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Action, Conditions and Standard

# ACTION: log into the General Fund Enterprise Business System
(GFEBS) and effectively execute the input of Vendor Invoice data into
GFEBS

# CONDITIONS: given access to the USAFMCOM GFEBS Training
Environment, Army Knowledge Online (AKQO) website and relevant
Accounts Payable documentation

# STANDARD: access the appropriate module of GFEBS to process
the applicable Accounts Payable documentation while adhering to
system procedures and maintaining Separation of Duties (SOD)
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References

¢ Department of Defense Financial Management Regulation (DoDFMR), Volume 10
(Contract Payment Policy and Procedures)
http://comptroller.defense.gov/fmr/

¢ Department of Defense Guide for Miscellaneous Payments
http://www.acq.osd.mil/dpap/pdi/eb/miscellaneous_pay.htmi

+» DFAS-IN Manual 37-100-FY, The Army Management Structure
http://www.asafm.army.mil/offices/bu/dfas37100.aspx?officecode=1200

“ Defense Federal Acquisition Regulation (DFAR)
http://www.Acq.osd.mil/dp/dfars.html

¢ Code of Federal Regulations Title 5, Part 1315 (Prompt Payment Act) 5CFR 1315 (PPA)
http://www.Acq.osd.mil/dp/dfars.html

“* DFAS-IN 37-1 Regulation

http://www.asafm.army.mil/offices/BU/Dfas371.aspx?OfficeCode=1200 '


http://www.asafm.army.mil/offices/bu/dfas37100.aspx?officecode=1200
http://www.asafm.army.mil/offices/bu/dfas37100.aspx?officecode=1200
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http://www.acq.osd.mil/dp/dfars.html
http://www.asafm.army.mil/offices/BU/Dfas371.aspx?OfficeCode=1200
http://www.asafm.army.mil/offices/BU/Dfas371.aspx?OfficeCode=1200
http://www.acq.osd.mil/dpap/pdi/eb/miscellaneous_pay.html
http://www.acq.osd.mil/dpap/pdi/eb/miscellaneous_pay.html

References (contq)

% GFEBS Training Performance Support \Website (PSW)
https://trgdelep.qgfebs-erp.army.mil/rwdhelp/nav/index.htm

L101E  GFEBS Overview

L201E Integrated Process Overview

L210E  Financials Process Overview

L250E  Acquisition process Overview
L251E  Accounts Payable Process overview
L303E  GFEBS Navigation and Reports
L410E  Introduction to Financials

[413E Financial Reporting

L416 Cash balancing

[451E  Material and Vendor Master Data Maintenance
L454 Goods Receipt Processing

L455 Invoice Processing

L457E  Purchase card

VVVVVVVYVYVVVVYYVY

¢ Theater Financial Management Support Center (TFMSC) milWiki Portal
https://www.milsuite.mil/wiki/Theater_Financial Management Support Center/POC
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Agenda

»  Contractual Invoice Input Processes

» Invoice Input Role based capabilities
» MIRO - Enter Incoming Invoice
» Invoice Reversal Processes (Uncleared Invoices)
» MRSM - Cancel Invoice
» F-44 - Clear Vendor; Header Record (Finalize Invoice reversal)

» Blocking an Invoice from Payment (manual process)
» Invoice Block Role based capabilities
» FB02 - Change Document (Block)
» Releasing a Blocked Invoice for Payment
» Invoice Block Role based capabilities
» MRBR- Release Blocked Invoices

»> Other Invoice Related T-Codes
» Check on Learning




Agenda (Cont’d)

» Document Attachments (Invoice)

» Document Attachment Role based capabilities
» FB02 - Change Document (file attachment)

P> Determining the current status of an FTF Payment (Clearing Documents)

P Document Display Role based capabilities
P FB03 - Display Document
P> Check on Learning

P Questions?
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Contractual Invoice Processing

As defined by FAR 2.101, “Definitions,” an invoice is a
contractor’s bill or written request for payment under the contract for
supplies delivered or services performed. When vendors are
permitted to Invoice in a non-electronic manner, they may submit
Invoices on any type of form provided all contract required items of
a proper Invoice are included on the document, unless their contract
prescribes a specific form of invoicing (DODFMR Volume 10,
Chapter 8, para 080404).

Invoices may be processed in GFEBS before the “Goods Receipt” transaction
but they will be saved as “Blocked for Payment” and will remain “Blocked” until
the “Goods Receipt” is processed and the Invoice is “Un-Blocked”.

Note: Invoice data is currently being received in GFEBS directly from an interface
with WAWEF (Wide Area Workflow). Manual input of Invoices is becoming obsolete
and only done manually when the interface fails and where WAWTF is unavailable.



Invoice Input Role-based Capabilitie

The following personnel will have the ability to execute the
transactions covered in this block of instructions based on their
assigned position and GFEBS Roles:

> FTF Technician (FMSD)

Note: Although only the FTF Technician has the ability to process an incoming

Invoice, the transaction may be “viewed” by all FTF personnel during PO
research.



MIRO- Enter Incoming Invoice

| SAP Easy Access - User menu for (
| (venu] 4| [MIRO | [Log of] [System, i =

Entar hrnnminn Invnira Cnmnanv i""!nriE ARMY

|

Note: MIRO transactions are designed
to be subject to the PPA (Prompt
Payment Act)

I Date the document was received in FTF (Date Stamp) y |
| 5—_H-—|—|—|—ltem

sh

Transactian

Iy, recpt date\

I Vendor’s Invoice Date
rwu—_l

Vendor’s Invoice Number
" o 012 ﬂm-m—'z INVOICE

[Mvoice date
Posting Date

11/21/2012

11/19/2012_|

1172172012

Armount

y

Imvoice Number. 65458
Date: 15-ov-12

|Heference |65498 |

Tax amount

Text

|0 (AP sales tax, 0%)

&

|| Calculate tax




MIRO- Enter Incoming Invoice (conta)

Enter Purchase Order
(PO) number or query
by other search criteria

Purchase Order/Scheduling Agreement Z1 | 4502007074

. Enter
—_— ' )
SO Raance 1,061, 67-|11=p TS —

If a Receipt was processed, the dollar value

of the received Goods will appear as a ] | vendor02acs
“Balance” and the receipt data will appear =1 | FISHER MANUFACTURING CO. =
” 7 ) . 19005 05T e — —
under “PO Reference (Notg. only if the TULARE CA 83274.6650 AFD AE0S112
MIGO was processed first) T CONTRACTOR! CO0E EL N b
" | 5596855200 = OFFERDR -
— | : = FISHER MAMUFACTURING SERVICES,LL.C.
Text | Once the PO data populates the screen, 3124 FERNANDEZ DRIVE
Pami s 30basne - engyre it is the correct PO, the correct FAMMENT f PO T
Baselii  ite 11/19/20/ 258057 *Physica\ copy

TELEPHDNE NO
170, CHECK IF REMTTANCE |5 DIFFERENT AND PUT SLCH

comn: nieamwyun  VENdor and that money is available to
process the Invoice (utilize the
documentation on hand and PO History).

ds/sernvice items

All information E
|CQuantity O... | |Purchase ... item  [Smart Number POText |
379.64 1.000/EA | [ ||4502007074|10 12v battil f
2 476.28 1.000/EA ||| |4502007074 |20 Cisubm 1
3 205.75 1.000/EA ||| |4502007074|30 12HP Ciw
.1 I [*]

Iten ElaearchTerm



MIRO- Enter Incoming Invoice (conta)

]
Transaction Invoice = Subtotal: | $ 1,061.67
Click the
Basic data AT L 6 ”In%foli)ce” ﬂﬂ ShIDIJ'll'HJ and Ha nr.‘lllﬂ‘ﬂ eakcopY of Invoice
° Total Due:| § 106167 i
Inw. recpt date 11/21/72012 |
Invaice date Reference  |65498 | Enter Invoice Total Amount '
Posting Date 1172372012 | (the currency Type il
AT | 1061.67 J b2 € 5 populate form the PO) 222
Tax amount | D (APsalesta, 0%) T
Text | Optional Text field for Invoice related information.
Paymt terms 30 Days net Usually reserved for foreign currency Invoices.

