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handle failed vouchers in travel
manager interface.
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added appendix for audit guide;
updates to pre-payment review
process and bill of collection
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steps.

Revision C 2/23/2010 | Updated expiration date from
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required for admin change.)

Revision D 12/17/2010 | Updated to add Foreign travel
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expense reports through
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DOMESTIC AND FOREIGN TRAVEL

Introduction

The Domestic and Foreign Travel processes begin upon receipt of the travel expense
report via the FedTraveler.com system. Once the expense report is received, it is
disbursed for payment. There are separate processes for disbursement of Domestic
and Foreign Travel expense reports. Foreign expense reports are audited prior to
payment. Domestic expense reports are reviewed prior to payment but not fully
audited. Domestic expense reports are audited through random statistical sampling that
takes place on a monthly basis. The employee is notified to attach receipts to their
expense report if they are not already attached. The NSSC audits the selected expense
reports with receipts and if adjustments are needed, a correction template is sent to the
traveler requesting them to prepare and submit an amended expense report in
FedTraveler.com.

The NSSC is responsible for providing administrative, payment, and required reporting
for Travel, and works closely with the requesting Center to ensure that payments meet
requirements. The NSSC is required to process all expense reports within 30 days of
receipt of complete information.
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PROCESS 1 — Domestic Travel

Roles and
Responsibilities

Step 1
NSSC Travel (SP)

Retrieve new expense
reports

Roles & Responsibilities

Process 1 — Domestic Travel

Log on toFedTraveler.com.

Click ““My Approval Desktop” at the center of

the page

Hold down the Ctrl key and scroll down to

the end of the “My Approval Desktop”. Then

place your mouse in the lower right hand
corner of the desktop on the lines between
the “Begin Date” and “Msg”. This should
allow you to highlight the complete
document.

Open Microsoft Excel and open the following

document: Trave\Domestic\Queue
Management\Fed Traveler\2010 Queues
\Template\Queue Template.xIsx. Save
template with today’s date.

Copy and paste the desktop queue
information onto the 1% line of sheet 1, cell
Al. Then run the macro named
"Personal.xlsb!Consolidated “

Next copy and paste the queue from
previous day from column D2 to column
listed as MSG on to template right below the
last line of the information copied over from
the FedTraveler.com desktop. Then run the
macro named “Personal.xIsb!_Etrav_sort”

Select the worksheet named Dashboard,
Select Data tab, Click on Refresh All to
update Pivot Tables and Pivot Charts, click
on the pivot tables to bring up field list, and
click each date on. Go back to Final tab and
save.

Output: Travel expense reports awaiting
disbursement.

Tips/Notes

This step will be
performed each
business day in the
morning. This set of
process steps is the
only way to determine
what expense reports
are old and new.

Expense reports will be
processed first in, first
out. The expense
reports that have been
in the queue for the
longest amount of time
should be processed
first.

The Domestic queue
includes foreign
vouchers (indicated by
FC in destination) that
have been routed for
final approval at NSSC
(second stop at NSSC).
See Process 2 —
Foreign Travel for
further information.
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

Step 2

a. Logonto FedTraveler.com.
NSSC Travel (SP)
b. Click on My Approval Desktop.
Select expense report to
review c. Sort queue by clicking on Traveler column.

d. Select expense report to be reviewed by
clicking on radio button left of the traveler’s
name.

Output: Expense report selected for
prepayment review.
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Process 1 — Domestic Travel

Roles and
Responsibilities

Tips/Notes

Step 3 a. Determine if expense report is an See Appendix C for
Amendment. The Doc Type column within Prepayment Review
NSSC Travel (SP) approver desktop will be listed as “Amended = Guide.

Expense Report” and document number will
include an AE followed by numeric
sequential numbers). If so, follow the steps
outlined in the Prepayment Review Guide,
step 1.

Prepayment review —
non-Extended TDY
expense reports

These steps are
performed for all
expense reports in
Domestic queue,
including Foreign

b. Determine if Extended Temporary Duty expense reports which

travel (ETDY) or NESTED (The Doc Number
will have either LTTDY or the word NESTED
behind it). If so, do not process. A separate

have been routed for
final approval (second
stop at NSSC).

NSSC ETDY team will audit prior to
disbursing. See step 2 of Prepayment
Review Guide.

c. Determine if expense report is Foreign (final
destination has FC behind it). If so, ensure
NSSC Foreign has previously approved. See
Prepayment Review Guide, step 3, for more
information.

d. Determine if expense report is for an
Invitational traveler. On Approval Desktop,
there will be an “i” at the top next to the
green icon. If so, ensure all receipts are on
file and the traveler has a signed copy of the
voucher attached or has signed the actual
voucher in FedTraveler.com. See
Prepayment Review Guide, step 4, for more
information.

e. Determine if an advance is associated with
the expense report. Open the expense
report, under the financial details, it will show
“Less Advance” and the advance amount).

If so, follow steps in the Prepayment Review
Guide, step 5, to liquidate the advance in
SAP.

f. Review expense report itinerary to determine
if there were any Foreign/OCONUS legs in
the journey. If so, see Prepayment Review
Guide, step6, Guide.
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

g. Review travel dates to determine if it is an
Extended TDY erroneously filed as a Single
trip. If so, see Prepayment Review Guide,
step 7.

h. Input PIN and Approve expense report.

i. After approving expense report, disposition
errors messages, if applicable, according to
instructions in Prepayment Review Guide,
step 8.

Output: Expense report approved.

Step 5
a) Create folders for proposals. In shared
NSSC Travel (SP) drive, go to N:\Travel\Travel Payment
Posting\Center. Create a folder naming
Create payment proposal it with today’s date and proposal name
(ex-083010 NSHQT). Do this for all
centers.

b) Log into SAP and key in transaction
code ZF110_PRO.

¢) Key intoday’'s date as the “Run Date”
and Input the Center Unique code into
the Identification Field (ex- NSHQT)

d) Click the “PARAMETER” Tab.

e) Under the COMPANY/CODES FIELD
always input NASA

f) Input the Payment Method under the
PMNT METHS FIELD.

P= People Payment (EFT)
C= Check Payment

g) Under the NEXT P/DATE, enter the date
of 31 days from the run date.

h) In the Vendor field input: 1 to 99999

i) Click the “FREE SELECTION” tab.

i) Inthe FIELD NAME FIELD choose the
drop down menu and choose
BUSINESS AREA.

k) Under the VALUES FIELD put the # of
the Center you are working on.

[)  Under the first FIELD NAME choose the
drop down menu and choose
DOCUMENT TYPE.
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

a. Under the first VALUES FIELD put the
following document types: CL, ZT, ZU

b. Under the second FIELD NAME choose
Business Area.

€. Under the second VALUES FIELD put in
the center code (ex- HQ).

d. Click the “ADDITIONAL LOG” tab.

e. Check the following boxes:

1) Due Date Check
2) Payment Method Selection in All Cases
3) Line Items of the Payment Documents

f. Inthe VENDOR FIELD put 1 to 99999 (5
9's).

g. Click the “STATUS” tab.

h. Click YES, when prompted to Save
Data?

i. Click the “PROPOSAL” icon.

j.  Click the icon next to the “PROPOSAL”
icon.

k. Inthe “SCHEDULE PROPOSAL" box
click the “START IMMEDIATELY” box.

I.  Click the “CHECK MARK” icon to
execute the proposal launch.

m. When in the “STATUS" tab, press Enter
until “PAYMENT PROPOSAL HAS
BEEN CREATED” appears.

n. Click the “PROPOSAL" icon with the
glasses and then click on the printer icon
and type the word “MAIL” in the output
device field then click the green
checkmark. Click green arrow back
button twice.

0. Click on SAP Business workplace icon,
the one with the file tray and arrow
above it. Then click on OUTBOX. Select
file printed from outbox list. Click on
Adobe file at bottom left of screen to
open. Save file under Travel\Travel
Payment posting\Center\current date.
Save as “XXXXXX NSHQT B PPSUM”
where XXXXXX equal current date
formatted such as “083010".
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

p. Click on EDIT-PROPOSAL-PROPOSAL
LIST at very top of page in SAP. Click
the green check mark and then Ctrl-End
to get the bottom of page. Type ALT /
Print Screen.

g. Open Adobe. Click on CREATE icon
then FROM CLIPBOARD. Save file
under Travel\Travel Payment
posting\Center\current date. Save as
(083010 NSHQT C PPLIST).

r. Create NSR ticket in Remedy. Change
Summary Field Name to “FM-Travel
Payment Proposal-
083010_NSHQT":CT1= Financial
Management, CT2=Domestic;
CT3=Payment Proposal. Repeat this for
each center’s proposal.

s. Leave ticket in “Assigned” status and
assign to designated reconciler for that
proposal.

Output: Payment proposals created.

Step 6

a. Receive Travel Payment Proposal Remedy
NSSC Travel (SP) NSR.
Reconciliation of b. Loginto SAP and key in transaction code
Payment Proposal ZF110 _PRO.

c. Key intoday’s date as the “Run Date” and
Input the Center Unique code into the
Identification Field (ex- NSHQT).

d. Pull up FedTraveler.com Complete
Expense Report Spreadsheet from N Drive
(N:\Trave\Domestic\EAI Reports\Current
Year\Proposal Reports\Center).

e. Check for unconfirmed vendors. If present,
notify the civil servant team so it can be
confirmed and paid on a proposal the next
business day. Move these over to
exceptions on spreadsheet and
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

continuously monitor and follow up.

f.  Check for other proposal exceptions. If
present, notify the appropriate parties
depending upon the nature of the
exceptions (generally the Center Travel
Office) so the exception can be cleared on
the next day proposal or as soon as
possible. Move these over to exceptions on
spreadsheet and continue to monitor until
cleared.

g. An NSR should be created for exceptions.
(CT1-=Financial Management;
CT2=Domestic Travel; CT3 = Failed
Prepayment Review). The TA#, Traveler
Name, and Date failure occurred should be
documented in the Travel form of the NSR.
Under Requestor Info, Full Name+ should
also be the name of the traveler. Assign
the ticket to yourself and place it in a
“Pending — Internal Action status.” Once the
payment has cleared, the date failure
resolved should be completed and the
ticket should be placed in resolved status.

h. Verify the Vendor Amount in SAP against
the spreadsheet.

i. Check for interest payments. If expense
report is being paid more than 30 days after
the expense report was signed by
employee it is subject to the Prompt Pay
Act. Interest should be automatically
calculated in SAP; however, the interest
calculation should be checked. The website
to use to calculate the interest is:
http://fms.treas.gov/prompt/ppcalcl.html

j- Verify that the total on the spreadsheet
matches the total on the proposal.

k. Print spreadsheet as an Adobe file. Save
file under N: Travel\Travel Payment
posting\Center\current date. Save as
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

(083010 NSHQT D PPREC).

[.  In SAP, Click the “PROPOSAL” icon with
the scroll and then click on the printer icon
and type the word “MAIL” in the output
device field then click the green checkmark.
Click green arrow back button twice.

m. Click on SAP Business Workplace icon that
looks like a file box with an arrow above it.

n. Select outbox.

0. Double click on the proposal you sent to
mail from outbox list.

p. Double click the Adobe file located at the
bottom.

g. Save document in Travel Payment Posting
file under proposal ID for center you are
working. (Example: 083010 NSHQT E
PPLOG)

r. In Remedy, type notes that reconciliation is
complete. Leave ticket in “Assigned” status
and assign to L3. Do not enter a name in
the “Assignee” field.

Output: Payment proposal reconciled.
Step 7 a. Receive Remedy Travel Payment Proposal
NSR.
NSSC Travel (CS)
b. Verify payment proposal information by

Validate Travel expense checking the SAP payment summary list.

reports in

FedTraveler.com Output: Expense reports validated and
ready for certification.

Step 8 a. Receive Remedy Travel Payment Proposal
NSR.

NSSC Travel (CS)
b. ZF110 PRUN- Payment Run Only for F110.
Process the payment run

c. Select Run date (drop down).
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

d. Input “NS*” for the Identification

e. Double click on “ID".
f. Select “Status”.

g. Verify Tabs
1) Parameter
2) Free Selection

h. Click on Proposal eye glasses button (3rCI
button from the left) to display.

i. Display Payment Proposal: Payments
1) Verify $.
2) Alt Prt Screen to PDF. Save document in
Travel Payment Posting file under

proposal ID for center you are working.
(Example: 083010 NSHQT F CO PL)

3) Arrow back.
j.  Pmnt Run (2™ button on left).

k. Schedule Proposal
1) Check boxes Start immediately and
Create payment medium.

2) Select green check at the bottom left of
screen to enter.
I.  Wait a few seconds — enter
1) Payment run carried out.

2) Verify correct #'s for “Posting orders: #
generated, # completed”.

4) Alt Prt Screen to PDF. Save document in
Travel Payment Posting file under
proposal ID for center you are working.
(Example: 083010 NSHQT H CO PPS)

j- Edit (from the file menu, on the main screen)
1) Select Payments.
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

2) Select Exception List.

k. List Variant screen

1) Program — ZXXXXX Must have a Z to
perform email notification

2) Do you want to send an email? YES.

I.  Payment Settlement List — Print to HTM.
1) List

2) Export
3) Local file

4) Save document as HTM document
in Travel Payment Posting file under
proposal ID for center you are
working. (Example: 083010 NSHQT
| CO PSL)

5) Green Arrow back

m. Data Medium Overview
1) Environment
2) Payment medium
3) DME Administration
4) Data Medium Overview

a. Verify $.

5) Alt Prt Screen to PDF. Save
document in Travel Payment
Posting file under proposal ID for
center you are working. (Example:
083010 NSHQT J CO DMO)

6) Put cursor in amount block

7) Select Payment summary print (3"
button from the left).

