, Enter D for dollars,
defaults to F for FTEs, or B for
D. bot h.
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Budget Obj ect Code Reference Table

(BOCT), continued
Field Requi renment s Def aul t What to Enter
Val ues
TRAVEL Opt i onal Defaul ts Enter Y to indicate that
FLAG to N this BOC may be
referenced by a document
with a travel type
Enter N to indicate that
this BOC may not be
referenced by a travel
docunent
BUDG Opti onal Defaul ts Enter Y if this object
FLAG to V. code can be used to
establish a budget.
O herwi se, enter N
BUDG Requi r ed If the If the BUDG FLAG is N,
BCOC BUDG FLAG enter a budget BOC
isY,
defaul ts
to the
BCC.
QO herw se,
defaul ts
to spaces
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Pronpt Pay Reference Tabl e ( PPAY)

The Prompt Pay Reference Table (PPAY) defines:

€ Processing Rules for prompt payment

€ |Interest and penalty rates for invoices paid late, according to the prompt

payment requirements

Below is an example of the PPAY table.

ACTION R TABLEI D PPAY USERI D FRED

PROVPT PAY REFERENCE TABLE

KEY IS FI SCAL YEAR, PROWPT PAY TYPE

01-
FI SCAL YEAR 02 PROWPT PAY TYPE: O
PAYMENT LAG 030
I NTEREST # OF DAYS: 000 TRI GGER DATE FLAG L
PENALTY RATE: 0.00 PENALTY AMOUNT:
EXCEPTI ON DAYS TR GGER LEVEL: 000

EFFECTI VE | NTEREST DATE

01/ 01/ 99
07/ 01/ 99
01/ 01/ 00
07/ 01/ 00
01/ 01/ 01

EFFECTI VE | NTEREST RATE

5. 000
6. 500
6. 750
7.250
6. 375

0.00

The following table lists the different Prompt Pay Types to be entered in FFIS:

Pronmpt Pay Type

Paynment Lag

5 Days

7 Days

10

Days

10

Days

14

Days

20

Days

30

Days

10

Days

T TO|X|O0]|T[Z(Z2

0 Days
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Pronpt Pay Reference Tabl e ( PPAY),
conti nued

The table below provides a description of fields on the Prompt Pay Reference
Table (PPAY):

Field Requi renment s Def aul t VWhat to Enter
Val ues
FI SCAL Requi red No Enter the last two
YEAR ( Key) def aul t digits of the applicable
val ue. fiscal year.
PROWPT PAY Requi red No Enter a user-defined
TYPE (Key) def aul t code for the pronpt pay
val ue. type associated with the
comodi ties or services.
PAYMENT Opt i onal Defaul ts Enter the nunber of days
LAG to zero. that a paynment shoul d be

hel d before being paid.

This field is used in
conjunction with the
PAYMENT SCHEDULI NG BASE
DATE (determined in the
paynent voucher programnm
and SELECT DAYS LAG in
the Di sbursing Options
Table (DOPT) to

det er mi ne schedul ed
paynment date.

| NTEREST # Opt i onal Defaul ts Enter the increnental

O DAYS to zero. nunber of days from
paynent |ag after which
interest and penalties
woul d begin to accrue on
a paynent.
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Prompt Pay Reference Tabl e (PPAY),
conti nued

Field Requi rement s Def aul t What to Enter
Val ues

TRI GCER Requi red No This flag is used to
DATE FLAG def aul t determ ne the

val ue. appropri ate Schedul e
Paynment Date (by the PV
processor), and the

I nterest Base Date
(during the Automated
Di sbur sement process).
Valid values for this
field are:

L Use for paynents
subj ect to the standard
Pronmpt Pay rul es where
schedul e date is based
on the later of the
invoice | og date versus
accept ance date.

D Use for special
comuodi ties paynents for
whi ch Pronpt Pay rul es
are based on the
accept ance/ del i very of
goods

| Use for
construction in
progress, and speci al
comodi ties paynents for
whi ch Pronpt Pay rul es
are based on the Invoice
Log date.

PENALTY Required if Defaul ts Enter the penalty rate
RATE i nterest to zero. that would apply if a
nunber of paynment qualifies for
days is the application of a
entered. penalty. This is an

Q herwi se, annual rate.

| eave bl ank.

PENALTY Opt i onal Defaul ts Enter the dollar anount
AMOUNT to zero. of aflat rate penalty
to be applied to any
paynment that qualifies
This anount will be
added t o any penalty
anmount cal cul ated based
on the penalty rate
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EXCEPTI ON
DAYS

TRI GGER
LEVEL

Opt i onal

Defaul ts
to zero.

Ent er the maxi mum nunber
of days fromthe tinme an
invoice is logged until
the tinme it is returned
to the vendor before
exception days apply.
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Prompt Pay Reference Tabl e (PPAY),

conti nued
Field Requi rement s Def aul t What to Enter
Val ues
EFFECTI VE Required if No Enter the first date
| NTEREST effective def aul t that the interest rate
DATE interest rate val ue. will be effective. Up
is entered. to five separate dates
and rates may be
entered. The interest
date nmust be valid in
the Cal endar Date
Tabl e (CLDT).
EFFECTI VE Required if No Enter the nuneric
| NTEREST effective def aul t effective interest
RATE interest date val ue. rate in the format
is entered. 99.999. This is an
annual i zed rate.
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Vendor Reference Tabl e (VEND)

The Vendor Reference (VEND) table is a reference table used to define codes
for vendors, organizations, and persons with whom the government does
business.

3

You must have VEND edit access to add
records to the VEND table.

Below is an example of the VEND table.

ACTI ON: TABLEI D VEND USERI D:. FRED
VENDCR REFERENCE TABLE
KEY |'S VENDOR

VENDCR CCDE: VENDOR NAME: SECL.:
ADDR LI NE 1: VEND TYPE: VEND TYPE CAT:
ADDR LI'NE 2: M SC VEND: GROUP CK | NDx
ADDR LI NE 3: PHONE:
CONTACT: GRP BILLS: GROUP DUNNI NG
COMMENTS: ARTYPE: ACTI VE VENDCR
AR CONTACT: VENDY PROV CCDE: HOVE ORG
CUST REF #: CUST TYPE: CREDI T CARD:
CUST ACCT: FACTS DEPT I D: FACTS BUREAU | D:
PAYMNT HOLD: PAY LAG ACH PRENCTE | ND: ACH PAY FORIVAT:
PPAY TYPE: LAST PAY DATE TIN TYPE: TIN VERI FI ED | ND.
CALENDAR YTD DI SB: TI'N VALI DATI ON DATE:

TAXPAYER | D #: PAYMENT CAT: 1099 VEND: 1099 NAME/ ADDRESS:
OFFSET ELIG BILITY: VENDCR NAME XREF: SEC1:
--  BANK | NFORVATI ON - -

EFT FLAG BANK NAME: BANK NUMB:
ACCT NUMB: BANK ACCT TYPE:

aTy: STATE: ZI P CODE:

CORR BANK: CORR BANK NUMB:
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| nqui ry Tabl es

Inquiry tables are automatically updated by document processing. Direct
entry of data into these tables is not possible. Inquiry tables are used for
reporting and inquiry.

The following is a list of spending inquiry tables. Each will be described in
subsequent pages:

L 4

L B JBR JEE JEE R JER JER JEE JEE JEE JEE JEE JEE JEE 2R JEE 2R JER 2

Check Header Inquiry Table (CHKH)

Document Cross Reference Inquiry Table (DXRF)

EFT Header Inquiry Table (EFTH)

EFT Daily Inquiry Table (EFTL)

Generic Interface Document Cross Reference Table (GIDT)
Invoice Payment VVoucher-Check/EFT Cross Ref. Inquiry Table (IVCH)
Journal Voucher & Standard Journal Inquiry Table (JVLT)
Orders Header Inquiry Table (OBLH)

Purchase Order Accounting Line Inquiry Table (OBLL)
Voucher Header Inquiry Table (PVHT)

Voucher Line Inquiry Table (PVLT)

Requisition Header Inquiry Table (REQH)

Requisition Line Inquiry Table (REQL)

Document Suspense File Table (SUSF)

Travel Interface Document Inquiry Table (TIDT)

Travel Order Header Inquiry Table (TOHT)

Travel Order Line Inquiry Table (TOLT)

Treasury Schedule Control Header Table (TSCH)
Treasury Schedule Control Line Inquiry Table (TSCL)
Travel Voucher Header Inquiry Table (TVHT)
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€ Travel Voucher Accounting Line Inquiry Table (TVAT)
€ Vendor Cross Reference Table (VCXT)

€ Payment Voucher Line-Disbursement Document Cross Reference Table
(VXDD)

€ Vendor Document Cross Reference Table (VXRF)
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Check Header

| nqui ry Tabl e ( CHKH)

The Check Header Inquiry Table (CHKH) displays information about checks
that have been generated.

Below is an example of the CHKH table.

ACTION: S TABLEID: CHKH USERI D FRED
*** CHECK HEADER | NQUI RY TABLE ***

KEY | S CHECK NUM D. O

01-

02-

CHECK NUM
FI SC YR
PAYEE:
AMOUNT:
PAYEE NAME:
PAYEE ADDRESS LI

NE 1
PAYEE ADDRESS LI NE 2:
3.

PAYEE ADDRESS LI NE

CHECK NUM
FI SC YR
PAYEE:
AMOUNT:
PAYEE NAME:
PAYEE ADDRESS LI

NE 1:
PAYEE ADDRESS LI NE 2:
NE 3

PAYEE ADDRESS LI

SCHD CAT:

SCHD CAT:

D O:

SCHD TYPE:
CHECK DATE:

DQO:

SCHD TYPE:
CHECK DATE:

OFFSET | NDI CATCR:
AGENCY SCHEDULE NO
CANCELED | ND:
MANUAL CHECK | ND:

CFFSET | NDI CATOR
AGENCY SCHEDULE NO
CANCELED | ND:
MANUAL CHECK | NDx
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Check Header

conti nued

| nquiry Tabl e (CHKH),

The table below provides a description of fields on the Check Header Inquiry

Table (CHKH):

Field Definition Updat ed By

CHECK NUM Check nunber. Treasury

(Key) Reconci l i ation

process

D. O (Key) Code nunber of the Treasury Treasury
di sbursing office that Reconci l i ation
generated the check. process

FI SC YR Fi scal year to which the check Treasury
bel ongs. Reconci liation

process

SCHD CAT Schedul e category associ ated Treasury
with the schedul e on which this Reconci l i ation
check was pai d. process

SCHD TYPE Schedul e type associated with Treasury
the schedul e on which this Reconci l i ation
check was pai d. process

AGENCY Schedul e nunber for this check. Treasury

SCHEDULE NO This field is used only if Reconci l i ation
Treasury printed this check. process

PAYEE Code nunber of the Treasury
per son/ vendor to whom paynent Reconci liation
was nade. process

CHECK DATE Date printed if this check was Treasury
printed by your agency. The Reconci l i ation
acconpl i shed date if Treasury process
printed this check.

CANCELED | ND I ndi cat or describing the . Treasury
cancel l ation nmethod for a Reconci liation
cancel ed check. process
R Repl acenent . The Check/ EFT
C Rei ssue Cancel | ati on
X Del eti on Document ( CX)

AMOUNT Dol | ar amount of the check. Treasury

Reconci liation
process

MANUAL CHECK If this check was issued Treasury

I ND manual |y, this indicator wll Reconci l i ation
be set to Y. Oherwise, it wll process
be blank. This field applies
only to agencies that print
their own checks.

Spendi ng Tabl es: Fi nal

Cct ober 2001

ARS FFI S-Spendi ng




Check Header I nquiry Table (CHKH),

conti nued
Field Definition Updat ed By
PAYEE NAME Narme of the vendor to whom Treasury
paynment was nade. Reconci liation
process
PAYEE ADDRESS Address of the payee. Treasury
LINE 1, 2, 3 Reconci liation
process
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Docunment Cross- Reference Inquiry
Tabl e ( DXRF)

The Document Cross-Reference Inquiry Table (DXRF) displays the activity of
all documents associated with a specific document.

Below is an example of the DXRF table.

ACTION. R TABLEID. DXRF USERID. FRED

*** DOCUMENT CROSS REFERENCE | NQUI RY TABLE ***

KEY IS TRANS CODE, TRANS NUMBER, F/ B/ A, REF TRANS | D, ACCEPT DATE, DOC ACTI ON

TRANS CCDE: MD TRANS NUMBER 26205LS0001 DOC TOTAL: 25, 000. 00
QUTST AM: 0. 00
ACCEPT  DOC
F/ B A REF TRANS I D DATE ACT VENDOR AMOUNT
01- B RQ 26205RQ001 05 01 01 E 382843386 A 25, 000. 00
LAST BATCH NUVBER CLEAR NG ACTI ON
02- F PV 26402PV0001 05 01 01 E 382843386 A 24, 500. 00
LAST BATCH NUMBER CLEAR NG ACTI O\
03-
LAST BATCH NUMBER CLEAR NG ACTI O\
04-
LAST BATCH NUMBER CLEAR NG ACTI O\
05-
LAST BATCH NUVBER CLEAR NG ACTI O\
06-
LAST BATCH NUMBER CLEAR NG ACTI O\

03-*L009 HEADER CHANGE
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Docunment Cross-Reference Inquiry Table
(DXRF), continued

DXRF field
descriptions

The table below provides a description of fields on the Document Cross
Reference Inquiry Table (DXRF):

Field Definition Updat ed By
TRANS CODE Two-digit transaction FFI' S docunments with the DOC
(Key) code that identifies XREF TYPE flag in the
t he docunent. Transacti on Category Table
(TCAT) set to Aor R

TRANS Nurmber assigned to the FFI S docunents with the DOC

NUVBER docunent . XREF TYPE flag in the

(Key) Transacti on Category Table

(TCAT) set to Aor R
DOC TOTAL Current total of the FFI' S docunments with the DOC
docurent displayed in XREF TYPE flag in the
t he header. Transacti on Category Table
(TCAT) set to Aor R
QUTST AMT Amount not yet FFI S docunents with the DOC
I'i qui dated by XREF TYPE flag in the
docunents referencing Transacti on Category Table
t he docunent di spl ayed (TCAT) set to Aor R
in the header.

F/ B/ A (Key) F Forward. This FFI'S docunments with the DCOC
docunent is XREF TYPE flag in the
referenced by a Transacti on Category Table
| ater docunent. (TCAT) set to Aor R

B Backward. A
reference was nade
by this document.
A As is. This
docurent did not
have a reference.
REF TRANS Transaction code and FFI S docunments with the DOC
I D (Key) docunent nunber that XREF TYPE flag in the
was used as a Transacti on Category Table
ref erence. (TCAT) set to Aor R
ACCEPT DATE Dat e t he docunent was FFI' S docunents with the DOC
(Key) accepted by FFIS in XREF TYPE flag in the
MVDDYY f or nat . Transacti on Category Table
(TCAT) set to Aor R
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Docunent Cross-Reference Inquiry Table
(DXRF), continued

Field

Definition

Updat ed By

DOC ACT (Key)

E Oiginal entry.

M Modification to an
exi sting document.
X Cancel | ation of an
exi sting docunent.

FFI S documents with
the DOC XREF TYPE
flag in the
Transaction Category
Tabl e (TCAT) set to A
or R

VENDOR Code for the vendor FFI'S docunments with
associated with the the DOC XREF TYPE
docunent . flag in the

Transaction Category
Tabl e (TCAT) set to A
or R

AMOUNT Dol I ar anmount of the FFI'S docunents with

docunent submtted.

the DOC XREF TYPE
flag in the
Transaction Category
Tabl e (TCAT) set to A
or R

LAST BATCH NUMBER

Most recent batch
nunmber that applies to
this docunent.

FFI'S docunents with
the DOC XREF TYPE
flag in the
Transaction Category
Tabl e (TCAT) set to A
or R

CLEARI NG ACTI ON

I ndi cat es whet her or
not the docunent has
been cleared fromthe
open tabl es.

FFI'S docunents w th
the DOC XREF TYPE
flag in the
Transaction Category
Tabl e (TCAT) set to A
or R
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EFT Header Inquiry Table (EFTH)

The EFT Header Inquiry Table (EFTH) displays:

€ Schedule information
€ Payment sequence number
€ Payee’s name and address

€ Amount of the payment for all processed EFT payments

Below is an example of the EFTH table.

ACTION: R TABLEID: EFTH USERI D: CLAL
*** EFT HEADER | NQUI RY TABLE ***
KEY IS FY, SCHEDULE CAT, SCHEDULE TYP, SCHEDULE NO,

EFT NUM D. O
01-
FY: 02 SCHEDULE CAT: A SCHEDULE TYP: M SCHEDULE NO 030220001
EFT NUM 03216167 D.Q: 03 OFFSET | NDI CATCR N
PAYEE: 134924710 4 EFT DATE: 10 16 01 CANCELED IND: N
AMOUNT: 21.76
PAYEE NAME: AT&T
VENDOR BANK NAME: VEELLS FARGO ABA NUMBER 99999999 9
Cl TY/ STATE: DENVER co ACCOUNT TYPE: C

ACCOUNT NUMBER 9999999999

CORR BANK NAME: CORR ABA NUMB:

Spendi ng Tabl es: Fi nal Cct ober 2001
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EFT Header
conti nued

| nqui ry Table (EFTH),

The table below provides a description of fields on the EFT Header Inquiry

Table (EFTH):

Field Definition Updat ed By
FY (Key) Fi scal year of the schedule on Treasury
whi ch this EFT paynent was Reconci liation
i ssued. process
SCHEDULE Schedul e category of the Treasury
CAT (Key) schedul e on which this EFT Reconci liation
paynent was i ssued. process
SCHEDULE Schedul e type of the schedul e Treasury
TYP (Key) on which this EFT paynent was Reconci liation
i ssued. process
SCHEDULE NO Schedul e nunber of the schedul e Treasury
(Key) on which this EFT paynent was Reconci liation
made. process
EFT NUM Payment sequence nunber of the Treasury
(Key) schedul e on which this EFT Reconci liation
paynment was nade. process
D. O (Key) Code nunber of the Treasury Treasury
di sbursing office that Reconci liation
generated the paynent. process
OFFSET
| NDI CATOR
PAYEE Code nunber of the Treasury
per son/ vendor to whom paynent Reconci liation
was made. process
EFT DATE Acconpl i shed date for the EFT Treasury
paynent . Reconci liation
process
CANCELED If this paynment was cancel ed, . Treasury
I ND this indicator describes the Reconciliation
cancel [ ati on net hod. process
- Check/ EFT
Cancel | ati on
Document ( CX)
AMOUNT Dol | ar anount of the paynent. Treasury
Reconciliation
process
PAYEE NAME Name of the vendor to whom Treasury
paynment was nade. Reconci liation
process
VENDOR BANK Nane of the bank through which Treasury
NAME the EFT payment was issued. Reconci | i ation

process
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EFT Header

| nqui ry Table (EFTH),

conti nued
Field Definition Updat ed By
ABA NUMBER ABA or RTN number (including Treasury

check digit) of the bank
t hrough whi ch paynent was
nmade.