Baseline Date 11/19/2012
Company Code ARMY UNMITED STATES ARMY L1LSA.

Agencyloc Cd 00008522 | Deparmentofthe Naw(s  Check if you would like the Invoice to be exempt
Payment Office cmal GFEBS from the Prompt Payment Act (PPA).

Most MIRO transactions will be subject to the PPA

I | Exclude rvoice frl:um PPA calculations

T T May be utilized for processing Invoices with

errors in order to hold until corrections are
made and re-processed




MIRO- Enter Incoming Invoice (conta)

The user can verify if the Payment Due Date is correct in
Transactior accordance to the terms of the contract. The Payment Terms | ©©8 Balance 1
fectPayment Met

= may be changed here only if necessary or applicable

1

YWan

Sasic daie == = 1 e éupplement (PMS)” 1s Utilized. This code
is utilized for reporting purposes and for

BaselineDt 034 42013 Payt Terms ”EDED I i the FTF Leadership to track Invoice
0472172013 |

Due on Documents processed at their locations
only. Itis also needed to “route” GFEBS

piscount o8 “Workflow” transactions that need to be
Fixe  viewed/approved by a second party.
Pmt Method I T |I’mnt Meth.Sup. |RF : For Training purposes we will used
- —
Inv.ref. - - | “00”.
e — L1 House EI.[I? Payment Method Supplement (1) 3%
Ensure the » Search Criteria
Correct Payment elEE
method is S PmtMthSu Description

ount i Additional || 00 Dept of Navy - Paid for ARMY
01 DFAS, Central Disbursing
02 Dept of Treasury for the Army

AF Bagram, Afghanistan 8830
AG Kandahar, Afghanistan 8831
ntries fou

- reflected in this
field (i.e., EFT=T,
Treasury Check =

R C, etc.)




MIRO- Enter Incoming Invoice (contd)

P oRctonce R

Furchase Order/Scheduling Agreement &1 4502007074 Goods/zenice items
Layout All infarmation
Item Lﬂ\mnunt |I11uantity |D | |F'ur|::hase |Itern |Smart Mumber |PO Text ITEu{ Code |N Lﬂ\
1 379.64 1.000EA | [ 114502007074 10 12 battery 0 (AP sales tax, 0%) & | | K
] 2 476.28 1.000EA || | 4502007074 20 Ci submersible |0 (AP salestax, 0%) & | | K
3 205.75 1.000EA || | 4502007074 30 12 HP Ci I0 (AP salestax, 0%) T | | K
a— —

After all the input has been made for the

incoming Invoice, ensure the Quantities and

information are accurate prior to continuing.

LINE NHUMBER DESCRIPTION QUANTITY | UNIT PRICE AMOUNT
0001 Wayne ESP25 12V Battery Back-Up Sump Pump 1 379.64 $ 379.64
0002 Wayne 0003050 Ci Submersible Sump Pump 1 4765.28 b 476.28
0003 Wayne CSEA0TE 1/2 HP Ci Sewage Ejector . 1 coDY of Invpic® 1 20575 $ 205.75

T T W R P T Y T R S T Ty W R Y T Y W Y T T W Y

PRyt




MIRO- Enter Incoming Invoice (conta)

Enter Incoming Invoice: Company Code ARMY

I| Menu/ 4| | Ensure the Balance Reads | | Sk=w PO structure || Show worklist || Other Invoice Document || Holdfl| Simulate
S S N

and IR are in Balance).

Although not a requirement prior to Posting the Invoice, the user may select
“Simulate” to view the effects (mostly on G/L Accounts) of posting the transaction.
Once finished viewing the simulation, the user may elect to “Post” at that point).

'II:' Zimulate Document in USD (Document currency)

Fosion []GIC [AcUMatAstvVndr [smart Number  [Amount [Cu...[Purchasin.. [tem ..
25 2110.0500 |Goods Receiptinvoice Receipt 379.684 USD 4502007074 10 10
35 2110.0500 |Goods Receiptinvoice Receipt 47q.28 USD 4502007074 20 10
45 2110.0500 |Goods Receiptinvoice Receipt 205.75 (USD 4502007074 30 0.

1110000001 K(2110.0100 |FISHER MAMUFACTURING CO. 1,061.67-USD 10

Dehit 1,061,867 Credit 1,081.87 Eal. 0.00




MIRO- Enter Incoming Invoice (conta)

Enter Incoming Invoice: Company Code ARMY
[ Menu] 4/ | ||Elack: || Exit || Cancel | | System, | | Show PO structure || Show worklist |[ Other Invoice Document || Hold || Simulate |
Transaction Invoice =] OC@ palance | 0.00 |TISD '
8 .
Payment , Details | | Withholding tax || <] »] 75| | vendor02aca

FTURING GO

nv.recptaate 11,2120z, Click “Post” to save your work and record

Invoice date 11/18/2012) the Invoice against the Purchase Order (PO)
Fosting Date 11/23/20120

-68450

5586855222

Armount 1,0681.87 IESD || Calculate tax 5586855200

Tax arnournt | | |10 (AP sales tax, 0%) =) T

Text | | | I

Paymt terms . . = ..

maseine pate | OyStem Notification to alert the user the Note: Writing the
GFEBS number on the

cnmoanvCnde transaction was successfully saved. This

i

document establishes

number is permanently assigned to the
—— an audit trail.

Purchase ordel MIRO transaction. Must be used to query

T and identify it in the future. -

_______________________________________ i RVICES,L.L.C. INVOICE
| 2 5.28 1.000EA | [ | |4502007074|20 1 Invoice Mumber: €6
] 3 5.75 1.000EA | [ | 450200707430 1 0%&65 Dmie: 24

K1 5\056

E'_ : E‘Bearch Term |ﬁ|
o - Bill Te:

il Documentno. 5105602465 created



MEZ23N- PO Status After Invoice Input

i SPS PO - US Dollars 4502007074 Created by Shannon Hicks

| ME”UJ {l | || | Back || Exit || Cancel | | System) | | Docormant Do Cin Il mraate | Dienlawi™hanne || othar Purrhaca Jrder

SPSPO-USDollars @ vendor ozxcsrse PO Status after MIRO IIIpUt
Additional Data | {!rg_[}alam Customer Data

:gﬂxctive Ordered 11.000 E& 2,978.20 UD
Qp Mot et Sent Delivered 3.000 E& 1,061.687 UsD
% Fartially Delivered Ctill to deliy E000 T 1 015,53 113D
E Fartially Invoiced Ilrwniced 3.000 EA& 1,061,687 U3D I

Diowen paymts

| Iren [10]12 v battery al [a]+] L

ST RGBT o Texts & Delivery Al Display Invoice Document 5105602467 2013

I| Menu] 4| | || [ Back || Exit || Cancel | | Systern ) | [ Show FO structure || Follow-
MIRO lnput Click to view - Ila A Transaction Invoice ) [5105602467 | [2013]
. -
saved transaction. Payment | Detsils | Tax | Withholdingtax | e
~| | FISHER MAM
S... |MvVT Material Do em |Pstng Date R h1/21/2012] 19008 0T
WE 101 50000057 l 1 11232012 Invaice date Reference 65498 | TULARE CA
— Fosting Date 11/23/2012
Tr./Ev. Goods receipt " Amount 1,061.67 msp | O [ | 5506855
RE—L 51 'UEI-E'UEJ‘-‘E 1 1 1E3Eﬂ12 Tax amount 0.00 10 (AP sales tax, 0%) [
: : Text | |
Tr.JEv. Invoice receipt =