8) Select the Red X — Print Screen List
9) Payment Summary Report appears

n. Payment Summary - Print to HTM.
1) List
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Process 1 — Domestic Travel

e
2) Save/Send
3) File
4) HTML Format
5) Green check
6) Change file name

7) Save HTM document in
Travel Payment Posting file
under proposal ID for center
you are working. (Example:
083010 NSHQT K CO
PSUM)

8) Generate

9) Green Arrow back

0. Payment Summary Report

1) SPO1- Output Controller

2) Select the Clock

3) Locate current payment summary file —
current file list from the top down. You
may need to Refresh (1% button on left)

4) Select the Payment Summary Type
Button (Next to the Spool no.)

5) Report will appear — Scroll down to verify
amount.

6) Export file (last button on right)

7) Save listin file .HTML Format

8) Save HTM document in Travel Payment
Posting file under proposal ID for center
you are working. (Example: 083010
NSHQT G CO PSR)

9) Generate
10) Green Arrow Back

p. Select Run date and repeat steps for each
proposal

g. When completed —wait 30 minutes then enter
bReady Enterprise Portal - Web Access Tool
to extract the Pre Edit Report for the
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

schedule number.

Output: Processed payment run.

Access bReady Enterprise

Select Systems Launcher

Web Access Tool

Search flies

. Created Date Range: Created Today
earch
Locate the Center and Select a file you are
attempting to retrieve.

g. Click View (eye button located at the top)
h. Verify Amount

i. Print

Step 9
NSSC Travel (CS)

Retrieve schedule
number from Web
Access Tool

~Ho oo T

1) Print Preview

2) Change to landscape

3) Select Printer to Adobe PDF.

4) Print Save HTM document in
Travel Payment Posting file
under proposal ID for center you
are working. (Example: 083010
NSHQT L CO PRE EDIT)

j-  Close out of bReady when all file have been
retrieved as needed.

k. Route the Remedy Travel Payment Proposal
NSR ticket to the DEO for input into the SPS
system.

Output: Schedule/Control number
Step 10 a. Insertthe SPS memory stick into reader.

NSSC Travel (SP) b. Go to the SPS website.

https://sps.fms.treas.gov

Input payments into SPS
c. Click Okay.

d. Click Login.

e. Click Grant this Session.
Input your Pin.

—h
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

g. Click the Create Icon (which is the 2™ icon
on top).

h. In the Schedule Type box, choose
SUMMARY from the drop down menu.
i. Leave the Schedule-Sub Type box as none.

j.  Click Continue.

k. Use the Pre-Edit Schedule to input the
following information: In the Office # (ALC):
input the 800# and the Treasury paying
Center.

I.  Press Tab.

m. In the Schedule #: input the schedule # (you
do not have to input the first zeros it will
automatically do it for you.

n. Press Tab.

0. Inthe # of Payments: the # of Items

p. Press Tab.

g. Inthe Payment Date: Input the next
business day.

r. Press Tab.

s. Inthe Summary Type Codes: Choose
Travel for regular schedules or choose
EDI/EFT/CTX for EFT/EDI schedules.

t. Forthe Sub Type Code: choose check (for
check payment schedules) or EFT (for EFT
payment schedules).

u. Press Tab.

v. Inthe Cont #: Put the C# (usually 6 digits
long).

w. Press Tab.
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

X. Inthe Symbol box: input 7 forward (/////I]).
y. Press Tab.

z. In the Amount box: input the amount.

aa. Click the “Add” button twice.

bb. Click “Save”.

cc. Click “Okay”.

dd. Click the back arrow.

ee. Write the pay date and your initials on the
pre-edit schedule.

ff. When all schedules are complete, highlight
the list of schedules.

gg. Click the STATUS CHANGE menu.
hh. Click “SUBMIT TO CO".

ii. Click the Icon that looks like a man running
to close out of SPS.

j. Log out of computer and remove card from
card reader.

Output: Payments entered into SPS.

Step 11 a. Insert SPS memory stick reader.

NSSC Travel (CS) b. Log on to SPS - https://sps.fms.treas.gov
Secure Payment System Application.

Certify payments in SPS 1) Security Alert, check yes.

2) Select Login.
3) SPS Warning, click OK.
4) Enter PW, Enter.

c. Highlight the Schedule Number from the CO
Main Screen, one at a time, to open.

d. Verify Schedule — use the Pre-edit Report
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Process 1 — Domestic Travel

Roles and At Tips/Notes
Responsibilities

and verify:
1) Total Amount.

2) Office Number (ALC) should coincide
with the center (ALC for Centers).

3) Schedule Number.

4) Payment Date.

5) Summary Type Codes.
6) Sub-Type Codes.

7) Control Number.

e. Certify Schedule (top, 2nd button from the €. If you detect an error,

left). select the “Reject Error”
o button twice (top, 4"

1) SPS user Confirmation, OK. button from the left,

2) SPS Response message, OK. looks like a stop sign)

and send back to DEO.
f.  Screen will show complete, Print.

g. Electronic Stamp the Adobe Pre-edit report
with the Approved Stamp containing the date
and name of certifier.

h. Proceed to Certify all Schedules needed

i. View Extracted (top, 10" button from the left,
looks like red clapper).

j.  Sort by Schedule Number.

k. Save Summary List (top, 3rd button form the
left)

1) Save Report as a PDF document in
Travel Payment Posting file under
proposal ID for center you are working.
(Example: 083010 NSHQT M CO SPS
SL)

a. Reprint the PDF Secured
file to Microsoft XPS Doc
Writer.

b. Convert XPS file to Adobe
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c. Save PDF to each proposal
folder

I.  Print each Summary Detalil

1) Ctrl Shift, highlight each schedule
number

2) Print Report as a XPS document in
Travel Payment Posting file under
proposal ID for center you are working.
(Example: 083010 NSHQT A CO SPS
PS)

3) Convert XPS file to Adobe

4) Extract each Summary Detail to each
proposal folder.

m. Log out (top, last button on the right) and
remove card from reader.

n. Log out of PC.
0. Combine Files

1) Highlight all files in a proposal folder

2) Combine Files to create one PDF

3) Save .PDF document in Travel
Payment Posting file under proposal
ID for center you are working.
(Example: 083010 NSHQT TRVL
PMT.pdf)

4) Verify bookmarks within PDF

p. Save each TRVL PMT file to Tech doc
upload folder

Output: Payments certified in SPS

Step 12 a. Verify payment cancellations on a daily See Treasury
basis as required. Cancellation Process -
NSSC Travel (CS) Appendix M.

Treasury Cancellations
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Step 13 a. Loginto the NSSC Travel Random Audit Audit emails will be sent
Software and verify the correct date for data = on or before the 15"
NSSC Travel (SP) entry. calendar day of the
month following the
Determine Statistical b. Select Center Statistics — print screen for travel payment.
Sample for Audit documentation.

¢. Run the total population available for
statistical sampling through US Army Audit
Agency Software to get total sample size.

Select 1 — attribute sampling normal
Select 1 — determine sample size

Select 5 — confidence level 95%

Enter population # obtained from NSSC
Software — from previous screen printed*
Input 10 in expected error rate

Input 4.9 percent precision

Print screen with attribute parameters for
documentation

Divide sample size by population to get the
percentage (example 142/7050 = .020142)

d. Go back to the NSSC software and enter
calculated percentage derived from previous
steps in % (ex -2.0142)

e. Review selection to determine if any should
be excluded (exclusion should be very rare)
— verify depart and return dates to make
sure no EXT TDY is included in the
sampling. If a # sign appears verify in TM
that it is a single trip, only single trips should
be in the sampling.

f.  If exclusion is required, mark the “exclude
box”. The person will not receive an email
and the expense report will be excluded from
the sampling requiring review. Before
completing this process, ensure your sample
size is not below the required amount based
on the calculated percentage above. Clearly
document the justification for excluding the
expense report from the sample.
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g. Add e-mail to accounts with N. If you cannot
find email account for travelers (i.e.
invitational travelers are not in the NASA
email system) check the expense report in
FedTraveler.com. It will either have their
email address or an email address from the
center that they traveled for. You may have
to send a manual email to those particular
travelers.

h. Download results to Excel and save to audit
file on N: drive. For internal and audit
purposes, the original copy of the audit raw
data is retained in the TRRandom sampling
software.

i. Select the option to send e-mails within the
statistical sampling software — travelers are
given 5 business days to provide receipts.

j. Create folder on N: shared drive for each
month’s stat sampling activities and save all
documentation.

k. Verify that Remedy NSRs were auto-
generated to track each email sent and the
delivery of receipts using status of “Planning
in Progress.

I.  Input audit population for the month into
Statistical Sampling database to track audit
results and assigned auditors.

m. Validate that receipts are attached to the
expense report in FedTraveler.com. Update
the Statistical Sampling database to indicate
that receipts are present. Also update the
Remedy ticket by changing the status to
“Pending Parts” and noting in the activity log
that the receipts are present.

n. For expense reports with no receipts, if
receipts are not received after 10 days, send
a second notification to the employee
reminding them to submit receipts.
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Process 1 — Domestic Travel

Tips/Notes

Step 14
NSSC Travel (SP)

Auditing Selected
Expense Reports

Step 15
NSSC Travel (SP)

Completing a Bill of
Collection (BOC) — Non-
Audit

0.

Once 5 days has passed since the 2
notification and receipts have not been
received, complete a bill of collection form
for the individual and route to Accounts
Receivable via Remedy.

Output: List of Travel expense reports
ready to be audited.
Complete review of expense report using

guidelines in NSSC Domestic Audit Guide.

Output: Audited expense report.

a. Receive Remedy NSR requesting
issuance of BOC based on credit
expense report received.

b. Verify that credit is not related to an
audit BOC by searching in Remedy.
(CT1=Financial Management,

CT2=Accounts Receivable, CT3=Bill of
Collection, Assigned Group=FM-Travel-

Payment Processors L2)

c. Complete an AR Invoice

Requirements Form.

d. Create a Remedy NSR: Summary =FM-

Accounts Receivable, CTIl1=Financial
Management, CT2 =  Accounts
Receivable, CT3=New Receivable-
Travel.

e. REQUESTOR DETAILS = Full Name+

should be the Traveler receiving BOC.

f. RELATIONSHIPS AND
ATTACHMENTS tab = Attach the AR
Invoice Data Requirement Form.

g. WORK INFO = Document the BOC
description and amounts.

Data

See NSSC Domestic
Audit Guide in
Appendix H.

Note: BOCs are
generally identified
when credit (hegative)
expense reports are
submitted through
FedTraveler.com. The
travel processing
technician sets up an
NSR when these are
identified.

b. See sample AR
Invoice Data
Requirements form
in Appendix K.
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Step 16
NSSC Travel (SP)

Completing a Bill of

Step 17
NSSC Travel (SP)

Postings of Collection of
Travel BOC Payment

Collection (BOC) — Audit

h. Create TRAVEL FORM = Input TA# on
Voucher Data tab (it is not necessary to
re-input traveler name because it is on
main form).

i. Save.

Output: BOC form prepared and forwarded
to Accounts Receivable.

Receive Remedy NSR indicating a Bill of
Collection is required as a result of audit
findings.

Complete an AR Invoice Data Requirements
Form.

Email Adjustment template that is attached
to parent audit NSR to traveler, with cc to
preparer using standardized email language
in Prepayment Review Guide, Appendix 1B.
Create a Remedy NSR:

1) Summary = FM-Accounts Receivable,
CT1=Financial Management, CT2 =
Accounts Receivable, CT3=New
Receivable-Travel.

2) REQUESTOR DETAILS = Full Name+
should be the Traveler receiving BOC.

3). RELATIONSHIPS AND
ATTACHMENTS tab = Attach the AR
Invoice Data Requirement Form.

4) WORK INFO = Document the BOC
description and amounts.

5) Create TRAVEL FORM = Input TA# on
Voucher Data tab (it is not necessary to re-
input traveler name because it is on main
form).

6) Save.

a. Receive Remedy NSR ticket from
Accounts Receivable requesting posting
of travel payment collection.

b. Place ticket in Pending/Internal Action.
Update Work Info log to indicate

Note: Once Accounts
Receivable completes
posting of BOC, the
NSR will be returned to
Travel so that submittal
of the amended
FedTraveler.com
expense report can be
monitored. The ticket is
resolved when the
amended expense
report is correctly
submitted.

c. See Prepayment
Review Guide in
Appendix C.
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Process 1 — Domestic Travel

Tips/Notes

Step 18
NSSC Travel (SP)

Postings of Travel
Payment Reversals

payment is being researched.

Complete research and review to
determine type of payment and whether
or not all required documentation is
present before proceeding with posting.
See Travel BOC Payment Collections
Job Aid.

Proceed with appropriate posting steps
as per Travel BOC Payment Collections
Job Aid.

When funding is need from Center to
process transaction, the Funding
Escalation Process should be followed.

Output: Posting of collection of Travel BOC
payment.
a. Receive Remedy NSR ticket requesting

reversal of travel payment transaction.
In some cases, NSSC Travel Dept. may
be required to generate a NSR. If so,
the following guidelines should be
followed when creating the NSR:

a. Full Name: Type in the
Customer Name (as it appears
in SAP).

b. Summary: From the drop down
menu select FM-XXXX (select
the appropriate Travel
department based on the
collection being posted.
Example a foreign payment
would be FM-Foreign Travel)

c. Onthe Summary line type in
behind the FM-XXXX- “Reversal’

d. Category Tier 3: From the drop
down menu select “Reversal”

e. Assigned Group: From the drop
down menu select the
appropriate group to whom the
ticket is to be routed.

f. Assignee: From the drop down
menu select the name of the

c. See Travel BOC
Payment Collections
Job Aid in Appendix I.

e. See Funding
Escalation Process in
Appendix L.