Reconci liation
process

Cl TY/ STATE City and state of the Treasury
reci pi ent bank. Reconci liation
process
ACCOUNT Type of account to which Treasury
TYPE paynent was nade (checking or Reconci liation
savi ngs) . process
ACCOUNT Account nunber to which the Treasury
NUMBER paynent was nade. Reconci liation
process
CORR BANK I f the vendor bank does not Treasury
NAME accept wire transfers, an Reconci li ati on
i nternedi ate (correspondent process
bank) may be specified to be
the internedi ate recipient of
the paynment. This is the nane
of the intermediate bank
CORR ABA ABA nunber (including check Treasury
NUMB digit) of the corresponding Reconci liation

bank. Required if CORR BANK
NAME is entered.

process
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EFT Detail Inquiry Table (EFTL)

Pur pose The EFT Detail Inquiry Table (EFTL) displays accounting information by line
for payment vouchers disbursed via EFT.

Exanpl e Below is an example of the EFTL table.
screen

ACTION: R TABLEID: EFTL USERI D FV10
*** EFT DETAIL | NQUI RY TABLE ***
KEY IS FY, SCHEDULE CAT, SCHEDULE TYPE, SCHEDULE NUMBER, EFT NUMBER,
DI SBURSI NG CFFI CE, PAYMENT VOUCHER TC, PAYMENT VOUCHER NUMBER, PAYMENT
VQUCHER ADV NUMB, PAYMENT VOUCHER LI NE, REC TYP

FY: 98 SCHEDULE CAT: A SCHEDULE TYPE: M SCHEDULE NUMBER 119820001

EFT NUMBER 00000001 DI SBURSI NG CFFI CE: 03
EFT AMOUNT: 47. 20 EFT DATE: 10 16 97
-------- PAYMENT VOUCHER-------- REC
TC NUMBER ADV NUMB LINE TYP AMOUNT
01- UV 840065P0089 001 P 47.20
02-
03-
04-
05-
06-
07-
08-
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EFT Det ai |
conti nued

| nquiry Table (EFTL),

The table below provides a description of the field on the EFT Detail Inquiry

Table (EFTL):

Field Definition Updat ed By
FY (Key) Fiscal year of the schedule on Treasury
whi ch this EFT paynent was Reconciliation
i ssued. process
SCHEDULE CAT Schedul e category of the Treasury
(Key) schedul e on which this EFT Reconciliation
paynent was issued. process
SCHEDULE Schedul e type of the schedul e Treasury
TYPE (Key) on which this EFT paynent was Reconciliation
i ssued. process
SCHEDULE Schedul e nunber of the schedul e Treasury

NUVBER ( Key)

on which this EFT paynent was
made

Reconciliation
process

EFT NUMBER Payment sequence nunber of the Treasury
(Key) EFT paynment on the schedul e on Reconci l i ation
which it was issued. process
DI SBURSI NG Code nunber of the Treasury Treasury
OFFI CE (Key) Di sbursing O fice that Reconciliation
generated the paynent. process
EFT AMOUNT Total dollar amount of the EFT Treasury
paynent . Reconci l i ation
process
EFT DATE Date that the EFT paynment was Treasury
gener at ed. Reconciliation
process
PAYMENT Transaction code associ at ed Treasury
VOUCHER TC with this paynent voucher. Reconci l i ation
(Key) process
PAYMENT Uni que nunber assigned to this Treasury
VOUCHER payment voucher. Reconci l i ation
NUMBER (Key) process
PAYMENT Applies to Travel Order Treasury
VOUCHER ADV transactions only. The nunber Reconciliation
NUMB ( Key) fromthe Travel Order docunent process
that identifies the advance
This is used to reference an
accounting distribution.
PAYMENT Payment voucher |ine nunber. Treasury

VOUCHER LI NE
(Key)

Reconciliation
process

Spendi ng Tabl es: Fi nal Cct ober 2001
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EFT Detail |Inquiry Table (EFTL),
conti nued
Field Definition Updat ed By
REC TYP Record type of the voucher line. Treasury
(Key) =] Paynent Reconci l i ation
C O edit process
D Di scount Taken (Spend)
M Di scount Taken (Meno)
L Di scount Lost (MenD)
| I nt erest
X Penal ty
AMOUNT Dol I ar amount of this payment Treasury

voucher |ine.

Reconci liation
process

Spendi ng Tabl es: Fi nal Cct ober 2001
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ARS FFI S—Spendi ng

Generic Interface Docunent Cross-
Ref erence Table (d DT)

The Generic Interface Document Cross-Reference Table (GIDT) contains
information linking an interface transaction to an FFIS document (excluding
travel). Data is entered via the interface.

Below is an example of the GIDT table.

ACTION:. R TABLEID: G DT USERI D. FV10
GENERI C | NTERFACE DOCUMENT CROSS- REFERENCE TABLE
KEY IS AGENCY, FEEDER SYSTEM I D, KEY1, KEY2, KEY3, KEY4

ACGENCY: 03 FEEDER SYSTEM | D: PRCH
01-
KEY1: 43029590041
KEY2: Last Payment Nunber
KEY3:
KEY4:
VENDCOR CCDE: 123456789 A
FFI'S DOCUMENT: VD 90051101001 FFI'S DOCUMENT LI NE NUMBER 001
02-
KEY1: 43029590041
KEY2: 02
KEY3: 02
KEY4:
VENDOR CODE: 234567890 A
FFI'S DOCUMENT: GD 90051101001 FFI'S DOCUMENT LI NE NUMBER 002
Spendi ng Tabl es: Fi nal Cct ober 2001 207
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| nvoi ce- Paynment Voucher - Check/ EFT
Cross-Ref. Inquiry Table (1VCH)

The Invoice—Payment Voucher—Check/EFT Cross-Ref Inquiry Table (IVCH)
displays:

€ Information that links the vendor invoice to the voucher lines

€ Associated check or payment number

€ Vendor invoice amount and date

€ Check or payment number and date

Below is an example of the IVCH table.

ACTION: R TABLEID: | VCH USERI D FV11
*** |NVA CE - PAYMENT VOUCHER - CHECK/ EFT CROSS REF | NQUI RY TABLE ***
KEY |'S VENDOR CCDE, | NvO CE NUMBER, | NvVO CE DATE, TC, NUMBER
TRAVEL ADV NUMB, LN, DI'S CFFC, FISC YR, SCHD CAT, SCHD TYPE,
SCHD NUMBER, NUMBER

VENDCR CODE: 931234758 A | NVAO CE NUMBER 2559 INVO CE DATE: 11 03 98
VQUCHER DATA SCHEDULE DATA
TRAVEL DSB FISC SCGHD SCGD SCHD
TC  NUMBER ADV NUMB LN OFFC YR CAT TYP NUVBER
01- VA 82721102701 001 03
NUMBER: 82927807 DATE: 12 02 98 CAN IND: N AMI PD: 5, 208. 22
02- VA 82721102701 002 03
NUMBER 82927807 DATE: 12 02 98 CAN IND: N AMI PD: 1, 906. 67
03- VA 82721102701 003 03
NUMBER 82927807 DATE: 12 02 98 CAN IND N AMI PD: 341.19
04-
NUMBER: DATE: CAN | ND: AMI PD:
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| nvoi ce- Paynent Voucher- Check/ EFT

Cr oss- Ref .

conti nued

| nquiry Table (1VCH),

The table below provides a description of fields on the Invoice — Payment
Voucher — Check/EFT Cross Reference Inquiry Table (IVCH):

Field Definition Updat ed By
VENDOR El even-digit - Aut omat ed Check Posting process
CCDE ( Key) vendor code for T R iati
the invoi ce. - Treasury Reconciliation process
- Manual Check Docunent (M)
- Check/ EFT Cancel | ati on Document
(CX)
I N\VO CE Nunber of the - Aut omat ed Check Posting process
NUVBER i nvoi ce. S
(Key) - Treasury Reconciliation process
- Manual Check Docunent (M)
- Check/ EFT Cancel | ati on Docunent
(CX)
I N\VO CE Date of the - Aut omat ed Check Posting process
DATE (Key) Lhvorce. - Treasury Reconciliation process
- Manual Check Document (M)
- Check/ EFT Cancel | ati on Document
(CX)
VOUCHER TC Transaction code - Aut omat ed Check Posting process
(Key) of the voucher. S
- Treasury Reconciliation process
- Manual Check Document (M)
- Check/ EFT Cancel | ati on Docunent
(CX)
VOUCHER Document nunber of - Aut omat ed Check Posting process
NUMBER the voucher. S
(Key) - Treasury Reconciliation process
- Manual Check Docunent (M)
- Check/ EFT Cancel | ati on Documnent
(CX)
VOUCHER Applies to Travel - Aut omat ed Check Posting process
TRAVEL ADV Grder transactions - Treasury Reconciliation process
NUMB ( Key) only. The nunber ury Hiratd P

fromthe Trave
Order docunent
that identifies
the advance. This
is used to
reference an
accounting

di stribution.

- Manual Check Document (M)
- Check/ EFT Cancel | ati on Documnent

(S
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| nvoi ce- Paynent Voucher- Check/ EFT
Cross-Ref. Inquiry Table (IVCH),

conti nued
Field Definition Updat ed By
VOUCHER LN |_| ne nunber Of the Aut omat ed Check Posti ng
(Key) voucher . process
- Treasury Reconciliation
process
- Manual Check Docurent (M)
- Check/ EFT Cancel |l ation
Docunent (CX)
SCHEDULE DI SB COde nunber Of the Aut omat ed Check Posti ng
COFFC (Key) Tr easury process

di shursing office

that issued the - Treasury Reconciliation

check process
- Manual Check Docunent (M)
- Check/ EFT Cancel |l ation
Docunent (CX)
SCHEDULE FI SC SChedUI e f| Scal . Aut omat ed Check Posti ng
YR ( Key) year associ ated process
with this EFT iat
paynent. This - Treasury Reconciliation
field will be process
blank if this - Manual Check Docunent (M)

IVCH record is

- Check/ EFT Cancel |l ation
for a check

Docunent (CX)

paynent .
SCHD CAT, Schedul e - Aut omat ed Check Posti ng
SCHD TYP, category, type, process
SCHD NUMBER and numnber S
(Key) associ ated with - Treasury Reconciliation
this EFT paynent. process
These fields wll - Manual Check Docunent (M)

be blank if this
IVCH record is
for a check

- Check/ EFT Cancel |l ation
Docunent (CX)

payment .
NUMBER ( Key) Check number or - Aut omat ed Check Posti ng
EFT paynent process

sequence nunber. L
- Treasury Reconciliation

process
- Manual Check Document (M)

- Check/ EFT Cancel |l ation
Docunent ( CX)
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DATE

Dat e t he check

was printed or

EFT paynent was
processed

- Aut onmat ed Check Posting

process

- Treasury Reconciliation

process

- Manual Check Docunent (M)
- Check/ EFT Cancel |l ation

Document ( CX)

Spendi ng Tabl es: Fi nal Cct ober 2001
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| nvoi ce- Paynent Voucher- Check/ EFT

Cross-Ref. Inquiry Table (IVCH),
conti nued

Field Definition Updat ed By
CAN | ND Thi s indicator

set to:

Y if this check
was cancel ed

X if this check
was cancel ed and
del et ed

R if this check
was cancel ed and

- Aut omat ed Check Posting

process

- Treasury Reconciliation

process

- Manual Check Document (M)
- Check/ EFT Cancel | ation

Docunent (CX)

repl aced
O herwise, it wll
be bl ank.
AMI PD Tot al CheCk Iine . Aut omat ed Check Posti ng
anmount .

process

- Treasury Reconciliation

process

- Manual Check Docunent (M)
- Check/ EFT Cancel | ati on

Docunent (CX)

Spendi ng Tabl es:
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Jour nal Voucher and Standard
Journal I nquiry Table (JVLT)

Pur pose The Journal Voucher and Standard Journal Inquiry Table JVLT) displays
information about accounting adjustments and outstanding month-end
estimates until reversed.

Exanpl e Below is an example of the JVLT table.
screen

ACTION R TABLEID: JVLT USERI D. FRED
*¥** JOURNAL VOUCHER AND STANDARD JCOURNAL | NQUI RY TABLE ***
KEY I'S TRANS CCDE, NUMBER, LI NE
TRANS CCDE / NUMBER YE 26202YE001

LINE: 001 ACCTG PERICD: 01 02 TRANS TYPE: DE  ACCT TYPE

BFYS: 02 FUND: 08 DV: 62 G ACCT:

BUDCET ORG SUB: 6201000 COST ORG SUB: PROGRAM 086201910
BOCT REV SQURCE/ SUB: 2500 EXP/REVIGL/BUD: E JOB: RPTG
CLCSED BFYS: CLOSED FUND:

VENDOR M SCG NAME: M SC VENDCR - GOVERNVENT QUANT: 0.00
SCHD FI SC YR SCHD CAT: SCHD TYPE: SCHD NO

D.O: GQUEST SYMBQL: OBLI G FY:

REF TRAN | D DOC TYP: AGREE #: ADV:
I N\vO CE NO I N\VQ CE DATE: INVA CE LI NE:
AMOUNT: 25,000.00 DEBIT/CREDT: ACC DATE:

DESCRI PTI O\ NEW SCA TREAS NO
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Jour nal Voucher

| nquiry Table (JVLT),

and Standard Jour nal
conti nued

The table below provides a description of fields on the Journal Voucher and
Standard Journal Inquiry Table (JVLT):

Field

Definition

Updat ed By

TRANS CODE / NUMBER ( Key)

Transacti on code
and docunent
nunber t hat
identifies this
record.

Jour nal Voucher
and Standard
Voucher
docunent s

LI NE (Key) Li ne nunmber of the Jour nal Voucher

docurent . and Standard
Voucher
docurent s

ACCTG PERI CD Accounti ng period Jour nal Voucher

of the docunent. and Standard
Voucher
document s

TTYP Transaction type Jour nal Voucher
that describes the and St andard
General Ledger Voucher
postings for this docunent s
l'ine.

AC TP Account type for Journal Voucher
the General Ledger and St andard
account on this Voucher
l'ine. docurent s

BFYS Budget fiscal Jour nal Voucher

years that apply
to this docunent
l'ine.

and Standard
Voucher
docunent s

FUND, DIV, ACCT, BUDGET
ORG SUB, COST ORG SUB,
PROGRAM  BOC/ REV

SOURCE/ SUB,

EXP/ REV/ GL/ BUD, JOB, RPTG

Account i ng
distribution for
this line

Jour nal Voucher
and Standard
Voucher
docunent s

CLCSED BFYS

Budget fisca

years of the
cancel ed
appropriation
referenced by this
l'ine.

Jour nal Voucher
and Standard
Voucher
docunent s

Spendi ng Tabl es: Fi nal
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Orders

Header | nquiry Table (OBLH)

The Orders Header Inquiry Table (OBLH) allows users to obtain information
about outstanding or closed obligations.

Below is an example of the OBLH table.