Faymtterms 30 Days net
T b.'l.1 Baseline Date 11/19/2012
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Invoice Reversal Processing

The following procedures allow the user to reverse an erroneously
processed Invoice. These procedures discussed here apply only to
Invoices that have not been made part of a Payment Proposal or been
paid by Disbursing (no “Clearing Numbers” have been issued by
GFEBS). Two T-Codes are necessary in order to completely reverse
an Invoice and ensure the Vendor Account is cleared:

MR8M (Cancel Invoice Document)- Reverses the original
“MIRO” transaction

E-44 (Clear Vendor: Header Data)-Manually Clears the Invoice
entry in the GFEBS “Vendor Account”

Note: Procedures to adjust or reverse documents that have been issued “Clearing
Numbers” will be covered in a separate block of instruction during this training.



MEZ23N- Invoice Reversal Research

P Easy Access - User menu for (

SA
I (Enter,
I| Menuj {| IME23N || [ Log off | | System, = k

{ SPS PO - US Donars 450200?0?4 Creared by Shannon Hicks

| Menu, 4] | || | Back || Exit || Cancel | | System, || Document Overview On || Create || Displanyhangei Other Purchase Order
SPSPO-US Dollars [ Wendor 02AC8 FISHER MANUFACTURING| Dac.date  |06/14/2012 |
v niek el Status | Customer Data = —
Furch. Qrg. ml LIS Arrmy Purchasing 0 0 0 5
If the desired PO is not displayed, Click
Furch. Group 240 MICC FortJacksaon “Other PO” d h licable PO
Company Code  BRMY| UNITED STATES ARMY ther and enter the applicable

number

MSEL tm o | Imaterial Short Text PO Quantity l0... | |Deliv. Date  |Net Price Curr... |per
Jlﬂ K 12 v battery 1.000/EA |Djo9s28/2012 379.64|USD |1
JZU B Cisubmersible 2.000|EA |D|09s28/2012 476.28U5D |1
|3EI 14 1/2 HP Ci 8.000|EA |D|O9s28/2012 205.75U5D |1
{ |

EEL OB e &l |




MEZ23N- Invoice Reversal Research (contd)

| SPS PO - US Dollars 4502007074 Created by Shannon Hicks
I[ Menu, 4| | ||| Back || Exit || Cancel | | System, | | Document Overview On || Create || Display/Change || Other Purchase Order || Print Preview

SPSPO-USDollars /4502007074 | vendor 02AC8 Access and research the PO History to ensure the
Header correct Invoice is being reversed
Iltern Overview
&= Tten [10] 12 v battery 8

_ Material Data | QuantiiesiWeights (IPTPVERNP Acceptance Period | Delivery | Invoice | Conditions | AccountAssignment | «

Material Data

= = . Cuantities\Weights
. |..|DeliveryD... Sched. Qty [Time [Stat Del. D...|GR Qty |Purchase ... |Req... IN... |open Quantity Delivery Schodule

D|09/28/2012 1.000 09/28/2012 1.000 Acceptance Period
Dielivery

Invoice

Conditions

Account Assignment

Texts
Delivery Address
Confirmations
Condition Contral
Customer Data

—

BE ——




MEZ23N- Invoice Reversal Research (contd)

Delivery Schedule i Acceptance Period i Delivery i Invoice i Conditions [ Account Assignment Purchase Order History

SR E B R ER EE EE T T ER
Basic List

S |MvT |Material Do... | Item |Posting Date | =Quantity| Delivery cost quantity |0 | eAmountin LC|Lcur | =Qty in OPUR
WE 101 5000005941 1 03M3/2013 1.000 0.000 EA 379.64 USD 1.000
Tr.[Ev. Goods receipt . 1.000 EA = 379.64 USD = 1.000
RE-L 510560 1 03M2/2013 1.000 0.000 [EA 379.64 USD 1.000
Tr.JEv. Invoice receipt 379.64 USD

[ Menuy 4] |
FISHER MANUFACTURING SERVICES,L.L.C. INVOICE 5105602582 | [2013
3124 FERNANDEZ DRI Imeoics MNember 66435
E:t::;sz:.im 5705602 Dz ad-hord2 holding tax | 4] »] B3] | vendor 02acs
j5.nEEAEDT 582 _»| | FISHER MAMUFACT
_ 190050 ST

Ship To: B
T = TULARE CA 93274~
DA GRAN, AFGHANETAN SZndh O | E
- | | ml | 5508855200 |
—— — Review the selected Invoice transaction to ensure it Wi
I = - . Bank acct 123
il matches the document that needs Reversal / Cancellation. —r———
LINE NUMEER DiE BCRIFTION QUANTITY | T PRcE | smouwT |
o0 Waine ESP25 12y Eafern Eack-Lp Sump Pump 1 ITEEE 5 ITaS4
o002 Wy ne 0003050 O Submersble Sump Pamp 1 4 ZE 5 47TE3E
003 Wayne CSESITE 12 HP ClSewage Ejecor 1 e TE & 0TS




MR8M- Cancel Invoice

| SAP Easy Access - User menu for (
I| Menuy 4| | MRSM || [ Log off | | System,

Enter I

Cancel Invoice Document

| ME[‘IUJ {l | || | Reverse || Barck || Evit || mancal || ovetam || Fije

Enter the GFEBS generated
| Invoice number needing the
Invoice Document Mo. 51056025827 ] reversal and ensure the
Fiscal Year 2013 I correct Fiscal Year is used.

III? Reason for Reversal (1)

b Search Criteria

= Reason Text

01 Reversal in current period

02 R Reversal in closed period

03 Actual reversal in current period
04 Actual reversal in closed period
05 Accrualideferral posting

5 Entries found

-

Details Re Reversal Posting 2 Select a Reversal
Reversal Reasan I@ 17| ~ “Reason” (will most

Fosting Date likely be “01” for the

\ current period).
3 F-—-——-—-
Enter date of Reversal (Today). .

FISHER MANUFACTURING SERVICES,L.L.C. INVOIC
3124 FERNANDEZ DRIVE Inwoice Number: 65
HAMMOND Oer=: 240
LA73214 57 O5¢

35-8854587 02582

leknim T | II=FTE ¢

|I|:'=’ Calendar
1112612012 |$

44 23 29 30 31 1 2 3
45 4 5 6 7 8 9 10
NOV 46 11 12 13 14 15 16 17
2012 47 18 19 20 21 22 23 24

48 2526027 28 29
49 2 35 8
DEC 50 9 10 1W12 13




MR8M- Cancel Invoice (contd)

Cancel Invoice Document . Once all input has been verified

| Menuy 4] | || [Reyerse]” 4 utilizing the PO history and
documentation Click “Reverse”

Invoice Document Mo. 5105602582
Fiscal Year 2013

Details Ke Reversal Fosting
Reversal Reason 01
Posting Date 11/26/2013

[i] Document reversed with no. 5105602583: Please manually clear Fl documents

System Notification to alert the user the Invoice was successfully reversed. The
number issued by the system is permanently assigned to the MIRO reversal
transaction. The message also prompts the user to manually clear the FI document
(this action is executed with T-Code “F-44” covered in the next module).