Note: Travel Payment
Reversals are
performed on an “as
needed” basis.

a. A reversal Remedy
ticket is required for any
SAP reversals involving
cash (1010.XXXX).
Exceptions include Data
Entry errors detected on
the day of entry and
erroneous deposits.
Also, rejected IPACs are
not considered to be
reversalsA reversal
Remedy ticket (NSR) is
required in the following
examples: reversal of a
BOC that has already
been collected/cleared
to cash, reclassification
of a Misc Receipt
posting, OCFO/Center
requested Trading
Partner Corrections, and
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Roles and At Tips/Notes
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person to whom the ticket is any other reversal or
being routed. correction involving a
posting to GL
Under the Functional Area Records you | 1010.XXXX
will create the NSR reversal form:

a. Functional Area: From the drop
down menu select “Reversals”
and then click on the “Create”
button.

b. Customer/Vendor Name: Type
in the Customer name as it
appears in SAP

c. Customer Number: Type in
Customer number as it appears
in SAP

d. Vendor Number: Type in the
vendor number as it appears in
SAP

e. Center: From the drop down
menu select the Center in which
the posting is being made
against.

f. Reversal Reason: From the drop
down menu select the reason for
the reversal transaction

g. Dollar Amount: Type in the
amount of the transaction being
reversed

h. Original SAP Document: Input
the SAP Document number of
the document to be reversed
(1900/1700#).

i. SAP Cash Doc Number to
Reverse: Type in the original
clearing document you are
reversing (usually 1500%#).

j-  SAP Cash Doc Date: Input the
original posting date of the
document you are reversing
(unless the date was the issue).

k. Treasury Document Reference:
Input the DRN

I.  Clear to Cash Doc Number:
Input the new credit memo if
reposting a payment (1500#
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from F-52 transaction).

m. Multiple Documents to Reverse:
This box would be checked if
you were requested to reverse
out several bills. Rather than
create a NSR for each
document, the batch is treated
as one request.*When the
“Multiple Docs” button is check,
the values in 4 to 7 are pre-filled
with the word “Multiple”. Attach
a spreadsheet to the NSR of all
documents to be reversed.

The Work info Entry: Document
research findings and
conclusions in the Activity log.
Please note you should always
have the most current status
indicating :

1) What type of action is
pending

2) Who has the action (NSSC
or Center)

3) Anticipated resolution date

b. Place ticket in Pending/Internal Action.
Update Work Info log to indicate reversal
is being researched.

c. Complete research and review to
determine type of reversal and whether
or not all required documentation is
present before proceeding with posting.

d. Draft the Reversal Form and save it to
your desktop.

e. Proceed with appropriate posting steps
as per Travel Payment Reversal Job Aid
in Appendix J and update the Work Log
in the Remedy NSR.

f.  When funding is need from Center to
process transaction, the Funding
Escalation Process in Appendix L should
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Process 1 — Domestic Travel

Tips/Notes

Step 19
NSSC Travel (SP)

Unliquidated Obligations
Review

Step 20
NSSC Travel (CS)

Identifying and
eliminating unliquidated
obligations

Out
Rev

Out
a.

b.

d.
If th
usa

e.

be followed.

g. Complete the Reversal Form and attach
final copy to the Remedy NSR.

h. Attach a copy of the Reversal Form and
the NSR Activity Log to the original
document entry and the re-posting
document entry. Itis not necessary to
attach a copy to the reversing entry.

put: Posting of collection of Travel Payment

ersal.

a. Loginto SAP

b. Input T-code FMZ3.

c. Click on the Choose Documents Via
Editing List icon (3" from the left on top
of screen).

d. Click the Get Variant icon (2nd from the

left on top of screen).

Erase the Created By field.

Click the Execute icon (looks like clock).

Choose variant "UNLIQ FC DOCS”

In the Fund Center box, input the Center

number followed by an asterisk

Click the Execute icon (1* from the left

on top of the screen).

j-  The page displayed is the Earmarked
Funds Journal.

k. Click the printer icon (not hardcopy).

sa o

put: Listing of Unliquidated Obligations.
Use T-code FMZ2

In the Document Number field insert the
Funds Commitment Document Number
(400#) from the Earmarked Funds Journal.

Click the Fast Data Entry Icon (looks like sun
and mountains)

Click the Consumption icon
ere is an open amount and there is a total
ge amount:

Click the back icon

A report should be
pulled at the close of
each accounting period
which is generally 2
business days after
calendar month end.
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Roles and At Tips/Notes
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f. This should be
f.  Click the line item that you want to de- selected to de-obligate
obligate. funds and unselected to
open funds.

g. Click the Detail Line Item icon (2nd icon from
the left on top of screen; next to icon that
looks like top hat)
h. This should not be

h. Click the Completion Indicator selected when
reimbursable funds are

i. Click the Save icon (looks like diskette) used or when this funds
commitment is for an

j.  Click the Check Mark icon. Extended TDY traveler.

k. Exit SAP

Output: Unliquidated Obligations set to
complete.

PROCESS 2 — Foreign Travel

Process 2 — Foreign Travel

Roles and At Tips/Notes
Responsibilities

Step 1 a. Follow steps in Process 1 — Domestic Foreign expense reports
Travel, Step 1. are received for
NSSC Travel (SP) processing at the NSSC
two times. The firstis
Retrieve new expense after Center funds
reports certifier approval; the

second is the final stop
for approval after Center
management approval.
NSSC Foreign Travel
audits the expense
report at the first stop.
NSSC Domestic Travel
processes the final
approval following the
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steps referenced in
Process 1 — Domestic

Travel.
Step 2 a. Follow steps to select expense report in
Process 1 — Domestic Travel, Step 2.
NSSC Travel (SP)
Select expense report to
audit at first stop at
NSSC
Step 3 a. Determine if receipts are attached to See Appendix D for
expense report in FedTraveler.com. If Foreign Travel
NSSC Travel (SP) no receipts are attached, review details Prepayment Review
of expense report to determine if Guide.
Audit expense report at receipts are required. If they are
first stop at NSSC required, return expense report following

instructions in the Foreign Travel
Prepayment Review Guide, step 1.

b. Determine if expense report is a
correction to a previously audited report.
If so, follow the steps outlined in the
Foreign Travel Prepayment Review
Guide, step 2.

c. Determine if expense report is for an
Invitational traveler. On Approval
Desktop, there will be an “i” at the top
next to the green icon. If so, ensure all
receipts are on file and the traveler has
a signed copy of the voucher attached or
has signed the actual voucher in
FedTraveler.com. See Foreign Travel
Prepayment Review Guide, step 3, for
more information.

d. Review travel dates to determine if it is
an Extended TDY erroneously filed as a
Single trip. If so, see Foreign Travel
Prepayment Review Guide, step 4.
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e. Audit expense report and determine if
expenses are allowable in accordance
with FTR and NPR.

1. Ensure that receipts are attached in
FedTraveler.com for lodging/lodging tax
expense, airfare not charged to Centrally
Billed Account, and all expenses greater
than $75. Ensure that receipts match
expenses claimed (see step ell
regarding currency conversion required
to check most receipts). If required
receipts are not attached, notify traveler
following instructions in Foreign Travel
Prepayment Review Guide, step 5.

2. Review comments documented in the
"Expense Report Summary” and the

“Justification Summary” and validate that
only authorized expenses were claimed.

3. If meals were provided to traveler,
check the State Department website to
verify that traveler made correct
deductions from the M&IE allowance.

4. Ensure the correct mileage is being
claimed from traveler’s home to the
airport using online mileage calculator
such as but not limited to Rand McNally,
Google Maps or Map Quest.

5. Ensure the correct mileage rate was
used per the GSA.

6. Verify that M&IE claimed is correct per
the State Department website.

7. If destination crosses the
International Date Line (IDL), ensure
that the lodging for the second night is
added to the first night.

8. Ensure that lodging taxes are
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included with lodging expense and not
claimed as separate expense.

9. Ensure that laundry expense is not
claimed.

10. Verify that tips do not exceed 15%.
11. Check the accuracy of the currency
conversion used to claim expenses. Log
into OANDA.com. Go to FXConverter.
Select the currency for the location
where the expense was incurred; i.e.
“from”.

Next, select the “To” as “U.S. Dollars,
USD”. Input the “Convert amount from
the receipt/expense. Input the date on
which the transaction occurred.
Select “Convert Now”.

The amount converted to US Dollars will
appear. Compare this to the expense
claimed on the expense report. If the
difference for an expense is greater than
$5.00, an adjustment must be made for
the full amount. Note that the total
difference allowed on the expense report
can't exceed $25.00's.

12. Verify that no expenses were
claimed for annual leave dates to ensure
traveler is not reimbursed while in
annual leave status.

13. If any of the above steps result in
findings requiring an adjustment to the
expense report, the report must be
returned to the traveler for correction
following instructions in Foreign Travel
Prepayment Review Guide, step 5.

14. Determine if amounts in “Accounting
String” and “Expense Report Summary”
agree. If not, disposition in accordance

with Foreign Travel Prepayment Review
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Guide, step 6.

15. If expense report is Extended
Temporary Duty travel (ETDY) or
NESTED (The Doc Number will have
either LTTDY or the word NESTED
behind it), see additional steps for
processing ETDY at Process 1 —
Domestic Travel, Step 4.

16.After completing steps above, if
everything on expense report is
determined to be correct, input PIN and
Approve voucher.

Output: Foreign expense report approved at
first stop at NSSC and routed back to Center for
further approvals prior to final approval at NSSC.

Step 4 a. After Center management approves,
FedTraveler.com automatically routes to NSSC
NSSC Travel (SP) for final approval. Foreign expense reports

received the second time are final approved by
Receive expense report the Domestic Travel team. Among other things,
at NSSC second time the team verifies that the expense report has
and approve. been approved by the Foreign Travel team prior
to final approval. See Process 1 — Domestic
Travel, Step 3.

Output: Foreign expense report final approved
by Domestic Travel at second stop at NSSC.

Step 5 a. Foreign expense reports are paid on same
proposal as Domestic expense reports. See
NSSC Travel (SP) Process 1 — Domestic Travel, step 5.

Create payment proposal = Output: Payment proposal created.

Step 6 Foreign expense reports are reconciled on same
proposal as Domestic expense reports. See
NSSC Travel (SP) Process 1 — Domestic Travel, step 6.

Reconciliation of payment | Output: Payment proposal created.
proposal
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Step 7

NSSC Travel (CS)
Validate expense report
in FedTraveler.com
Step 8

NSSC Travel (CS)

Process the payment run

Step 9

NSSC Travel (CS)
Retrieve schedule

number from EAI Web
Tool

Step 10
NSSC Travel (SP)

Input payments into
Treasury SPS

Step 11
NSSC Travel (CS)

Certify payments in
Treasury SPS

Step 12
NSSC Travel (CS)

Treasury Cancellations

a. Foreign expense reports are validated using
the same process as Domestic expense reports.
See Process 1 — Domestic Travel, step 7.

Output: Expense reports validated and ready
for certification.

a. Foreign expense reports payment runs are
processed using the same process as Domestic
expense reports. See Process 1 — Domestic
Travel, step 8.

Output: Processed payment run.

a. Foreign expense reports payment schedules
are retrieved using the same process as
Domestic expense reports. See Process 1 —
Domestic Travel, step 9.

Output: Schedule/Control number retrieved.

a. Foreign expense reports payment are input
with Domestic payments using the same process
as Domestic expense reports. See Process 1 —
Domestic Travel, step 10.

Output: Payments input into Treasury SPS.

a. Foreign expense reports payment are
certified with Domestic payments using the same
process as Domestic expense reports. See
Process 1 — Domestic Travel, step 11.

Output: Payments certified in Treasury SPS.

a.Foreign treasury cancellations are addressed
the same process as Domestic cancellations.
See Process 1 — Domestic Travel, step 12.

Output: Payments certified in Treasury SPS.
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Process 2 — Foreign Travel

Tips/Notes

Step 13
NSSC Travel (SP)

Complete BOC if
identified

Step 14
NSSC Travel (SP)

Posting of Collection of
Travel BOC
Overpayment

Step 15

NSSC Travel (SP)
Posting of Travel
Payment Reversals
Step 16

NSSC Travel (SP)
Unliquidated Obligations
Review

Step 17

NSSC Travel (CS)

Identifying and
eliminating unliquidated
obligations.

a. Foreign expense report Bills of Collection are
completed using the same process as Domestic
except that Category Tier 2 of the Remedy NSR
is set to Foreign Travel. See Process 1 —
Domestic Travel, step 15.

Output: Bill of Collection form prepared and
forward to Accounts Receivable.

a. Foreign travel payment postings are
completed using the same process as Domestic
except that Category Tier 2 of the Remedy NSR
is set to Foreign Travel. See Process 1 —
Domestic Travel, step 16.

Output: Posting of collection of Travel BOC.

a. Foreign travel payment reversals are
completed using the same process as Domestic
except that Category Tier 2 of the Remedy NSR
is set to Foreign Travel. See Process 1 —
Domestic Travel, step 17.

Output: Posting of Travel Payment Reversal.

a. Foreign travel review for unliquidated
obligations is completed using the same process
as Domestic. See Process 1 — Domestic Travel,
step 18.

Output: Posting of Travel Payment Reversal.

a. Foreign travel process for identifying and
eliminating unliquidated obligations is completed
using the same process as Domestic. See
Process 1 — Domestic Travel, step 19.

Output: Posting of Travel Payment Reversal.

Note: Bills of Collection
may be required if
Traveler submits a
credit memo voucher.