ACTION. R TABLEID: OBLH USERID. FRED
*** ORDERS HEADER | NQUI RY TABLE ***
KEY | S TRANS CODE, ORDER NUVBER

TRANS CODE:
VENDCOR CODE:
NAME:
COWMENTS:
CONTACT:

I NSP/ ACC DAYS:
NEG PYMI DAYS:
NO CF OPTI ONs:
ALT PAYEE:
CRDERED AM:
CLOSED AM:
ACCRUED AM:
EXPENDED AM:
QUTSTANDI NG AMT:
ACCEPTED AM:
I NVO CED AM:
M SC REF AM:
HOLDBACK AM:

MO ORDER NUMBER: 26205LS0001 DCC TYPE:
382843386 A PO DATE: 10 01 01 TRANS TYPE: 01
HANSSEN APRSL DELI VERY DATE:
40 YR LEASE END DATE:
JOHAN CREW END DATE DESC.
00 BUYER JC COW FLAG SH P TO
00 TEXT TYPE: FCB: SHP VIA
01 PURCH METHCD: EFFECTI VE DATE: 05 01 01
/
25, 000. 00 RELATED GBL:
25,000. 00 CLCSED DATE: 10 01 01
0.00 PRINT PO N LAST PR NT DATE
24, 500. 00 LAST CHG STATUS:
0.00 CONF ORDER N BLANKET #:
0.00 RCVR REQD: N FINAL REC FLAG
0.00 INV REQD: N I NVI TATI ON #:
0.00 CONTRACT #: LS 6205001
0.00 RESP PERSON E. REILY

DI SCONT %/ DAYS: 0.010 / 20 ;

0.000 / 00 ; 0.000 / 00
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Orders Header
conti nued

| nquiry Table (OBLH),

The table below provides a description of fields on the Orders Header Inquiry

Table (OBLH):

Field Definition Updat ed By
TRANS CODE Code that identifies this order Pur chase order
(Key) as a Conmodity Purchase Order docunent

Docunent (PC), a Print Order header s
Docunent (PO), a Service Order
Docunent (SO, a Training Oder
Docunent (TG, a M scell aneous
O der Docurment (MD), or a Work
O der Docunent (VO .
ORDER NUMBER Document nunber assigned to this Pur chase order
(Key) or der. document
header s
DCC TYPE User - defi ned, al pha-nuneric Purchase order
code, except for: docunent
S Special instructions to be header s
i ncl uded on the printed
or der.
B Bl anket agreenent.
VENDOR CCODE Code of the vendor who will Pur chase order
receive this order. documnent
header s
PO DATE Date the purchase order was Pur chase order
ent ered. docurnent
header s
TRANS TYPE Accounting nodel used for this Pur chase order
order. The codes for these docunent
nodel s are defined in the header s
Accounting Entries Definition
Tabl e (ACED).
NAVE Nanme of the vendor that nmatches Purchase order
t he code above. documnent
header s
DELI VERY DATE Date by which the itenms ordered Pur chase order
nmust be delivered. docunent
header s
COVMENTS A description of this order. Pur chase order
document
header s
END DATE Dat e on which the service or Pur chase order
contract of this order will end. docunent
header s
CONTACT Narme of the contact person for Pur chase order
t he vendor. docunent
header s
Spendi ng Tabl es: Fi nal Cct ober 2001 217




Field Definition Updat ed By

END DATE DESC Comment s about the end date. Pur chase order
docunent
header s
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Orders Header

| nquiry Table (OBLH),

conti nued
Field Definition Updat ed By

I NSP/ ACC DAYS Nurmber of inspection and Pur chase order
acceptance days for this docunent headers
order, which represent the
nunber of days wi thin which
any goods recei ved agai nst
this order nust be narked as
accept ed.

BUYER Pur chasi ng buyer responsible Pur chase order
for this order. document headers

COW FLAG I ndi cat or showi ng whet her or Purchase order
not there are commodity docurnent |ines
lines associated with this
order. Y indicates that
there are; blank otherw se.

SH P TO Recei ving | ocation. These Purchase order

codes are defined in the
Shi ppi ng Address Tabl e
(SH P).

docunent headers

NEG PYMI' DAYS

Nunmber of days negoti at ed
for paynent of this order
after an invoice against it
has been received.

Pur chase order
docunent headers

TEXT TYPE

Codes are defined in the
Text Type Table (TXTP). They
point to lines in the Text
Clause Table (CLTX), which
define text to be included
on the printed purchase
order sent to the vendor.

Pur chase order
docunent headers

FOB

Frei ght on board code. This
code is defined in the
Freight On Board Tabl e
(FOBT) .

Pur chase order
docunent headers

SH P VI A

Carrier specified for this
order. These codes are
defined in the Carrier Table
(CARR) .

Pur chase order
docunent headers

NO OF OPTI ONS

Nunber of years for which
this contract can be
renewed.

Pur chase order
docunent headers

PURCH METHCD

Val ues for the purchasing
met hod are user-defined.

Pur chase order
docunent headers

EFFECTI VE DATE

Date is used to deternine
the accounting period for
whi ch this accounting event
was posted. Used for orders
entered for future peri ods.
Usual |y defaults to docunent
dat e.

Pur chase order
docunent headers
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Orders Header

| nquiry Table (OBLH),

conti nued
Field Definition Updat ed By
ALT PAYEE Paynent may be issued on Pur chase order
paynment docunents to either docunent headers
the vendor code or this
al ternate payee, which is also
a valid vendor code
ORDERED AMT Total dollar amount of all the Pur chase order
lines on the order. docunent headers
RELATED GBL Docunent nunber of the GBL Purchase order
that obligated freight-related docunent headers
costs for this order.
CLCSED AMT Total ampbunt of the order that Recei ver and
has been cl osed. This anount payment
is the sumof the closed order docunent s
| i ne anbunts, even if the
expended anpbunt was nore or
| ess than the ordered anount.
CLOSED DATE Date when all accounting |lines Recei ver and
were closed on this order. payment
document s
ACCRUED AMI Total accrued amount of all Recei ver
the lines on this order. document s
PRI NT PO I ndi cat es whether or not to Pur chase order
print a purchase order. docurnent headers
Y To print this order
N To not print this
order.
LAST PRI NT Date that this order was |ast Pur chase order
DATE print ed. print program
EXPENDED AMT Total ampunt expended to date Payment
on this order. document s
LAST CHG I ndi cat es whet her or not the Pur chase order
STATUS order will appear as changed docurent headers
when it is printed. and purchase
C The order will appear order print
as changed. program
A The order will appear Note: If the
as changed only on order is printed
reprints. online with the
. override
Bl ank The order ML|I nzt paraneter set to
appear as changed. Y, then this
field will be
set to spaces
bef ore the order
is printed
QUTSTANDI NG Amount of the order still Cal cul at ed by
AMT unl i qui dated (i.e., not FFI S
cl osed).

ARS FFI S—Spendi ng
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Orders Header

| nqui ry Tabl e (OBLH),

conti nued
Field Definition Updat ed By
CONF ORDER Indicates if the vendor has Pur chase order

received a confirmation order.

docunent headers

BLANKET # Bl anket agreenent that governs Pur chase order
the terms of this order. docunent headers
ACCEPTED Dol | ar amount of all goods Recei ver
AMT recei ved and accepted agai nst docunent s
this order.
RCVR REQD I ndi cates whether or not a Recei ver
recei ver docunent nust be docunent s
submtted for this order before
paynent will be made.
FI NAL REC Applies only to non-commodity Recei ver
FLAG orders. Y indicates that a final docunent s
recei ver docunent was entered for
the order; all goods have been
recei ved
I N\vO CED Total anount of all vendor Vendor | nvoice
AMI i nvoi ces received. docunent s
I NV REQD I ndi cat es whet her or not an Vendor | nvoice
i nvoi ce docunent nust be docunent s
submtted for this order before
paynment will be made.
I NVI TATI ON Bid invitation nunber. Pur chase order
# docunent headers
M SC REF Total anount of an order Paynent documents
AMT referenced by MW | i nes. that reference
the order with a
reference |ine
nunber MM | n
this case, the
paynent docunent
will cause this
field to be
updat ed i nst ead
of the cl osed
amount field.
CONTRACT # The awarded contract nunber. Pur chase order
docunent headers
HOLDBACK The total amount of this order Payment docunent
AMI hel d back for |ater paynent. i nes
RESP PERSON The person to whom questi ons Pur chase order
about the order should be docunent headers
addr essed.
DI SC % DAYS The di scount terms associ ated Pur chase order

with this order.

docunent headers
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Purchase Order Accounting Line
| nqui ry Tabl e (OBLL)

The Purchase Order Accounting Line Inquiry Table (OBLL) displays
accounting information by line for outstanding or closed obligations.

Below is an example of the OBLL table.

ACTION. R TABLEID: OBLL USERI D. FRED

*** PURCHASE ORDER ACCOUNTI NG LI NE | NQUI RY TABLE ***

KEY |'S TRANS CODE, ORDER NUMBER, LINE NO

TRANS CODE: MO ORDER NUMBER 26205LS0001

01- LINE NO 001
DESCR LAND LEASE F2
DIVISION: 62 RPTG
BUD ORG 6205500 /
COsT ORG / JOB:
PROGRAM 016205050 BOC/ SUB: 2500
ASSCC ORDER:
CLCOSED BFYS: CLOSED FUND:
02- LINE NO 002
DESCR LAND LEASE F2
DI VISION: 62 RPTG
BUD ORG 6205010 /
COsT ORG / JOB:
PROGRAM 016205800 BOC/ SUB: 2500
ASSOC ORDER:
CLOSED BFYS: CLGSED FUND:

BFYS: 02 FUND:
LAST CHANGE

PO LI NE AMT:
CLOSED AM:
ACCRUED AMT:
EXPENDED AMT:

HOLDBACK AMT:

QUTSTANDI NG AMT:

BFYS: 02 FUND:
LAST CHANGE

PO LI NE AMT:
CLCSED AM:
ACCRUED AMT:
EXPENDED AM:
HOLDBACK AM:
QUTSTANDI NG AMT:

01
STATUS:
20, 000. 00
20, 000. 00

20, 000. 00
01
STATUS
5, 000. 00
5, 000. 00

4,500. 00
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Purchase Order Accounting Line Inquiry
Tabl e (OBLL), continued

The table below provides a description of fields on the Purchase Order
Accounting Line Inquiry Table (OBLL):

Field Definition Updat ed By
TRANS CODE Code that identifies this Pur chase order
(Key) order as a Commodity Purchase document headers

Order Docunent (PC), a Print
O der Docunent (PO, a
Servi ce Order Docunent (SO,
a Trai ning O der Documnent
(TG, a Mscellaneous Order
Docunent (MO), or a Work
O der Docunent (VO .
ORDER Document nunber of this Pur chase order
NUMBER order. document headers
(Key)
LI NE NO Nunmber of the accounting |ine Pur chase order
(Key) on the order. docunent |ines
BFYS Budget fiscal years under Pur chase order
whi ch this purchase order was docunent |ines
obl i gat ed.
FUND Fund under which this Pur chase order
purchase order was obli gated. docunent |ines
DESCR Description that was entered Pur chase order
on the purchase order. docunent |ines
LAST I ndi cat es whether or not the Pur chase order
CHANGE order will appear as changed docunent |ines and
STATUS when it is printed: Pur chase order print
C The order will appear program
as changed. Note: If the order is
A The order will appear printed online with
as changed only on the override
reprints. paraneter set to Y,
. then this field wll
Bl ank The order Wlh|| nccnjt be set to spaces
appear as changed. before the order is
printed.
DI VI SI ON, Accounting distribution for Pur chase order
BUD ORG this order. docurent |ines
BUD SUB,
COST ORG
PROGRAM
BOC/ SUB,
BOC, JOB
NO, RPTG
PO LI NE Amount of this order line; it Pur chase order
AMT reflects all adjustnent document |ines

actions nmade to the original
anount .
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Purchase Order Accounting Line

| nquiry

Tabl e (OBLL), continued
Field Definition Updat ed By
CLOSED AMT Total anount |iquidated to date. Recei ver and
This anpbunt is set to the paynent
purchase order line |liquidation docunent s
amount, even if the expended
anmount was nore or |less than the
purchase order |ine anpunt.
ACCRUED AMT Accrued anount of this order Recei ver and
l'ine. paynent
docunent s
EXPENDED AMT Total anount expended to date Paynent
(i.e., the total of all payables docunent s

referencing this order line).

ASSOC ORDER Transaction code and docunent Pur chase order
nunber of an order associ ated docurent i nes
with this order.

HOLDBACK AMT Anmount of this order line that Paynent
has been hel d back for |ater docunent s
paynent .

CLCSED BFYS Budget fiscal years of the Pur chase order
cl osed appropriation referenced document |ines
by this purchase order I|ine.

CLOSED FUND Fund of the cl osed appropriation Pur chase order

referenced by this purchase
order line.

docunent |ines

QUTSTANDI NG AMI

Anmount of this order line that
has not been cl osed.

Cal cul at ed by
FFI S
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Voucher Header Inquiry Table (PVHT)

The Voucher Header Inquiry Table (PVHT) allows you to obtain information

about outstanding and closed payment vouchers.

Below is an example of the PVHT table.

ACTION. R TABLEID: PVHT USERID. FRED
*** VOUCHER HEADER | NQUI RY TABLE ***

KEY | S VENDOR CCDE, TRANS CCDE, VOUCHER NO, TRAVEL ADVANCE NUM

01-

VENDCR CODE: CHCHINESE B TRANS CCDE: PV VOUCHER NO 26401580002

NAME: CHI NESE ACADEMY OF SCI ENCE TRAVEL ADVANCE NUM
ADDRESS: | NSTI TUTE OF GEOGRAPHI CAL SCI NO CHECK DI SB FLAG N
© ANDI NGVENWAI - DATUNROAD #3 PROWT PAY TYPE:
: BEIJING CH NA CH 100101
DESCRI PTI ON: FA | ND:
VOQUCHER TYPE: 1 CHECK TYPE: D.O: 03
AGREEMENT # : DI SB RUN NUMBER 00000
SCHD FI SC YR SCHD CAT: T SCHD TYP: M SCHD NO
VOUCHER DATE: 10 01 01 VOUCHER AM: 40, 000. 00
SCHD DATE: 10 01 01 HOLDBACK AM: 0. 00
CLCSED DATE: CLCSED AM: 0.00
PAYMENT CAT: V OFFSET ELIG BILITY: Y OQUTSTANDI NG AM: 40, 000. 00
AGENCY HEAD APRVL: I'N TRANSI T AM: 0. 00
COMMENTS TO PRI NT:
I NTR AGCY SYMBOL: DI RECT DI SB NUMBER
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Voucher
conti nued

Header

| nqui ry Tabl e (PVHT),

The table below provides a description of the field on the Voucher Header
Inquiry Table (PVHT):

Field

Definition

Updat ed By

VENDOR CODE ( Key)

Vendor code or enpl oyee
I D to whom payrment was
i ssued

Paynent
transacti ons

TRANS CODE ( Key)

Code that identifies the
docunent as a Paynent
Voucher docunent.

Payment
transactions

VOUCHER NO ( Key)

Docunment nunber assi gned
to the Paynent Voucher
docunent .

Paynment
transactions

NAME, ADDRESS Vendor's nane and Paynent
addr ess. transactions
TRAVEL ADVANCE Applies to travel order Payment

NUM ( Key)

transactions only. The
nunber of the advance
used to reference an
accounting distribution.

transacti ons

NO CHECK DI SB
FLAG

Y Indicates that this
paynent is a
di sbursenent that wll
not have a check
associated with it.

N Indicates that this
paynent is a
di sbursenent that wll
have a check

Paynment
transacti ons

PROVWPT PAY TYPE

Pronmpt pay type
associated with this
paynent if it is subject
to pronpt paynent.

Paynent
transacti ons

DESCRI PTI ON Description of this Paynent
transacti on. transactions
FA 1 ND Y This paynent is for a Paynent

fixed asset.

N This payment is not
for a fixed asset.

transactions

VOUCHER TYPE

Values for this field are
user -def i ned.

Payment
transactions
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Voucher Header Inquiry Table (PVHT),
conti nued

Field Definition Updat ed By

CHECK TYPE H Thi s check should Payment transactions
not be mailed, but
will be picked up
by the payee.

C Thi s paynent wll
contain a coment
card.

S This check will be
hel d for additiona
stuffing.

B This check will be
bot h pi cked up and
stuffed.

Bl ank This check can be
mailed after it has
been printed.

D. O Di sbursing office code Payment transactions
for this paynent.
AGREEMENT # If this paynent Payment transactions

represents a refund of
nmoney col | ect ed agai nst a
billable agreenment, this
agreenent nunber (al ong
with the payee code)
links the paynment to the
appropriate custoner

agr eenent .

DI SB RUN NUMBER Set by voucher sel ection Di sbursenments process
and is used by the
Account s Payabl e and

Aut omat ed Di sbursenents
subsystens to detern ne
if a given voucher has
been sel ected for
paynent. This field is
al ways zero if the check
printing disbursenments
nodel is not being used.

SCHD FI SC YR If the Schedul e Category Payment transactions
is M(manual SF-1166),
this field indicates the
fiscal year associated
with the Treasury
schedule. This field is
used by organi zati ons
that are Treasury-

di sbursed
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Voucher Header

| nqui ry Tabl e (PVHT),

conti nued
Field Definition Updat ed By
SCHD CAT I ndi cates the nethod of Payrent
di sbursenent used for transactions
thi s paynent.
T Treasury check tape
M Manual SF-1166
A ACH paynent tape
S TFCS SF-1166
SCHD TYP T Transportation paynents Payment
to common carriers. transacti ons
M Al other paynents.
SCHD NO I f the Schedul e Category Payment
is M this is the transactions
agency's identification
nunber for the manual SF-
1166 in which this
payable is |isted.
VOUCHER DATE Date this docunent was Payment
accepted by the system transactions
VOUCHER AMI Total dollar ampount of Payment
all lines in the transactions
docunent .
SCHD DATE Dat e when this voucher is Payment
schedul ed to be paid. transacti ons
HOLDBACK AMI Anmount of the voucher Payment
t hat has been hel d back transacti ons
for later paynent.
CLCSED DATE Date in which the voucher Di sbur senment s
was cl osed. process
CLCSED AMT Total anount cleared so . Di sbursenent s
far in this voucher process
docunent. This anbunt is
reversed if a check ' Check{FFT_
cancel lation to reinstate Cancel | ati on
the payment voucher is Docurent  (CX)
processed.
QUTSTANDI NG AMT Amount of the voucher . Di sbursenents
that has not been cl eared process
by aut omat ed
di sbursenments or direct : EQECK{FFT.
di sbursements. This is Donce ?t'g;
t he voucher anobunt m nus cument (CX)
t he voucher- cl osed
amount .
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Voucher Header

| nqui ry Tabl e (PVHT),

conti nued
Field Definition Updat ed By
ACGENCY HEAD APRVL Y  The voucher was Paynent

schedul ed ei ght or
nmore days in advance
of the pronpt pay
schedul e date and the
agency head approved
the early paynent.

N  The agency head did
not approve the early
payment .

Bl ank Not an early

paynent .

transacti ons

IN TRANSI T AMT

For Treasury-di sbursing
organi zations, the anount
submtted to Treasury for
paynent, but not yet
confirmed by Treasury as
paid. If disbursenent was
manual , this was supplied
when the payabl e
transacti on was entered.

I f disbursenent was

aut onat ed, the automated
di sbursement process
supplied this.