F-44- Clear Vendor: Header Data

| SAP Easy Access - User menu for (
I| Menu, 4| | F-44 || | Log off | | System,]

Enter l

Click  selection | | System, | | Process open items |

“Post”
Account I QZﬁCﬁ I rir.E Date 372013 | Period &
Company Code lﬁﬂ o 1 Currency sD _
r (= Information

Enter the Vendor CAGE Code for the Invoice B ® withholding tax information ianared
Document Reversed during the MR8M ¥ No

Additional Selections Ignore message
(%) Mone and click
) Amount “Continue”

Note: Failure to execute an F-44
immediately after the MR8M will
result in a Vendor and General Partial Pmt | Resitems , Withhidg tax
Ledger account imbalance that
will affect the “Payment
Proposal” procedures.

Clear Vendor Process open items
I| Menu) 4| | || [ Post || Back || Exit |[ Cancel | | System | | Document Ovenview || Clearing text... | Distribute Difference ||

Accountitems 02AC8 FISHER MANUFACTURING CO.
Assignm... [Document .. |.. |.. |Posting Da..|Document ... JUSD Gross Cash discnt IcDPer. |
51056025845105602582 RE|31|03/13/2013/03/13/2013 379.64-
510560258451056025683 RE|21|03/14/2013/03/13/2013 379.64




F-44- Clear Vendor: Header Data (contd)

Click . | Double-Click the “Blue” USD Gross Amount
i L “Post” | ./F'“'Et' Back || Ext[[C {5 clear the “Not Assigned” imbalance .

Réstems | winiayta z

Account items 02ACS FISHER MANMUFACTURING CO.

03/13/2013 03/13,/,2013 ‘379-'5 I

51056025822013 .|5105602583 |RE 21 bos/14/2013/03/13/2013" FS'?EI.E
E| l m Note the “Blue” USD Gross Amount is now “Black” and

it tat the “Not Assigned” amount is now “0” (no imbalance)
mng stails

Note that both the £ The “Not Assigned”

Amount entered

Invoice (MIRO) £ field indicates the Assigned . 0.00
and Reversal imbalance (the Difference postings =2
(MR8M) Document MIRO and MRSM (ot assigned 0.00]

are not offsetting
correctly) that needs
to be cleared with
this T-Code

Numbers are
present in this
screen (PK 31-

Invoice and PK 21-

Invoice Reversal)




ME23N- PO Status after Invoice Reversal (Cont’d)

| SPS PO - US Dollars 4502007074 Created by Shannon Hicks

Il MEHUJ {| | || | Back || Exit || Cancel | | S}'EtEfTIJ | | Diooure =t S o i W o cte W Do olouith onma il Sdhor Dirohooo Fuecdor

SPSPO-USDollars ™ (4502007074 | vendor ozcerisier PO Status after MIRO Reversal

. mmlmlrmlmmlm

!__ﬂ-.mwe Ordered 11.000 ER 2,978.20 UsSD
L3 not Yet Sent Delivered 1.000 ER 379.64 USD
B Partially Delivered Still o deliy 10,000 F2 5 =g S& [ED
Z Not Invoiced | invoiced 0.000 EA 0.00 USD |

Down paymts

B rzen [10]12 v battery Bl [a]}+]
o Malivary @chadula Aecanfgnce Period | Delivery | Invoice | Conditions |, Account Assignment Furchase Order His

MIRO Reversal
input. Click to view i@z

| Negative values indicate a “Credit” toward “Invoices Recelved”

saved transaction.
e ing Date| ECI | Delivery cnstquantinf|[]... | EAmount |L.::ur | EQy ir n|
WE 101 5( @ 1 03113/2013 0.000 EA 3 USD
Tr./Ev. GooGL : . : EA = I W&sD =
RE-L 5105602583 1 03(14/2013 1.000- 0.000 [EA 379.64-/USD
RE-L 5105602582 1 02/13/2013 1.000 0.000 EA 379.64 USD
Tr.JEv. Invoice receipt EA = 0.00 USD
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Blocking an Invoice from Payment

An Invoice Is Blocked (Changing an Invoice Document) in
GFEBS for the purposes of precluding the system from
retrieving the transaction from being part of a Payment Run.
Blocked invoices must be monitored closely to ensure they do
not incur interest when the contract is subject to the Prompt
Payment Act (PPA) and to avoid unnecessary delays in the
payment process for those that are not.

An Invoice may be manually blocked or GFEBS may block
It automatically due to imbalances through established system
variables. Once an Invoice iIs Blocked, it must be Released

either automatically or manually. ﬂ



Invoice Block Role-based Capabilitig

The following personnel will have the ability to execute the
transactions covered in this block of instructions based on their
assigned position and GFEBS Roles:

> Chief of FTF (FMSU)

> FTF Technician (FMSD)

Note: Although only the above personnel have the ability to Block an Invoice

from payment, the transaction may be “viewed” by all FTF personnel during
PO research.



FBOZ2- Blocking an Invoice from Payment

| SAP Easy Access - User menu for (
I| Menu, 4| [FB02 || | Log off | | System,]

Enter
S 7#
: - . —— - g |
I Change Document: Initial Screen ) Click “Document
IIMenuj 4l | ||| Back || Exit || Cancel | | System, || Document List ) 1 List”
= - -
Keys for Entry View g .
| Document List
Document Number
Company Code I | Menu, 4| | || | Save as Variant... || Back || Exit || Cancel | | Systern,, |'|Execute |
Fiscal Year | CEEEm e o ‘ > B
=

e DocUME 4
Fiscal ¥ Enter the 3 .
Ledger Fiscal Year
— , —y — r-—-——-— Click “Execute” '
Display Invoice Document 5105602469 2013

enu | dl | [ | Back || Exjt | Cancel | | SystemJ | | Show P Enter GFEBS Invoice
Document Number (Ensure

Diﬂ

RVICE S,L.L.C. INVOICE proper research has been done
%469 o e to ensure the correct Invoice is
B 0560 - ([ being Blocked)

| [Eill To:
[ ——




FBO02- Blocking an Invoice (contd)

| Document List
I 4 | || | Back || Exit || Cancel | | System] |

ke

Double-Click the

Year [Type |Doc. Date Psing Date | Document to be
2013 RE 11/26/12012  |11/26/2012 5 Blocked

CoCo... \IDocumentio
ARMY 510560246

Data Entry View

Document Murmber 5105602469 Company Code ARMY Fizcal Year 2013
Document Date 11r/26/52012 Fosting Date 11/26/2012 Feriod 2
Feference 654498 Cross-Comp.Mo.

CUrrency 5D | Ledger Group

Double
Click the =4 (Y A T I ) - = =] ] e e
line with a “C.. | tm|PK|.. |Account Description Amaount |Curr. IT}{ |
: ARMY) 1|86 21100500 GRAR 379.64 |USD IO
PR (POStlng 2 |86 21100500 GRAR 476.28 |USD |0
Key) of : :
i 7 3 |86 2110.0500  GRIAR 205.75 |USD |0
31
. 6 02AC8B FISHER MANUFACTURIMNC 1,061.67-USD
(Invoice). —- .

Note: See List of Posting Key (PK) codes at the end of the presentation.