NSSC NSSDG-9700-0001 Revision 5.0

H H H Number
Service De“very Guide Effective Date: December 17, 2010

Expiration Date: December 17, 2015
Page 37 of 98

Responsible Office: Financial Management
SUBJECT: Domestic and Foreign Travel

METRICS

Initiating Office/Entity Deliverable (Output) Receiving Office/Entity Metric

Validate and
process 85% of
domestic travel
expense reports
within 4 business
days of receipt of a
complete expense
report (including
adequate funding)
Validate and
process 85% of
foreign travel
expense reports
within 5 business
days of receipt of a
complete expense
report (including
adequate funding)

Financial Travel Payment
Management /
Domestic Travel

Financial Travel Payment
Management /
Foreign Travel
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PRIVACY DATA

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

Existing Systems

IT System Title

IT System Description

Access Requirements

IT System Interfaces
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Agency NSSC Travel
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Certification Processor
Agency Travel
Authorization

Processor

Receivables
Processor

FedTraveler.com
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NSSC Auditor
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U.S. Treasury Data Entry Operator
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FPPS Display Access
REMEDY Read
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New Systems
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APPLICABLE
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CUSTOMER CONTACT CENTER STRATEGY

Each activity requires a clearly defined contact center strategy which answers the
guestion "Who will answer the call and handle the request" and defines the escalation
parameters for the activity. Because of the varied nature of the NSSC's activities and
volume of transactions, each activity has a unique contact center strategy. Refer to the
NASA Shared Services Center Customer Contact Center Service Delivery Guide (3.5.1)
for the contact center strategy for this activity.
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APPENDICES

Appendix A-Domestic Cross Functional Flowchart

Domestic Travel Flowchart

Notes

Note 1 — Abbreviations
ER = Expense Report
ETDY= Extended
Temporary Duty
NSR = Remedy NSSC
Service Request

Note 2 — FedTraveler.com
Approval Desktop is
copied into a daily queue
worksheet to determine

Note 3 — Extended
expense reports are fully
audited prior to payment
with receipts. Taxes are
removed and reported to

DOl if applicable

NSSC Civil
Servant

NSSC Service Provider

Start

1
Expense Report
(ER) received in
Fedtraveler.com

(Note 2)

3
ER reviewed by
ISSC ETDY team?,
(Note 3)

no

i

3a
Notify NSSC ETDY
Team to review

ER for invitational
traveler?

yesl

4
Approve ER. yes

6
Are receipts and
signed voucher
attached?

v
Return ER to
Preparer

Traveler/
Preparer

Attaches signed
ER & receipts in
Fedtraveler.com

Center Travel
POC
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Domestic Travel Flowchart

) Note 4 — Do not process ER until both phases of the accounting correction process have been Note 5 — Identify by “FC" in Final Destination field of
9 completed and ER received (expense report with everything removed and new expense report FedTraveler.com. FC ER’s must be processed at 2 levels
o with new accounting codes). Once cleared to process, approve the expense report. DO NOT by NSSC. The step included here occurs after the first
z reverse the credit memo for the expense report that is a negative amount. stop in which the Foreign Travel team reviews the ER.
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Domestic Travel Flowchart

Notes
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Domestic Travel Flowchart

Note 6 — Proposal reconciled
to FedTraveler.com
“Completed Expense Reports”.

Notes

Note 7 - This completes the payment
process. Statistical sampling of travel
payments for auditing occurs monthly.
Traveler will be notified via email if their
expense report was selected
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Domestic Travel Flowchart

Note 8 - Email sent to traveler notifying changes|

Note 9 — Email sent to traveler notifying

Note 10 — FedTraveler.com
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Appendix B-Foreign Cross Functional Flowchart

Foreign Travel Flowchart

Note 1 — Abbreviations
ER = Expense Report
ETDY= Extended
Temporary Duty

NSR = Remedy NSSC
Service Request

Notes

Note 2 — FedTraveler.com Approval Desktop is copied into a daily
queue worksheet to determine First In First Out. Foreign ERs are
received for processing at NSSC two times. The first is after Center

funds certifier approval; the second stop is the final stop for approval
after Center management approval. The ER is processed by the
Domestic Travel team at the second and final stop.

Note 3 — All Foreign ER’s, including ETDY,
are fully audited prior to payment with
receipts. If receipts are not attached, the
ER is returned. For Foreign ETDY, taxes,
if applicable, are removed and reported to
DOl if applicable
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Foreign Travel Flowchart

Note 4 — Do not process ER until both phases of the accounting correction process have been
completed and ER received (expense report with everything removed and new expense report
\with new accounting codes). Once cleared to process, approve the expense report. DO NOT
reverse the credit memo for the expense report that is a negative amount.

Notes

Note 5 — Identify by “FC" in Final Destination field of
FedTraveler.com. FC ER’s must be processed at 2 levels
by NSSC. The step included here occurs after the first
stop in which the Foreign Travel team reviews the ER.
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Foreign Travel Flowchart

Note 4 — Do not process ER until both phases of the accounting correction process have been
completed and ER received (expense report with everything removed and new expense report
\with new accounting codes). Once cleared to process, approve the expense report. DO NOT

reverse the credit memo for the expense report that is a negative amount.

Notes

Note 5 — Identify by “FC” in Final Destination field of
FedTraveler.com. FC ER’s must be processed at 2 levels
by NSSC. The step included here occurs after the first
stop in which the Foreign Travel team reviews the ER.
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Foreign Travel Flowchart

Notes

Note 6 — Proposal reconciled
to FedTraveler.com
“Completed Expense Reports”.

Note 7 - This completes the payment
process. Statistical sampling of travel
payments for auditing occurs monthly.
Traveler will be notified via email if their
expense report was selected
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Foreign Travel Flowchart

Note 8 - Email sent to traveler notifying changes|

Note 9 — Email sent to traveler notifying

Note 10 — FedTraveler.com
automatically flags voucher if
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Appendix C-Prepayment Review Guide — Domestic Travel

Domestic Travel
FedTraveler.com
Expense Report Approval — Prepayment Review Guide
Job Aid

Domestic Pay and Chase Pre-Disbursement Review and Action consists of reviewing for the
following:

1.

If expense report is an Amendment, follow the steps outlined below. (The Doc Type column within
your approver queue will be listed as “Amended Expense Report” and document number will
include an AE followed by numeric sequential numbers). See step 1 below.

If ETDY or NESTED (The Doc Number will have either LTTDY or the word NESTED behind it),
mark the voucher as ETDY on the queue spreadsheet and do not process for NESTED trips. For
ETDY, ensure NSSC ETDY team has previously approved the vouchers. See step 2 below

If Foreign Voucher (final destination has FC behind it), ensure NSSC Foreign has previously
approved. See step 3 below.

If Invitational Voucher (On Approval Desktop, there will be an “i” at the top right by all the green
icons), ensure all receipts are on file and the traveler has a signed copy of the voucher attached
or has signed the actual voucher in Fed Travel. See step 4 below.

If an advance is associated with the expense report, follow steps below to liquidate the advance
in SAP. (On the approver desktop, under the financial details, it will show “Less Advance” and the
advance amount). See step 5 below

Review expense report itinerary to determine if there were any Foreign/OCONUS legs in the
journey. See step 6 below.

Review travel dates to determine if it is an Extended TDY erroneously filed as a Single trip. See
step 7 below.

Disposition of error messages, if any, after “Approved”. See step 8 below.
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1. REVIEW EXPENSE REPORT TO DETERMINE IF AMENDMENT

What do | check?

Determine if the “Amount Due Traveler” on your approval screen is a positive or negative dollar value,
(negative will have parentheses around the value). Next, check comments to see if it states this
document is a WBS Correction.

What do | do if | determine that it is a WBS Correction?

e Contact CS to advise of the WBS Correction. We cannot process until both phases of the
accounting correction process have been received (expense report with everything removed and
new expense report with new accounting codes). Once cleared to process, approve the expense
report. The expense report that is a negative amount, DO NOT reverse the credit memo. After
processing both, call and send e-mail to CS working the correction when the action is complete.
These are time sensitive transactions and it is very important to coordinate with CS.

What do | do if | determine that the “Amount Due Traveler” is a positive amount and not a WBS
correction?

e Continue with steps 2-8 of the Pre-Disbursement Review.
What do | do if | determine that the “Amount Due Traveler” is a negative amount?

e Determine if Amendment is related to an Audit BOC (can be determined by checking for
template attached, reading comments, searching Remedy). To search Remedy:
1. The summary should be “FM-Accounts Receivable”
2. Category Tier 1 should be “Financial Management”
3. Category Tier 2 should be “Accounts Receivable”
4. Category Tier 3 should be “Bill Of Collection”
5. Group (down to bottom right) should be Travel-Payment Processor.

e If amendment IS related to an Audit BOC, determine if negative amount agrees to BOC. A quick
check is to look in FBL5N in SAP. If there is a BOC already created, it will show here. The
travel number is listed in the right column. If amount agrees, then proceed with approving the
document, reversing the credit memo using T-code FB08 and resolving the BOC Remedy NSR.
When resolving the NSR, the expense report number and date disbursed should be note in the
Work Info Notes. Make sure the Remedy NSR is set up as follows before you resolve it.

e If amount does not agree to BOC amount, notify the audit lead by reassigning the BOC Remedy
CR to her and sending her a heads up email. Make a note in the Q spreadsheet that expense
report is being held pending research. Since metrics are not applied to negative expense
reports, it is not necessary to set up a Remedy NSR to document that the expense report is
being held.

e Ifamendment IS NOT related to an Audit BOC, then proceed with the following steps.

e Continue with steps 2-8 of the Pre-Disbursement Review.

e Create a Remedy NSR for a Bill of Collection, which should include in the travel form, the
Traveler's name, TA# (do not include the NASA or the XXXXXX in the TA#) and assign to the
proper technician.

e Approve the document.
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e In SAP, using transaction FB08, reverse the credit memo.

2. REVIEW EXPENSE REPORT TO DETERMINE IF ETDY VOUCHERS ARE APPROVED

What do | check?

In “Document Summary,” select the Expand All tab at top of expense report. Scroll to bottom and review
“Document History” and ensure that an NSSC ETDY Team has “APPROVED” the expense report since
the last time the traveler signed.

What do | do if | determine that NSSC Travel has not previously approved the voucher?

e Notify the NSSC ETDY Team via e-mail, that an expense report has entered the queue without
their approval.

3. REVIEW EXPENSE REPORT ITINERARY TO DETERMINE IF FOREIGN

What do | check?

In “Document Summary,” select the Expand All tab at top of expense report. Scroll to bottom and review
“Document History” and ensure that an NSSC Foreign Reviewer has “APPROVED” the expense report
since the last time the traveler signed.

What do | do if | determine that NSSC Travel has not previously approved the voucher?
e Enter the following comment in “Approver’s Comments” of the FedTraveler.com voucher:

NSSC: Expense report bypassed the NSSC-Foreign Travel office for approval. Please resubmit the
document for NSSC approval.

e Send email to Traveler with cc to prepare and Center Foreign Travel Approver using the email
language in Appendix A, Item C.

e Return the voucher.

4. REVIEW EXPENSE REPORT ITINERARY TO DETERMINE IF INVITATIONAL

What do | check?

e On “Approval Desktop,” scroll down to the very bottom of the page, to the “Receipts” section.
Click on “View Faxed Receipts”. Verify that all receipts are included for the voucher and check to
see if a signed copy of the voucher is attached.
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¢ In “Document Summary,” select the Expand All tab at top of expense report. Scroll to bottom and
review “Document History” and ensure that traveler has signed the voucher.

e If there are receipts and a signed copy of the voucher attached or signed in Fed Travel, approve
the voucher.

What do | do if | determine that receipts are not attached?
e Enter the following comment in “Approver’s Comments” of the FedTraveler.com voucher:
NSSC: Receipts were not attached to this Invitational Expense Report. Please fax your receipts to
FedTraveler.com using the fax transmittal sheet from your expense report. After confirming that the

fax has attached to your expense report, please resubmit.

e Return the voucher._

What do | do if | determine that a signature is not attached or Traveler did not sign the voucher in
Fed Travel?

e Enter the following comment in “Approver’s Comments” of the FedTraveler.com voucher:
NSSC: A signed copy of this Invitational Expense Report was not attached. Please print a copy of
your voucher, sign it, and fax the signed copy to FedTraveler.com using the fax transmittal sheet
from your expense report. After confirming that the fax has attached to your expense report, please
resubmit.

e Return the voucher._

5. REVIEW EXPENSE REPORT TO DETERMINE IF AN ADVANCE NEEDS TO BE LIQUIDATED

What do | check?

On the Approval Desktop, check the Financial Details and see if an amount is listed next to “Less
Advance”.

What do | do if | determine that there is an advance?
e Continue with review of document and approve expense report. Make sure it datalinks.

o Then immediately go into SAP. Select transaction code F-44. By account put the
vendor number. By special G/L ind, put a “Y”. Then click on ‘Process Open Items”. Click on
select all icon, and then the “deactivate items” icon. (see example that follows). Click on the dollar
amounts at top that match the advance amount you are liquidating against. There should be four
(traveler may have more than one advance so be careful to only select the amounts associated
with current voucher). (If you have any question at all as to the amounts your are liquidating,
please see your lead). Then double check the amount in the “Not Assigned” box at bottom. The
amount in here should be $0. If so, hit the post icon at top to liquidate. Advance liquidation is
complete.
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6. REVIEW EXPENSE REPORT ITINERARY TO DETERMINE IF FOREIGN/OCONUS LEGS WITHIN
THE JOURNEY

What do | check?
In “Document Summary,” review destinations in expense report itinerary to determine if there were any
Foreign/OCONUS legs in the journey.
What do | do if | determine that there is a Foreign leg in the journey?
e Enter the following comment in “Approver’s Comments” of the FedTraveler.com voucher:
NSSC: Expense report with foreign leg(s) in the journey was erroneously submitted as a domestic
expense report and bypassed the NSSC-Foreign Travel office for approval. Please resubmit as a

Foreign document for NSSC approval.

e Send email to Traveler with cc to prepare and Center Foreign Travel Approver using the
email language in Appendix A, Item C.

e Return the voucher._

7. REVIEW TO DETERMINE IF TRAVEL IS FOR EXTENDED TDY

What do | check?