This anpbunt is updated if
a check cancel l ation for
repl acenent is processed

- Di sbursenent s
process

- Manual Schedul e
paynment
transactions

- Check/ EFT
Cancel | ation
Docunent ( CX)

COMMENTS TO PRI NT

Comments that will appear
in the face of Treasury-
di sbursed checks or in
the check stub of agency
printed checks.

Payment
transacti ons

I NTR AGCY SYMBOL

Applies to direct

di shursenents only. If
paynent was nade to

anot her gover nnent

agency, this is
Treasury's identification
nunmber of the outside
agency.

Direct
D sbur senent
Docunent ( DD)

DI RECT DI SB
NUMBER

If this voucher was paid
by a direct disbursenent,
the transaction ID of the
Direct Disbursenent
Docunent (DD) that
recorded the paynent.

Direct
Di sbur senent
Docunent (DD)
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Voucher Line Inquiry Table (PVLT)

The Voucher Line Inquiry Table (PVLT) displays accounting information by
line for outstanding and closed payment vouchers.

Below is an example of the PVLT table.

ACTION. R TABLEID. PVLT USERI D. FRED

*** MOUCHER LI NE | NQUI RY TABLE ***
KEY |'S VENDOR CODE, TRANS CODE, VOUCHER NO, TRAVEL ADVANCE NUMBER, LINE NUMBER

VENDOR CCDE: CHCHINESE B TRANS CODE: PV VOUCHER NO 26401580002
TRAVEL ADVANCE NUMBER:
01-
LI NE NUMBER 001  VENDOR I NV: VENDCR | NV LI NE #:
I NV DATE: LOG DATE: ACCP/ DEL DATE:
BFY: 02 FUND: 01 TRANS TYPE: 01  ADV:
DI VISION 64 PROGRAM 016401915 LI NE AMT: 40, 000. 00
BUD ORG SUB: 6401100 RPTG CLCSED AMT: 0. 00
COST ORJ SUB: JOB: DI SB AMT: 0. 00
REV SRC/ SUB: BOC/ SUB: 4500 OT I N TRANSI T AM: 0. 00
CLCOSED BFYS: CLOSED FUND:
REF DOC NO ML 26401580001 REF DOC LI NE: 001
RELATED GBL: OVERRI DE ACCT: OVER COFFSET ACCT:
PROWPT PAY: N | NTEREST REASON CCDE: LI NE TYPE
DI SCOUNT % 0. 000 DI SCOUNT DAYS: 00 DI SC LOST RSN CODE:
DESCRI PTI O\ qQry: 0.00
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Voucher Line Inquiry Table (PVLT),

conti nued

The table below provides a description of fields on the Voucher Line Inquiry

Table (PVLT):

Field Definition Updat ed By
VENDOR CODE ( Key) Vendor code or enployee ID Paynent
of who was paid. transactions
TRANS CODE ( Key) Code that identifies the Paynent

document as a Payment
Voucher Docunent (PV).

transacti ons

VOUCHER NO ( Key)

Document numnber assigned to
t he Paynment Voucher
docunent .

Payment
transacti ons

TRAVEL ADVANCE
NUMBER ( Key)

Applies to travel order
transactions only. The
nunber of the advance, used
to reference an accounting
di stribution

Paynent
transactions

LI NE NUMBER ( Key)

Number of the accounting
line in the Paynent Voucher
docunent .

Payment
transactions

VENDCOR | NV, VENDOR
INV LINE #, |NV
DATE

Information fromthe invoice
recei ved fromthe vendor.

Paynent
transacti ons

LOG DATE

Oficial receipt date of the
vendor invoice, as used in
pronpt pay cal culations. It
may have either been entered
in the paynent document or
inferred from Docunent
Tracking, the vendor invoice
date, or transaction date.

Paynent
transactions

ACCP/ DEL DATE

Dat e when t he goods being
paid for were accepted or
del i ver ed.

Paynent
transacti ons

BFY, FUND,

DI VI SI ON, PROGRAM
BUD ORG SUB, RPTG,
COST ORGE SuB, JOB,
REV SRC/ SUB,

BOC/ SUB

Accounting distribution for
this transaction

Payment
transacti ons
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Voucher Line Inquiry Table (PVLT),
conti nued

Field Definition Updat ed By

TRANS TYPE Accounting nodel used for this Payment

paynent. The codes for these nodels transactions
are defined in the Accounting
Entries Definition Table (ACED)

ADV A If this line is a refund of Payment
noni es advanced agai nst a transactions
cust oner agreenent.

N If this lineis not a refund of
noni es advanced agai nst a
custoner agreenent.

LI NE AMT Anmount of the payment for this line. Paynent

transactions

CLOSED AMI Total ampunt cleared so far in this . Di shur senent

line. This amount is reversed if a S process
check cancellation to reinstate the
payment voucher is processed. - Payment
transacti ons
- Check/ EFT
Cancel | ation
Docunent
(CX)
DI SB AMT Amount paid so far in this line. . Di sbur senent
This is the total of all direct S process
di sbursenents and aut omat ed
di sbursenent transactions agai nst - Manua
this line. Schedul e
payment
transactions
- Check/ EFT
Cancel | ati on
Docunent
(CX)
IN TRANSI T For Treasury-disbursing . Di sbur senent
AMI organi zati ons, the ampunt submitted s process
to Treasury for paynent, but not yet
confirnmed by Treasury as paid. If - Manua
di sbursement was manual, this was Schedul e
suppl i ed when the payabl e payment
transaction was entered. If transactions
di sbursement was automated, the - Check/ EFT
aut omat ed di shursenent process Cancel | ation
supplied this. Docunent
This anount is updated if a check (CX)
cancel l ation for replacenent is
processed.
CLCSED BFYS Budget fiscal years of the cancel ed Payment
appropriation referenced by this transactions
docunent .
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Voucher Line Inquiry Table (PVLT),

conti nued

Field

Definition

Updat ed By

CLOSED FUND

Fund synbol of the cancel ed
appropriation referenced by
t hi s docunent.

Paynent
transacti ons

REF DOC NO, REF

Transaction code, docunent

Paynment

DOC LI NE nunber, and |ine nunber of a transacti ons
prior document recording a
comm tnent, obligation, or
receipt.

RELATED GBL ol i gation nunber of the Paynent

docunent that was used to
obligate for freight charges
related to this paynent
voucher Iine.

transactions

OVERRI DE ACCT

Override account code that
was used to post the Cenera
Ledger. This account
overrides the account in the
Accounting Entries Table
(ACED) .

Paynent
transacti ons

OVER OFFSET ACCT

Code of the General Ledger
account used in the offset
entry, when an override to
the default in the
Accounting Entries Table
(ACED) was specified in the
Default Val ues Table (DVAL).

Paynment
transactions

PROWT PAY

Used to override pronpt
paynent regulations for this
payrment line. If N, pronpt
paynent regul ations will not
be invoked. |f Blank or Y,
pronpt paynment regul ations
wi |l be invoked

Payment
transacti ons

| NTEREST REASON
CODE

I nterest reason code. These
codes are defined in the
I nterest Reason Code Tabl e

Paynment
transactions

(I RCT).
LI NE TYPE H Hol dback Ii ne. Paynent
I Manual |y entered transactions
interest line.
P Manual |y ent ered
penalty line
N or Bl ank Nor mal paynent
l'ine.
(0] Oned to enpl oyee
l'ine.
DI SCOUNT % Di scount percent of the best Paynent

di scount terns available. It
reflects the discount
whet her taken or |ost.

transacti ons
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Voucher Line Inquiry Table (PVLT),

conti nued
Field Definition Updat ed By
DI SCOUNT DAYS Di scount days of the best Paynent

di scount terns available. It
reflects the di scount
whet her taken or |ost.

transacti ons

DI SC LOST RSN

Di scount | ost reason code

Paynment

CCDE appl i ed when an avail abl e transactions
di scount was not taken.

DESCRI PTI ON Description of this Paynent
transacti on. transacti ons

Qry Quantity of goods being paid Paynent

for.

transacti ons
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Requi si tion Header

(REQH)

| nqui ry Tabl e

The Requisition Header Inquiry Table (REQH) displays accounting
information about open and recently closed requisitions, such as vendor and

delivery date.

Below is an example of the REQH Table screen.

ACTION R TABLEI D: REQH USERI D:  FRED

*** REQUI SI TI ON HEADER | NQUI RY TABLE ***

KEY 1S TRANS CCDE, REQ NO

TRANS CCDE: RQ
TRANS TYPE: 01 DOC TYPE:

VENDOR CCDE: 521550631 H
NAVE: FEDERAL DATA SYS./ SYLVEST
ADDRESS: 77501 GREENWAY CTR DR
SUl TE 1000
GREENBELT MD20770
CONTACT:
PHONE: 301- 555- 5555

COMMVENTS:
LAST PRI NT DATE:
LAST CHG STATUS:
TOTAL COW LI NES: 000
BLANKET #:

REQ NO 23K06400003 PRICRITY: 99 DATE: 10 01 01

BUYER:

REQUESTED BY:
PHONE:

REQD DEL DATE:
DEL BLDG RM
RESP PERS:
VHSE CCDE:

LI QUI DATI NG TYPE: O

REQ AMOUNT: 1, 000. 00
CLOSED AMOUNT: 801. 00
CLOSED DATE:
PRINT RQ N

FI NAL COW LI NES: 000

Spendi ng Tabl es: Fi nal Cct ober 2001

ARS FFI S-Spendi ng




REQH field
descriptions

ARS FFI S—Spendi ng

Requi siti on Header
conti nued

(REQH) ,

| nquiry Tabl e

The table below provides a description of fields on the Requisition Header
Inquiry Table (REQH):

Field Definition Updat ed By
TRANS CODE Code that identifies this Requi sition
(Key) requisition either as one that docunent

i ncl uded commodity lines (RX) or header s
one that did not include comodity
lines (RQ.
REQ NO Document nunber assigned to this Requi sition
(Key) requisition. docunent
header s
PRIORI TY Priority assigned to this Requi sition
requisition. docunent
header s
DATE Date the requisition was entered. Requi sition
docunent
header s
TRANS TYPE Accounting nodel used for this Requi sition
order. The codes for these nodels documnent
are defined in the Accounting header s
Entries Definition Table (ACED).
DOC TYPE Docunent type. Requi si tion
docunent
header s
BUYER Code of the buyer responsible for Requi sition
the requisition. document
header s
VENDOR CCDE Code of the vendor who will receive Requi sition
this requisition. docunent
header s
NAME, | nformati on about the vendor that Requi sition
ADDRESS, mat ches the code above. document
CONTACT, header s
PHONE,
REQUESTED Person naki ng the request for these Requi sition
BY goods or services. documnent
header s
PHONE Request or' s phone nunber. Requi sition
docunent
header s
REQD DEL Date by which the goods Requi sition
DATE requi sitioned nust be delivered to documnent
the requesting departnent (MVDDYY). header s
Spendi ng Tabl es: Fi nal Cct ober 2001 243




Field Definition Updat ed By

DEL BLDG RM Bui | di ng and roomto which the Requi sition
goods are to be delivered. docunent
header s
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Requi sition Header

| nqui ry Tabl e

(REQH), continued
Field Definition Updat ed By
RESP PERS Person to whom questions about the Requi sition
requi sition should be addressed. docurment
header s
VWHSE CODE Identifies the warehouse to which Requi sition
the itenms requisitioned should be docunent
shi pped. header s
LI QUI DATI NG Type of docunent that referenced Pur chase
TYPE this requisition. or der
) ) receiver, or
O ol igation paynent
A Accr ual document s
E Expendi ture
REQ AMOUNT Current amount of this requisition. Requi sition
It reflects all adjustnment actions docurment
made on the original anmount. header s
COVWMENTS Conmment s associated with the Requi sition
conmi t ment . docunent
header s
CLOSED AMI Current ampunt closed against this Pur chase
requisition. This anount is the or der
total requisition |iquidated receiver, or
amount, even if the ordered anount payment
was nore or |less than the closed document s
anount .
LAST PRI NT Date that this requisition was | ast Requi sition
DATE print ed. print program
CLCSED DATE Date when all accounting |ines Pur chase
associated with this requisition order
was cl osed. recei ver, or
paynent
docurent s
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| nqui ry Tabl e

(REQH), continued
Field Definition Updat ed By
LAST CHG I ndi cates whether or not the - Requi si tion
STATUS requisition will appear as changed docunent
when it is printed: header s
C The requisition will appear . Requi si tion
as changed. print program
A The requisition wll appear Note: |f the
as changed only on reprints. requisition is
Bl ank The requisition will not \F/)mr; Ettegeonl i ne
appear as changed. override
paraneter set
toY, then this
field will be
set to spaces
before the
requisition is
printed.
PRI NT RQ I ndi cates whether or not to print - Requi si tion
this requisition. docunent
. . L header
Y To print this requisition.
N To not print this ' Re_quitsition
requisition. print program
TOTAL COW Nurmber of commodity |ines on the Requi sition
LI NES requisition. document |ines
FI NAL COwW Nurmber of commodity lines that have Recei ver
LI NES been narked cleared as a result of docunent s
final receipt and acceptance of
goods.
BLANKET # Bl anket agreement between the Requi sition
institution and the vendor that docunent
governs the ternms of this header s
requisition.
246 Spendi ng Tabl es: Fi nal Cct ober 2001 ARS FFI S-Spendi ng




Pur pose

Exanpl e
screen

ARS FFI S—Spendi ng

Requisition Line Inquiry Table

(REQ)

The Requisition Line Inquiry Table (REQL) displays accounting information
about outstanding and recently closed requisitions. This table displays
information about original amounts, as well as obligated amounts for each

requisition.

Below is an example of the REQL Table screen.

ACTION. R TABLEID. REQL USERID. FRED
*** REQUI SI TI ON ACCOUNTI NG LI NE | NQUI RY TABLE ***

KEY IS TRANS CCDE, REQ NO LINE NO

TRANS CODE: RQ

01- LINE NO 001 BFY:
BUDGET ORG

CosT ORG

BCC:

LAST CHG STATUS:

02- LINE NO 002 BFY:

BUDGET CRG
CoST ORG

BCC.

LAST CHG STATUS:

03- LINE NO 003 BFY':

BUDGET CORG:

CosT ORG

BCC.

LAST CHG STATUS:

REQ NO 23K06400003

02 FUND:
6201100 PGM
JGB NO

2544 RPTG
DESCRI PTI O\

02 FUND:
6201100 PGM
JGB NO

2544 RPTG
DESCRI PTI O\

02 FUND:
6401100 PGM
JGB NO

2544 RPTG
DESCRI PTI ON:

01 DI VI SI O\
016201915 LI NE AM:
CLCSED AM:
OBLG AM:

SAS BASI C PACKAGE
01 DI VI SI ON:
016201919 LI NE AM:
CLCSED AM:
OBLG AM:

SAS PROFESSI ONAL PACKAGE
01 DI VI SI ON:
016401915 LI NE AM:

CLOSED AM:
CBLG AM:
SAS PREM UM PACKAGE

62

62

64

250.
200.
200.

250.
200.
200.

250.
201.
201.

00
00

00

00

00
00
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Requi sition Line Inquiry Table (REQ),

conti nued

The table below provides a description of fields on the Requisition Line
Inquiry Table (REQL):

Field Definition Updat ed By
TRANS CODE Code that identifies this Requi sition
(Key) requi sition as either one that docunent

i ncluded commodity lines (RX) or lines
one that did not include comodity
lines (RQ.
REQ NO (Key) Document nunber assigned to this Requi si tion
requi sition. docunent
l'ines
LI NE NO ( Key) Nurber of the accounting line on Requi si tion
the requisition. docunent
l'i nes
BFY, FUND, Accounting distribution for this Requi sition
DI VI SI ON, requisition. docunent
BUDGET ORG l'i nes
PGM COST ORG
JOB NO BCC,
RPTG
LI NE AMT Total armount of this accounting Requi sition
l'ine. docunent
i nes
CLOSED AMOUNT Total anount cl osed against this . Purchase
requisition line. This anount is or der
set to the line amount, even if
the anobunt ordered was nore or . Recej ver
|l ess than the requisition line docunent s
anount .
- Paynent
docunent s
OBLG AMI Total armount obligated, accrued, . Purchase
or expended against this or der
requisition
- Recei ver
docunent s
- Paynent
docunent s
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Requisition Line Inquiry Table (REQ),

conti nued
Field Definition Updat ed By
LAST CHG I ndi cat es whether or not the - Requi sition
STATUS requisition will appear as changed docunent |ines
when it is printed.
S . - Requi sition
C Iﬂgnrgggw sition will appear as print program
L . Note: If the
A The requisition will appear as requisition is
changed only on reprints. p_ri nted online
Bl ank The requisition will not \(,)Mvterrr 2:
appear as changed. paraneter set to
Y, then this
field will be
set to spaces
before the
requisition is
printed.
DESC Description of this accounting line Requi si tion

fromthe input transaction.

docunent |ines
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Docunent Suspense File Tabl e (SUSF)

Pur pose The Document Suspense File Table (SUSF) contains all transactions occurring
from either direct on-line entry or through interfaces for the current period.

Exanpl e Below is an example of the SUSF table.
screen
ACTION R SOREEN SUSF USERI D FRED DOCUMENT SUSPENSE | NDEX 1
FUNCTI ON SEC2:
----BATCH ID---- ----- DOCUMENT I D------ LAST LAST PROCESS
SEL TRAN SECI NUVBER TRAN SECI  NUMBER  STAT APPRV DATE USER DATE
00-
01- AA 01 20101 ACCPT 00000 011001 FRED
02- AA 01  20101A ACCPT 00000 011001 FRED
03- AA 01 20102 ACCPT 00000 011001 FRED
04- AA 01 20102A ACCPT 00000 011001 FRED
05- AA 01 20102B ACCPT 00000 011001 FRED
06- S BE 01 20162 ACCPT 00000 011001 FRED
07- S BE 01 20162A ACCPT 00000 011001 FRED
08- BE 01 20162B ACCPT 00000 011001 FRED
09- BE 01 20164 ACCPT 00000 011001 FRED
10- BL 01 201010103  ACCPT 00000 011001 FRED
11- BL 01 201010103A DELET 00000 011001 FRED
12- BL 01 201010104  ACCPT 00000 011001 FRED
13- BL 01 201010105  REJCT 00000 011001 FRED
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Travel Interface Docunent Inquiry
Tabl e (Tl DT)

The Travel Interface Document Inquiry Table (TIDT) displays information
linking the travel interface to an FFIS document.