FBO02- Blocking an Invoice (contd)

IIIS’F'ayment Block Key (1)
= » Search Criteria
Change Document: Line item 004
g _ i SEI
| Menu, 4] | ||i [ Save | IElal::k || Cancel | | System | | Display Ang| # giocking.  pescription
Free for payment d
Wendor 02RCE Fis MARUFACTURIMNG CO. GILACC || - Skip account
Company Code ERMY 190 & 35T g ;Toc:feddf:;ppa:;:::;t
LIMITED STATES ARMY Click “Save” to Doc. noyf c PowerTrack Block
Line Item 4 / Invoice / 31 D Blocked for DiscTerm
prevent the E FAS-Interfund
Armaurt 1,061.8 I o f F Fast Pay Block
nvoice from G Processed for 1080
being paid H CISIL LIV Paym Bick
Additional Data | CML:InvestorContract
J EA Required
Bus. Area K EA Pending
Cisc. hase 1,061.67 U3k Disc. amount  (0.00 e L EA Rejected
= T 0001 . 1 M Misc Pay Block
ayt Terms - Enter the approprlate — N Postprocess inc.pmnt
Bline Date 11/26/72012 800 ”Payment BlOCk Key” o TBO payments
TN P Fayment request
Prant Block r7— (reason). USllaHy B "II— R Invoice verification
Fayrment cur. When manually 5 Supplementary/Misc.
- - . . T OTS Block
Prnt Methaod Prnt meth.supl. oa blocklng an Invoice y Blocked-waiing 810
Assignment 51056024692013 v Payment clearing
. W ARMG Unblock Req'd
ez 1st D-’EII'tI-'EI| I: Frevalidation Sent

Y
ri FrevalidationFending
2

6 Entries found




M IR4- bocument Status after Blocking Invoice (Cont’d)

Display Invoice Document 5105602469 2013
| Menu, 4| | || | Back || Exit || Cancel | | Systemn, || Show PO stru
Transaction Invoice | Display Invoice Document 5105602469 2013
I| Menu, 4/ | || [ Back || Exit || Cancel | | System | | Show PO stru
9 casiccan LTl IR o oo
Transaction Invoice b 15 lylvoliced fas 02469 | [2013
[, recpt date :1526,»‘2012 eel‘Ilja 2rcleflt or
Invoice date Basicdata EV LI, Details | Tax Y (4] [+] =]

FPosting Date 11/726/2012
Amount 1,061.87 BaselineDt |11f26£2|:|12| Payt Terms D Elbays 0.000
Tax amount 0.00 Dwe on h1/26/2012] EIDE?S 0.000

After selecting Discount  [0.00 USD EI Days net
the correct |
Invoice Frt Method |_|F'rnnt Meth.Sup. 00N Prmnt Block Blocked for pay... &
. ITEM &7 e
Document, Click I ref. | ]
— the “Payment” Part. Bank | | House Bank | 17| |

tab.

P O Reference LT
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Releasing a Blocked
Invoice for
Payment

B



Releasing an Invoice for Payment

Use this procedure to release “Blocked Invoices” for
payment once the Invoice has been matched to the Goods
Receipt (GR) and Purchase Order (PO). If you receive and
process an Invoice before Goods Acceptance is
recerved/processed, the Invoice will be saved 1n a “Blocked
Status”. The recording of the Acceptance of Goods and
Services does not automatically Unblock these Invoices. The
monitoring of Blocked Invoices must be done daily
(eespecially prior to a Payment Proposal Run) to Unblock
Invoices that have matching Goods Receipts/Acceptances. This
transaction will be used for Contractual Invoices processed

using the transaction code of (MIRO). H



Inv. Release Role-based Capabilities

|

The following personnel will have the ability to execute the
transactions covered in this block of instructions based on their
assigned position and GFEBS Roles:

> FTF Analyst (FMSD)

Note: Although only the FTF Analyst has the ability to Release an Invoice for payment,
the Blocked Invoice may be “viewed” by all FTF personnel during PO research.



Releasing an Invoice for payment (conta)

Types of Invoice Blocks:
 Blocked Due to Variances (automatic)- Invoices Blocked by

GFEBS (system generated) because the Invoice information
does not match the Goods Receipt/Acceptance or Purchase
Order data.

« Manual Payment Block- Invoices Blocked by a user for the
purposes of ensuring a payment is not processed against them
for a particular reason.

» Stochastically Blocked (automatic)- Invoices Blocked by
GFEBS (system generated) due to an established random

variable in the system. ﬂ




MRBR- Releasing Blocked Invoices

Displaying the Blocked Invoices

| SAP Easy Access - User menu for (
I| Menu, 4| | MRBR || [ Log off | | System,]

strings

| Release Blocked Invoices
I| Menu, 4/ | || | Save as Variant.. || Back || Exit || Cancel | | System, J| Execute

Selection of Blocked Invoices

Select the Processing
method (“Manually” is
preferred due to the
ability the user has to
select which invoices to

o

I
2

to [

|

Note: For the purposes of training, enter
e *1* as the invoice and FY 2010 as the search

: Click “Execute” to |
| r_?__ view query results
. Enter the applicable FY search
o 1 r 1 Criteria I

Enter the applicable Posting
Date Criteria
to , : ‘

release)
|
ot .
__ - = Release Blocked Invoices

Processing L Select the procedure used [Wenu] 4L |1 [ Save Changes || Back
‘s) Release Manually to Block the Invoice (all _ |
e T aptions should be utilized || [BS-Bee t0 L ieioer Il
Bloddng Procedure - | m(‘ilvldually to ensure all ] 5105600352 2010 |USD |04/21/2010 1.00
'+ Blocked Due 1o Vaniances Invoices are viewed regardless 5105600353 (2010 |USD  |04/21/20 1.00
' Manual Fayment Block 4 ofBlocking reason) H 5105600354 (2010 (USD  |04/21/20 1.00
" Stochastically Blocked | 5105600355 2010 |USD  |04/21/20 1.00
B 5105600356 2010 USD 04/21/20 1.00



MRBR- Releasing Blocked Invoices (contd)

Researching the Blocked Invoices

I Release Blocked Invoices
I| Menu, 4| | || | Save Changes || Back || Exit || Cancel | | System | | Blocking Reason || Release Invaice || Details || Select All || Deselect £+

[Elsta poc No. | Year|Crcy [TransiDate | Exct  This is the list of “Blocked Invoices” based on the search

5105600351 2010 USD  |04/21/2010 10 .. . .
. criteria entered on the previous screen. Thorough research

5105600352 2010 USD  04/21/2010 1.0 b d d ori lati heir Rel
5105600353 12010 USD |04/21/2010 1o/ Must be conducted prior to contemplating their kelease.

5105600354 2010 UsD |04/21/2010 1.00
5105600355 2010 UsSD  |04/21/2010 1.00000 RE[04/21/2010 | ARMY48L40

TRIDELTA ELECTRIC INC

Scroll to the right to view the

o reasons the Invoices were
Quantity |0... |.. Difference Qty D... Diff. Value blocked. There are large amounts
1000 EA 1000 O 900 of data on each line so be prepared
1.000 EA 1000 @ .00 B to scroll left and right frequently
1.000 EA 1.000| O 0.00
1.000 BAl gpq Blk Qual BR Amount | BlockR Dte Man Block Reasn
1.000 EA

———

The “X” indicates the reason
the Invoice was Blocked




MRBR- Releasing Blocked Invoices (contd)

Qty BlockR Pr. I Blk Qual BR Amount BlockR Dte Man.Block.Reasn
b4 b4
b4 b4

OoPQ

&
X
—wwmmmm

I " r

I | Blocked Reason: , Blocked Reason Blocked Reason:

1 Quality | Date I Manual Block

1

‘ Blocked Reason: Blocked Reason:
’ Price Amount

‘ Blocked R :
| Ql?:nteity o I NOTE: All “Blocking Reasons” (columns marked with

an “X”) must be deleted for the document the user wishes

Blocked Reason: 3 .
Order Price Quantity ! to Release. Some documents may have multiple Blocking
. reasoms.

