

                 Title of Document                                                                                                               NSSC-0000000

                                                                                                                                                          Revision: Basic  

NASA SHARED SERVICES CENTER
Vendor Payment Process
Service Delivery Guide 
Revision: Basic
                                                                                   




October 2, 2007
Approved by

______________________

Joyce M. Short

Director, Service Delivery

______________________

Date
Document History Log

	Status (Basic/Revision Cancelled
	Document Version
	Effective Date
	Description of Change

	Basic
	
	
	Basic Release

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Vendor Payment Process
Introduction

The NASA Shared Services Center (NSSC) will process payment of vendor invoices for all NASA Centers.  In accordance with Federal regulations and NASA policy, the NSSC is responsible for providing payment and required reporting for vendor payments.  The NSSC shall provide voucher examination and payment services including assembling, reviewing, processing, recording, reporting, and reconciling commercial and government invoices.  The NSSC shall process all documents in accordance with the Prompt Payment Act, the NASA Financial Management Requirements (FMR), NASA’s Enterprise Performance Support System (EPSS), and other applicable Federal regulations and NASA policies and procedures.  The NSSC shall process payables from the receipt of the initial invoice to payment based on acceptance by NASA. 
Objectives

Receipt of Vendor Invoices

Vendor invoices are time and date-stamped upon receipt at the NSSC.  Regardless of transfer method (US Mail, Fax, Download or email) the processing within the NSSC Document Center is very similar and results in a full-text indexed electronic document cataloged in the NSSC Library.  The invoice is electronically routed to the invoice receiver who determines that the invoices have the minimum required information and are adequate for processing.  The invoices are forwarded to the Vendor Invoice Processor who performs additional checks (e.g. banking information in vendor master, vendor master data correct) and then parks them into SAP. When the invoices are parked into SAP, the Vendor Invoice Processor assigns them to the appropriate Vendor Payment Processor based on Center criteria (e.g. Purchase Order, Vendor, Type, Center, etc.).

Processing of Vendor Invoices

In SAP, each Vendor Payment Processor accesses his/her assigned parked vendor invoices.  The Vendor Payment Processor is responsible for ensuring that the invoice is valid according to the Prompt Payment Act.  If the invoice does not meet the requirements of the Prompt Payment Act, the Vendor Payment Processor is responsible for ensuring that the original invoice is returned to the vendor within 7 days of receipt accompanied by a letter detailing the deficiencies of the invoice. The Vendor Payment Processor is also responsible for tracking and including an explanation on all returned invoices, and correctly matching them with the re-submitted invoices.   The VPP completes the due date calculation worksheet, and FMS Treasury calculator for interest or discounts, if applicable.
To ensure compliance with the Prompt Payment Act, the Vendor Payment Processor manually inputs the receipt date in SAP, if applicable.  In addition to the Prompt Payment Act validation performed by the Vendor Payment Processor, the AP group performs a two or three-way match (compare the invoice with the PO and if applicable, the goods receipt) on the invoice in SAP to compare the PO quantity and dollar amount with those same figures on the invoice. If costing is required, the Vendor Payment Processor will request cost via Work Management System.  If the invoice passes all the status checks, the Vendor Payment Processor places the invoice in Park Complete status, and the invoice is automatically routed through the SAP workflow to all required approvers.   After all the approvals are obtained, the Vendor Payment Processor then Posts (a command in SAP that saves the document and updates the general ledger) the invoice in SAP.  For IPAC only, the downloaded IPAC collection or payment document to the appropriate ALC will be used as the invoice document. If additional invoices are submitted for these charges, they will be considered backup documentation to the original downloaded IPAC document.  The Vendor Payment Processor then Posts (a command in SAP that saves the document and updates the general ledger) the invoice in SAP and then routes for approval. The invoice is routed to the required approvers, and upon receipt of these approvals, the invoice is posted. 
For IPAC invoices, they must be posted into SAP in the month for which the charges are submitted in the IPAC system.  Those that are unable to be posted will cause an outage with Treasury by ALC and a variance for 224 reconciliation. If an invoice is not able to be processed into the SAP system for the month, a listing of the items not entered by ALC will be provided to the SGL group.  Vendor payment schedules are not required for IPAC invoices.  Charges or collections will be posted to the SAP system using document types ZI, Z2 or Z3, the cleared using the T-codes F-52 or F-53. 

After the vendor invoices are approved and posted into SAP, the Vendor Payment Processor will generate the payment proposal/schedule. The Accounts Payable Certification Processor reviews the payment proposal/schedule, and he or she will instruct the Vendor Payment Processor to make any adjustments as necessary. After an adjustment is made, the vendor invoice is scheduled to be paid.  Note: This action is not required for IPAC invoices.  After an adjustment is made, AP certifier schedules the vendor invoice for payment. 
When the vendor does not receive a payment, the Vendor Payment Processor will look into the SAP and determine the reason for payment interruption.  If the payment issued was to the correct vendor, the Vendor Payment Processor will work with the Competency Center and/or Treasury to see why the payment has not cleared and will reissue the payment if the banking info or cause of error is corrected.  The Vendor Payment Processor may only reissue payment after receiving notification from Treasury that the original payment was rejected.  Confirmation reports received from Treasury provide the basis for the Vendor Payment Processor to determine if the payment has cleared Treasury.  If it has been cleared, then the Vendor Payment Processor will determine if the payment was issued to the correct vendor, and if the payment was issued to the correct vendor, the VPP will inform the requesting Vendor of the payment status. If the payment issued was to an incorrect vendor, the Vendor Payment Processor will forward the vendor information to Accounts Receivable to collect the payment prior to reissuing the check to the vendor.
On the last business day of each month, the Vendor Payment Processor will create a temporary invoice receipt in SAP using a special document type for all contract/purchase orders that have non valuated invoices (GR Non-Valuated Flag in SAP applies to supplies (Item Category-Z) with Multiple Sources of Funding per PLI) goods receipts without invoice receipts.  The Vendor Payment Processor will reverse these invoices on the first business day of the next month to allow for the real invoice to be posted when it is received in the accounts payable office.
SAP - Payment Proposal/ Schedule Process 

The Vendor Payment Processor pulls the detail payment proposal/schedule together for the check run. The Lead Vendor Payment Processor reviews the detailed payment proposal/schedule for accuracy. The Accounts Payable Certification Processor verifies the detailed payment proposal/schedule, certifies the proposal in SAP, which creates the file for Treasury from SAP.  SAP automatically interfaces the certified file to Treasury. The Accounts Payable Certification Processor also creates the summary schedule (number of invoices, total dollar value payments and control number) from EDI via i-view and forwards it to the Secured Payment System (SPS) Data Entry Operator.  
SPS - Payment Proposal/ Schedule Certification Process 

After the data is entered, the summary payment proposal/schedule data is verified by one of the Certification Officers. The Certification Officer compares the summary report to the detailed payment proposal/schedule SAP file totals. Once the totals are verified, the Certification Officer certifies the data in SPS (file was already submitted to Treasury via the payment run in SAP- Interface 12A) and submits the file to the Treasury.  Treasury will then compare the certified summary file with the detailed file sent from SAP. 
The Treasury confirmation is interfaced into SAP at the NASA Competency Center.  The Confirmation file is posted to SAP via Interface 12B and confirmations are available for viewing in SAP. The NSSC then verifies the confirmed data in SAP.   The Certifying Officer compares the summary schedule (ZSE16_FMTC_SCHNO) with the Z_Confirmation detail report.  If the summary is confirmed and the detail is not, then the Certifying Officer issues a Service Request to the Competency Center for resolution.  This is done on a weekly basis, except during the last week of the month, when it is done daily to ensure there is not statement of difference with the 224.  The NSSC will monitor EFT payment cancellations and unconfirmed payments from Treasury and resolve them for re-issuance of payment.