Below is an example of the TIDT table.

ACTION. R TABLEID: TIDT USER D. FV10

*** TRAVEL | NTERFACE DOCUMENT | NQUI RY TABLE ***
KEY I'S SSN, AUTH NO ACGENCY, TYPE, BEG N DATE, END DATE, ACCOUNTI NG CLASS,
BOC, REG SCH #, SEQ #

SSN: 987654321 AUTH NO. 8NML10618201 T
BEG N END
ACCY TYPE DATE DATE ACCOUNTI NG CLASS BOC SCHD # SEQ #
11 VCHR 980621 980626 844472 0009
FFI'S DOCI D XT 84447270009 VENDOR  123456789E S
11 VCHR 980722 980723 847069 T0092
FFI'S DOCI D: XT 84706970092 VENDOR  123456789E S
FFI'S DOCI D VENDCR:
FFI'S DOC D VENDOR:
FFI'S DOC D VENDOR:
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Travel Order Header |Inquiry Table
( TOHT)

Purpose The Travel Order Header Inquiry Table (TOHT) allows you to obtain
information about outstanding and closed travel authorizations.

Exanpl e Below is an example of the TOHT table.
screen

ACTION. R TABLEID: TCOHT USERID. FV11
*** TRAVEL CRDER HEADER | NQUI RY TABLE ***
KEY | S TRANS CODE, ORDER NUVBER

TRANS CCDE: XO ORDER NUMBER 84012000003 EMPLOYEE CCDE: 123456789E CANCEL: N

NAME : SUSAN A BLACK 1106  ADDRL: 325 N W VALLEY VIEW #A
ADDR2: ADDR3: GRANTS PASS OR 975260000
TRAVEL TYPE: REL TRAVEL MODES: M DATE OF CRDER 04 17 98
OBLI G TRANS TYPE: 01 TRAVEL PURPCSE: 6 LAST MOD DATE: 07 06 98
ACCOUNTNG PERI CD: 98 07 PCS AUTH CDS: CLCSED DATE:
PRINT FLAG N  LAST CHANGE STATUS: LAST PRI NT DATE:
ADDRESS CCDE: S PER D EM CODE: P BEG N DATE: 04 28 98
TEXT TYPE: HOVE CRG 1240 END DATE: 12 31 99
CREATI NG DQC: END DATE DESCRI PTI ON:
TRAVEL ORDER AM: 9,673.17 PER DI EM AMOUNT: 500. 00
CLOSED AMOUNT: 0.00  ADVANCEABLE AMOUNT: 0. 00
VOUCHERED AMOUNT: 0.00 ADVANCES PAI D: 0.00
M SC REF AMOUNT: 981. 67 QUTSTANDI NG ADVANCE: 0. 00

LAST DUNNI NG DATE:
| TI NERARY: 8CS11061501T3
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Tr avel
( TOHT) ,

O der

Header | nquiry Table

conti nued

The table below provides a description of fields on the Travel Order Header
Inquiry Table (TOHT):

Field

Definition

TRANS CODE ( Key)

Transaction code that is associated with
this Travel O der.

ORDER NUMBER
(Key)

Nunber that identifies this Travel
O der/ advance.

EMPLOYEE CODE

Identification nunber of the enpl oyee for
whom t he Travel Order/advance appli es.

CANCEL I ndi cates whether or not this Travel
Order has been cancel ed.

NAME, ADDRL, Enpl oyee' s nane and address.

ADDR2, ADDR3

TRAVEL TYPE Type of travel for this Travel Order or
advance.

TRAVEL MODES Codes for the different nodes of

transportation to be used under this
Travel O der.

DATE OF ORDER

Date for this Travel Oder.

OBLI G TRANS TYPE

Transaction type associated with the
Travel Order obligation.

TRAVEL PURPOSE

Codes that describe the purpose(s) of
this Travel Order.

LAST MOD DATE

Last date on which nodifications
(amendnents) were made to the Travel
Or der/ advance.

Spendi ng Tabl es:
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Travel Order Header I nquiry Table
(TOHT), continued
Field Definition
ACCOUNTI NG Accounting period associated with this
PERI OD docunent .
PCS AUTH CDS Codes to describe the purposes for which a
per manent change of station is authorized.
CLOSED DATE Date the Travel Order was cl osed.
PRI NT FLAG Y if the Travel Order was schedul ed to be
printed.
Nif the Travel Order was not scheduled to
be printed.
LAST CHANGE Indicates if the Travel Order will appear as
STATUS changed when it is printed.
C The Order will appear as changed.
A The Order will appear as changed only
on reprints.
Bl ank The Order will not appear as changed.
LAST PRI NT Last date that this Travel Order was
DATE printed.
ADDRESS CCDE Code for the address to be printed on the

Travel O der.

PER DI EM CODE

Code that indicates the type of per diem
al | owance.

BEG N DATE Starting date for the travel covered by this
Travel Order.

TEXT TYPE Text type. These codes point to lines in the
Text O ause Table (CLTX), which define text
to be included on the printed Travel Order.

HOVE ORG Organi zation to which the enpl oyee was
assi gned when the docunent was processed.

END DATE Endi ng date for the travel covered by this
Travel Order.

CREATI NG DCC If no obligating document was entered into
FFIS for this travel, then the transaction
code and nunber of the travel advance or
voucher docunent will appear here.

END DATE Text description of the end date of this

DESCRI PTI ON Travel Order.
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O der
conti nued

Header | nquiry Table

Field

Definition

TRAVEL ORDER
AMT

Amount obligated for this travel.

PER DI EM
AMOUNT

Maxi num anount that the traveler is
aut hori zed to spend daily for subsistence.

CLOSED AMOUNT

Amount for which the obligation was cl osed.

ADVANCEABLE
AMOUNT

Amount that can be advanced for this travel.
If an obligation was entered, then this is
equal to the advance abl e percentage of the
sum of all obligation |Iines whose
descriptions indicate that they are to be
paid by the traveler. Otherwise, this is
equal to the advances authorized.

VOUCHERED
AMOUNT

Total anount of all expended nonies that
reference this Travel Order.

ADVANCES PAI D

Total anpunt of advances paid to the
traveler for this travel. This will be equal
to the advances authorized for manual or

aut omat ed check paynents.

M SC REF
AMOUNT

Total anount of all expended nonies that
reference this Travel Order, but not a
specific line in this Travel Order. These
items will be recorded in the Travel -Rel at ed
Paynment Voucher docunent, or the Travel
Voucher, or any voucher with a reference

i ne nunber of MW

OQUTSTANDI NG
ADVANCE

Total amount of all advances paid agai nst
this Travel Order, mnus the total anmount of
all advance applications and returns agai nst
this Travel Oder.

LAST DUNNI NG
DATE

Date the |ast dunning notice was sent to the
debt or.

| TI NERARY

Cities to be visited, and the point of
departure.
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Tr avel
(TOLT)

Order Line Inquiry Table

The Travel Order Line Inquiry Table (TOLT) displays accounting information
by line for outstanding and closed travel authorizations.

Below is an example of the TOLT table.

ACTION. R TABLEID: TOLT USERI D. FV11
*** TRAVEL ORDER LI NE I NQUI RY TABLE ***
KEY | S TRANS CCDE, ORDER NUMBER, LI NE NUMVBER
TRANS CCDE: XO ORDER NUMBER 84012000003

01- LI NE NUMBER
BUDGET FYS:
BUDG ORG SB:
COST ORG SB:
PROGRAM

CLCSED BFYS:

02- LI NE NUMBER
BUDCET FYS:
BUDG ORG SB:
COST ORd SB:
PROGRAM

CLOSED BFYS:

001 STATUS: DESC.
98 FUND:  NFNF OBLI GATI O\ 9,673. 17
061001 OBJECT/SUB: 2199 CLOSED AMT: 0.00
T REPT CAT: VOUCHERED AM: 0.00
NFAF JOB NUMBER DESC CODE: G
CLOSED FUND:
STATUS: DESC.
FUND: OBLI GATI ON:
OBJECT/ SUB: CLOSED AM:
REPT CAT: VQUCHERED AMT:
JOB NUMBER DESC CCDE:
CLOSED FUND:
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Travel Order Line Inquiry Table (TOLT)
conti nued

The table below provides a description of fields on the Travel Order Line
Inquiry Table (TOLT):

Field

Definition

TRANS CODE ( Key)

Transaction code that is associated with
this Travel Order obligation.

ORDER NUMBER
(Key)

Docunent nunber that identifies this
Travel O der.

LI NE NUMBER ( Key)

Number that identifies each accounting
I'ine.

STATUS Indicates if the line will be printed.
C The line will appear as changed.
A The line will appear as changed only
on reprints.
Bl ank The line will not appear as changed.
Y The line will be printed.
DESC Description that was entered in the

Travel Order obligation line.

BUDCGET FYS, FUND,
BUDGET ORG SUB,

OBJECT/ SUB, COST
ORG SB, REPT CAT,

Accounting distribution of the Travel
Order line.

PROGRAM JCB
NUVBER
OBLI GATI ON ol i gati on amobunt associated with this
line's travel description, budget
organi zati on, and budget object code.
CLOSED AMT Amount for which this accounting |ine was

cl osed by a Travel Voucher,
Transportation |nvoice, or Travel -Rel ated
Paynent Voucher docunent.

VOUCHERED AMI

Anpbunt expensed to date, as reported on
one or nore Travel Voucher,
Transportation Invoice, or Travel-rel ated
Paynent Voucher docunents.

DESC CODE Code that describes the nature of the
obligation on this accounting |ine.

CLCSED BFYS Budget fiscal years of the cancel ed
appropriation referenced by this docunent
l'i ne.

CLCSED FUND Fund of the cancel ed appropriation

referenced by this docunment |ine.
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Treasury Schedul e Contr ol
Tabl e ( TSCH)

Header

The Treasury Schedule Control Header Table (TSCH) displays information

about the current status of a Treasury schedule.

Below is an example of the TSCH table.

ACTION. R TABLEID: TSCH USERI D. FV10

*** TREASURY SCHEDULE CONTROL HEADER TABLE ***

KEY | S FI SCAL YEAR, SCHED CAT, SCHED TYPE, AGENCY SCHED #
01-

FI SCAL YEAR 99 SCHED CAT: T SCHED TYPE: M AGENCY SCHED #: 119960047
I NDI CATORS - TREAS ACT: C POST TREAS ACT: Y PCST DTLS: Y EXP. F BACKQUT: N

DATE SUB: CNF/ REJ DATE: 10 28 97 PRE-PRI NTED NUMBER 110682004
VOUCHERED AM: 60. 00 CONF/ REJ  AM: 60. 00
D.O 03 CHECK RANGE: 24696706 - 24696821 NUVBER OF PAYMENTS: 0004
ACCT PERI QD

02-
FI SCAL YEAR SCHED CAT: SCHED TYPE: AGENCY SCHED #:
I NDI CATORS - TREAS ACT: POST TREAS ACT: PCST DILS: EXP:  BACKQOUT:
DATE SUB: ONF/ REJ DATE: PRE- PRI NTED NUMBER:
VQUCHERED AM: 0.00 CONF/ REJ AM: 0.00
D. O CHECK RANGE: - NUVBER OF PAYMENTS:
ACCT PERI QD
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Treasury Schedul e Control Header Table
(TSCH), continued

TSCH field The table below provides a description of fields on the Treasury Schedule
descriptions Control Header Table (TSCH):
Field Requi renment s Def aul t VWhat to Enter
Val ues
FI SCAL YEAR Requi red No Enter the last two
(Key) def aul t digits of the
val ue. applicable fiscal year.
SCHED CAT Requi red No Enter the one-digit
(Key) def aul t code that identifies
val ue. the schedul e category.

T Automated Treasury
t ape check schedul e

A ACH schedul e

S Automated TFCS
schedul e

M Manual schedul e

SCHED TYPE Requi red No Enter the one-digit
(Key) def aul t code that identifies
val ue. the type of schedul e.

M M scel | aneous
T Transportation

ACGENCY Requi red No Enter the agency-

SCHED # def aul t assi gned schedul e

(Key) val ue. nunber .

TREAS ACT Requi red No Enter C to represent

| NDI CATOR def aul t the action taken by
val ue. Treasury when

confirm ng a schedul e.
To reject a schedul e,
use the Treasury
Schedul e Control

Rej ection Table (TSCR).

POST TREAS System Not Y If the Treasury
ACT mai nt ai ned appl i cab Reconci l i ation
| NDI CATOR | e. process has posted

confirmation
accounting entries
for this schedul e.

N If Treasury has not
posted confirmation
accounting entries
for this schedul e.
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Treasury Schedul e Contr ol

(TSCH), continued

Header Tabl e

Field Requi renent s

Def aul t
Val ues

What to Enter

POST DTLS Syst em
| NDI CATOR mai nt ai ned

Not
appl i cab
le.

This field will be Y if
the Treasury

Reconci liati on process
has posted detai
vouchers for this
schedule. This field is
set to Y when any
detail voucher is
posted. The schedule is
conpl etely processed
when t he POST TREAS ACT
I NDI CATOR flag is Y.

the POST DTLS | NDI CATOR
flag is Y, and the EXP
I NDI CATOR flag is F.

EXP System
| NDI CATOR mai nt ai ned

Not
appl i cab
le.

This flag is set to N
when no action has been
taken agai nst the
schedul e.

It is set to F (final)
when t he vouchered
amount is equal to the
confirmed anount.

It is set to P
(partially expended)
ot herwi se.

- This flag is set hy
the TSCH tabl e
processor when the
confirmed amount is
entered after voucher
detail s have been
recorded for a
schedul e, or

- By the payment
document processor
when the confirmation
is entered prior to
the processing of the
vouchers that were
paid on the schedul e.
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Treasury Schedul e Contr ol

(TSCH), continued

Header Tabl e

Field

Requi renent s

Def aul t
Val ues

What to Enter

BACKOUT
| NDI CATOR

Opti ona

Defaul ts
to N

Y indicates that the
Treasury Reconciliation
program backs out the
confirmati on updates
associated with this
schedul e. Treasury
Reconciliation wll
replace this indicator
with A (backout
acconpl i shed) when the
backout is
acconpl i shed. The
Treasury Reconciliation
programwi |l not re-
process this schedul e
until the BACKOUT

I NDI CATOR i s changed to
N. The indicator is
reset to N by any
change to TSCH (either
an update to TSCH
directly, or by a
voucher updating this
schedul e record). This
indicator is set to N
when the TSCH record is
establ i shed

DATE SuB

Optiona

No
def aul t
val ue

Enter the date on which
this record was
created.

CONF/ REJ
DATE

Requi r ed

No
def aul t
val ue.

Enter the date of the
Treasury confirmation
or rejection in MVDDYY
format. If entered, it
cannot be greater than
the system date, and
the accounting period
fiscal year associated
with the date cannot be
| ess than the fisca
year of the schedul e.
The confirmdate wll
be recorded as the
check date and
acconpl i shed date (for
SF- 224 processi ng) when
Treasury Reconciliation
is run.

PRE- PRI NTED
NUMBER

Opti ona

def aul t
val ue

Enter the Treasury
schedul e nunber for the
schedul e.
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VOUCHERED Syst em Not This is the total

AMT mai nt ai ned appl i cab voucher ampunt for al
le. vouchers that have been

processed in the
schedul e.

CONF/ REJ AMT Requi red No Enter the anmount of the
def aul t schedul e as confirned
val ue. or rejected by

Treasury.
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Treasury Schedul e Contr ol
(TSCH), continued

Header Tabl e

Field Requi renment s Def aul t What to Enter
Val ues

D. O Requi r ed No Enter the code of the
def aul t di sbursing office for
val ue. t he schedul e.

CHECK RANGE Requi r ed No Enter the check nunber
def aul t range that Treasury
val ue. assigned to the

paynents made on the
schedul e. The check
range nay not indicate
a nunber of checks |ess
than the nunber of
paynents determ ned by
the vouchers associ at ed
with this schedule. If
entering confirnation
of an EFT schedul e
(category of Aor S
entry in this fieldis
not al | owed.

NUMBER OF System Not Enter the total nunber

PAYNVENTS mai nt ai ned appl i cab of paynments processed
| e. by the systemfor the

schedul e

ACCT PERI CD Opt i onal No Enter a valid
def aul t accounting period to be
val ue. used by the Treasury

Reconci l i ati on process
as an override of the
par anet er val ue
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Treasury Schedul e Contr ol

| nquiry Table (TSCL)

Li ne

The Treasury Schedule Control Line Inquiry Table (TSCL) displays
information for voucher lines that appear on the schedule, and the payment
sequence or check numbers assigned to the payments.

Below is an example of the TSCL table.