B

l
1
|
|
|
|



MRBR- Releasing Blocked Invoices (contd)

| Release Blocked Invoices

I| Menu, 4| | || | Save Changes || Back || Exit || Cancel | | System) | | Blocking Reason || Release Invaice || Details || Select All || Deselect
Blen baeie o === Click on item Document Number to view the Invoice you wish to
V5105600351 V4 research prior to releasing it; ensure the release action is driven by

5105600352 USD 04 the ability to pay the Vendor through a legitimate document

5105600353 200 USD |04 “Three-Way-Match”
5105600354 2010 USD 04:
5105600355 2010 |USD  04/21/2010 1.00000 RE|04/21/2010 |ARMY/48L40

TRIDELTA ELECTRIC INC

| Display invoice Document 57156003~ ==~ o -

W ene 4 | [ I3 8 After viewing the Blocked Invoice
Traneaction e . Document, press “Back” to return to the
= MRBR screen.

Basic data m. Details , Tax , Withholdi
TRI DELTA ELECTRIC INC
BaselineDt (0472172010 Payt Terms | B0 |Dpays |0.000 | 29 SANTA CRUZ CT
Due on 05/21/2010 0 Days 0.000 PITTSBURG CA 94565-2365
An entry other than “Free for Payment “ i ) 4157254892
indicates the Invoice was system or invoice verification ) i
v

manually Blocked from Payment

PO Reference [l llilE)




MRBR- Releasing Blocked Invoices (cont'd)

Releasing the Blocked Invoices

I Release Blocked Invoices

I[ Menu) 4| | ||| save Changes || Back || Exit || Cancel | | System ||| Blocking Reason || Release Invoice || Details || Select All || Deselect
[Esta.. Doc No. | Year|crey [TranslDate |  ExchratelLcur [T [PstngDate [Co.. Jmw.Pty  |Name
5105600351 [2010 |USD  04/21/2010 1.00000 RE 04/21/2010 ARMY 48L40 TRI DELTA ELECTRIC INC

5105600352 2010 USD 04/21/2010 1.00000 RE04/21/2010 ARMY 48140 TRI DELTA ELECTRIC INC

Click the -
“Blocking 2 * Blocking Reason ||_F?.
Reason” button ,/ _
(Cancel Blocking Number Line|... .Jggu
Reason) l = S'\'}

ﬁ——-——ﬁ S].rsternj| Blocking Reason || Release Invoice || Details || Sele
r

Line|...

After the “Blocking Reason” button is pressed, the
“X” will be changed to a “Trashcan Icon” denoting
the deletion of the Blocking Reason




MRBR- Releasing Blocked Invoices (contd)

| Release Blocked Invoices Click the “Release
I| Menu) 4| | || | Save Changes || Back Invoice” button to Release Invoice
ensure all deleted
Sta... [Doc. Mo. Year|Crcy [TranslDate Exch “Blocks” are recorded &.. [Inv. Pty |Narne
5105600353 2010 USD  04/21/2010 1.00 Y 48L40 TRIDELTAELECT

RE 04/21/2010  ARMY 48L40 TRIDELTAELECTRE

1.00000

2105600354 2010 UsD |04/21/2010

3 5105600355 (2010 USD 0442142010 1.00000 RE|04/21/2010 |ARMY|48L40 TRIDELTAELECT
Single Click the Click “Save Changes” to ensure all “Released Invoices” are saved. Once
empty grey block saved, the Invoice will be removed from the “Blocked Invoice List”
furthest to the left of
Hue line o “Sellect dne Release Blocked Invoice
Invoice Record” =
e [ Menu) 4] | || || Save Changegﬂ Back || Exit || Cancel | | Systemy ||

Note: after [@ ata.. IDoc. Mo. Year|Crcy  [TranslDate Exch.rate |L.cur [T...[Pstng Date
“Releasing”, a " Ha ‘51u55uu353 2010 |USD  04/21/2010 1.00000 RE 04/21/2010

“Status” icon of a
green flag will appear

2105600354 2010 USD  |04/21/2010 1.00000 RE D




M | R4 — Document status after Releasing Invoice (Cont’d)

| SAP Easy Access - User menu for (
I| Menu, 4| | MIR4 || | Log off | | System,]

- Enter l

Display Invoice Document L . Click “Display
I| Menu, 4| | || [Back || Exit|[ Cancel | [ System] | [ Display Dncument||}\ rz,_ Document
Invoice Document No. || 5105600353 I 1 Enter Invoice Document Number and FY
I r o — l

Fiscal Year | 2010 Display Invoice Document 5105600353 2010

{| Select the “Payment” Tab el || System, | | Show PO stru
Transaction nvoice ] 5105600353 | 2010 |

Rl KN

Basic data Details , Tax , Withholding tax || IR <]
BaselineDt 0472172010 Payt Terms | ImDays Refarence |1231311 |
Due an |:|5f21:‘2|:|1|:|| EIDays
Discount  |0.00 usD EIDEWE net | psp | O
The Invoice is now Fixed [ ] 0 (AP sales tax, 0%) &
“Free for Payment”. 4 Free for payment T .
| , 45
Fart. Bank House Bank | |f | | .




Other Invoice Related T-Codes

MIR4 (Display Invoice Document)- Utilized to retrieve a single
processed Invoice without having to utilize the Purchase Order (PO)
History. The GFEBS generated Invoice number must be available.

MIRS5 (Display List of Invoice Documents)- Utilized to retrieve a list of
processed Invoices by entering data search “ranges”.

Examples: search by ranges of Fiscal year (2010-2013), Posting Date (1-
15 Jan 2013), Invoice amount ($1-$10), processing User by EDIPI, etc.

FBO03 (Display Document)- Utilized to view the document after it has
posted. This is a widely utilized method to determine if an Invoice has

been “Blocked”.




Check on Learning

»Who in the FTF Section has the ability (GFEBS Role) to process “Invoices”?
FTF Analyst FTF Technician
FTF Clerk Senior FTF Analyst

»What T-Code is utilized to process Contractual “Invoices”?
MIRO- Enter Incoming Invoice.

» When processing a MIRO, where must the data come from for the “Invoice Date” and

“Reference” fields?
The date of the Invoice and the Invoice Number (both assigned by the vendor).

»Can an Invoice be processed before the “Goods Receipt (GR)"?
Yes.

»>If an Invoice is processed before the GR, what are the consequences?
All Goods/Services data must be input manually and the Invoice will be saved as “Blocked
for Payment” due to the absence of the GR (must be unblocked in the future)

> If an Invoice is processed before the GR and the GR is processed afterwards, will the

Invoice be “Un-Blocked” automatically?
No. The Invoice will have to be Un-Blocked manually by someone with the appropriate

GFEBS Role



Check on Learning conta)

»What is a good practice after GFEBS provides the user with the GFEBS-generated
“Document Number” after “Posting” is accomplished?
Write the number on the document or other supporting ledger.

»What T-Code(s) is/are utilized to process a complete “Invoice Reversal”?
MR8M- Cancel Invoice F-44 - Clear Vendor: Header Record

»Where can a user go to view the status of the PO after a MIGO and/or MR8M input?
ME23N- Display Purchase Order (PO), Purchase Order History

»Who in the FTF Section has the ability (GFEBS Role) to “Block” an Invoice from payment?

FTF Technician FTF Analyst
Chief of FTF
Senior FTF Analyst

»What T-Code is utilized to block an Invoice from payment?
FB02- Change Document.

»Who in the FTF Section has the ability (GFEBS Role) to “Un-Block” an Invoice for payment?

FTF Technician FTF Analyst
Chief of FTF
Senior FTF Analyst

»What T-Codes may a user utilize to determine if an Invoice is “Blocked”?




Check on Learning conta)

»Name the three reasons why an Invoice may be Blocked:
1. Manually Blocked by a user.
2. Blocked due to variances (amounts, quantities, etc.).