Vendor Payment Process
Roles & Responsibilities

	Roles and Responsibilities
	Action
	Tips

	Step 1

Vendor Invoice Processor - Contractor

Accept Invoice


	Purpose

Accept invoice from Work Management System.

1. Log into Work Management System.

2. Click on the Get Next Link.

Performs initial checks:
1. Ensures that all original invoices from Document Imagining are dated stamped with received date

2. Ensures the invoice has contract number, date, amount, payment terms, invoice number, description of services/good invoiced

3. Ensures you have EFT information (If applicable run CCR to get vendor information)

4. Flags invoice for discount, construction, milestone payments, or pay less than 30 days invoices in SAP

If the invoice is not valid for payment, the vendor payment is returned to Document Imaging for rerouting.

a. Click “Return to Document Imagining” in the Work Management System

b. Click “Get Next”

If the invoice does not meet the requirements of the Prompt Payment Act, the Vendor Invoice Processor is responsible for ensuring that the invoice is returned to the vendor within 7 days of receipt accompanied by a letter detailing the deficiencies of the invoice.

Output: Acceptance of invoice.

	The “Get Next” button takes the next invoice in the First In First Out (FIFO) queue based on Invoice Receipt Date.
Note: All Invoices will go through NSSC Document Center.  Prompt Payment Receipt Date is designated billing office on contract stamp date (NSSC Document Center date and time stamp or DCAA, DCMC, or DCMA Date).  Document Imagining will version returned invoices with same invoice number

Note: Award Fees can be paid via mod or invoice
Template for invoice rejection letter is on the NSSC shared drive in the AP directory.  File name is “Invoice Rejection Letter.”  Invoice should be returned via SAP functionality along with letter to vendor. Enter Rejected in the text field in SAP and attached the rejection letter to the SAP document.


	Step 2

Vendor Invoice Processor - Contractor

Enter and Park Invoice


	Purpose

Use this procedure to enter and park a vendor invoice which references a contract or purchase order.

Trigger

Perform this procedure when a vendor invoice is received which references a contract or purchase order.

Prerequisites

None

Menu Path

Use the following menu path(s) to begin this transaction:

Select [image: image1.jpg]


 Logistics [image: image2.jpg]


Materials Management[image: image3.jpg]


 Logistics Invoice Verification[image: image4.jpg]


 Document Entry[image: image5.jpg]


 Park Invoice screen.

Transaction Code

MIR7,ZMIR7

Helpful Hints

None

Procedure

For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image6.png]


SAP – Core Financials

[image: image7.png]


Accounts Payable

[image: image8.png]


System Role

[image: image9.png]


Vendor Invoice Processor

[image: image10.png]


ZMIR7 or MIR7 – Enter and Park LIV Invoice (End User Procedure)
Note: In Assignment edit boxes included VIP initials.
Once document is parked, use MIR4 to go back into that document and add URL to invoice.
1. Tcode MIR4

2. Enter Invoice Document No

3. Click Display Document

4. Click the Services for Object icon

5. Click the Create Icon

6. Click Create External Document (URL)

7. Type “Copy of Invoice” in the Title edit box

8. Copy the link from tech docs in the Address edit box

9. Click the green check icon

10. Click the yellow arrow exit icon

All invoices should be parked. If returned enter reason code in SAP.  Include Rejected in the text field and attach rejection letter in SAP document

If the SAP Vendor Master needs to be updated or created/updated, the Vendor Invoice Processor will handoff to Troubleshooter to create/update Vendor Master. 
Go back to Step 1 and click Get Next.
OUTPUT:  Parked LIV invoice.


	If invoice was previously rejected you must remove the improper invoice date and notate the previously returned document number and fiscal year.  Reference EPPS MIR4 - Delete, Change, or Post Parked Invoice (End User Procedure)
Note:  The process to enter a parked IPAC invoice or CM is exactly the same as the process to enter a regular Material Management (MM) invoice or CM except that a different document type is selected in the Doc Type field on the Details Tab.  Doc Type for IPAC is Z2 IPAC Invoice.  
Note: SAP is set up to check for duplicate invoices.  SAP will notify you that you have a duplicate invoice if the vendor field, reference field, and amounts match a previous invoice.  It is very important to be consistent on entering the reference field to ensure the duplicate check works properly (Reference Duplicate Payments (Job Aid) on EPSS).


	Step 3

Invoice Troubleshooter - Contractor

Create/Update Vendor Master

	Purpose

Use this procedure to create/update vendor master

Trigger

Perform this procedure when Vendor Master needs to be created or updated
Prerequisites

None
If Vendor is shared, received concurrence to change vendor master
Note: Prior to Center Transition, NSSC AP Troubleshooter emails a copy of ACH Form/CCR Information to Centers for concurrence to change address and/or bank information on Shared Vendor Master.  After Center Transition, no action will be required

1. Log into I-View
2. Scroll down and click “Remedy” under IEMP Reference Tools and Utilities
3. In the left pane in the above window, you would hit "New Request"

4. Enter information pertaining Transaction -Short Description. Give a brief description of your request.  

5. SR type: is Master Data

6. In the Description Field type a detailed description concerning your service request

7. Under Application, usually you will input Core Financial and then drilldown further to the appropriate selection PO to Payment Confirmation, Accounts Payable, Accounts Payable

8. Under Type,  Drilldown to Master Data, Vendor 

9. Submitter Phone: xxx-xxx-xxxx

10. Then hit "Fill Info"

11. Then Submit a Priority /Severity: Usually Medium

12. Enter a  Requested Due Date
13. Click Attachments tab
14. Click in the first line under file name, then click add
15. Browse for file name and attach file

16. Click OK
17. After completing the above fields, hit Submit new request on the left side menu and write down the SR# and Input the SR# into your SR Log Spreadsheet 
18. Log out of I-view
19. Submitter will received an email stating SR is closed, open SR

20. Click Diary Editor to received Vendor Number

21. Update Vendor in SAP

OUTPUT:  Updated Vendor Master.

	https://iview.ifmp.nasa.gov/irj/portal
Vendor Master update usually takes 48 hours after SR is submitted with correct data.  If Vendor Master update is not completed by the due date, the NSSC Business Process Lead will go in the diary and elevate SR to an emergency