ACTION: R TABLEID: TSCL USERI D FV10

*** TREASURY SCHEDULE CONTROL LINE | NQUIRY TABLE ***

KEY IS FY, SCHEDULE CAT, SCHEDULE TYPE, SCHEDULE NUMBER PV VENDOR CCDE,

PV TC, PV NUMBER, PV ADV NUM PV LN, REC TYP

FY: 99  SCHEDULE CAT: T SCHEDULE TYPE: M SCHEDULE NUMBER 119960047
TREAS ACT: C POST TREAS ACT. Y PCST DETAILS: Y EXP: F BACKQUT: N

I NDI CATCRS -

820257116
820257116
820361920
820361920
820361920
820483378
840193570
840193570
840193570

0O00>»>>r>>>

PAYMENT VOUCHER -------

TC  NUMBER ADV NUM
VD 90051101001

VD 90051101001

VE 90201119701

VE 90201119701

VE 90201119701

VD 93171102502

NO 061497040

VT 945360P0048

VT 945360P0070

---- REC
LN TYP

o
o
w
e Auvuvinvinvinvinvineiey

PAYNMENT
AMOUNT

.06 24696706
.00 24696706
.01 24696707
.61 24696707
. 04 24696707
.46 24696708
.41 24696821
.40 24696821
.95 24696821

CHECK
NUMBER

—“—0noo
XIO

<<<<<<<=<=<
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Treasury Schedul e Contr ol

Table (TSCL), continued

Line I nquiry

The table below provides a description of fields on the Treasury Schedule
Control Line Inquiry Table (TSCL):

Field Definition Updat ed By
FY (Key) Fiscal year to which this line Schedul e
applies. Posting process
SCHEDULE Schedul e category of this Schedul e
CAT (Key) transacti on. Posting process
SCHEDULE Treasury schedule type to which this Schedul e
TYPE (Key) Iine applies. Posting process
SCHEDULE Treasury schedul e nunber to which Schedul e
NUMBER this line applies. Posting process
(Key)
TREAS ACT Code indicating Treasury Schedul e
| NDI CATOR confirmation, rejection, or neither Posting process
for this schedul e
POST TREAS WIIl display Yif the Treasury . Schedul e
ACT Reconci |l i ati on process has posted Posti ng
| NDI CATOR confirmation accounting entries for process
thi s schedul e.
- Treasury
Reconciliation
process
PCST WII display Yif the Treasury . Schedul e
DETAI LS Reconci l i ati on process has posted Posti ng
| NDI CATOR detail vouchers for this schedul e. process
This field is set to Y when any
detail voucher is posted. The - Treasury
schedule is conpletely processed Reconci | i ati on
when the POST TREAS ACT | NDI CATOR process
flag is Y, the POST DETAILS
I NDI CATOR flag is Y, and the EXP
| NDI CATOR flag is F.
EXP Set to F (final) when the vouchered . Schedul e
| NDI CATOR amount is equal to the confirmed Post i ng
ampunt. Otherwise, it is set to P process
(partially expended).
- Treasury
Reconci liation
process
BACKQUT Code indi cati ng whether a user has Schedul e
| NDI CATOR request ed backout of the posted Posting process

Treasury schedule (Y), or if backout
has been acconplished for the
schedule (A). The field will display
an N if backout has not been
requested for this schedule

Spendi ng Tabl es: Fi nal Cct ober 2001

265




266

Updat ed By

Field Definition
PAYMENT Vendor code for the paynment voucher Schedul e
VOUCHER to which this Treasury schedul e Posting process
VENDOR control line applies.
CODE ( Key)
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Li ne

| nquiry

ARS FFI S—Spendi ng

Table (TSCL), continued
Field Definition Updat ed
By
PAYMENT VOUCHER Transaction code and nunber Schedul e
TC, PAYMENT associ ated with this paynent Post i ng
VOUCHER NUMBER voucher. process
(Key)
PAYMENT VOUCHER Applies to Travel Order transactions Schedul e
ADV NUM ( Key) only. The number fromthe Travel Post i ng
Order docurment that identifies the process
advance. This is used to reference
an accounting distribution.
PAYMENT VOUCHER Voucher |ine nunber. Schedul e
LN (Key) Post i ng
process
REC TYP ( Key) Record type of the voucher Iine. Schedul e
P  Payment Posting
C Cedit process
D Di scount Taken ( Spend)
M  Di scount Taken (Menp)
L Di scount Lost (Meno)
| I nt erest
X Penal ty
PAYMENT AMOUNT Voucher |ine paynent ampunt rel ated Schedul e
to the record type indicated. Post i ng
process
CHECK NUMBER If Treasury confirmation of the . Schedul e
paynent |ine has not yet been Posti ng
posted, this field indicates the process
paynent sequence nunber for the
line. If Treasury confirmation has ' ;;easuyy
been posted, this field indicates conci
the check or EFT sequence number ation
assigned to the payment. process
PCST I ndi cates whether or not the Treasury
Treasury confirmation or rejection Reconcilia
of the paynment |ine has been posted. tion
process
CHK I ndi cates for ACH paynent schedul es Treasury
(schedul e category of A) whether or Reconci lia
not the ACH paynent |ine sent to tion
Treasury was actual ly made by check process
paynent .
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Travel Voucher Header |Inquiry Table
( TVHT)

The Travel Voucher Header Inquiry Table (TVHT) allows you to obtain
information about outstanding and closed travel voucher.

Below is an example of the TVHT table.

ACTION. R TABLEID: TVHT USERID. FV11
*** TRAVEL VOUCHER HEADER | NQUI RY TABLE ***
KEY IS EMPLOYEE CCDE, TRANS CCDE, VOUCHER NUMBER

EMPLOYEE CCDE: | MPFM SC TRANS CCDE: 19  VOUCHER NUMBER 00019727301
M LEAGE: 0 NUMBER OF DAYS: 0 BEG N DATE:
M LEAGE CCST: 0.00 BFYS: END DATE:
ACCTG PD: 98 02 FUND: TRANS DATE: 11 07 97
HOME CRG TRAVEL PURPCSE: ORI G DATE:
EXCEPTI ON CODE: TRANS TYPE: 01 VQUCHER TYPE: M
NAME: | MPREST M SC CODE DOCUMENT TOTAL: 377. 20
ADDR: TOTAL VERI FlI ED AMT: -377.20
TI CKET AMOUNT: 0.00
TAXABLE AMOUNT: 0.00
EXCEPTI ON AMOUNT: 0.00 WIA AMOUNT: 0.00
PAI D TO EMPLOYEE: -377. 20 TAX W THHELD AM: 0.00

COMMENTS TO PRI NT:
TTYP TRAVEL CRDER ADV NUM APPLI ED AMOUNT  DESCRI PTI ON

1) 0.00

2) 0. 00

3) 0. 00

SCHEDULE NUMBER SCHEDULE FY: SCHEDULE CAT: T
PRI NT CHECK: NO CHECK DI SB: DI SB OFFI CE: 03
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Travel Voucher Header Inquiry Table

(TVHT) ,

conti nued

The table below provides a description of fields on the Travel Voucher Header
Inquiry Table (TVHT):

Field

Definition

Updat ed By

EMPLOYEE CODE
(Key)

I dentification nunber of
the travel er requesting
rei nbur senent .

- Travel Voucher
Docurent (TV)

- Travel - Rel at ed Paynent
Voucher Docunent (TP)

TRANS CODE Transaction code assigned . Travel Voucher
(Key) to this voucher. Docunent (TV)
- Travel - Rel at ed Paynent
Voucher Docunent (TP)
VOUCHER Docunent number assi gned . Travel Voucher

NUVBER ( Key)

to this voucher.

Docunent (TV)

- Travel - Rel at ed Paynent
Voucher Docunent (TP)

M LEAGE Nurmber of mles for which Travel Voucher Docunent
rei mbursenent is sought. (TV)
NUMBER OF Nurmber of days this Travel Voucher Document
DAYS travel voucher covers. (TV)
BEG N DATE Starting date for the Travel Voucher Document
travel covered by this (TV)
voucher .
M LEAGE COST Anount of total mleage Travel Voucher Docunent
rei mbur sement . (TV)
BFYS Last two digits of the Travel Voucher Document
budget fiscal year(s) to (TV)
whi ch this document
applies.
END DATE Ending date for the Travel Voucher Docunent
travel covered by this (TV)
voucher.
ACCTG PD Accounting period . Travel Voucher
associated with this Docunent (TV)
voucher .
- Travel - Rel at ed
Payment Voucher
Docunent (TP)
FUND Code for the fund Travel Voucher Docunent

appropriate for this
voucher.

(V)

Spendi ng Tabl es: Fi nal Cct ober 2001

269




Field Definition Updat ed By

TRANS DATE Date for this voucher. . Travel Voucher

Docunent (TV)

- Travel - Rel at ed
Paynent Voucher
Docurent (TP)
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Travel Voucher Header Inquiry Table
(TVHT), continued
Field Definition Updat ed By

HOVE (RG Ogani Zati onto V\:hl Ch the - Tr ave| Voucher
enpl oyee was assi gned at Docurrent (TV)
the tinme the voucher was
processed. - Travel - Rel at ed

Payment Voucher
Docunent (TP)

TRAVEL Codes that describe the Travel Voucher Docunent

PURPCSE pur pose or purposes of (TV)
the travel associ ated
with this travel voucher.

ORI G DATE Oiginal date associ ated . Travel Voucher
with this voucher. Docunent (TV)

- Travel - Rel at ed
Payment Voucher
Docunent (TP)

EXCEPTI ON Code that identifies the Travel Voucher Docunent

CCDE nature of the exceptions (TV)
taken to this voucher.

TRANS TYPE Transaction type . Travel Voucher
appropriate for the Docunent (TV)
dol | ar anopunt bei ng
entered for the travel ' 'Fl;r avel . R@' at ﬁd
rei mbur senent . Dgzgerrgnt (()L;_(;)er

VOUCHER TYPE Code that corresponds to . Travel Voucher
t he voucher type Docunent (TV)
applicable to this travel
voucher - Travel - Rel at ed

' Payment Voucher
Docunent (TP)

NAME, ADDR Enpl oyee nane and - Travel Voucher
addr ess. Docunent (TV)

- Travel - Rel at ed
Payment Voucher
Docunent (TP)

DOCUMENT Total dollar anount for . Travel Voucher

TOTAL this voucher docunent. Docunent (TV)
This is equal to the
total verified plus the ' g;;“r/r:lni Rs/loﬁz:ﬁgr
ticket anount. Docurent (TP)

TOTAL Sum of all actual costs . Travel Voucher

VERI FI ED AMI' in the accounting |ines

whose descri ption codes
i ndi cated they were paid
for by the traveler.

Docunent (TV)

- Travel - Rel at ed
Payment Voucher
Docunent (TP)
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TI CKET AMOUNT

Sum of the ampunts
entered in the ticket
lines for this travel
voucher.

Tr avel

(V)

Voucher Docunent
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Travel Voucher Header Inquiry Table
(TVHT), continued

Field Definition Updat ed By
TAXABLE Amount of this voucher, Travel Voucher
AMOUNT which is subject to tax. Docurment (TV)
EXCEPTI ON Amobunt of exceptions taken Travel Voucher
AMOUNT to this voucher. Docurment (TV)
WIA AMOUNT Amount of WIA entered in Travel Voucher

the accounting |ines. Docurment (TV)

PAID TO Anmpunt Of the VOUCher . Travel Voucher
EMPLOYEE actually paid to the Docunent (TV)

traveler. This is equal to
the total verified mnus
any taxes wi thheld mnus
all rmonies applied to
advances.

- Travel - Rel at ed
Paynent Voucher
Docunent (TP)

TAX W THHELD

Amount of tax withheld or

Travel Voucher

AMT to be withhel d. Docunment (TV)
COMMENTS TO Conments to print entered Travel Voucher
PRI NT for this travel voucher. Docunment (TV)

The followi ng five fields concern travel
three different travel

voucher, and each
I'ines.

advance applications. Up to
orders/types may be referenced by one travel

el enent descri bed bel ow occurs in all three-advance

TTYP

Advance travel type(s)
agai nst which this voucher
is to be applied.

Travel Voucher
Document (TV)

TRAVEL ORDER

Travel Order(s) against

whi ch this voucher is to be
applied. This field will be
set to blank if obligations
are prohi bited against this
travel type (i.e., central
and decentral flags in the
Travel Type Table (TTYP)
are both N).

Travel Voucher
Document (TV)

ADV NUM

Nunber (s) that identifies

t he advance(s) agai nst

whi ch this voucher is to be
applied. This is used to

al l ow the advance
liquidation to reference an
accounting distribution.
This field may be bl ank.

Travel Voucher
Docunment (TV)

APPLI ED
AMOUNT

Anount (s) to be applied
agai nst the travel advances
for this Travel Order
(obligated travel), or
travel type (unobligated
travel).

Travel Voucher
Document (TV)

DESCRI PTI ON

Text describing the advance
application.

Travel Voucher
Docunment (TV)
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Travel Voucher Header Inquiry Table
(TVHT), continued
Field Definition Updat ed By

SCHEDULE Agency- assi gned SF- 1166 Travel Voucher

NUMBER schedul e nunber. Document (TV)

SCHEDULE FY Fi scal year of the SF-1166 Travel Voucher
schedul e used to pay the Document (TV)
rei nbur sement .

SCHEDULE CAT Category of the S~ 1166 Travel Voucher
schedul e used to pay the Docunent (TV)
rei mbur senent.

T Autonmated Treasury
schedul e
M Manual Treasury schedul e
S TFCS paynent
A ACH paynent
PRI NT CHECK Nif the check is to be Travel Voucher

printed via a nanual SF-1166
schedul e

Y if the check will not be
printed.

Document (TV)

NO CHECK DI SB

Y if this payment has no
check nunber associated with
it.

Nif it is associated with a
check nunber.

Travel Voucher
Docunment (TV)

DI SB OFFI CE

Treasury dishursing office
that will be paying for this
voucher.

Travel Voucher
Document (TV)
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Travel Voucher Accounting Line
| nqui ry Tabl e (TVAT)

The Travel Voucher Accounting Line Inquiry Table (TVAT) details travel
expense information from the TV and TP documents.

Below is an example of the TVAT table.

ACTION: R TABLEID: TVAT USERI D FV11
*** TRAVEL VOUCHER ACCOUNTI NG LI NE | NQUIRY TABLE ***
KEY |I'S EMPLOYEE CCDE, TRANS CODE, VOUCHER NUMBER, LINE NO

EMPLOYEE CCDE: | MPFM SC TRANS CCDE: 19 VOUCHER NUMBER 00019727301
01- LINE NO 001 LINE TYPE: E
REF TRANS CCDE: REF TRANS NUMBER REF LI NE NO
BUDGET ORG SUB: 060212 BUDGET FYS: 97 FUND:  NFNF
COST ORG SUB: ACL PROGRAM  NFHR JOB NUMBER
OBJECT CODE/ SUB: 2100 TRAVEL TYPE: LOC TAX CODE:
REPORT CATEGORY: CLCOSED BFYS: CLOSED FUND:
DESCRI PTI ON CODE:
EXCEPTI ON CODE: CLAI MED AMOUNT: 0.00
*** TRAVEL RELATED | NFORVATI ON ***
VENDOR | NVO CE/ LI NE: REF VENDOR CODE: 572506158E C
MEMO REF TRANS | D: DI SBURSI NG OFFI CE: 03

DESCRI PTI ON: 00019* A*11*841630* 00120
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Travel Voucher Accounting Line Inquiry

Tabl e ( TVAT),

cont i nued

TVAT field
descriptions

The table below provides a description of fields on the Travel Voucher
Accounting Line Inquiry Table (TVAT):

Field

Definition

EMPLOYEE CODE
(Key)

Identification nunber of the traveler for
whom t hi s voucher is being paid.

TRANS CODE ( Key)

Transaction code for this travel voucher.

VOUCHER NUMBER
(Key)

Nunber assigned to this travel voucher.

LINE NO ( Key)

Nurmber that identifies each accounting |ine.

LI NE TYPE

Event described by this accounting
di stribution.

E Expense
T Tax w t hhel d

REF TRANS CODE

Transaction code of the Travel Oder that
obligated funds for this travel.

REF TRANS NUMBER

Docunent nunber of the Travel O der that
obligated funds for this travel.

REF LI NE NO

Travel Order |ine nunber that obligated
funds for this expense. If the expense
anount is associated with the whole Travel
Order, and not a specific line, MM wi Il be
di spl ayed here.

BUDGET ORG SUB,
BUDGET FYS, FUND,
COST ORG SUB,
PROGRAM JCB
NUMBER, OBJECT
CODE/ SUB, REPORT
CATEGORY

Accounting distribution for this |ine.

TRAVEL TYPE

Type of travel with which this accounting
line is associated.

TAX CODE

Code indicates which row (if any) in the
Enpl oyee Movi ng Expense Information (IRS
Form 4782) this reinbursenent is to appear.

ARS FFI S—Spendi ng
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Tr avel

Voucher Accounting Line Inquiry
Tabl e (TVAT), continued

CLCSED BFYS Budget fiscal years of the cancel ed
appropriation referenced by this docunent.

CLCSED FUND Fund of the cancel ed appropriation referenced
by this docunent.

DESCRI PTI ON Code that describes the nature of the expense.

CODE

EXCEPTI ON Code that identifies the nature of the

CCDE exceptions taken to this accounting |ine.

CLAI MED Anmobunt of the expense for this accounting line

AMOUNT (actual cost).

VENDOR I nvoi ce nunber used by the vendor for

I NVO CE/ LI NE identification.

REF VENDCR Third party vendor who is paid by the Travel -

CCDE Rel at ed Payment Voucher.

MEMO REF Order being liquidated by this accounting line

TRANS | D in the Travel-Rel ated Paynent Voucher.

DI SBURSI NG Code of the disbursing office

OFFI CE

DESCRI PTI ON Text description of the expense in this

accounting line

Spendi ng Tabl es:
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Unpai d Voucher

| nqui ry Tabl e (UPVT)

The Unpaid Voucher Inquiry Table (UPVT) contains information about

unpaid vouchers.

Below is an example of the UPVT table.