In “Document Summary,” review trip dates to determine if more than 30 days of expenses are being
claimed for reimbursement.

What do | do if | see that the trip is for >30 days?

Review traveler and approver’'s comments, justifications and any other information provided to determine
if this could be a potential Extended TDY (ETDY). If the reason for the high number of days is not readily
determinable, discuss with travel lead or supervisor.

Create a Remedy Ticket using Category = Financial Management, Type = Domestic, and Item = Failed
Pre-Payment Review to track the ticket until further research can be completed which may include
contacting the traveler/preparer to determine whether or not expense report is related to ETDY. Update
Q spreadsheet with appropriate comments. If it is determined to be a true ongoing Extended TDY, the
voucher should be returned using the following guidance.
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e Enter the following comment in “Approver’s Comments” of the FedTraveler.com voucher:

NSSC: This expense report was submitted as a single trip and needs to be recreated and submitted
using the long term travel features of FedTraveler.com.

e Return the voucher._

8. HANDLING ERROR MESSAGES WHEN DISBURSING A VOUCHER

What do | check?

After you “Approve” an expense report, you may receive an error message which will flash on your
desktop.

What do | do if | get an error message?

Follow instructions in Appendix 1 regarding appropriate action to take. The most common errors

and the appropriate disposition are included in the appendix. For other types of error messages,
check with domestic travel lead or supervisor to determine appropriate action.
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APPENDIX 1 — DISPOSITION OF ERRORS

Returns:

A. SAP system error messages
B. Corrections
C. Foreign voucher bypassed Foreign Approval

RETURNS
A. Returns due to SAP System Error Messages

1. Depending upon the message received, enter the following comment in “Approver’s Comments” of the
FedTraveler.com voucher: (These are the most common errors. If you get an error not listed, consult
with the domestic travel lead or supervisor.)

Parent Child Error: (NOTE: If “Parent-Child” error is received, REPORT TO LEAD BEFORE
TAKING ANY FURTHER ACTION. (The lead may check to see if this is the first time the message
is received. The lead will work with the civil servant team to determine further action. If is
decided to return the voucher, use the following language in the “Approver's Comments.”)

NSSC: Interface error "Parent Child" has occurred. Please re-create and submit using Internet Explorer
browser.

Budget Exceeded:
NSSC: Interface error “Budget Exceeded” has occurred. Please resubmit your expense report so that it
will forward to the funds certifier for correction.

Invalid Routing Status Value:
NSSC: Interface error “Invalid Routing Status” has occurred. Please contact your center travel office for
assistance.

A Funds Commitment doc. with this authorization number already exists:

NSSC: Interface error “A Funds Commitment doc. with this authorization number already exists” has
occurred. Please contact your center travel office for assistance.

2. Return the voucher. An email is not required for these types of errors. The traveler can also view

these error messages in the "Comments” option found on the left side of the screen when they open their
expense report.

B. Returns because corrections are required by traveler/preparer (Generally applies to ETDY
and Foreign Travel.)
1. Email the Adjustment sheet to the traveler (with cc to Preparer) using the following standard language:

Dear (Traveler),
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Corrective action is required from you to complete processing of expense report (###). Please
correct the expense report to reflect the corrections detailed in the attached spreadsheet. Once
you have completed these corrections, please print a copy of the attached spreadsheet and fax to
FedTraveler.com using the fax transmittal sheet from your expense report. After confirming that
the fax has attached to your expense report, please submit it for approval.

If you have any questions, or need further assistance, please contact us at
1-877-677-2123 (1-877-NSSC123) or by e-mail at nssc-contactcenter@nasa.gov.

Thank you,
NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice

Going on Extended Travel? View the NSSC's Video Update on Extended TDY Policy at
http://www.nssc.nasa.gov/etdyvideo/

2. Enter the following comment in “Approver’'s Comments” of the FedTraveler voucher:

NSSC: Corrections are needed to complete processing of your expense report. See separate email from
NSSC-Travel for further instructions.

3. Open, then immediately resolve, a Remedy Change Request using the following Remedy criteria:

Summary = Domestic Travel

Category = Financial Management

Type = Domestic)

Item = Voucher Returned

Name+ = Traveler's name

Assessment Tab = Attach a copy of the correction spreadsheet
Activity Log = Copy and paste the email above into the log for future reference
Status = Resolved

In Travel Tab:

TA#=input the TA# as it would appear in FedTraveler.com

Input Traveler's Name: LAST NAME, FIRST NAME

4. Return the voucher.
C. Returns because foreign expense report bypassed NSSC Foreign Travel Dept. approval:
1. Email traveler (with cc to Preparer and Foreign Travel Approver) using the following

standard language: (Note the Foreign Travel Approver should be listed in the Approval History. They
should be the second approver after the traveler submitted the expense report)
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Dear (Traveler),

This is to notify you that expense report XXXXXXX has been returned to you because it bypassed the
NSSC-Foreign Travel Office. The cause of the bypass is due to the Center Foreign Travel Coordinator
inadvertently approving the expense report prior to the NSSC audit. - Please resubmit the expense report
for payment.

The Center Foreign Travel Coordinator should take no further action with the expense report, and should
only be approving the travel plan.

If you have any questions or concerns, or need further assistance, please contact us at 1-877-677-2123
(1-877-NSSC123) or by email at nssc-contactcenter@nasa.gov.

Thank you,
NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice




NSSC NSSDG-9700-0001 Revision 5.0

H H H Number
Service Dellvery Guide Effective Date: December 17, 2010

Expiration Date: December 17, 2015
Page 61 of 98

Responsible Office: Financial Management
SUBJECT: Domestic and Foreign Travel

APPENDIX 2 — DISPOSITION OF AMENDMENTS

AMENDMENTS

A. An amendment is required by traveler/preparer (Generally applies to audits.)

1. . Email the Amendment sheet to the traveler (with cc to Preparer) using the following standard
language:

Dear (Traveler),

The NSSC has performed a statistical sampling audit of your expense report #(xxxx). Based on
our review, we have determined that you have additional allowable expenses for which you
should be reimbursed. Please amend your expense report to reflect the corrections detailed in the
attached spreadsheet. Once you have completed these corrections, please print a copy of the
attached spreadsheet and fax to FedTraveler.com using the fax transmittal sheet from your
expense report. After confirming that the fax has attached to your expense report, please submit
it for approval.

If you have any questions, or need further assistance, please contact us at
1-877-677-2123 (1-877-NSSC123) or by e-mail at nssc-contactcenter@nasa.gov.

Thank you,
NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice

Going on Extended Travel? View the NSSC's Video Update on Extended TDY Policy at
http://www.nssc.nasa.gov/etdyvideo/

2. A copy of the email and amendment worksheet should be attached to the Remedy parent audit ticket.
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Appendix D-Foreign Prepayment Review Guide

Foreign Travel
FedTraveler.com
Expense Report Approval — Prepayment Review Guide
Job Aid

Foreign pre-disbursement audit of a foreign expense report on the first stop approval stop at the
NSSC consists of the following steps. Once approved at the first stop, the expense report is
automatically routed to the Center for further approvals. After Center management approval, the
expense report is automatically routed to the NSSC for final approval. The final approval steps
are performed by the NSSC Domestic Travel team. See Prepayment Review Guide for Domestic
Travel for steps performed prior to final approval.

1. Determine if receipts are attached. See Step 1.
2. Determine if expense report is a correction to a previously reviewed expense report. See Step 2.

3. Determine if expense report is Invitational (On Approval Desktop, there will be an “1” at the top
right by all the green icons). See Step 3.

4. Review travel dates to determine if it is an Extended TDY erroneously filed as a Single trip. See
Step 4.

5. Audit expense report and determine if expenses are allowable in accordance with the FTR and
NPR and all required receipts are available to complete the audit. See Step 5.

6. Determine if “Accounting String” and “Expense Report Summary” agree. See Step 6.
7. Occasionally the NSSC identifies expense reports that bypass the first NSSC approval stop when

Center travel offices erroneously approve them. If this situation occurs, the expense report
should be returned following instructions in Appendix 1, Item D.

1. DETERMINE IF RECEIPTS ARE ATTACHED

What do | check?

Via “View Receipts,” determine if receipts are attached. If receipts are attached, proceed with review of
expense report in accordance with Service Delivery Guide.

What do | do if the receipts are not attached?

1. Review the expenses to determine if receipts are required. If receipts are not required, proceed with

review of expense report. If receipts are required, in the “Approver’s Comments” section of the expense
report, input:
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NSSC: “The NSSC is unable to process your foreign travel expense report without the appropriate
receipts. Please attach receipts for lodging and expenses over $75 to the expense report by faxing to
FedTraveler.com using the fax transmittal sheet from your expense report. Resubmit for approval.”

2. Return the expense report. An NSR ticket is not needed for this process.

2. DETERMINE IF EXPENSE REPORT IS A CORRECTION TO A PREVIOUSLY REVIEWED
EXPENSE REPORT

What do | check?

An adjusted expense report may be identified by a unique TA# and/or through traveler's comments
contained within the expense report. If the TA# has a dash followed by a number (e.g.,
NASAT76ITXXXX0001835-1), the expense report has been adjusted. The traveler's comments should
also be reviewed to determine if an adjustment is being submitted. The expense report history or the
document summary history may also be reviewed to determine if the NSSC has previously returned the
expense report.

What do | do if | determine that the expense report has been adjusted?

Determine if it was adjusted due to a request by the NSSC. A copy of the NSSC correction spreadsheet
should be attached with the receipts if it was requested by the NSSC.

If not, proceed as usual. If it has been adjusted, then compare the changes to the adjusted

expense report to the changes per the NSSC correction spreadsheet. If the corrections requested
were input correctly, continue with processing. If totals differ, then re-review to determine reason

for differences and proceed as appropriate.

3. DETERMINE IF EXPENSE REPORT IS INVITATIONAL

What do | check?
e On “Approval Desktop,” scroll down to the very bottom of the page, to the “Receipts” section.
Click on “View Faxed Receipts”. Verify that all receipts are included for the expense report and
check to see if a signed copy of the expense report is attached.

e In “Document Summary,” select the Expand All tab at top of expense report. Scroll to bottom and
review “Document History” and ensure that traveler has signed the expense report.

o |If there are receipts and a signed copy of the expense report attached or signed in
FedTraveler.com, then proceed with standard audit process.

What do | do if | determine that receipts are not attached?

e Enter the following comment in “Approver’s Comments” of the FedTraveler.com expense report:
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NSSC: Receipts were not attached to this Invitational Expense Report. Please fax your receipts to
FedTraveler.com using the fax transmittal sheet from your expense report. After confirming that the
fax has attached to your expense report, please resubmit.

e Return the expense report._

What do | do if | determine that a signature is not attached or Traveler did not sign the expense
report in Fed Travel?

e Enter the following comment in “Approver's Comments” of the FedTraveler.com expense report:
NSSC: A signed copy of this Invitational Expense Report was not attached. Please print a copy of
your expense report, sign it, and fax the signed copy to FedTraveler.com using the fax transmittal
sheet from your expense report. After confirming that the fax has attached to your expense report,
please resubmit.

e Return the expense report._

4. DETERMINE IF TRAVEL IS FOR EXTENDED TDY ERRONEOUSLY FILED AS SINGLE TRIP

What do | check?

In “Document Summary,” review trip dates to determine if more than 30 days of expenses are being
claimed for reimbursement.

What do | do if | see that the trip is for >30 days?

Review traveler and approver’'s comments, justifications and any other information provided to determine
if this could be a potential Extended TDY (ETDY). If the reason for the high number of days is not readily
determinable, discuss with travel lead or supervisor.

Create a Remedy Ticket using Summary = FM-Foreign Travel, Category Tier 1=Financial Management,
Category Tier 2=Foreign Travel, Type =Failed Pre-Payment Review to track the ticket until further
research can be completed which may include contacting the traveler/preparer to determine whether or
not expense report is related to ETDY. Update Q spreadsheet with appropriate comments. If it is
determined to be a true ongoing Extended TDY, the expense report should be returned using the
following guidance.

o Enter the following comment in “Approver's Comments” of the FedTraveler.com expense report:

NSSC: This expense report was submitted as a single trip and needs to be recreated and submitted
using the long term travel features of FedTraveler.com.

e Return the expense report and resolve the NSR after updating Date Failure Resolved. If
determined that single trip is appropriate, continue to process expense report. Resolve NSR.
Date Failure Resolved should equal Date Failure Occurred.
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5. CORRECTIONS ARE REQUIRED AND/OR CERTAIN RECEIPTS ARE NOT PROVIDED.

What do | check?

Audit vouchers in accordance with Service Delivery Guide. Convert receipts into US dollars and validate
against the airfare expense (if not CBA), lodging, rental car and any expense over $75.00.

What do | do if I'm missing a receipt?

1.

Email the traveler (cc to preparer). You can find this on the Document Summary page
when you click Expand All and scroll down to “Document History”.