	Step 4

Vendor Payment Processor- Contractor

Reviews assigned parked vendor invoices 


	Performs quality validations:

1. If no purchase order number is on invoice, verify with vendor or center if outsider buyer purchase order number. 

2. Validate that all original invoices from Document Imagining are dated stamped with received date

3. Validate the invoice has contract number, date, amount, payment terms, invoice number, description of services/good invoiced

4. Validate invoice has not been previously paid 

5. Validate if freight is authorized on the contract

6. Checks ZREM Vendor Number
7. Check baseline date field, SAP automatically pulls the invoice date into the baseline date field and therefore may incorrectly compute the payment date.  To correct this problem and ensure compliance with the Prompt Payment Act, the VPP manually changes the date in the Baseline date field in SAP to match the delivery and acceptance date on the source document
· If the invoice does not meet the requirements of the Prompt Payment Act, the Vendor Invoice Processor is responsible for ensuring that the invoice is returned to the vendor within 7 days of receipt accompanied by a letter detailing the deficiencies of the invoice.
· Go to Step 6 to change parked document and enter improper invoice information

Output: Acceptance of invoice.

	Template for invoice rejection letter is on the NSSC shared drive in the AP directory.  File name is “Invoice Rejection Letter.”  Enter Rejected in the text field in SAP and attached the rejection letter to the SAP document


	Step 5

Vendor Payment Processor- Contractor

Verify Cost is in SAP

	1. Determine if 2/3 way match
1. For 2 way match where costing is not required, continue with Step 6

2. For 2 way match where costing is required, request cost via the Work Management System

3. For 3 way match where costing is not required, continue with Step 6

4. For 3 way match for services, request cost via the Work Management System

5. For 3 way match for goods, a 103 and 105 is required in SAP for costs

2. If some cost is in SAP, put invoice for $0.11 and click park complete to start SAP Work Flow (Reference Step 6 to Park Complete) and continue
3. Login to Work Management System to request cost from appropriate center

· Enter Invoice Number and Contract Number

· Click Search

· Enter Center

· Update Work Log, if necessary

· Click Cost Needed

· Continue with next search or exit
4. Center Cost POC will check Work Management Center Web Page periodically each day and costs or status the invoice in SAP within 3 Business Days
5. Periodically check the Cost or Status via Work Management Web Page

6. Once cost is received, updated SAP with Cost (Reference Step 6 to change parked invoice)
	2 way match is Purchase Order and Invoice

3 way match is Purchase Order, Receiving and Inspection Report/Cost, and Invoice

If 103 and 105 is not entered in SAP, contact Center Shipping and Receiving to ensure that the 103 and 105 is entered. 

Note: If Center Shipping and Receiving has not provided Receiving Acceptance before 5 business days; NSSC will call COTR for proof of delivery.  If proof of delivery cannot be provided, invoice will be rejected




	Procedure

For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image15.png]


SAP – Core Financials

[image: image16.png]


Accounts Payable

[image: image17.png]


System Role

[image: image18.png]


Vendor Invoice Processor

[image: image19.png]


MIR4 – Delete, Change, or Post parked Invoice (End User Procedure)

Comments

You have altered a parked LIV invoice 

Note : If approval is not received within 10 business days start the escalation process.

· Once you receive approval, repeat Step 6 to Post Invoice.

· If the invoice is rejected, the Vendor Payment Processor is responsible for ensuring that the invoice is returned to the vendor accompanied by a letter detailing the deficiencies of the invoice.
· Repeat Step 6 to enter improper invoice information

· Attach Rejection Letter to invoice in Document Imaging

· If the invoice is approved for partial payment, repeat Step 6 to change, reduce the amount, and post
· Go back to Step 2 to park a new invoice for the remaining amount

	Park Complete only invoice that are not already approved, direct submittals, and award fee invoices.
Note: IPACs are posted and then get approvals.  IPACs do not need to be part of the payment run, you will need to go into SAP and manually clear to cash Refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image20.png]


SAP – Core Financials

[image: image21.png]


Accounts Payable

[image: image22.png]


Sub Process Area
[image: image23.png]


Execute and Manager Payments
[image: image24.png]


F-52 – Post Incoming Payments Clear Credit Memo to Cash or F-53 – Post Outgoing Payments Clear to Cash
Note: VERY IMPORTANT whenever a parked invoice is in edit mode the following two steps should ALWAYS be done: 
· Change the Posting Date to the current date
· Delete the PO number, press enter and then re-enter the PO number and press enter

Escalation Process for Net30 Contracts:

On the 11th business day, escalate to Level 2 – Contract Specialist 

On the 14th business day, escalate to Level 3 - Procurement Team Lead

Contracts less than 30 days escalation will be adjusted on a individual basis

Template for invoice rejection letter is on the NSSC shared drive in the AP directory.  File name is “Invoice Rejection Letter.”  Enter Rejected in the text field in SAP and attached the rejection letter to the SAP document

	


	Procedure
For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image25.png]


SAP – Core Financials
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Accounts Payable

[image: image27.png]


System Role

[image: image28.png]


Agency Vendor Payment Processor

[image: image29.png]


ZF110 PRO – Create and Verify Payment Proposal (End User Procedure)

Comments

It is critical that the payment proposal is verified for accuracy and any errors are corrected prior to certification.
OUTPUT:  Completed vendor payment proposal.

Email notification of Payment Proposal to AP Certification Processor 


	 
Pay invoices within proximity to due date not as soon as one has been posted.

	

	Step 8

Accounts Payable Certification Processor – Civil Servant

Review Payment Proposal
Vendor Payment Processor - Contractor
	Purpose

Use this procedure to review payment proposal.

Trigger

Perform this procedure when a email is received from Vendor Payment Processor

Prerequisites

 A payment proposal has been created

Procedure
Performs the following checks

1. Proper invoice with date received

2. Proper obligating document

3. Proper evidence of receipt and acceptance by an authorized official

4. Validate interest reason codes in SAP
5. Verifies that the correct ZREM is used along with the correct banking information.

6. If exceptions exist, return to Vendor Payment Processor for corrections

1. Create a Remedy Ticket for exceptions
2. Block exception in SAP

3. Return to Step 7
	


	Procedure

For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image30.png]


SAP – Core Financials

[image: image31.png]


Accounts Payable

[image: image32.png]


Sub Process Area

[image: image33.png]


Execute and Management Payment

[image: image34.png]


ZF110_PRUN – Execute Payment Run
Comments


	
	

	Step 10
Accounts Payable Certification Processor – Civil Servant

Obtain Schedule Number
	Purpose

Use this procedure to obtain schedule number.

1. Use transaction code ZSE16_FMTC_SCHNO.

2. Click on <Table Contents> button.

3. Enter Identification #.

4. Click <Execute> (Clock). 

5. Print.

6. Drill down on SCHEDULE NO and Print.

 

After the SAP R/3 session:
No action required.


 

Output: Create Payment Run and Obtain Schedule Number.