ACTION. R TABLEID: UPVT USERI D. FRED
*** UNPAI D VOUCHER | NQUI RY TABLE ***
KEY | S SCHEDULE DATE, D. O, VENDCOR CODE, TRANS CCDE, VOUCHER NUMBER,

TRVL ADV NUMBER

SCHEDULE TRANS VOUCHER TRVL ADV

DATE D.O VENDOR CODE CODE  NUMBER NUMVBER AMOUNT
01- 10 01 01 03 CHCH NESE B PV 2640158001 48, 600. 00
02- 10 01 01 03 14200699FO C PV 26602600001 11, 000. 00
03- 10 01 01 03 756002622 B PV 58620214444 5, 000. 00
04- 10 01 01 03 916001108 J PV 26604580001 15, 000. 00
05- 10 03 01 03 259482065C A NO 20101AD0O001 10, 500. 00
06- 10 28 01 03 042896127 H NO KAYTEST 10. 00
07- 10 28 01 03 042896127 H NO KAYTEST2 0. 00
08- 10 28 01 03 042896127 H PV KAYTEST 10. 00
09- 10 28 01 03 363757918 B PV 4036252201 4,500. 00
10- 10 28 01 03 382843386 A NO 20101JDTEST 5, 000. 00
11- 10 28 01 03 421386852 A PV PMNT002 25, 000. 00
12- 10 28 01 03 421386852 A PV PMINCO1 100, 000. 00
13- 10 28 01 03 426290778C A PV 01620257004 600. 00
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Unpai d Voucher
conti nued

| nqui ry Tabl e (UPVT),

The table below provides a description of fields on the Unpaid Voucher
Inquiry Table (UPVT):

Field

Definition

Updat ed By

SCHEDULE DATE
(Key)

Date that the voucher is
schedul ed to be paid.

- Paynent

transactions

- Di sbursenent s

process
D. O (Key) Code of the Treasury . Payment
di sbursi ng of fice transacti ons
responsi bl e for producing i
the check to pay the - Di sbursement s
voucher . process
VENDCR CCDE Vendor code nunber used to - Paynent
(Key) identify the vendor to whom transacti ons
the payment is to be nade. i
- Di shursenents
pr ocess
TRANS CCDE Transacti on code assigned to - Payment
(Key) the voucher. transactions
- Di sbursenents
process
VOUCHER Uni que nunber assigned to . Payment
NUMBER ( Key) identify this voucher. transacti ons
- Di shursenents
process
TRVL ADV Applies to travel order - Paynent
NUMBER ( Key) transactions only. The transactions
nunber of the advance, used :
to reference an accounting - Di sbursenent s
di stribution. process
AMOUNT Dol | ar anmount of the - Paynent

voucher.

transacti ons

- Di sbursenents

process

Spendi ng Tabl es: Fi nal
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Feeder to FFI' S Vendor Cross
Ref erence Tabl e (VCXT)

Pur pose The Feeder to FFIS Vendor Cross Reference Table (VCXT) is used:

€ For feeder systems which are not able to provide an FFIS vendor code

€ To translate a feeder-specific vendor code into an FFIS vendor code, which
can be found on the VEND table.

Exanpl e Below is an example of the VCXT table.
screen
ACTION: R TABLEI D VCXT USERI D FRED

FEEDER TO FFI S VENDOR CRCSS REFERENCE TABLE
KEY |'S FEEDER FEEDER VENDCR | D

FEEDER FEEDER VENDCR | D FFI'S VENDOR
01- GVTS 006979900 006979900 A
02- GVTS 008941528 510313900 A
03- GVTS 466332484 466332484 A
04- MPQL O 47000016FO B
05- MOL 1 47000016FO B
06- MPQL 2 47000016FO B
07- MPQL 3 47000016FO B
08- MPQL 4 47000016FO B
09- MPQL 5 47000016FO B
10- MPOL 6 47000016FO B
11- MOl 7 47000016FO B
12- MWPOL 8 47000016FO B
13- MWPOL 9 47000016FO B
14- TELE 000000000 TELEACCRUA L
15- TELE 0000014515 430529710A F
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Payment Voucher Line-D sb Docunent
Cross- Reference I nquiry Tabl e
( VXDD)

The Payment Voucher Line—Disb Document Cross-Reference Inquiry Table
(VXDD) displays:

€ Information that links voucher lines to the associated Treasury schedules
on which the voucher appears

€ Payment amount and schedule status

€ Amount of interest paid

€ Amount of discounts deducted

Below is an example of the VXDD table.

ACTION. R TABLEID: VXDD USERID. FV10

*** PAYMENT VOUCHER LI NE - DI SB DOCUMENT CROSS REFERENCE | NQUI RY TABLE ***

KEY IS VENDCR CODE, TC, NUMBER, TRAVEL ADVANCE NUM LN, REC TYP, FY,
SCHEDULE NUMBER

VENDOR CCDE: 820257116 A TC. VD NUMBER 90051101001 TRAVEL ADVANCE NUM

TREAS PCST PGOST BACK
REC SCHEDULE ACT TREAS DET EXP QUT
LN TYP FY NUVBER AMOUNT IND IND IND IND IND
01- 001 I 99 T M 119960047 506 C Y Y F N
02- 001 P 99 T M 119960047 2,604.00 C Y Y F N
03-
04-
05-
06-
07-
08-
09-
10-
11-
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Paynment Voucher

Li ne- Di sb Docunent

Cross- Reference I nquiry Table (VXDD),

conti nued

The table below provides a description of fields on the Payment VVoucher Line
Disb Document Cross Reference Inquiry Table (VXDD):

Field

Definition

Updat ed By

VENDOR CODE ( Key)

Code of the vendor to
whi ch the di sbursenent
was nade.

Schedul e Posting
process

TC (Key)

Transacti on code of
t he voucher.

Schedul e Posti ng
process

NUVBER ( Key)

Transacti on nunber of
t he voucher.

Schedul e Posti ng
process

TRAVEL ADVANCE
NUM ( Key)

Applies to Trave
Order transactions
only. The nunber for
the Travel Order
Document (TO) that
identifies the
advance. This is used
to reference an
accounting

di stribution.

Schedul e Posti ng
process

LN (Key)

Voucher |ine nunber.

Schedul e Posti ng
process

REC TYP (Key)

Record type of the
voucher |ine

P Paynent

C Cedit

D Discount Taken
( Spend)

M Di scount Taken
(Meno)

L Discount Lost
(Meno)

| Interest

X Penalty

Schedul e Posti ng
process

FY (Key)

Fi scal year of the
Treasury schedul e

Schedul e Posti ng
process

SCHEDULE NUMBER
(Key)

Schedul e cat egory,
type, and agency
schedul e numnber.

Schedul e Posti ng
process

AMOUNT

Voucher |ine paynent
amount related to the
record type indicated.

Schedul e Posti ng
process

Spendi ng Tabl es:
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Paynment Voucher

Li ne- Di sb Docunent

Cross- Reference I nquiry Table (VXDD),

conti nued
Field Definition Updat ed By

TREAS ACT | ND Code i ndicating Treasury
Treasury confirmation, Reconci liation
rejection, or neither process
for the schedul e.

POST TREAS | ND Y if the Treasury Treasury
Reconci | i ati on process Reconci l i ation
has posted process
confirmation
accounting entries for
this schedul e.

POST DET | ND Y if the Treasury Treasury
Reconci |l i ati on process Reconciliation
has posted detail process
vouchers for this
schedule. This field
is set to Y when any
detail voucher is
posted. The schedul e
is conpletely
processed when the
POST TREAS IND flag is
Y, this indicator is
Y, and the Exp | nd
flag is F.

EXP | ND Indicator is set to F The Treasury Schedul e
(final) when the Header Tabl e (TSCH)
vouchered amount is when the confirned
equal to the confirned amount is entered
anount . after voucher details
Ctherwise, it is P have been recorded
(partially expended). for a schedule, or by

t he payment document
processor when the
confirmation is
entered prior to
processing the
vouchers that were
paid on the schedul e.
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BACK QUT | ND

Indicator is set to Y
if a user has
request ed backout of
the posted Treasury
schedul e.

It is Aif backout has
been acconplished for
t he schedul e

It is Nif backout has
not been requested for
this schedul e

The Treasury Schedul e
Header Tabl e (TSCH)
when the confirmed
anmount is entered
after voucher details
have been recorded
for a schedule, or by
t he paynent documnent
processor when the
confirmation is
entered prior to
processing the
vouchers that were
paid on the schedul e
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Vendor Docunent Cross-Reference
Tabl e (VXRF)

Pur pose The Vendor Document Cross-Reference Inquiry Table (VXRF) displays
information on all documents that refer to a given vendor.

Exanpl e Below is an example of the VXRF table.
screen

ACTION. R TABLEID: VXRF USERI D. FRED
*** VENDCR DOCUMENT CROSS REFERENCE | NQUI RY TABLE ***
KEY IS VENDCOR, TRANS | D, ACCEPTANCE DATE

VENDCR: 230970240 A

ACCEPTANCE TOTAL
TRANS | D DATE AMOUNT
01- MO 23K06530005 05 04 01 20, 000. 00
02- ML 26205570002 05 04 01 59, 000. 00
03- PV 23K06PV0005 05 04 01 5, 000. 00
04- PV 23K06PV0005 05 16 01 -5, 000. 00
05-
06-
07-
08-
09-
10-
11-

05-*L009 HEADER CHANGE
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Vendor
( VXRF)

Docunent Cross-Reference Tabl e
conti nued

The table below provides a description of fields on the Vendor Document
Cross Reference Inquiry Table (VXRF):

Field Definition Updat ed By
VENDCR ( Key) Vendor code supplied on FFI'S documents with a
t he docunent. vendor code entered
TRANS CODE Transaction code that FFI S docunments with a
(Key) identifies the docunent vendor code entered
processed using the
particul ar vendor.
DOCUMENT Document nunber that FFI'S documents with a
NUMBER ( Key) identifies the docunent vendor code entered
processed using the
particul ar vendor.
ACCEPTANCE Date the document was FFI'S docurments with a
DATE ( Key) accepted by FFIS. vendor code entered
TOTAL AMOUNT Total dollar amount of FFI'S documents with a
t he docunent. vendor code entered
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Appendi x A: Transactions Processed Directly in FFI S

Type of Spending
Activity

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Current
Process

Trans
Code

Trans
Type

Type of
Transacti on

Ent ered By

Sour ce
Docunent

On- Li ne
Appr ova
Requi r ed

Commi t ment s

AD700

RQ ! 01

(Optiona

)

Commi t ment

Servi ci ng
Budget Fisca
O ficer

( SBFO) ,
Location Area
O ficer (LAO

Fund Hol der

No

Maj or

Construction

AD757- 24E

MO (Ref.) 01
ML ( Non- 01

Ref .

)

bl igation

Facilities
Di vi si on
(FD), NFC
Reporting
Section 4
(RS4) for
Bel tsville
Area (BA) &
Pl um | sl and
Ani mal

Di sease
Cent er

(Pl ADC)

SF1442 Signed
Cont ract

AD757-01E

PV

01

Paynment

FMD, RS4 (BA
& Pl ADC)

ARS305 Si gned
& Approved
I nvoi ce

Yes

lUse of an AD-700 is standard practice for
FFIS is optiona

and wi ||

be used when appropriate.

all

liquidate the RQG use of an ML docunent will

be used whenever an RQ is not appropriate.

ARS FFI S—Spendi ng

spendi ng activities.
If an RQis entered,

requi re manual

Appendi ces:

However ,

Fi nal

entering an RQ docunment to comrt funds within
be used to automatically
An ML (non-referencing MO) will

an MO document will
I'iquidation of the RQ docunent.
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Cur r ent Trans Trans - Type ?f Entered B Diourcet Afh Li ne;
Process Code Type ransaction y cunmen pprova
Requi r ed
Property Leases AD757- 24E MO (Ref.) 01 Qol i gation RS4, Pacific Real Property No
West Area Oficer (RPO
ML ( Non- 01 ( PWA)
Ref.) Sout hern
Pl ai ns Area
( SPA)
AD757- 01E PV 01 Payment RS4, PWA, SPA | Signed Lease Yes
(1 Time (Direct
Paynent ) Entry)
AD757- 01E PV 01 Payment RS4, PWA, SPA | Signed Lease | Yes
(ReCUrri n (REPV)
9)
Acqui sition of Real N A MO (Ref.) 01 bl igation RS4, PWA, SPA | ------------- No
Property (L e
ML ( Non- 01
Ref .)
AD757- 01A NO ( Non- 01 Ooligation & [ RS4, PWA, SPA | Public Yes
Ref .) Paynent Voucher 1034
AD757- 01E PV (Ref.) 01 Paynent RS4, PWA, SPA | Public Yes
Voucher 1034
Tr ai ni ng AD742/ AD757- | MO (Ref.) 01 bl i gation RS4, PWA, SPA | Signed SF-182 | No
05A
ML ( Non- 01
Ref .)
AD742- USDA DD ( OPAC oP Direct NFC GOALS No
and Non- USDA | Federal) Di sbur sement
OPAC & CAPS
AD757- 05A PV ( Non- 01 Paynent RS4, PWA, SPA | N A Yes
Fed. Com
mer ci al
ARS FFI S—Spendi ng Appendi ces:  Final Cct ober 2001 291



Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Cur r ent Trans Trans - Type ?f Entered B Diourcet Afh Li ne;
Process Code Type ransaction y cunen pprova
Requi r ed
Contracts — service, AD757- 24E MO (Ref.) 01 bl i gation RS4, PWA, SPA | SF1442, SF30, No
suppl y, equi pment, SF33, SF26
construction ML ('Non- 01 Awar d
Ref.) Document
AD757- 01E PV 01 Paynent RS4, PWA, SPA | ARS305 with Yes
I nvoi ce
AD757- 09A NO AV Paynent RS4, PWA, SPA | ARS305 with Yes
(Advance) I nvoi ce
AD757- 15B NO AV/ 01 Advance RS4, PWA, SPA | ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Payment
Extramural Agreenents AD757- 24E MO (Ref.) 01 bl igation RS4, PWA, SPA | ARS451 Si gned No
and Grants Agr eenent
ML ( Non- 01
Ref .)
AD757- 01E PV 01 Paynent RS4, PWA, SPA | AR305 Yes
w/ Appr oved
I nvoi ce
AD757- 08A NO AV Paynent RS4, PWA, SPA | ARS451 Yes
(Advance)
AD757- 14B NO AV/ 01 Advance RS4, PWA, SPA | ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Paynent
AD757- 16C ND LC No Check RS4 Front - end No
(Letter of Di sbur senment from HHS
Credit) based on HHS
224 Reporting
Research Support AD757- 24E MO (Ref.) 01 bl i gation RS4, PWA, SPA | OF347 No
Agr eenment ( RSA) Appr oval
ML ( Non- 01 Document
Ref .)
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Current Tr ans Tr ans Type of Sour ce On- Li ne
Process Code Type Transaction Ent ered By Docunent Apprpva
Requi r ed
AD757- 01E PV 01 Paynent RS4, PWA, SPA | AR305 Yes
w/ Appr oved
I nvoi ce
AD757- 06A NO AV Paynent RS4 ARS451 Yes
(Advance)
AD757- 12B NO AV/ 01 Advance RS4, PWA, SPA | ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Paynent
AD757- 16C ND LC No Check RS4 Front - end No
(Letter of Di sbur senment from HHS
Credit) based on HHS
224 Reporting
I nt ergover nnment al AD757- 24E MO (Ref.) 01 Cbl i gation RS4, PWA, SPA | OF69 Approval No
Per sonnel Act Docunent
Agreenment (| PA) ML (Non- 01
Ref .)
AD757- 01E PV 01 Paynent RS4, PWA, SPA | AR305 Yes
w/ Appr oved
I nvoi ce
Qut goi ng | nt eragency AD757- 24E MO (Ref.) 01 bl igation RS4, PWA, SPA | AD672 or No
Agreenents Agency
ML ('Non- 01 Approval Doc.
Ref .)
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ARS Transactions Processed Directly in FFIS - Spendi ng Chain
Type of Spending
Activity Current Tr ans Tr ans Type of Sour ce On- Li ne
Process Code Type Transaction Ent ered By Docunent Appr pval
Requi r ed
AD742- USDA & | DD oP Direct NFC GOALS No
Non- USDA Di sbur senent
OPAC & CAPS
AD757- 05E PV 01 Paynent RS4, PWA, SPA | I nvoi ce Yes
DOD & Non-
OPAC
Agenci es
Wor k St udy Agreement AD757- 24E MO (Ref.) 01 bl igation RS4, PWA, SPA | Agr eenent No
ML ( Non- 01
Ref . )
AD757- 01E PV 01 Paynent RS4, PWA, SPA | I nvoice Yes
Forei gn Service AD757- 01A NO 01 ol igation & | RS4 SF-1069 & SF- Yes
Al | owmance and Benefits Paynent 1170
Payrol | Advance for AD757- 06A NO AV bligation & |[RS4 | -----mmaao- Yes
Rel ocati on Abroad (Advance) ? Payment | | -------
Nonexpendi t ure AD757- 02A, B2 (SV TO Std. Voucher | RS4, SFBO, ARS- B2 Yes
Transfer 02B, O0Z2E, Cl one) Adj ust nent LAO
02F
Royal ty Paynents AD757-01A NO 01 bl igation & | RS4 Request from Yes
Payment O fice of
Technol ogy
Transfer

2 Payroll advances for relocation abroad are liquidated through the ABCO system.
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Cur r ent Trans Trans - Type ?f Entered B Diourcet Afh Li ne;
Process Code Type ransaction y cunen pprova
Requi r ed
Print Orders GPO MO (Ref.) 01 bl i gation RS4 SF13 No
ML ( Non-
Ref .)
OPAC DD oP Di rect NFC GOALS No
Di sbur senent
M scel | aneous AD757-01A NO 01 bl igation RS4, PWA, SPA | Public Yes
Paynent s* and Paynent Voucher 1034
or any ot her
approval
docunent
M scel | aneous Di sbursement with Cbligation
Di sbursenment by - - -
For ei gn Enmbassi es AD757- 24E ML ( Non- 01 bl i gation RS4 Si gned No
Ref .) Agr eenment
AD757- 25E ND FP Di sbursenent | RS4 SF-1221 No
Di sbursenment Only
AD757- 28C & D2 (Non oP Non- 224 RS4 SF-1221 No
AD757-17C Ref er enci Di sbur sement
ng DD
Cl one)