Create a Remedy NSR using Summary=FM-Foreign Travel, Category Tier 1=Financial
Management, Category Tier 2=Foreign Travel, Category Tier 3=Failed Pre-Payment
Review, Full Name=Traveler, Assignee=NSSC Tech. In Functional Area Records box,
under Functional Area, select Travel then click on Create.

Input the Travel Auth Number = TA number on expense report w/out NASA
XXX(51STG000000178). Do not include the “-". Document Number = TA# and if a dash is
on the document, include that (51SGT000000178-1), Traveler Name = Traveler, Date
Failure Occurred=date the expense report was signed by Fund Certifier (this is the day the
document arrives in the NSSC Foreign Travel desktop). Work Info Entry=document why
the expense report can't be processed and copy and paste email correspondence into the
box. Click Save.

Document the NSR number on the daily spreadsheet and make a note in the comment
section regarding receipt you requested.

Check daily to see if the requested receipt has been attached to the travel document.
When received, resolve the NSR after updating the Date Failure Resolved which would be
the date you receive the requested information.

What do | do if a correction is needed?

You will need to return the expense report. See instructions and email language in Appendix 1A.

6. DETERMINE IF THE ACCOUNTING STRING LINE AGREES W/THE EXPENSE REPORT

SUMMARY

What do | check?

Review the Expense Report Summary. Verify that the totals for the meals & lodging are in agreement with
the accounting string.
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What do | do if they differ?

1. Create an email to the traveler (cc preparer) using the email language in Appendix 1C.

2. Return the expense report to the traveler and document in the comments section of the expense
report.

3. Create and resolve a Remedy NSR.
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A. Returns because corrections are required by traveler/preparer

Email the Adjustment sheet to the traveler (with cc to Preparer) using the following standard language:

1. Adjustment sheet is emailed to the traveler using the following standard language (with cc to
Preparer):

Dear (Traveler),

Corrective action is required from you to complete processing of expense report (###). Please
correct the expense report to reflect the corrections detailed in the attached spreadsheet. Once
you have completed these corrections, please print a copy of the attached spreadsheet and fax to
FedTraveler.com using the fax transmittal sheet from your expense report. After confirming that
the fax has attached to your expense report, please submit it for approval.

If you have any questions, or need further assistance, please contact us at
1-877-677-2123 (1-877-NSSC123) or by e-mail at nssc-contactcenter@nasa.gov.

Thank you,
NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice

Going on Extended Travel? View the NSSC'’s Video Update on Extended TDY Policy at
http://www.nssc.nasa.gov/etdyvideo/

2. Enter the following comment in “Approver’'s Comments” of the FedTraveler.com expense report:

NSSC: Corrections are needed to complete processing of your expense report. See separate email from
NSSC-Travel for further instructions.

3. Open, then immediately resolve, a Remedy NSR ticket. ATTACH A COPY OF THE ADJUSTMENT
SPREADSHEET and be certain to insert a copy of the Approver's Comments above into the Activity Log.
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Summary = Foreign Travel

Category Tier 1=Financial Management

Category Tier 2=Foreign Travel

Category Tier 3=Voucher Returned

Name+ = Traveler's name

Relationships & AttachmentsTab = Attach a copy of the correction spreadsheet as well as a copy of the
working document pdf.

Work Info = Copy and paste the email above into the log for future reference
Status = Resolved

In Travel Tab:

TA#=input the TA# as it would appear in FedTraveler.com

Input Traveler's Name: LAST NAME, FIRST NAME

Work info Entry=input why the document is being returned.

4. Return the expense report and document the NSR ticket number on the daily spreadsheet.

B. MISSING RECEIPT REQUEST- EMAIL (Email to Traveler with cc to Preparer):

1. Email the traveler (with cc to Preparer) using the following standard language:

Dear (Traveler),

This is to notify you that we have received your foreign travel document number XXXXXXXX and need a
copy of your (specify what receipt is missing) in order to complete the payment process. Please attach a
copy of receipt(s) to your expense report using the FedTraveler.com fax transmittal sheet.

In the meantime, we have opened a work tracking ticket to help us monitor the progress of your
reimbursement and to ensure payment is made in a timely manner. If you need additional information,
please call the NSSC Contact Center at 1-877-NSSC-123 (1-877-677-2123)

Sincerely,

The NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice

2. Open, then immediately resolve, a Remedy NSR ticket using the Remedy criteria documented in Step
A3 above. Document the NSR number in the Foreign Travel Q spreadsheet.

C. ACCOUNTING STRING & EXPENSE REPORT SUMMARY DON'T AGREE EMAIL (Email to
Traveler with cc to Preparer)

1. Email the traveler (with cc to Preparer) using the following standard language:
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Dear (Traveler),

This is to notify you that we have received your foreign travel document number XXXXXXXXX. An error
has occurred between the Expense Report Summary and the Accounting String which resulted in the
totals not synchronizing properly. To correct this issue, please follow the steps below provided by the
Competency Center:

Place the returned expense report on hold.

Open expense report and verify that the detail accounting string lines agree with the summary.
If information agrees, resubmit the expense report.

If information does not agree, delete and recreate the expense report.

If you continue to have issues with the expense report or have further questions regarding this error,
please contact the FedTraveler.com help desk at 1-888-353-5873.

Sincerely,
The NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice

2. Enter the following comment in “Approver’'s Comments” of the FedTraveler.com expense report:

NSSC: An accounting issue has occurred between the “Accounting String lines” and “Expense Report
Summary”. Please see separate email from NSSC-Travel for further instructions.

3. Open, then immediately resolve, a Remedy NSR ticket using the Remedy criteria documented in Step
A3 above. Document the NSR number in the Foreign Travel Q spreadsheet.

4. Return the expense report.

D. EXPENSE REPORT BYPASSED FOREIGN TRAVEL FIRST STOP FOR APPROVAL (Email to
Traveler with cc to Preparer and Foreign Travel Approver)

1. Email traveler (with cc to Preparer and Foreign Travel Approver) using the following standard
language: (Note the Foreign Travel Approver should be listed in the Approval History. They should be the
second approver after the traveler submitted the expense report.)

Dear (Traveler),

This is to notify you that expense report XXXXXXX has been returned to you because it bypassed the
NSSC-Foreign Travel Office. The cause of the bypass is due to the Center Foreign Travel Coordinator
inadvertently approving the expense report prior to the NSSC audit. - Please resubmit the expense report
for payment.
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The Center Foreign Travel Coordinator should take no further action with the expense report, and should
only be approving the travel plan.

If you have any questions or concerns, or need further assistance, please contact us at 1-877-677-2123
(1-877-NSSC123) or by email at nssc-contactcenter@nasa.gov.

Thank you,
NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice

2. Enter the following comment in “Approver’'s Comments” of the FedTraveler.com expense report:

NSSC: Expense report bypassed the NSSC-Foreign Travel office for approval. Please resubmit the
document for NSSC approval.

3. Open, then immediately resolve, a Remedy NSR ticket using the Remedy criteria documented in Step
A3 above.

4. Return the expense report.



NSSC NSSDG-9700-0001 Revision 5.0

H H H Number
Service Dellvery Guide Effective Date: December 17, 2010

Expiration Date: December 17, 2015

Page 71 of 98

Responsible Office: Financial Management

SUBJECT: Domestic and Foreign Travel

Appendix E - Extended TDY Introductory ITRA Email

Dear (Customer Name),

It has been determined that your Extended TDY (ETDY) assignment has exceeded or will be
exceeding 365 days. Internal Revenue Service (IRS) Publication 463 states that long term
assignments in excess of one year at the same location are considered to be income by the
IRS. NASA, as an employer, is obligated to report all ETDY travel reimbursements as income
to the employee from the point that it can be reasonably determined that the assignment will
exceed 365 days.

Taxes will be deducted from your ETDY expense reimbursements as well as any home trips
and/or official travel to your Permanent Duty Station. Taxes deducted include: Social Security
(if applicable), Medicare, and State Tax for the location of your ETDY. To prevent you from
using part of your travel reimbursement to pay Federal Tax, a Withholding Tax Allowance
(WTA) is applied. Please see the attached tax information for an example of how this is
computed.

As your expense reports are processed, the NSSC will report the reimbursements as taxable
income. This will be reflected on the same W-2 form that you receive for your salary income.

If your ETDY assignment is in the District of Columbia, but you temporarily reside in another
state (e.g., Virginia), you may fill out a waiver for state tax withholdings based upon the state of
your temporary residence. If you would like to use the waiver please go to
http://otr.cfo.dc.gov/otr/frames.asp?doc=/otr/lib/otr/tax/forms/D-4A.pdf. Complete, sign and
attach the form to your next ETDY expense report.

In the upcoming tax year, you will be requested to file an Income Tax Relocation Allowance
(ITRA) voucher, which may entitle you to a portion of this money back. ITRA is an allowance to
reimburse employees for substantially all of the additional Federal, state, and local income taxes
incurred as a result of an Extended TDY assignment. The NSSC will issue a natification and
explain the documentation required to complete this voucher.

If you have any questions, or need further assistance, please contact us at 1-877-677-2123 (1-
877-NSSC123) or by e-mail at nssc-contactcenter@nasa.gov.

Sincerely,

NSSC

Travel Office

Web: https://www.nssc.nasa.gov/customerservice
Fax: 1-866-779-6772
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Appendix F- Extended TDY Checklist

Extended TDY Checklist

Date:‘ Travel Tech: I
Traveler: I Ext TDY Location: F
Doc#: l TA #in folder is current: [~ vygs [~ NO

From/To Dates:l Completed:i Returmed:

[ Has Not Been At Current Location Within The Past 7 Months? [ Checked Auth Dates/Lease To Ensure It Is Not ITRA

Transportation
Contract Fare Used: [~ Yes ™~ No If Mo, Non-Contract Fare Approved on TA: ™ Yes ™ No
Air: [~ CBA 1 IBA

POV: ™ Checked GSA Mileage Rate [T NoGas Claimed [~ No Mileage Claimed on Weekends

Vicinity Mileage: I To/From TDY Airpon_'l To/From PDS Airport:I

Vicinity Mileage To/From PDS & TDY : I

Rental Car: [~ Authorized on TA [T Checked Receipts for Valid Charges [~ Checked Dates on Receipts

[T Checked Gas Receipts [~ Rental Car NOT Claimed on Home Trips ITRA?

Lodging

Dates Traveler Was On Leave: I

Dates Traveler Was On Secondary Travel: I

Dates Traveler Was At Home (PDS): r

Dates Traveler was at Home (PDS) Official: '

Date Lease Expires: [ Month To Month Lease, ™ Yes
Proof of Rental Payment Attached

Is Lease Signed By Both Parties? [ yes

Is Traveler under an IPA Agreement: [~ Yes [~ No Copy of IPA Agreement Attached? [~ Yes

Calculation for Days Traveler is at Extended TDY Site:
GSA RATE Allowed %

M&IE Rate= S X 65% = $|

°|

Lodging Rate= SI X: B65%
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1st Month'sVoucher:

Less than 350 Ibs.

Shipping $ [ - ™ Receipts GROUND service
Less than POV +
T .
ruck Rental Sf [ Receipts [~ shipping OR airfare +
shipping

Enroute Lodging? [~ Claimed actual expense and does not exceed per diem for location they stayed the night

Last Month'sVoucher:
o Less than 350 Ibs.
Shipping SI [T Receipt ' GROUND service
Less than POV +
T .
ruck Rental SI [~ Receipts [7] shipping OR airfare +
shipping

Advance Advance Liquidation Ticket #:

[~ Checked SAP for Advance Amount Owed Amount Owed: $ I

[T Checked FT to ensure correct amount is used Amount on Voucher: SI
ITRA
Prior Extended TDY to same location? [~ vyeg ™ No
If Yes,
TA# :’ From/To Dates: '

TA#:l - From/To Dates: '

Net To Traveler S]

FBO8 l__ Yes

FB60 r‘_ Yes 1900#

Sent To Payroll Dater

CR#‘ Tech's Signature:

Requested Funds[
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Appendix G - Open Orders Spreadsheet

OPEN ORDERS

Name:

ETDY Center:

Travel Order #:

Home Center:

Ext TDY Period:

Voucher # Trips Trips
Home | Dates of Official Home Dates of Personal Tech
Official | Trips Home Personal Trips Home Initials




NSSC NSSDG-9700-0001 Revision 5.0

H H H Number
Service Dellvery Guide Effective Date: December 17, 2010

Expiration Date: December 17, 2015

Page 75 of 98

Responsible Office: Financial Management

SUBJECT: Domestic and Foreign Travel

Appendix H- Domestic Audit Guide
NSSC Domestic Audit Guide

Background

The intention is for the NSSC audit process to be substantially paperless. Any findings will be
documented and quantified in Remedy and the statistical sampling Access database. Soft
copies of the travel expense reports may be found in FedTraveler.com. Soft copies of receipts
should be attached to the expense report in FedTraveler.com. When the statistical sample is
chosen, emails will be generated to travelers for whom expense reports have been selected. A
Remedy NSSC Service Request (NSR) ticket will be established by the NSSC and set in the
“Planning in Progress” status.

Audit Guidelines
Following is a general guideline of steps to follow.
Identification and management of audits pulled:

1. Identify the Remedy NSR generated when the statistical sampling population was
selected by looking in the Statistical Sampling Database (the “Database”) on the N drive
(N:\Travel\Domestic\Statistical Sampling) under “Audit” on the Main Menu.

2. Insert your name in the Assigned Auditor column for the expense report you select to
audit.

3. Open the audit form in the Database and set the status column to Work In Progress.

4. Open the parent audit NSR in Remedy, change status to Work In Progress and select
your name as Assignee from the drop down and save.

Audit of Expense report:

Open expense report in FedTraveler.com.