	

	Step 11
Vendor Payment Processor - Contractor

Pre-Edit Report 


	Wait 30 minutes after the Payment Run in SAP.

1. Log into i-VIEW.

2. Click on EAI Web Tool.

3. Choose Appropriate Center 

4. Click on each file and view data to match up to your vouchers.

5. Go to File.

6. Page Setup.

7. Select Landscape.

8. Do a Print Preview to make sure the right edge of the report is not cut off.  If cut off, adjust right margin.

9. Print copy.

10. Paper clip to center folder.

11. Send folder to SPS Data Entry Operator to enter into SPS.

Output:  Pre-Edit Report


	https://iview.ifmp.nasa.gov/irj/portal


	Step 12
SPS Data Entry Operator - Contractor

Input Certification

	1. Log into SPS to input Certification.

2. Click <New Page Bottom>

· Summary

· (Use EAI schedule printout)

· Destination – enter applicable treasury center
· ALC# (from printout)

· Tab



· Schedule (from printout)

· Total # of Payments # of vendors paying

· (line items also on printout)

· Payment Date

· Summary Type Code (Vendor or Miscellaneous)
· Sub-Type Code (EFT)

· Control# (from printout) 

· Symbol: Enter type of payment, schedule ID #

· Amount

· Enter remarks if required

3. Click the add button twice to add to

Treasury Account Symbol box

4. Save

5. Submit  to Certification Officer

6. Give folder to Certification Officer.

Output: Treasury file created.


	

	Step 13
Certification Officer – Civil Servant

SPS – Certify in Treasury


	1. Log into SPS (Treasury).
2. You should see a list of schedules.
3. Highlight on the row you want to certify.
4. Click on the Certify with Viewing icon.
5. Verify all information (dollar amount, center, etc.)
6. Click on Certify Schedule icon.
7. A successful block should appear with the schedule number.
8. After certification of all schedules for that time, go to View Extracted Schedules.

9. Click twice on the date created column to sort the current schedules.
10. Click on Print Summary List and choose the number of copies you need based on how many schedules you certified.
11. Click on the Schedule to get the Schedule Detail and print.
12. Stamp the Schedule Detail report with the Certifying Officer’s Stamp and sign and date.
13. Put a copy of the Print Summary List and the Schedule Detail in each center folder.
14. Return folders to Voucher Payment Processor that prepared the schedule.

Output: Certification of Payment


	


	Procedure

1. Use transaction code ZFI_AP_PMT_STAT
2. Enter Identification #.

3. Click <Execute> (Clock). 

4. Check to ensure that clearing document numbers are 1300#’s.

----------------------------------------------------------

Purpose

Use this procedure to confirm Treasury payments.

Prerequisite

Invoices have been processed through the payment program in SAP and Disbursement in Transit (DIT) documents generated.
SCREEN:  SAP Easy Access

1. Use transaction code ZCONFIRMATION.

SCREEN:  Drilldown for Treasury Confirmations

2. Enter Company Code.

3. Enter Accounting Document.

[image: image35.bmp]This will be the DIT document number(s) or range(s) of numbers.

4. Enter Fiscal Year.
5. Enter Document Type (optional).
6. Enter Posting Key.
[image: image36.bmp]The Posting Key should always be 50.

 

7. Enter Business Area (optional).

8. Enter Clearing Date (optional).

9. Enter Transaction Key (optional).

10. Enter General Ledger Account (optional).

11. Execute the transaction (F8).

 

This transaction will display a list of all clearing documents for the specified DIT documents.

 

To save this list to an excel spreadsheet:

 

1. Select List.

2. Select Export.

3. Select Spreadsheet.

4. Check Ok.

5. Select Table and check Ok.

6. Check Ok.

[image: image37.bmp]When the data appears in Excel, you MUST do a “Save As” and rename the file to retain the data.  You cannot save the sheet “as is.”

Output: Treasury Confirmation Reports

----------------------------------------------------------

Work with Vendor Payment Processor to go through manual cancellation process and reissue payment in SAP

Return completed payment packet to Vendor Payment Processor to file in Document Imaging
	https://www.pay.gov/paygov/
	

	Step 15
NSSC Vendor Payment Processor - Contractor

Close Payment Run

	Receive completed payment packet and file in Document Imaging 

· EAI Pre-Edit Report

· SPS Confirmation
· Payment Proposal

· Payment Run

Output: Close payment run.
	


	Procedure

For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image42.png]


SAP – Core Financials
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Accounts Payable

[image: image44.png]


System Role

[image: image45.png]


Agency Vendor Payment Processor

 [image: image46.png]


FBRA – Reverse Clearing Document (End User Procedure)

Comments

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

OUTPUT:  Reversal of Clearing Document
	
	

	Step 2

Certification Processor – Civil Servant

Cancel Vendor Check Payment


	 

Transaction Code

FCH8

Purpose

Cancel Vendor Check Payment.

Process > Sub-process

Accounts Payable à Execute and Manage Payments

Menu Path

Accounting à Financial Accounting à Accounts Payable à Document entry à Vendor invoice à Invoice

Roles

AP Certification Processor

Background

· Determine the check number for the paid invoice 

· Reverse and reset the cleared invoice

· Cancel the confirmed check

Prerequisites

Treasury Confirmation must be reversed and reset via FBRA prior to canceling check payment.

Results

Completion of this transaction results in the following:

· Vendor Check Payment will be canceled

 Procedure
For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

[image: image47.png]


SAP – Core Financials

[image: image48.png]


Accounts Payable
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Sub Process Area

[image: image50.png]


Recertify Payment 

[image: image51.png]


FCH8 – Cancel Check Payment

	


	Procedure

For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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System Role
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Agency Vendor Payment Processor

[image: image60.png]


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

Comments

You have Reversed an invoice and are now ready to re-enter original invoice.  FI documents can then be cleared through F-44

----------------------------------------------------------

Transaction Code

F-44

Purpose

This activity is used to clear the vendor account for specific document numbers (invoices or credit memos).

Process > Sub-Process

Accounts Payable à Recertify Payments

Menu Path

Accounting à Financial Accounting à Accounts Payable à Account à Clear

Roles

Vendor Payment Processor

Background

Performed as needed by the Vendor Payment Processor to clear the vendor account when an erroneous invoice has been reversed.

Prerequisites

The original erroneous invoice has been cancelled by reversing the invoice with a credit memo.