3. Blocked by the system due to random variables in the system (stochastic).

»What T-Code is utilized to Un-block an Invoice for payment?
MRBR- Release Blocked Invoices.

»May an Invoice have multiple “Blocking Reasons”? What “character” is utilized in the
system to earmark each reason?

Yes. An “X” is placed under one or multiple of the “Blocking Reason” columns in the MRBR
screen.

Enter Incoming Invoice: Company Code ARMY
|| Menuy, 4/ | || | Post || Back || Exit || Cancel | | System, | | Show PO structure || Show worklist || Other Invoice Do

Transaction Invoice & I O08 Balance 0.20-|USD
»While processing an Invoice (MIRO), what may cause this condition?
The total of the Invoice being processed and the total of the Goods Receipt do not match.

m




Check on Learning conta)

“5.. IMNT |ru1aterial Do... | tem [Posting Date eCiuantity | Delivery cost gquantity (O eAmount in LC L.cur
WE 101 5000005777 1 01/0442013 10 0 TN 6,579.90 UsD
TrJEv. Goods receipt = 10 TH = 6,579.90 USD
RE-L 5105602601 1 04122013 10 0 TN 6,579.90 LsD
TrJEV. Invoice receipt = 10 TH = 6,579.90 USD

»Has an Invoice been processed for this Purchase Order? How can you tell?
Yes. A MIRO transaction that affected the “Invoice Receipt” total was processed.

Additional Data

Bus. Area RBMY

Disc. base 22,380.87 UsD  Disc.amount |0.00 UsD
FPayt Terms Z030 Days/percent |31 [0.000 |% 0 (0.000 |%(0
Bline Date 04,12/2013 Fixed

Pmnt Block B Invoice ref. / /|0
Fayment cur. Fmnt'c amnt 0.00

Fmt Method Fmt meth.supl. AF

Assignment 51056026012013

»Using the above FB03 screen, could Invoice Document number 5105602601 be paid? Why?
No. The document has been Blocked from Payment (B-Block)
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Document
Attachments
(Invoice)
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Document Attachments

Use this procedure where policy dictates the need to attach the
physical documentation to the Invoice transaction (either MIRO,
FB60 or FB65). Only the “Invoice Processor” should execute
this action. Miscellaneous Pay approvers (Certifiers) should not;
their actions will create system issues (Workflow).

Attaching the document creates an outstanding audit trail for
future reference and for the researching of similar payments
against a particular Contract.

NOTE: In “GFEBS Production” this process must be
accomplished within 15 minutes of posting the Invoice transaction.

Failure to do so may result in unnecessary delays and work. H




Change Document Role-based capabilitig

The following personnel will have the ability to execute the
transactions covered in this module based on their assigned position

and GFEBS Roles:

> Chief of FTF (FMSU)

> FTF Technician (FMSD)




FBO2- Change Document (file attachment)

| SAP Easy Access - User menu for (
I| Menu, 4| | FB02 || [ Log off | | System,

Ent
= § | Click the

“Services for
Object” button

Lz

I» Display Document: Data Entry View

| Menu, 4| | ||| Back || Exi Create Atachment Create..
Create note Attachment lis
Data Entry View ; Create external document (URL) | Private note :
Document Number (5105602461 Compz Store business document Send
DocumentDate  01/04/2013 Posting Enter Bar Code Relationships
Reference 123 Cross-Comp.No. | | Workflow
Currency USD L) Ledger MY Objects
: - Help for object semnvices

G| & T I0 CE B )| & B 7 | Bldaa| @] sE =] | [n)) B
“C.. | tmPK|... |Account Description
ARMY 186 2110.0500 GR/R
286 21100500 GRAR
3131| (02ACS FISHER MANUFACTURIN(

2 1 | 1

Hover over the “Create...” option then
click on the “Create Attachment” option

100.00-USD

10



FBO2- Change Document (file attachment) (Cont’d

Display Document: Data Entry View WE
' | | Change Display/Change Mode |
= DO [\ |
- Select the location of
Look |n: | carlos_arguello Ml 3 the file to be attached o
-— 2013
=, ] Desktop C_~
v | erio 4
7 Deskt [ My Documents = | et ==
4 Favord ] My Computer =
Imcard = Local Disk (C) =
(] My Do [IDocurnents and Settings Look In: |3 Desktop « | ||| || |88 E=
7 Start I ] carlos_arguello D pr
A rraci] S DVD-RAM Drive (D ] USAFINCOM DST Printkey2000.exe
File N i=} Cin_apps on 'Dfasds Dfsroot" () - [ pata Stage PO Field Template.xls [ regrets.JPG
Ve fame [} FY13 - Training Schedule_v2.xlsx [} SF1034[2).pdf
Files of Type: |All Files (*.") [ Hicks.bmp [ windows Media Player.Ink
' Op E‘] Invoice 123 Fisher Manufacturing.pﬂfl
B i P Soster.xls

System notification of successful a4 [ I [ [
attachment Double Click the Appropriate |

document or press “Open”
/
N/
pen C

[i] The attachrn\e/nt was successfully created &




MIR4/FBO03- Viewing a file attachment

Click the “Services for

| Display Invoice 5105602461 2013 Object” button

I|Menuj 4 | || | Back || Ezxit || Cancel | | System | | Show PO structure

Transaction imoice | Click the “Attachment List” button l 2

Basic d Double Click the desired file or Click the
[Eseni  Display” button (glasses) to view the document

I | O mew B[S 3 W ks p=d
I AﬁachmentFnrﬁRl‘{” ";512013

F Title Creator Name " Created On
o @ Invaice 123 Fisher Manufacturing Carlas Arguello 010872013
T FISHER MANUFACTORING CO INVOICE
o I | 1900 S OST Invoice Number: 123
= TULARE, CA Date: 4-Jan-13
F 93274-6820
Baseline Date Ship To: Bill To:
3rd BDE Logistics (S4) ARCENT-Kuwait
Camnany Carle ! Camp Arifjan, KU APO AE 09366 FMSU (Vendor Pay)
' SALESPERSON P.O. NUMBER DATE SHIPPED SHIPPED VIA F.O.B. POINT TERMS
W912D1-13-P-0001 4-Jan-13 DEST NET 30
LINE NUMBER DESCRIPTION QUANTITY | UNIT PRICE AMOUNT
0001 12V BATTERY 1 50.00 $ 50.00
0002 Cl SUBMERSIBLE 1 50.00 $ 50.00
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FTE Payment Status (Clearing Documents)

This procedure Is utilized to verify the status of a payment transaction
after the “GFEBS Payment Proposal Certification” and/or “DDS
Disbursing Payment” procedures have been executed (to be covered in
depth in the FTF Analyst class).

It is of utmost importance for the FTF Clerk and Technician to have
the ability to discern the latest status of a Certified vendor payment.

The Invoice Document 1s updated with a GFEBS “Clearing Number”
after the payment run is executed by the FTF Analyst. Subsequently, the
payment 1s updated again with an additional “Clearing Number” after
the payment is successfully ran through the Disbursing System. A
Vendor is not considered paid unless the Invoice document is updated
with both clearing numbers:

1. Enroute to Disbursing
2. Paid by Disbursing —H—



View Document Role-based capabilities

The following personnel will have the ability to execute the
transactions covered in this module based on their assigned position

and GFEBS Roles:

> Chief of FTF (FMSU)

> Senior FTF Analyst (FMSU)
> Senior FTF Analyst (FMSD)
> FTF Analyst (FMSD)

> FTF Technician (FMSD)

> FTF Clerk (FMSD)




FBO03- Display Document (Status)

| SAP Easy Access - User menu for ( .