An audit checklist (excel spreadsheet-Appendix 4) may be used to document your audit

as an option. It is not mandatory.

4. Verify the Traveler name, TA# and travel dates to the statistical sample list.

5. Check Authorization for any special requests or approvals (ex- rental car, POV
approved).

6. Audit all expenses, line by line (not summary totals throughout the expense report), to

ensure that they comply with the FTR & NPR.

a. Compare transportation costs (General Reference 301-10) to receipts (check
travel dates and amounts >$75). If receipts are not present for airline ticket not
charged to the CBA, you must contact traveler and request the proper receipts
using signature PIN in Appendix 2. In examining the travel receipt, you must:

1. Verify who paid for the ticket to determine if the traveler should be
reimbursed.

2.
3.
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C.

2. CBA - Centrally Billed Account (Gov't) charged tickets are non-
reimbursable. CBA’s may be identified by the last 4 digits of the
billing id. See ID’s in Appendix 1.

3. IBA — Individually Billed Account (traveler paid with their Gov't
CC)- are reimbursable

4. Personal — Traveler paid with personal credit card- are
reimbursable

5. Verify the amount paid for the ticket.

6. If rental car, ensure no expenses are charged for “annual leave”
days, if any, and that it doesn’t contain cost for upgrades, GPS
system or other non-reimbursable expenses. Also, car should be
an intermediate or smaller. Note that certain mandatory fees may
be allowable. Ensure only proper travel dates are being charged.

7. If rental car, the following link might be helpful if you are trying to
determine if the car “group” listed on the receipt falls within the
authorized category:

http://www.avis.com/AvisWeb/rentalsupport/ShowFleetByCountry?ACTION
=BROWSE FLEET&COUNTRY_ CODE=US

Review lodging receipts: (General Reference 301-11)
i. Ensure only proper travel dates are being charged.

ii. Ensure no lodging days are claimed for “annual leave” days which should
be indicated on the expense report.

iii. Ensure credits (including lodging taxes), if any, are properly accounted for
by the traveler.

iv. Ensure there are no non-reimbursable expenses claimed within lodging
such as room service, movies, wet bar, etc.

v. Lodging taxes should not be claimed as lodging. Instead, taxes should
be claimed as lodging taxes under the “Other” section of the expense
report.

Verify per diem rates: (General Reference FTR 301-11)
i. Verify that correct location was used to select per diem (301-11.102)

ii. If any meals were furnished by the government, ensure that the per diem
rate has been adjusted.(301-11.18)

iii. Ensure that per diem is reimbursed at 75% on the first and last day of
travel. (301-11.101)

Review “Other” expenses (>$75 still applies) to ensure that they are allowable.
Common allowable expense include (General Reference FTR 301-12):
i. Tips for taxis (15% maximum)

ii. Courtesy shuttle tips

iii. Internet access

iv. ATM related charges

v. Parking and tolls

vi. Lodging taxes (FTR 301-11.27)

vii. Laundry, dry cleaning allowed if traveler incurred a minimum of 4
consecutive nights lodging on official business
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viii. Phone calls
e. Registration fees may be claimed for non-NASA sponsored conferences.(NPR
301-74.25)
f. If ACTUAL expenses are claimed: (General Reference FTR 301-11.300)
i. If “Actual” expenses are claimed, they must be claimed in the Travel
Authorization. To determine if properly authorized, under the Itinerary,
Segment Type, there should be a comment indicating “Actuals
Necessary.”
ii. If actuals are not properly approved in the authorization, manager
approval must be obtained after-the-fact by the traveler and attaching to
expense report in FedTraveler.com. The standard email in Appendix 3
can be sent requesting this information.
iii. If management approval is not provided, an audit adjustment must be
made for the appropriate expenses.
g. Verify the payment in_SAP to ensure that the proper amount was paid, and to
ensure that there were_no duplicate payments.

When additional Information is Required from Travelers:

1. Do not create Remedy NSR’s for requests for additional information for audit. Instead,
document open items in the “Work Info” section of the Remedy NSR.
2. Use standardized email language in Appendix 2 to request additional information.

Documentation of Findings:
Note: Consistency in documentation of audit findings is very important.
1. Details regarding the audit should be documented in the Work Info section of the NSR
and by attaching the audit checklist (Appendix 4), if used, into the NSR via the “Relationships
and Attachments” tab. This will be a permanent record of your work and you should document
sufficient detail that would assist someone in understanding how you came to a certain decision
and enable you to answer questions months, even years down the road. All emails, telephone
conversations, internal research, etc. should be documented in the NSR.
2. The Database is intended to summarize audit findings for reporting purposes, workflow
statusing, and preparing travel expense report amendment documentation for findings. Please
adhere carefully to the following guidelines.

i.  Document your name in the “Assigned Auditor” column.

ii. Document appropriate “Status” in the audit form.

ii.  Ifinformation is requested, document the request date in the “Info Request Date” field.

iv.  Update the “Evaluation” when audit is completed.

v. Ifthere is a finding, briefly describe the finding in the “Comments Form” and select the
“Evaluation” description that best applies to the largest dollar amount finding if there are
multiple findings.

vi.  Document audit completion date in the “Completion Date” field.

vii.  Document adjustment amount, if applicable, in the appropriate “Adj.” field. If the Gov't
owes the traveler, then enter the amount owed as a positive amount. If the Traveler
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owes the Gov't, then enter a negative amount. Adjustments should be entered
regardless of amount (i.e., if it's 1 cent, then enter it).

viii.  If an adjustment is required, positive or negative, document the applicable funding year
in the “Funding Year” field.

ix.  If no audit adjustments are found and the Audit Complete/No Issues is correctly
documented in the “Status” and “Evaluation” fields, no documentation is required in the
“Comments Form.”

X.  Once audit is completed, return to Remedy NSR.

3. In Remedy NSR:

a. In Work Info section, document findings and that audit is complete. Document if
it was completed without issues or describe findings, as appropriate.

b. Attach a copy of the Audit Checkilist, if used.

c. If there were findings, complete a copy of the Expense Report Adjustment
template and the AR Invoice Data Requirements form. Leave NSR in Work in
Progress status.

d. If audit was completed without issues, in Travel form of NSR, Voucher Data tab,
go to Audit Results field and select Audit Complete — No Findings from the drop
down tab. Then select “Send Audit Email.” Then Resolve the NSR.
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APPENDIX 1
CBA ACCOUNT NUMBERS

21 ARC -0952
24 DRC -0960
22 GRC -0978
51 GSFC -0986
10 HQ -0994
72 JSC -1000
76 KSC -1018
23 LARC -1026
62 MSFC -1034
64 SSC -1059

16 NSSC -1042
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APPENDIX 2
SIGNATURE PIN FOR REQUESTING ADDITIONAL RECEIPTS

{CC: the preparer}

Re: Travel Authorization Number:
Destination:
Dates of Travel:

Dear (traveler),

Thank you for submitting your receipts for the audit of expense report #(insert FedTraveler.com
expense report number without the X’s). In order to complete our audit process, additional
documentation is required as follows:

- Describe additional documentation required (for example: Airline itinerary /receipt which
must include the traveler's name, dollar amount and form of payment.)

- Describe additional documentation required

- Describe additional documentation required

Please attach the requested documentation to your expense report using the fax transmittal
sheet in FedTraveler.com within 5 business days. After confirming that your fax has attached to
your expense report, please notify the NSSC via email at nssc-contactcenter@nasa.qov.

If you have any questions, or need further assistance, please contact us at
1-877-677-2123 (1-877-NSSC123) or by email at nssc-contactcenter@nasa.gov.

Thank you,
NSSC Travel Office

Web: http://www.nssc.nasa.gov/customerservice
Fax: 1-866-779-6772
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APPENDIX 3
SIGNATURE PIN FOR REQUESTING MANAGEMENT APPROVAL FOR ACTUAL
EXPENSES

{CC: the preparer AND Center Travel Office}

Re: Travel Authorization Number:
Destination:
Dates of Travel:

Subject: Audit of expense report TA#EXXXXXXXXX
Dear (Traveler):

During our audit of your expense report, we determined that actual lodging expenses were
claimed under “Actual Expenses” in the “Other Expenses” section of your expense report and
were not approved in advance on the original travel authorization. By claiming actual expenses
in this manner, the expenses were not properly approved by one of the designated approvers of
actual expenses at your center.

Federal travel regulations (FTR 301, Subpart D) require that actual expenses be authorized in
advance of travel, however, after the fact approvals may be granted when supported by a
reasonable explanation.

For these expenses to be allowable, you will need to obtain the written approval of your center’s
designated approver and attach it to your expense report in FedTraveler.com. Your request for
approval should provide an explanation as to why actual expenses were required after the fact.
For names of your designated approvers, please contact your center travel office.

Once you have confirmed that a copy of the approval is attached to the referenced expense
report, please notify the NSSC that the action has been taken so we may complete our audit.
You may contact us at 1-877-677-2123 (1-877-NSSC123) or by e-mail at nssc-
contactcenter@nasa.gov. This action should be completed within 10 business days.

Thank you,

NSSC

Travel Office

Web: https://www.nssc.nasa.gov/customerservice
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APPENDIX 4 — AUDIT CHECKLIST

AUDIT CHECKLIST

TRAVELER'S NAME

INTERNET:

VENDOR # Remedy Request #:
TA#
DOC # Remedy Receipt#:
Disbursed by
(technician's name):
DATES:
LOCATION: Audited by:
Validate Expenses Greater than OTHER
$75.00: COMMENTS/ISSUES
AIRFARE: (CBA,
IBA, or GBA?)
$
CAR RENTAL: -
$
CAR RENTAL: -
$
GAS: -
$
GAS: -
$
PARKING: -
$
PARKING: -
$
TAXI: -
$
TAXI TIP: -
$
POV: -
$
POV: -
$
HIGHWAY/BRIDGE TOLL: -
$
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$
DOMESTIC CALLS: -
$
OFFICIAL CALLS: -
$
LAUNDRY/DRY CLEANING: -
$
LAUNDRY/DRY CLEANING: -
$
ATM SURCHARGE FEES: -
$
ATM SURCHARGE FEES: -
REGISTRATION FEES (GODDARD $
AND HQ ONLY) -
LODGING PERDIEM ALLOWABLE: Per GSA
M&IE PERDIEM ALLOWABLE: Per GSA
$
75% M&IE - 75% M&IE
LODGING PERDIEM ALLOWABLE: Per GSA
M&IE PERDIEM ALLOWABLE: Per GSA
$
75% M&IE - 75% M&IE
LODGING: Mark an (X) if true

Actuals, if claimed, properly approved

Check Approval Routing Signatures (if invitational traveler, be
sure there is a hard signature
in Tech-Doc

Payment verified in SAP (make sure not double paid)

Lodging only charged for authorized travel dates

No lodging claimed for annual leave dates

Lodging credits, if any, are properly accounted for by the
traveler

No non-reimbursable expenses are claimed

Lodging taxes not claimed (should be claimed as
miscellaneous)

Per diem rate agrees to GSA rates

Per diem claimed for proper number of days

Per diem adjusted for government furnished meals

First and last day per diems adjusted to 75%

LODGING WORKSHEET (List each day separately):
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DAILY RATE
DATES: CLAIMED: DAILY TAX: M&IE
$
$ - |- $ -
$
$ - |- $ .
$
$ E $ .
$
$ - |- $ .
$
$ - |- $ .
$
TOTALS $ - - $ -
EXPENSE $
REPORT TOTAL -
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Appendix | - Travel BOC Payments Collections Job Aid

Travel Bill of Collection Payment
Collections
Job Aid

RESEARCH BOC

*Pay.gov collection

*Click on “Document Imaging Link”

*Save a copy of this Pay.gov collection on your hard-drive . You will need this later after
posting.

Name

Amount Traveler Paid

BOC #

Pay.gov - pg.1

 Pay.gov collections (cont...)

ALC DRN (Deposit

Confirmation #)

Deposit

Confirmation Date

DRN # is actually 12 characters. Here you
see only 5. Additional zeros are added to the
beginning so that the characters in front of the
dash = 8 characters. The last four include the
dash(-) and then the 3 digit denotation of
where the deposit fell on the batch. E.g.
258666 becomes 00258666-003

Pay.gov - pg.2

* Checks
* Click on first “Document Imaging Link”
» Save a copy of this check on your hard-drive . You will need this later after posting.

» Checks (cont...)

* Click on second “Document Imaging Link”

Date of Cashlink

Confirmation Number ALC

DRN #

DRN # is actually 12 characters. Additional zeros are added to the
beginning so that the characters in front of the

dash = 8 characters. The last four include the
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dash(-) and then the 3 digit denotation of
where the deposit fell on the batch. E.g.
525045 becomes 00525045-001

* Pull up AR-IDR Form (this will give you all the information you will need to
begin posting. Be sure to read the complete IDR form before posting. This
will reduce the number of errors made when posting the document. )

N \—- N:\Accounts Payable_Accounts Receivable\Accounts Receivable\Bills of Collections
* Be sure to double check all of the information from the IDR form against the
information in FMZ3 of SAP.

If, for any reason, this

states that the BOC is to

repay an advance, you will

NOT post a credit memo

(FB65), but will only clear

the existing credit memo

using F-52.

*Pull up the customer number from the IDR form in FBL5N to make sure no interest or fees are
due.

*The example below shows just the bill is due with NO interest or admin fees.

«If there were interest or admin fees, you would see additional 1800 document numbers that
would

designate “dunning interest” or “admin fee” under text.

«If there ARE interest or fees, you need to speak with the Account Maintainer before posting!!