Results

Completion of this transaction results in the following:

· Vendor account is cleared

 

Procedure
For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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Sub Process Area
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Enter Invoice
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F-44 – Clear Vendor


	
	

	
	
	


Metrics

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

	Financial Management Division/Accounts Payable
	Payment of Vendor Invoice
	Vendor
	Process vendor payments in accordance with the Prompt Payment Act criteria and NASA policy and procedures.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Privacy Data

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

System Components

Existing Systems

[Use system descriptions from RFP J-03 Technical Exhibit 9 (TE 9 – Existing IT Systems)]
	IT System Title 
	IT System Description
	Access Requirements
	IT System Interfaces

	Remedy
	System for receiving and tracking invoices
	User Role at NSSC
	

	SAP/IEMP
	Integrated Financial Management System
	User Role at NSSC
	SPS, I-View

	i-View/EAI Web Tool
	System used for retrieving EAI Pre-Edit Report
	User Role at NSSC
	SAP/IEMP, SPS

	Pay.gov
	System used for notification of EFT Cancellations
	User Role from Treasury
	

	SPS
	Secure Payment System for certifying payments to Treasury
	User Role at NSSC
	SAP/IEMP

	TechDoc/Document Imaging
	System used for capturing invoice images
	User Role at NSSC
	Work Management System


New Systems

[Use system descriptions from RFP J-03 Technical Exhibit 8 (TE 8 – New IT Systems)]
	Generic System Title
	Business Requirements for System
	Access Requirements
	IT System Interfaces

	Work Management System

	System for receiving and tracking invoices
	User Role at NSSC
	


Contact Center 

The NSSC Customer Contact Center can be reached via phone, fax or e-mail. 

Email queries: nssc-contactcenter@nasa.gov

Fax queries: 1-866-779-6772

Phone queries: 1-877-NSSC123 (or 1-877-677-2123)

Document Imaging

All incoming documents will be received into the NSSC Tech Doc Center, where they will be processed and electronically filed.  Documents may be sent to the NSSC as follows:

Email: nssc@nasa.gov

Fax: 1-866-779-6772

Mail:

NASA Shared Services Center

Building 5100

Stennis Space Center, MS 39529.

Relevant Points of Contact at the NSSC

Financial Management Division – Civil Servant

Teri L. Green

NASA Shared Services Center

Building 5100

Stennis Space Center, MS 39529

Phone:  228-813-6164

Email: Teri.L.Green@nasa.gov
Financial Management Division – Contractor
Debbie Dale

Lockheed Martin

Building 5100

Stennis Space Center, MS 39529

Phone:  228-813-6065

Email: Debra.M.Dale@nasa.gov
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Note 4: If no ZREm vendor exists, then the
invoice should be temporarily parked
against the KREd vendor and flagged to be
sent to the AP Troubleshooter to have a
ZREM Vendor created

Note 5: If invoice was previously rejected you must
remove the improper invoice date and enter the previously
returned document number and fiscal year. Reference
EPPS MIR4 - Delete, Change, or Post Parked Invoice
(End User Procedure). Will include Rejected in the text
field and attach rejection letter in SAP
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Note 7: VPP performs the following quality checks:

1. Validate that all original invoices from Document Imagining are dated stamped with received date
2. Validate the invoice has contract number, date, amount, payment terms, invoice number, description of services/

good invoiced

3. Validate invoice has not been previously paid

4. Validate if freight is authorized on the contract. Enter freight on Fl invoice if approved and if not identified with

purchase order item, FOB site other then center
5. Checks ZREM Vendor Number
6. Validate if there is a notice of assignment on the contract

7. Invoices previously marked construction contract, milestone payment, small business or payment due less than

30 day are worked first

Note 8: If invoice was previously rejected you must
remove the improper invoice date and enter the previously
returned document number and fiscal year. Reference
EPSS MIR4 - Delete, Change, or Post Parked Invoice
(End User Procedure)
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FI (Finance) Payment Process

Introduction

The NASA Shared Services Center (NSSC) will process payment of FI invoices for all NASA Centers.  In accordance with Federal regulations and NASA policy, the NSSC is responsible for providing payment and required reporting for FI invoice payments.  The Center Financial Management (FM) Office shall provide voucher examination and payment services including assembling, reviewing, processing, recording, reporting, and submitting payment proposal spreadsheet and backup documentation to NSSC for payment.  The NSSC shall process all documents in accordance with the Prompt Payment Act, the NASA Financial Management Requirements (FMR), NASA’s Enterprise Performance Support System (EPSS), and other applicable Federal regulations and NASA policies and procedures.  The NSSC shall process payables from Center payment proposal spreadsheet and backup documentation based on acceptance by NASA. 

Objectives

Receipt of Vendor Invoices

The invoices are forwarded to the Center FM Office who performs initial checks (e.g., banking information in vendor master, vendor master data correct) and then parks them into SAP. When the invoices are entered into SAP, the Center FM Office assigns them to the appropriate Vendor Payment Processor based on Center criteria (e.g., purchase order numbering sequence).

Processing of Vendor Invoices

In SAP, each Center FM Office accesses his/her assigned parked vendor invoices.  The Center FM Office Vendor Payment Processor is responsible for ensuring that the invoice is valid according to the Prompt Payment Act.  If the invoice does not meet the requirements of the Prompt Payment Act, the Center FM Office is responsible for ensuring that the original invoice is returned to the vendor within 7 days of receipt accompanied by a letter detailing the deficiencies of the invoice. The Center FM Office is also responsible for tracking and including an explanation on all returned invoices and correctly matching them with the re-submitted invoices. 

To ensure compliance with the Prompt Payment Act, the Center FM Office manually inputs the receipt date in SAP.  If the invoice passes all the status checks, the Center FM Office Vendor Payment Processor then posts (a command in SAP that saves the document and updates the general ledger) the invoice in SAP.  If the invoice fails the status checks, the Center FM Office Vendor Payment Processor will correct budget-exceeded issues, derivation rules, and internal order/object class issues, etc.  The invoice is routed to the required approvers and upon receipt of these approvals, the invoice is posted. 

After the vendor invoices are approved and entered into SAP, the Vendor Payment Processor will generate payment proposal spreadsheet to submit to NSSC Accounts Payable with all backup documentation for payment 7 days prior to the invoice due date.

Receipt of Center Payment Proposal Spreadsheet and Backup Documentation

Center payment proposal spreadsheet and backup documentation are time and date-stamped upon receipt at the NSSC.  Regardless of the transfer method (US mail, fax, or email), the processing within the NSSC Document Center is very similar and results in a full-text indexed electronic document cataloged in the NSSC Library.  The payment spreadsheet is electronically routed to the invoice receiver who determines that the Center payment proposal spreadsheet has the minimum required information and is adequate for processing.  If the invoice is received past the payment due date, the NSSC Invoice Payment Processor will email the Center POC to provide account assignment for interest payment.

Processing of Center Payment Proposal Spreadsheet and Backup Documentation

The NSSC Vendor Payment Processor receives the Center payment proposal spreadsheet and backup documentation for payment.  The NSSC Vendor Payment Processor will generate the payment proposal/schedule.  The NSSC Accounts Payable Certification Processor reviews the payment proposal/schedule and backup documentation, and he or she will instruct the NSSC Vendor Payment Processor to make any adjustments as necessary.  After an adjustment is made, the vendor invoice is scheduled to be paid.

If the NSSC Vendor Payment Processor cannot resolve the vendor invoice issues, they will be removed from the payment run, and a discrepancy spreadsheet is sent back to center for resolution and re-submittal.