3 SF1’s are no longer entered into CAPS. All SF1’s are to go to RS4 (including SPA and PWA.)

4 Miscellaneous payments include public vouchers, one time payments, interlibrary loan costs, U.S. Postmaster, small package couriers (UPS, FedEx), EEO cash

settlements, civil rights claims, MSPB personnel cash settlements (including attorney fees associated with settlement), Tort claims under $25,000.
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Current Tr ans Tr ans Type of Sour ce On- Li ne
Process Code Type Transaction Ent ered By Docunent Apprpval
Requi r ed
Period End Estinmates PC- PEST YE (SV UN Estimate for | RS4, SBFO, LOTS Report Yes
(Undel i vered Orders) Cl one) Undel i ver ed LAO or FFI'S
Orders Report
I denti fying
RQ(s)
PC- PEST YE (SV DE Estimate for | RS4, SBFQ, LOTS Report Yes
Cl one) Accr ued LAO
Expendi t ures
Gr eenbook Char ges Gr eenbook/ Bl ML 01 bl i gation Fi scal Gr eenbook No
ue Book Oper ati ons Esti mat es
Esti mat es Branch (FOB)
OPAC DD oP Direct NFC GOALS No
Di sbur sement
Security Cl earances OHRM For m ML 01 bl igation R4 RS4, PWA, SPA | No
OPAC DD oP Direct NFC GOALS No
Di sbur senent
I ndi rect Program Agr eenent B2 TO St andar d SBF Agr eenent Yes
Support Costs (1 PSC) Voucher
Sal e of Assets AD- 742 SV BV Revenue R4 Meno or Yes
Bal ance Appropriate
Sheet Docunent ati on
Transfer
Deposit Accounts AD757- 06A NO AV Paynment RS4 St at enment Yes
(Advance)
AD757- 12B NO AV/ 01 Advance RS4 ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Payment
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Appendi x B:
Nunberi ng Schene

ARS Spendi ng Docunent

Type of FFI' S Docunent Nunber
Paynment Docs
Used
Position 1: FY
ﬁil types RQ Positions 2 — 5: Location Code
conmi t ment s Positions 6 — 11: User Defined or System
Cener at ed Sequential No
I f using systemgenerated
nunber, type the fiscal year,
the | ocation code, the pound
sign (#) and press Enter.
Exanmple: 2 1235 000001
Al types PV, No | Position 1: FY
of payments ND Positions 2 — 5: Location Code
and direct Positions 6 — 11: User Defined or System
di sbur senen Generated Sequential No
ts I f using systemgener ated
(except number, type the fiscal year,
REPV the location code, the pound
entries, sign (#) and press Enter.
see bel oW Exanple: 2 1235 000001
Position 1 - 2: Contract Type
Contracts MO ML Positions 3 — 6: GSA Activity Address Code
(I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defined Contract No
(4 digit, last two digits are
00)
Example: 53 3K15 2 1400
P Position 1 - 2: Contract Type
&gﬁ::?;te MO ML Positions 3 — 6: CBA_Activit_y Addr ess Code
Cont r act s (I'ssuing Ofice)
Position 7: FY
Positions 8 — 9: Contract No (2 digit)
Positions 10 — 11: Task Order No
Exanmple: 53 3K15 2 1403
Position 1 - 2: Type 45 PO
(F;J(rjg?a_sr}elpe MO ML Positions 3 — 6: GSA Xcﬁivity Addr ess Code
45 (I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defined Sequential No
(4 digit)

Exanmple: 45 3K15 2 0001
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Appendi x B: ARS Spendi ng Docunent
Nunmbering Schene, continued

Type of FFI S Docunent Number
Paynment Docs
Used
Position 1 - 2: Agreenent Type
Agreement s MO ML Positions 3 — 6: Location Code
Position 7: FY
Positions 8 — 11: User Defined Sequential No
(4 digit)
Example: 58 1907 2 0056
Foreign: 58 3625 2 FO028
Position 1: T (Task Order)
gﬁ;gg:fh MO ML Position 2: FY
Agr eement Positions 3 — 6: Location Code
Task Orders Position 7-10: User Defined Sequential No (4
digit)
Example: T 2 5310 0089
M scel laneo | MO M. Position 1 - 3: Spendi ng Type (3
us Spendi ng ' characters)
Positions 4 — 7: Locati on Code
Posi tions 8: FY
Positions 9 — 11: User Defined Sequential No
(3 digit)
Example: TRN 6402 2 056
Recurri ng REPV Position 1 - 2: Cont ract / Agr eenent Type
Pay ment py. No | Positions 3 — 6: GSA Activity Address Code
Voucher s ’ (I'ssuing O fice)
Position 7: FY
Positions 8 — 9: User Defined Sequential No
(2 digit)
(Can be al pha-nuneri c)
Positions 10 — 11: Do not enter anything in
the last two positions. Wen
the docunent is generated, FFIS
automatically inserts the
cal endar nmonth (2 digit)
Example: 53 3K15 2 01
Position 1 - 4: Locati on Code
igﬁggz:d BéngE Positions 5 — 11: Syst em CGenerated Sequentia
' No
Docurrent s Type, the location code, the
pound sign (#) and press Enter.
Exampl e: 6402 0000001
All Batch Position 1 — 3: User’s Initials
Document s Positions 4 — 6: User Defined Sequential No
(3 digit)
Exanpl e: LBAOO1
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Appendi x B: ARS Spendi ng Docunent
Nunmbering Schenme, conti nued

The following contract/agreement The following spending types will
types will be used in ARS’s be used in ARS’s document
document numbering scheme. numbering scheme.
Cont r act / Agr eenent Code Spendi ng Type Code
Type
Tr ai ni ng TRN
Construction 50
Enbassy EMB
Servi ce 53 Transacti ons
Suppl y 54 Security C earance SEC
Lease 57 Forei gn Service FSA
Al | owance
Agr eenent 58
Payrol | Advance ADV
G ant 59 (relocation
abr oad)
I nteragency (new 60
format) Royal ti es ROY
I PA (new fornat) 69 Honor ari a HON
Work Study (new 56 Print Order PRN
POCs 4X Pr of essi onal PRF
(40 for Liability Ins
Type 40,
41 for Attorney Fees ATT
Type 41,
etc.) Settlement (MSPB, SET
EEQ etc.)
Tort TRT
Publ i ¢ Voucher PUB
G eenbook GRN
Deposit Accounts DEP
Interlibrary Loans I LL
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Appendi x C. Vendor Inquiries

Overvi ew
Known Desired Information FFI S
I nformati on Tabl
e
Vendor Code, Vendor Nane, Address, Schedul e Date, PVHT
Paynent Voucher Cl osed Date, Vouchered Ampunt, Cl osed
Document | D Amount (di sbursed), In Transit Anmount
(submitted but not yet confirmed as paid
by Treasury)
Vendor Code, Vendor | nvoice, |Invoice Date, Line PVLT
Paynent Voucher Amount, C osed Amount (di sbursed),
Docunment I D, Line Di sbursed Amount, In Transit Amount
Nunmber (submitted but not yet confirmed as paid
by Treasury), Reference Docunment |D,
Transaction Type, Accounting Distribution
Qoligation Payabl e Docunent |D, Amount DXRF
Docurent 1D
Payabl e Docunent bl i gati on Docunent | D, Anpunt DXRF
ID
Vendor Code Al docurments entered against the VXRF
sel ected vendor, Anpunt
Check Nunber Vendor Nane, Payment Address, Check CHKH
Total, Check Date
Check Nunber Paynment Voucher Docurnent |Ds, Line CHKL
Anmount s, Check Date of all Payment
Vouchers included on a specific check
Fi scal VYear, Payee, Paynent Anount, Paynment Date, Bank EFTH
Schedul e | nformation

Cat egory, Type,
Nurber, Paynent
Sequence Nunber,
Di sbursing O fice
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Known Desired I nfornmation FFI S

I nformation Tabl
e
Fi scal Year, Paynent Voucher, Travel Advance Nunber, EFTL
Schedul e Li ne Nunber, Record Type, Paynment Anobunt

Cat egory, Type,
Nurber, Payment
Sequence Nunber,
Di sbursing O fice
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ARS FFI S-Spendi ng

Appendi x C. Vendor Inquiries Overview,
conti nued
Known Desired Informtion FFI' S
I nformati on Tabl
e
Vendor Code, Docunent | Ds and Check Numbers for all 1 VCH
Vendor | nvoice confirned paynent against a specific
Nunber, |nvoice i nvoi ce
Dat e
Vendor Code, Check Nunber associated with the voucher, VCHK
Docurment | D of Armount
Paynent Voucher
Vendor Code, Treasury Schedul e Nunber, Anmount, VXDD
Docunment I D, Line Confirmation Status, Interest and
Nunmber of a Di scount ampunts of all disbursenents
Paynent Voucher agai nst a paynment voucher
or Travel Advance
Li ne
Docunent ID Where is a paynent related transaction in DXRF
t he processing chai n?
Vendor Code, What is the status of a paynent docunent? PVHT
Docunent | D of
Paynent Voucher
Vendor Code, Has a payment voucher been di sbursed? PVHT
Docunent | D of
Paynent Voucher
Vendor Code, Has a paynent voucher been di sbursed, VXDD
Document I D, Line confirmed, or backed out?
Nunmber of Paynent
Voucher
Paynent Sequence What vouchers were paid on a specific EFT EFTH
Nunber paynent ?
Paynent Sequence What was the dollar anpbunt of each EFTL
Nunber transaction included on a given EFT
paynment ?
Check Numnber What vouchers were paid on a specific CHKH
check?
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ARS FFI S-Spendi ng

Appendi x C. Vendor

| nqui ri es Overvi ew,

conti nued
Known Desired Informtion FFI' S
I nformati on Tabl
e
Check Nunber VWhat is the status of a check? CHKL
Vendor Code, What are the Docunent |Ds and Check 1 VCH
Vendor | nvoice Nurmbers for all confirned paynents
Nunber, | nvoice agai nst a specific invoice?
Dat e
Vendor Code, What is the Check Nunber associated with VCHK
Docunent | D of t he payment voucher and anount?
Paynent Voucher
Schedul e Nunber What is the anount being paid on a TSCH
speci fic schedul e?
Schedul e Nunber What specific vouchers appear on the TSCL
schedul es?
Schedul e Nunber, What are the correspondi ng anounts and TSCL
Vendor Code, associ at ed check nunbers?
Docurnent | D of
Payment Voucher
Schedul e Nunber, How do you find check nunbers? TSCL
Vendor Code,
Docunent | D of
Paynent Voucher
Schedul e Number, What is the status of a cancel ed check? CXLT
Check Nunber
Cal endar Year, Where do you find the total disbursed VPYA
Vendor Code amount for a 1099 vendor for a cal endar
year ?
Check Nunber Has a check cancel ed for replacenment been REPL
repl aced yet?
Schedul e Nunber, Has an EFT paynment cancel ed for ERPL
Paynent Sequence repl acement been replaced yet?
Nunber
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Appendi x D. Acronyns

This appendix contains a definition of FFIS acronyms contained in this

ARS FFI S-Spendi ng

document.

Acronym Descri pti on
ACCS Accounting Code Classification Structure
AMT Amount
APRD Accounting Period Table

ARS Agricultural Research Service
B2 Standard Voucher Document
BD Billing Document
BE Budget Execution Document
BFY Budget Fiscal Year
BOC Budget Object Classification Codes
BOCT Budget Object Code Table
CAS Central Accounting System
CHKH Check Header Table
CLTX Text Clause Table
COMM Commitment
DD Direct Disbursement Document
DVAL Default Values Table
DVOT Default VValues Options Table
DVSN Division Reference Table
DXRF Document Cross Reference Table
EFTH EFT Header Inquiry Table
EFTL EFT Detail Inquiry T able
FAPP Fiscal Year Appropriation Table
FAPR Fiscal Year Apportionment Table
FCAT Fund Category Table
FFIS Foundation Financial Information System
FSYR Fiscal Year Table

Appendi ces:
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Acronym Descri ption

FTEs Full-time Equivalents

Appendi x D: Acronyns, continued

Acronym Descri ption
FTYP Fund Type Table
FUN2 Fund Options Table
FUND Fund Table
IVCH Invoice-Payment Voucher-Check/EFT Cross-Reference
Inquiry Table
NLT Journal Voucher and Standard Voucher Journal Inquiry Table
M1 Non-Referencing Miscellaneous Order Document
MO Miscellaneous Order Document
MSGL Monthly Summary General Ledger Balance Table
ND Direct Disbursement Clone Document
NO Non-Referencing Payment Voucher Document
Oo&M Operations and Management
OBDT Outstanding Billing Documents Table
OBLH Orders Header Inquiry Table
OBLL Purchase Order Accounting Line Inquiry Table
OCAT Federal Object Class (Object Category) Table
OCD Office of Community Development
OCLS Obiject Class Table
OMB Office of Management and Budget
OPAC Online Payments and Collections
ORGN Organization Reference Table
P&P Policy and Planning
PGMT Program Table
PGRP Program Group Table
PV Payment Voucher Document
PVHT Voucher Header Inquiry Table
PVLT Voucher Line Inquiry Table
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PMT Payment
PPAY Prompt Pay Reference Table
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Appendi x D. Acronynms, continued

Acronym
REPV
REQH
REQL

RP
RPTG
RQ
RSRC
SASP
SUSF
SV
TCAT
TIDT
TOHT
TOLT
TSCH
TSCL
TSYM
TVAT
TVHT
TXTP
UNLIQ
UPVT
USDA
VCXT
VEND
VXDD
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Descri ption
Recurring Payment Voucher Table

Requisition Header Inquiry Table

Requisition Line Inquiry Table

Budget Division Reprogramming Document

Reporting Category Table
Requisition Document
Revenue Source Code Reference Table

Suballotment Spending Control Inquiry Table

Document Suspense File Table

Standard Voucher Document
Transaction Category Table

Travel Interface Document Inquiry Table
Travel Order Header Inquiry Table
Travel Order Line Inquiry Table
Treasury Schedule Control Header Table
Treasury Schedule Control Line Table
Treasury Symbol Table

Travel Voucher Inquiry Table

Travel Voucher Header Inquiry Table
Text Type Reference Table

Unliquidated

Unpaid Voucher Inquiry Table

United States Department of Agriculture

Feeder to FFIS Vendor Cross Reference Table

Vendor Reference Table

Payment Voucher Line—Disbursement Document Cross

Reference Table
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Appendi x D: Acronyms, continued

Acronym Description
VXRF Vendor Document Cross Reference Table
YE Standard VVoucher Document
YTD Year to Date
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Appendi x E: FFI S Tabl es

This appendix provides the following information on the tables within the

FFIS system:
" TableID
Table Name
Purpose
Tabl e Tabl e Nane
I D
ACCY Agency Tabl e
APRD Accounting Period Tabl e

BOCT

DVAL

Dvor

DVSN

FCAT

FSYR

FTYP

Budget Obj ect Code Table

Default Values Tabl e

Defaul t Val ues Options

Tabl e

Di vi sion Tabl e

Fund Category Tabl e

Fi scal Year Table

Fund Type Tabl e

Appendi ces:  Fi nal Cct ober

Pur pose

Defines codes for the agencies
represented in the system and
mai ntains a mailing address for
each defined agency.

Defines valid accounting
periods. Determnes if an
accounting period is open or

cl osed and identifies which
accounting period (if any) is

t he year-end adj ustnent peri od.

Defines BOCs for specific itens
and services the government
purchases and identifies which
codes stand for personne
related or travel services

Defines the default val ues that
are inferred fromthe codes
entered in a docunent header or
accounting line.

Defines how DVAL will be
accessed and how t he derived
data elenents in the accessed
DVAL record will be used.

Defines valid Division codes.
Defines options and controls, by
di vi sion, for Budget Execution
Pl anni ng, and Travel.

Defines fund category codes and
their attributes. Funds can be
assigned to Fund categories on
FUND.

Defines the valid fiscal years.

Defines fund types that can be
used to group simlar funds for
classification/sorting purposes
on reports.
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Appendi x E: FFI S Tabl es,

conti nued

Tabl e
ID

FUND

OCAT

CCLS

PGMI!
PCRP

RPTG

RSRC

TSYM

Tabl e Name

Fund Tabl e

Federal Object C ass
(nj ect Category) Table

Chj ect Cl ass Table

Or gani zati on Tabl e

Program Tabl e

Program G oup Tabl e

Reporting Category Table

Revenue Source Tabl e

Tabl e

Treasury Synbol

Vendor Tabl e

Pur pose

Defines codes for all funds used
in the system and defines
budget ary di nensi ons and

spendi ng controls for each fund.
Est abl i shes classification
groupi ngs that group simlar
funds together.

Defi nes federal object class
codes to be used for reporting.

Defi nes object classes to be
used for reporting.

Defi nes organi zati on codes and
assi gns di vi si on/ organi zati on
rel ati onshi ps.

Defines valid program codes.

Defi nes program group codes used
to group simnilar program codes.
Groupi ng of Program codes into
groups occurs on PGM.

Defines the general purpose
reporting categories for
i ndi vi dual di vi si ons.

Defi nes revenue sources,

establ i shes report groupings of
the revenue source codes, and
det er mi nes revenue source
processi ng options.

Transl ates the Treasury synbol
on FUND into the Treasury synbol
used for the year-end cl osing
statenent and the SF-224
statenent of transactions.

Defines valid codes for vendors,
organi zati ons, and persons to
whom t he governnment makes
paynents or from whomthe
government collects receivabl es.
Defi nes m scel | aneous vendor
codes to use for one-tine or
infrequently used vendors.
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