POSTING CREDIT MEMO (FB65)

Transact = “Credit Memo”

Vendor: Vendor Number Document Type: KG (Vendor Credit Memo)
Inv. Recpt date & Document Date: Amount: BOC Amount (actually) paid
Checks = Date stamped “Received” in Tech Doc

Pay.gov = Transaction Date Text:

Check = TA# (Travel Overpayment — Check #)

Reference: TA Number Pay.gov = TA# (Travel Overpayment — Pay.gov)

Payment Method:

Travel = P (always a P)

Payment Method Sup: Center

Pmnt Block = Choose “Blocked for Payment” from Drop-Down Menu
House Bank: TREAS
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Assign: TA Number
Bus. Area: Center #

10

Enter the following at the bottom (based on Funds Commitment Line in FMZ3)

G/L acct

Amount

Text: (put same info that is put in “Reference”)

Check = TA# (“Travel Overpayment” - Check #)

Pay.gov = TA# (“Travel Overpayment” / “Pay.gov”)

Business Area

Cost Center

Order

Earmarked Funds = Funds Commitment Document Number (400%#)

Earmarked funds: Document item = Line Number (if a traveler is paying a BOC, this should
ALWAYS

go to the travelers Vendor line where the voucher was paid and NEVER to the CBA line. If it's a
in-kind/sponsored

payment, there may be times where you will also be required to post a payment to the CBA line
as well. You will

need to repeat the same steps as if you were posting to the vendor. Do Not set to complete the
CBAline.)

Set To Complete if Single Trip. Click on the box to the right of Earmarked Funds.

11

When all information is entered

Hit “Enter” key to make sure light goes “green”. This means all

items balance.

«Click the “Simulate” Button

*Click Green Check Mark

(if it comes up)

*Make sure Net Effect is $0

*Post

*Write 1700# on Hard Copy

*The resulting Credit Memo will look like this if you were to pull up the
vendor in FBL1N.

*This is an OPEN credit memo and we still have to clear it to cash, but
that will come in the next section.

12

Document Date: CA$SHLINK confirmation Date (Pay.gov voucher date)
Reference and Doc Header: Document Reference Number (DRN) from Remedy
AR Tab

Clearing Text: DRN # (Travel Refund — CM: 1700XXXXXX)

Text: DRN # (Travel Refund — CM: 1700xXXXXX)
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Cash Account (Under “Bank Data”):

Check the clearing date in FBL1N or the consumption in FMZ3 to get the clearing
fiscal year (watch for ITRA and RITA).

Use the year in which the traveler was paid when determining the proper cash
accounts to use:

1010.6100 (Use only for Payroll Deductions)

1010.8300 (Current fiscal year)

1010.8400 (Prior fiscal year)

Business Area

Amount Traveler Paid

Value Date: Remove any data in this field. This field needs to be blank.
Account (Under “Open Items”): Vendor #

Click “Process Open Items” Button

13

These codes are used for

checks and Pay.gov

*Make sure the “Not Assigned” amount = $0
*Post

*Make note of 1500# Clearing Doc

14
*The resulting Credit Memo and Clearing Doc will now look like this if you were to
pull up the vendor in FBL1N.

15

ENTERING INFORMATION ON AR-IDR
Insert the AP Credit Memo

(1700#) and AP Clearing Doc

(1500#) as well as the Remedy
Collection Ticket Number into

the AR-IDR form. Save document

16

ATTACHING BACK-UP DOCUMENTATION

*Pull up FBO3 in SAP and enter the Document Number to which you are attaching backup
documentation. (Attach documents to the 1500# and 1700#'s in SAP.)

*BOC IDR

*Pay.gov Collection if applicable

*Copy of Check if applicable

*Enter the Fiscal Year the Document was entered

*Hit “Enter”

«In the example below, we are attaching back-up documentation to the Credit Memo, but
remember, you will have to attach to both the credit memo AND Clearing Document.

17
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*Click on the button that looks like this
*Now click on this button
*Select “Create Attachment”

You will need to attach both the completed BOC IDR Form as well as the
original check or Pay.gov that you saved to your hard drive.

Below is an example of browsing your hard-drive to find the original check
or pay.gov.

*To see if your attachments were successful, you can click the paper clip icon.

*Here you can see that | attached both the BOC IDR form and the original
Pay.gov Collection. Double-clicking on either will bring up the document.

Enter the following into the Activity Log of the Remedy Ticket.

Enter the 1500# (Clearing
Document) into the “SAP
Document Number” Field.

*Change “Status” to “Work in Progress

sSummary:
*“‘FM — ACCOUNTS RECEIVABLE — PAY.GOV”
OR

* “FM — ACCOUNTS RECEIVABLE — CHECK”
*Group = Accounts Receivable L2

eIndividual = Center Specific AR-L2 Point-of-Contact
*Save

UNPOSTED CHECK

If, for any reason, you are unable to post the collection received within
ONE business day, you must update the NSR with why the document is
unable to be posted. Please be sure to include any email correspondence
that relate to the posting and the course of action needed.
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Appendix J - Travel Payment Reversal Process

REVERSAL PROCESS —JOB AID
Refunding for Cash postings (e.g. 1500 docs)

SAP — FBRA
=
- l==rirnc EEcdit L=t =T rTr HHe=I1x
I = =l = [ —a— R = R |
Re=s==1T T leared Ity
I oot = II It=rrm = II Ao CcCOarmrmippaarnnwindg CCCorresparnncd e s e I
Clearimng CCocurmrienmnt 1 SoOoo0ocoasz=o0
CoarTi St o e el oo, = o,
Fi=ca:l wear =11 =

Clearing Document = Cash Document you wish to reverse (e.g. 1500 doc)
Company Code = NASA

Fiscal Year = Fiscal Year in which the cash document was posted
Choose “Items”



NSSC NSSDG-9700-0001 Revision 5.0
: H . Number
Service Dellvery Guide Effective Date: December 17, 2010
Expiration Date: December 17, 2015
Page 91 of 98

Responsible Office: Financial Management

SUBJECT: Domestic and Foreign Travel
|H|=ist Edit Goto Edras Enwironment Sefings  System  Help B DAF
@ 10 000 SHR DDHD PRI OB

Reset cleared items

({0 3 N 7 = 2]l |- W[ seectors |0 Dipuecace

Yendor 24575

Company Code NRSa

Nane DESILVESTRE IWGRID E
ity MOFFETT FIELD

5t |PEK | Bush|Pmt| User Docunenthal Ty |Reference Pmnt date |Pstnog Date|Doc. Date |5|D0 LC amnt |Clrng doc.|Clearing
] @ 21 |21 [NSAAA339)|1500005299| K2 |D0625058-001 THE2T 2009|1427 12009] 114272009 g09.149- | 15AAAAS299 | 114272009
(] @t |20 |21 |NSe00339|1700002200| KG|21-DADA0126 11125/2009|11/2712009]11/25/2009 804,19 |1500005299(11427/2009
i {66

o Verify this is the document you wish to reverse.

e Select “Back” button ﬁ

e Post |.=,|'

III?’Reveraal of clearing document

Az well as resetting cleared
iterms, it is also possible to
reverse the clearing document.

Qnly resetting ¥

| Resetting and revers |

| %

Cancel |

e Choose “Resetting and revers”

IL<1[>]
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I= Reversal Data

Reverzal Reason
Fosting Date
Faosting Period

B2
1240842009
B3

Reversal Reason

o 01 - Current Period
o 02 — Prior Period

Posting Date = Today’s Date
Posting Period = Current Period

Hit “Green Check” Button

I= information
Clearing 1500005209 resa
e Hit “Green Check” Button again
K= information

e Write reversal 1500 document number on Reversal Form
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SAP — FBOS8

[=
Docurment Edit Soto Sw=term Help

| < D 9B €@ SDHEE mmas I EE @I

Reverse Document: Header Data

|6E° Diisplay bhefare reversal | Crocument list ||ﬁ Mass Reversal |

Cocurment Details

Docurment FMumber 17Oo0aozz290
Company Code Mo S o,
Fiscal Wwear 2010

Specifications for Reverse Posting

Reversal Reason oz
Fo=sting Date 12708752009
FPosting Period o3

Check management specifications

“oid reason code

o Document Number = Document you wish to reverse (e.g. 1700002290)
o Company Code = NASA
e Fiscal Year = 2010
e Reversal Reason
o0 01 = Current Period
o0 02 = Prior Period

o Posting Date = Today’s Date

e Posting Period = Current Period
o October =01
o November =02
o December =03
o Etc.

o Chose “Display before reversal” button
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Document Overview - Display

S]] ] ] 3] ] ] ] ol B choose ][ save ] o] ] ][] [0 vt | 5]

[ER(Y

Doc.currency

UsD

Doc.Type : KG { Yendor credit memo ) Wormal document

Doc. Number 1700002290 Company code WASA Fiscal year 2010
Doc. date 1142572009 Pasting date 11427712009 Period a2
Calculate Tax

Ref doc. 21-DO9001 26

Itm|PE|fccount  |Bccount short fext imount|Funds Center Funded Frogram Fund Cmmt Ite|Tr.Pri|Text
1]21)24575 DESILYESTRE INGRID E 909,14 LIAE MOWFED [ 21-DE9001 26
218016108, 2121|Try]l Gen Admin Trvl Q9. 19-(21 736466 CASX22009D 2100 MOWFED [ 21-DE90AE1 26

* 000

o Verify this is the document you wish to reverse.

e Select “Back” button

&

e Post

E,I'

e Write reversal 1700 document on Reversal Form

If a Reposting of the Credit Memo is Necessary:

e Follow normal FB65 / F-52 procedures to repost.

e Write new posting docs on Reversal Form.

If a Refund i

s Necessary:

e Send to AR Center Specific Account Maintainer to process Refund if necessary.
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Appendix K - AR Invoice Data Requirements Form

Name: Remedy BOC Request #
Center Name: Remedy Collection Received #
Dates of Travel: Remedy Rescind # (if applicable)
Travel Location: Customer#
TA#:
Vendor: AR BILL
AP CREDIT MEMO
LINE: $ - AP CLEARING DOC
LINE: $ - AR CREDIT MEMO
LINE: $ -
TOTAL AMOUNT: $ -

EXPLANATION OF DEBT

Refund to the Appropriation Bill Requires All Data Listed Below

GL Account:

Cost Center:

Internal Order:
WBS:
WBS:
WBS:

Fund:

Fund Center:

Funds Commitment:

Line ltem #:

Submitted by:
Date:
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Appendix L- Funding Escalation Process

The following is a guideline to use when funding/budget is needed from the Center in order to
process a transaction (e.g., credit memo, collection posting, correction postings, etc.)

Day 1

NSSC notifies Center that budget is required to process a given
transaction. Request is documented in appropriate Remedy NSR.

+10 calendar days

NSSC SP follows up with Center via email to determine status of

funding
+10 additional NSSC SP follows up with Center via email to determine status of
calendar days funding
+10 additional NSSC SP follows up with Center via phone to determine status of
calendar days funding

+5 additional
calendar days

NSSC SP forwards CR to CS and CS Sr Accountant and provides
verbal briefing on situation. CS will decide what course of action
to take based on the chain of events. (E.g. contact Center POC,
DCFO, OCFO, etc.)

The above steps are a general guideline and may need to be adjusted based on the

situation.

Center should be made aware in communication (e.g., email, phone call) that the
funding issue is causing and SOD (if applicable).

Funding issues at year end may be worked “real time” or more aggressively due to
expiring funds, SOD’s, etc.
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Appendix M- Treasury Cancellation Process

10.

11.
12.

PAPERLESS TREASURY CANCELLATION

NSSC researches Treasury Cancellations for NASA centers via Pay.Gov.
NSSC researches SAP to verify the cancellation is related to Travel.
a. FBLIN.

b. Save Cancellation Report as PDF (change SSN to Vendor #).

c. FBLIN — Alt Prt Screen, Insert to PDF.

d. Original FI Invoice number (1900#) Alt Prt Screen, Insert to PDF.

e. Original Confirmation number (1300#) — Alt Prt Screen, Insert to PDF.

f.  Original Disbursement In Transit number (2000#) Alt Prt Screen, Insert to PDF.

g. Check # — Alt Prt Screen, Insert to PDF.
NSSC creates NSR Remedy Change Request Ticket in Traveler's name (If VIP Contact the
prepare)

a. Update Travel Tab.

i. TA#
ii. Traveler's Name.
NSSC emails Treasury Cancellation notification to Center.
a. Include Change Request # and Cancellation Report (.pdf)
Insert email sent in pdf.
Center contacts employee to correct banking/address information.
Center corrects employee’s banking/address information in the SAP Vendor Master Record and
sends “Reply” notification advising NSSC of vendor correction.
NSSC received notification
a. Updated NSR with “Reply” notification.
b. Insert Reply to PDF.
NSSC verifies information and reverses documents in accordance with OLQR procedures:

a. FBRA Confirmation (1300%#) reversed, assuming cancellation occurred after confirmation
took place AND assuming Center has not already reversed, update PDF with reversal
number.

Advances only FBRA — Reset on the original DIT (2000#).

FCHS8 (Check #), update PDF with reversal number.

b. T-block as necessary due to end of month or pending notification of vendor update, insert
Alt Prt Screen in the PDF.

c. Update NSR with reversal numbers.
For Foreign & COS only: after vendor info has been updated in SAP by Center, go into Remedy,
under activity, add “vendor has been updated and payment may be reissued”. Resign the
Remedy Ticket to the appropriate office (COS or foreign).
NSSC ensures new payment is processed via new proposal for the Center.
NSSC verifies payment.

» o
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13. NSSC Follow up with email to the center confirming payment, insert in PDF.

14. NSSC Travel updates and resolves NSR ticket for Domestic.

a. Print Change Request to pdf.
b. Save pdfto Tech Doc.