When the vendor does not receive a payment, the NSSC Vendor Payment Processor will look into SAP and determine the reason for payment interruption.  If the payment issued was to the correct vendor, the NSSC Vendor Payment Processor will reissue the payment if the original payment has not cleared Treasury.  The NSSC Vendor Payment Processor may only reissue payment after receiving notification from Treasury that the original payment was rejected.  Confirmation reports received from Treasury provide the basis for the NSSC Vendor Payment Processor to determine if the payment has cleared Treasury.  If it has been cleared, then the NSSC Vendor Payment Processor will determine if it was issued to the correct vendor, and if it was, he or she will inform the requestor of the payment status. If the payment issued was to an incorrect vendor, the NSSC Vendor Payment Processor will forward the vendor information to Accounts Receivable for collection of invalid payment prior to reissuing the check to the vendor.

SAP - Payment Proposal/ Schedule Process 

The NSSC Vendor Payment Processor pulls the detail payment proposal/schedule together for the payment run. The NSSC Lead Vendor Payment Processor reviews the detailed payment proposal/schedule for accuracy. The NSSC Accounts Payable Certification Processor verifies the detailed payment proposal/schedule, prints the proposal to create a certified proposal, creates the file for Treasury from SAP and forwards the detailed file to Treasury. The NSSC Accounts Payable Certification Processor also creates the summary schedule (number of invoices, total dollar value payments and control number) from data obtained in SAP and forwards it to the Secured Payment System (SPS) Data Entry Operator.  

SPS - Payment Proposal/ Schedule Certification Process 

Once the detailed payment proposal/schedule file has been forwarded via SAP to Treasury, the printed proposal is required to be certified and sent to Treasury. This certification function is performed by the SPS system. The SPS system must be accessed by one of the Security Administrators before any data can be input or certified. The SPS Data Entry Operator (SPS Maintainer) inputs the summary payment proposal/schedule provided by the NSSC Accounts Payable Certification Processor into the SPS system. 

After the data is entered, the summary payment proposal/schedule data is verified by one of the Certification Officers. The Certification Officer compares the summary report to the detailed payment proposal/schedule SAP file totals. Once the totals are verified, the Certification Officer certifies the data and submits the file to the Treasury.  Treasury will then compare the certified summary file with the detailed file sent from SAP. After the comparison is made and assuming no errors were noted, Treasury will send confirmation back to the Certification Officer once the file is processed for payment.

After Treasury processes the file and confirms the payments, the confirmation will be posted into SAP by the Treasury interface. The Treasury confirmation is interfaced into SAP at the NASA Competency Center and then forwarded to the NSSC. The NSSC then verifies the confirmed data in SAP.  Centers may then review SAP for payment data if desired.  

The NSSC will monitor EFT payment cancellations and unconfirmed payments from Treasury and resolve them for re-issuance of payment.
FI Payment Process

Roles & Responsibilities

	Roles and Responsibilities
	Action
	Tips

	Step 1

Vendor Invoice Processor - Contractor

Accept Invoice


	Purpose

Accept invoice from Work Management System.

3. Log into Work Management System.

4. Click on the Get Next Link.

Performs initial checks:

1. Ensures that all original invoices from Document Imagining are dated stamped with received date

2. Ensures the invoice has contract number, date, amount, payment terms, invoice number, description of services/good invoiced

3. Ensures you have EFT information (If applicable run CCR to get vendor information)

4. Flags invoice for discount, construction, milestone payments, or pay less than 30 days invoices in SAP

If the invoice is not valid for payment, the vendor payment is returned to Document Imaging for rerouting.

c. Click “Return to Document Imagining” in the Work Management System

d. Click “Get Next”

If the invoice does not meet the requirements of the Prompt Payment Act, the Vendor Invoice Processor is responsible for ensuring that the invoice is returned to the vendor within 7 days of receipt accompanied by a letter detailing the deficiencies of the invoice.

Output: Acceptance of invoice.

	The “Get Next” button takes the next invoice in the First In First Out (FIFO) queue based on Invoice Receipt Date.

Note: All Invoices will go through NSSC Document Center.  Prompt Payment Receipt Date is designated billing office on contract stamp date (NSSC Document Center date and time stamp or DCAA, DCMC, or DCMA Date).  Document Imagining will version returned invoices with same invoice number

Note: Award Fees can be paid via mod or invoice
Template for invoice rejection letter is on the NSSC shared drive in the AP directory.  File name is “Invoice Rejection Letter.”  Enter Rejected in the text field in SAP and attached the rejection letter to the SAP document


	Step 2

Vendor Invoice Processor - Contractor

Enter and Park Invoice


	Purpose

Use this procedure to enter and park a vendor invoice for which there is no contract or purchase number issued.

Trigger

Perform this procedure when a vendor invoice has been received that needs to be parked in FI.

Prerequisites

None

Menu Path

Use the following menu path(s) to begin this transaction:
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 Financial Accounting[image: image81.jpg]
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 Invoice screen.

Transaction Code

FB60

Helpful Hints

None

Procedure

For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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System Role
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Vendor Invoice Processor
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FB60 – Enter FI Invoice (End User Procedure)
Note: In Assignment edit boxes included VIP initials.
Once document is parked, use FBV2 to go back into that document and add URL to invoice.

11. Tcode FBV2

12. Enter Invoice Document No

13. Click Display Document

14. Click the Services for Object icon

15. Click the Create Icon

16. Click Create External Document (URL)

17. Type “Copy of Invoice” in the Title edit box

18. Copy the link from tech docs in the Address edit box

19. Click the green check icon

20. Click the yellow arrow exit icon

All invoices should be parked. If returned enter reason code in SAP.  Include Rejected in the text field and attach rejection letter in SAP document

If the SAP Vendor Master needs to be updated or created/updated, the Vendor Invoice Processor will handoff to Troubleshooter to create/update Vendor Master. 
Go back to Step 1 and click Get Next.
OUTPUT:  Parked FI invoice.


	If invoice was previously rejected you must remove the improper invoice date and notate the previously returned document number and fiscal year.  Reference EPPS FBV2 - Delete, Change, or Post Parked Invoice (End User Procedure)
Note: SAP is set up to check for duplicate invoices.  SAP will notify you that you have a duplicate invoice if the vendor field, reference field, and amounts match a previous invoice.  It is very important to be consistent on entering the reference field to ensure the duplicate check works properly (Reference Duplicate Payments (Job Aid) on EPSS).