Enter b 3 Press
I| Menu/ 4| | FBO3 ||/ [Log off | | System, m,.\ ~— “Enter”

Display Document: Initial Screen

| Menu) 4] | || | Back || Exit || Cancel | | Systern, || Documnent List || Firstltern || Editing Options | ‘
Keys for Enlry View 1 Enter the desired Document Number
Document Mumber m (GFEBS Invoice document number)
Caompany Code
Fiscal Year 2 Enter the Fiscal Year applicable to the Document Number

Display Document: Data Entry View
| Menu) 4] | || | Back || Exit || Cancel | | System | | Change Display/Change Mode || Display Another Document || Select Individ

Data Entry View

Docurment Mumber 5105600189 Company Code 'ﬁ' Fiscal Year 2008
Document Date 0g8/12/2008 Fosting Date 08/12/2008 | Period ’H'
Reference BE4502000103  |Cross-Comp.No. | |

Currency W' L] Ledger Group ’_|

b= Rl ] NS ] > |2 a)|EE) =) | i) |0

“C.. | ItmPK|.. |Account Description ﬁmnunt|Curr. |Tx|
ARMY 1 31 CEFTWVEND3 CEFTVEMND3, ROBERT 100.00-USD 10

2|86 21100500  |GRIR 100.00 |UsSD |10




FBO03- Display Document (Status) (cont'd)

I Display Document: Data Entry View

| Menuy 4] | || | Back || Exit

|| Cancel | | Systern | | Change Display/Change Mode || Display Another Document || Select Indivie

Mata Frtry Wiew

re

=&l 4 [E[EelZEel 5

ARMY 1 3 CEFTVEND3 CEFTVEND3, ROB

2 |86 S 3'10.05[”3 GRIR

Note: The columns shown here are
only a few options the user has for
display. Click this icon
(Choose Layout...) and select
“Change Layout” to display the
desired columns (fields)

Double-Click the item pany Code  RRMY Fiscal Year 2008
with a PK code of 31" ting Date 08/12/2008| Period =
(Invoice). PK Code of “86” [#ss-Q Vendar CEFTVEND3 CJCEFTVEND3, ROBERT GIL Acc  2110.0100
indicates a GMR Deblt Company Code REMY 4110 EAGLE POIMT PLMT RD
LMITE g
'* .

iine This initial “Clearing Number” indicates the “Payment
smo Run” has been executed and the payment file sent to
Disbursing. Double-Click the number to view the
document “Line Item” and verify if the payment was
successfully processed by Disbursing.
" Note: in production, this number usually starts with “24”

Addit
Bus.

Payt'
Bline Date 0gs12/2008 Fixed
Frnt Block 5 Invaice ref. / £ |0
Fayment cur. Pmnt/camnt  [0.00
Frmt Method Frmt meth.supl. \
Iﬂﬂeaﬂng 08/12/2008 | ¢ 2000000100

Assignment 1056001892008
Text




FBO03- Display Document (Status) (cont'd)

Display Document: Data Entry View

! This document indicates the payment was successfully [BP12/Change Hode | D'Sp'aﬁ

( sent to Disbursing (Disbursement in Transit).

[+ PKlIcode “25” denotes an “Outgoing Payment”.  ¥ear EREH
!« PKlcode “50” indicates a “Credit Entry” =

j

{

« PKI Code “40” would indicate a “Debit Entry”
Double-Click the “Disb Tnst” line

Note: due to the
limitations of the
training

environment, the

' students will not

be able to view the

- second “Clearing

Document” in the

~ training database

E Bl = S E = |
.gl =l | ?lu | EIIJ. : 6 IE ¢33 @l Display Document: Line ltem 002
©o. | IMPR). pccount Descigl Il Menu, 4| | || [ Back ][ Exit |[ Cancel | [ System | [ Change Display/Change Mode || Display Anot
ARMY 125  CEFTVEND3 CEFTVE, ROBERT | ...  isiiiss Josowsemsnsn e
2 EI:I 212['0-“:”:' DISh TnSt Company Code REMY |UMITED STATES ARMY
Doc. no. (2000000100
Wmmu
100.00 UsD

This document’s lack of information indicates
that no data has come from the DDS signifying
that either the payment is still to be made or
reported back to GFEBS as paid (Post Payment
File). The next slide will show how production

“Displays” post payment information.

ccﬁtissignments

Commitment ltem AF

VIS AR AT AT A

62




FBO03- Display Document (contd)

“Clearing Document “after Post Payment File assimilation example

G/L Account  {2120.0100 Qj
Company Code ARMY | UNITED STA (

Initial Clearing Number
issued when the payment

AQOC- no. 200000010 I i

Payment Data which file was sent to Disbursing)
includes a Second . -
" : ., Display Document: Data Entry View
Clearing Number <
. 1. g. | Menu/ 4| | ||| Back || Exit || Cancel || System | | Change Display/Change Mode || Display}
indicating the »
payment was made Data Entry View
by Disbursing y | S tmbet sl company. The “Reference” field is i
3 I&?M%P Si90 the DOV number it
C::;:r:e — *  (Disbursing Officer’s
| | Voucher)
S (I K= [ ) (T =) s (e
ot A 4 “C.. | tmPK|.. |Account escription ] Amount|Curr. [Tx |
- ‘ ARMY| 1 1010.0120 FBWT-FndDisbursed 100.00-YSD
urchasing Doc. | _ 2 2120.0100 Disb Tnst 100.00 USD
alue Date 8/14/2008 :
[Clearing Date 8/14/2008 | 250560011 77 Double-Click the “Clearing
e iaumint ‘ e : ~~ Number” to view the document
|:ext | | [ @& Longtext




Check on Learning

»Who in FTF has the ability to upload physical documentation to GFEBS?
FTFE Analyst FTF Chief
FTF Technician Senior FTF Analyst

»What T-Code is utilized to upload physical documentation into GFEBS?
FB02- Change Document
»In “GFEBS Production” (real-life) what are two Clearing Number “Series”?

2400 Series- Disbursement in Transit
2500 Series- Disbursed

>»What T-Code is utilized to view the “Status” of an Invoice Document?
FB03- Display Document

»When is the “Initial” Clearing Document assigned to an Invoice transaction?
After the Payment Proposal is completed in its entirety and the data is sent to Disbursing for payment.

»When is the “Second” Clearing Document assigned to an Invoice transaction?
After the payment is made by Disbursing (contained in the “Post Payment File” from

Disbursing).



GFEBS useful Links

GFEBS Home Page

http:/ /www.gfebs.army.mil/
Army Knowledge Online (AKO)

https:/ /www.us.army.mil

milWIKI

https:/ /www.milsuite.mil /login/Login?goto=https %3A %2F % 2Fwww.milsuite.mi
19%3 A443 % 2Fwiki%2FPortal % 3AGFEBS

Department of Defense Financial Management Requlation (DoDEFMR)
http:/ /comptroller.defense.gov/fmr/

DFEAS-IN 37-100
http:/ /www.asatm.army.mil / offices /bu/dfas37100.aspx?officecode=1200

USAEMCOM OST Training materials
http:/ /asafm.army.mil/ offices /FO/ OpSupport.aspx?OfficeCode=1500

B



https://www.us.army.mil/
https://www.milsuite.mil/login/Login?goto=https://www.milsuite.mil:443/wiki/Portal:GFEBS
http://comptroller.defense.gov/fmr/
http://www.asafm.army.mil/offices/bu/dfas37100.aspx?officecode=1200
http://www.gfebs.army.mil/
http://www.asafm.army.mil/offices/bu/dfas37100.aspx?officecode=1200