	Step 3

Invoice Troubleshooter - Contractor

Create/Update Vendor Master


	Purpose

Use this procedure to create/update vendor master

Trigger

Perform this procedure when Vendor Master needs to be created or updated
Prerequisites

None

If Vendor is shared, received concurrence to change vendor master

Note: Prior to Center Transition, NSSC AP Troubleshooter emails a copy of ACH Form/CCR Information to Centers for concurrence to change address and/or bank information on Shared Vendor Master.  After Center Transition, no action will be required

22. Log into I-View

23. Scroll down and click “Remedy” under IEMP Reference Tools and Utilities

24. In the left pane in the above window, you would hit "New Request"

25. Enter information pertaining Transaction -Short Description. Give a brief description of your request.  

26. SR type: is Master Data

27. In the Description Field type a detailed description concerning your service request

28. Under Application, usually you will input Core Financial and then drilldown further to the appropriate selection PO to Payment Confirmation, Accounts Payable, Accounts Payable

29. Under Type,  Drilldown to Master Data, Vendor 

30. Submitter Phone: xxx-xxx-xxxx

31. Then hit "Fill Info"

32. Then Submit a Priority /Severity: Usually Medium

33. Enter a  Requested Due Date
34. Click Attachments tab

35. Click in the first line under file name, then click add

36. Browse for file name and attach file

37. Click OK
38. After completing the above fields, hit Submit new request on the left side menu and write down the SR# and Input the SR# into your SR Log Spreadsheet 
39. Log out of I-view
40. Submitter will received an email stating SR is closed, open SR

41. Click Diary Editor to received Vendor Number

42. Update Vendor in SAP

OUTPUT:  Updated Vendor Master.

	For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:
https://epssprod01.ifmp.nasa.gov/nav/index.htm
1. Click on Enter FI Invoice

2. If parked, Click on FBV2 - Adjust FI Invoice Amount (down only)

3.  If posted, Click on FB08 – Reverse FI Invoice


	Step 4

Vendor Payment Processor- Contractor

Reviews assigned parked vendor invoices 
	Performs quality validations:

8. Validate that all original invoices from Document Imagining are dated stamped with received date

9. Validate the invoice has contract number, date, amount, payment terms, invoice number, description of services/good invoiced

10. Validate invoice has not been previously paid 

11. Checks ZREM Vendor Number
12. Check baseline date field, SAP automatically pulls the invoice date into the baseline date field and therefore may incorrectly compute the payment date.  To correct this problem and ensure compliance with the Prompt Payment Act, the VPP manually changes the date in the Baseline date field in SAP to match the delivery and acceptance date on the source document
· If the invoice does not meet the requirements of the Prompt Payment Act, the Vendor Invoice Processor is responsible for ensuring that the invoice is returned to the Center Submitter. 
· NSSC Vendor I
Output: Acceptance of invoice.

	

	Step 5
Vendor Payment Processor - Contractor

Post, Change/Delete a Parked FI Invoice


	A Purpose

Use this procedure to post, change/delete a parked FI Invoice Amount (down only).

Trigger

Perform this procedure when an FI invoice is parked and postings or changes need to be made.

Prerequisites

· FI invoice in parked status

Menu Path

Use the following menu path(s) to begin this transaction:

· Select [image: image89.jpg]


 Accounting[image: image90.jpg]


 Financial Accounting[image: image91.jpg]


 Accounts Payable[image: image92.jpg]
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 Parked Documents [image: image94.jpg]
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Enter.

Transaction Code

FBV2

Helpful Hints

None

Procedure

For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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Sub Process Area
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Enter Invoice
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FBV2 –Adjust, Reject, or Delete FI Invoice Amount
Comments

You have altered a parked FI invoice 

· If the invoice is rejected, the Vendor Payment Processor is responsible for ensuring that the invoice is returned to the vendor accompanied by a letter detailing the deficiencies of the invoice.
· Repeat Step 5 to enter improper invoice information

· Attach Rejection Letter to invoice in Document Imaging

Output: Acceptance of Payment Proposal Spreadsheet and backup documentation from Remedy.


	Note: VERY IMPORTANT whenever a parked invoice is in edit mode the following two steps should ALWAYS be done: 

· Change the Posting Date to the current date




	Procedure
For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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System Role
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Agency Vendor Payment Processor
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ZF110 PRO – Create and Verify Payment Proposal (End User Procedure)

Comments

It is critical that the payment proposal is verified for accuracy and any errors are corrected prior to certification.

OUTPUT:  Completed vendor payment proposal.

Email notification of Payment Proposal to AP Certification Processor 


	
	

	Step 7
Accounts Payable Certification Processor – Civil Servant

Review Payment Proposal

	Purpose

Use this procedure to review payment proposal.

Trigger

Perform this procedure when a email is received from Vendor Payment Processor

Prerequisites

 A payment proposal has been created

Procedure
Performs the following checks

7. Proper invoice with date received

8. Proper obligating document

9. Proper evidence of receipt and acceptance by an authorized official

10. Validate interest reason codes in SAP
11. If exceptions exist, return to Vendor Payment Processor for corrections

4. Create a Remedy Ticket for exceptions

5. Block exception in SAP

Return to Step 6
	


	Procedure

For Step by Step End User Procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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Sub Process Area
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Execute and Management Payment
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ZF110_PRUN – Execute Payment Run
Comments


	1. Click on Execute and Manage Payments
2. Click on F110 – Execute Payment

	

	Step 9
Accounts Payable Certification Processor – Civil Servant

Obtain Schedule Number 


	Purpose

Use this procedure to obtain schedule number.

4. Use transaction code ZSE16_FMTC_SCHNO.

5. Click on <Table Contents> button.

6. Enter Identification #.

6. Click <Execute> (Clock). 

7. Print.

7. Drill down on SCHEDULE NO and Print.

 

After the SAP R/3 session:
No action required.


 

Output: Create Payment Run and Obtain Schedule Number.


	i-View:

https://iview.ifmp.nasa.gov/irj/servlet/prt/portal/prtroot/com.sap.portal.navigation.portallauncher.default


	Step 10
Vendor Payment Processor - Contractor

Pre-Edit Report 


	Wait 30 minutes after the Payment Run in SAP.

12. Log into i-VIEW.

13. Click on EAI Web Tool.

14. Choose Appropriate Center 

15. Click on each file and view data to match up to your vouchers.

16. Go to File.

17. Page Setup.

18. Select Landscape.

19. Do a Print Preview to make sure the right edge of the report is not cut off.  If cut off, adjust right margin.

20. Print copy.

21. Paper clip to center folder.

22. Send folder to SPS Data Entry Operator to enter into SPS.

Output:  Pre-Edit Report


	

	Step 11
SPS Data Entry Operator - Contractor

Create Treasury File


	7. Log into SPS to create Treasury file.

8. Click <New Page Bottom>

· Summary

· (Use EAI schedule printout)

· Destination – enter applicable treasury center
· ALC# (from printout)

· Tab



· Schedule (from printout)

· Total # of Payments # of vendors paying

· (line items also on printout)

· Payment Date

· Summary Type Code (Vendor or Miscellaneous)

· Sub-Type Code (EFT)

· Control# (from printout) 

· Symbol: Enter type of payment, schedule ID #

· Amount

· Enter remarks if required

9. Click the add button twice to add to

Treasury Account Symbol box

10. Save

11. Submit  to Certification Officer

12. Give folder to Certification Officer.

Output: Treasury file created.


	

	Step 12
Certification Officer – Civil Servant

SPS – Certify in Treasury


	15. Log into SPS (Treasury).
16. You should see a list of schedules.
17. Highlight on the row you want to certify.
18. Click on the Certify with Viewing icon.
19. Verify all information (dollar amount, center, etc.)
20. Click on Certify Schedule icon.
21. A successful block should appear with the schedule number.
22. After certification of all schedules for that time, go to View Extracted Schedules.

23. Click twice on the date created column to sort the current schedules.
24. Click on Print Summary List and choose the number of copies you need based on how many schedules you certified.
25. Click on the Schedule to get the Schedule Detail and print.
26. Stamp the Schedule Detail report with the Certifying Officer’s Stamp and sign and date.
27. Put a copy of the Print Summary List and the Schedule Detail in each center folder.
28. Return folders to Voucher Payment Processor that prepared the schedule.

Output: Certification of Payment


	


	Procedure

5. Use transaction code ZFI_AP_PMT_STAT
6. Enter Identification #.

7. Click <Execute> (Clock). 

8. Check to ensure that clearing document numbers are 1300#’s.

----------------------------------------------------------

Purpose

Use this procedure to confirm Treasury payments.

Prerequisite

Invoices have been processed through the payment program in SAP and Disbursement in Transit (DIT) documents generated.
SCREEN:  SAP Easy Access

2. Use transaction code ZCONFIRMATION.

SCREEN:  Drilldown for Treasury Confirmations

4. Enter Company Code.

5. Enter Accounting Document.

[image: image111.bmp]This will be the DIT document number(s) or range(s) of numbers.

7. Enter Fiscal Year.
8. Enter Document Type (optional).
9. Enter Posting Key.
[image: image112.bmp]The Posting Key should always be 50.

 

12. Enter Business Area (optional).

13. Enter Clearing Date (optional).

14. Enter Transaction Key (optional).

15. Enter General Ledger Account (optional).

16. Execute the transaction (F8).

 

This transaction will display a list of all clearing documents for the specified DIT documents.

 

To save this list to an excel spreadsheet:

 

7. Select List.

8. Select Export.

9. Select Spreadsheet.

10. Check Ok.

11. Select Table and check Ok.

12. Check Ok.

[image: image113.bmp]When the data appears in Excel, you MUST do a “Save As” and rename the file to retain the data.  You cannot save the sheet “as is.”

Output: Treasury Confirmation Reports

----------------------------------------------------------

Work with Vendor Payment Processor to go through manual cancellation process and reissue payment in SAP

Return completed payment packet to Vendor Payment Processor to file in Document Imaging
	The Console View field is in the upper right hand corner of screen.

A list of invoices will appear in the top box.

The Status field is in the  upper right hand corner of the screen.  The Activity tab is at the bottom of the screen.


	

	Step 14

NSSC Vendor Payment Processor - Contractor

Close Payment Run


	Receive completed payment packet and file in Document Imaging 

· EAI Pre-Edit Report

· SPS Confirmation

· Payment Proposal

· Payment Run

Output: Close payment run.
	


	Procedure

For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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Sub Process Area
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Enter Invoice
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FB08 – Reverse Clearing Document (End User Procedure)

Comments

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

OUTPUT:  Reversal of Clearing Document
	
	


	Procedure

For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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System Role
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Agency Vendor Payment Processor

[image: image131.png]


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

Comments

You have Reversed an invoice and are now ready to re-enter original invoice.  FI documents can then be cleared through F-44

----------------------------------------------------------

Transaction Code

F-44

Purpose

This activity is used to clear the vendor account for specific document numbers (invoices or credit memos).

Process > Sub-Process

Accounts Payable à Recertify Payments

Menu Path

Accounting à Financial Accounting à Accounts Payable à Account à Clear

Roles

Vendor Payment Processor

Background

Performed as needed by the Vendor Payment Processor to clear the vendor account when an erroneous invoice has been reversed.

Prerequisites

The original erroneous invoice has been cancelled by reversing the invoice with a credit memo.

Results

Completion of this transaction results in the following:

· Vendor account is cleared

 

Procedure
For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:
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SAP – Core Financials
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Accounts Payable
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Sub Process Area
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Enter Invoice
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F-44 – Clear Vendor


	For step-by-step end user procedures, refer to NASA’s  IEM EPSS at:

https://epssprod01.ifmp.nasa.gov/nav/index.htm and click on the following:

1. [image: image137.png]


SAP – Core Financials

2. [image: image138.png]


Accounts Payable

3. [image: image139.png]


System Role

4. [image: image140.png]


Agency Vendor Payment Processor

5. [image: image141.png]


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

1. Click on Recertify Payments
2. Click on F44 – Clear Vendor

	


Metrics

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

	Financial Management Division/Accounts Payable
	Payment of FI (Finance) Invoices
	Vendor
	Process vendor payments in accordance with the Prompt Payment Act criteria and NASA policy and procedures.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Privacy Data

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

System Components

Existing Systems

[Use system descriptions from RFP J-03 Technical Exhibit 9 (TE 9 – Existing IT Systems)]

	IT System Title 
	IT System Description
	Access Requirements
	IT System Interfaces

	Remedy
	System for receiving and tracking invoices
	User Role at NSSC
	

	SAP/IEMP
	Integrated Financial Management System
	User Role at NSSC
	SPS, I-View

	i-View/EAI Web Tool
	System used for retrieving EAI Pre-Edit Report
	User Role at NSSC
	SAP/IEMP, SPS

	Pay.gov
	System used for notification of EFT Cancellations
	User Role from Treasury
	

	SPS
	Secure Payment System for certifying payments to Treasury
	User Role at NSSC
	SAP/IEMP


New Systems

[Use system descriptions from RFP J-03 Technical Exhibit 8 (TE 8 – New IT Systems)]
	Generic System Title
	Business Requirements for System
	Access Requirements
	IT System Interfaces

	Work Management System
	System for receiving and tracking invoices
	User Role at NSSC
	

	
	
	
	

	
	
	
	


Contact Center 

The NSSC Customer Contact Center can be reached via phone, fax or e-mail. 

Email queries: nssc-contactcenter@nasa.gov

Fax queries: 1-866-779-6772

Phone queries: 1-877-NSSC123 (or 1-877-677-2123)

Document Imaging

All incoming documents will be received into the NSSC Tech Doc Center, where they will be processed, and electronically filed.  Documents may be sent to the NSSC as follows:

Email: nssc@nasa.gov

Fax: 1-866-779-6772

Mail:

NASA Shared Services Center

Building 5100

Stennis Space Center, MS 39529.

Relevant Points of Contact at the NSSC

Financial Management Division – Civil Servant

Teri L. Green

NASA Shared Services Center

Building 5100

Stennis Space Center, MS 39529

Phone:  228-813-6164

Email: Teri.L.Green@nasa.gov
Financial Management Division – Contractor

Debbie Dale

Lockheed Martin

Building 5100

Stennis Space Center, MS 39529

Phone:  228-813-6065

Email: Debra.M.Dale@nasa.gov
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