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ARS Transactions Processed Directly in FFI' S

Type of Spending
Activity

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Current
Process

Trans
Code

Trans
Type

Type of

Transacti on

Ent ered By

Sour ce
Docunent

On- Li ne
Appr ova
Requi r ed

Commi t ment s

AD700

RQ !
(Optiona
)

01

Commi t ment

Servi ci ng
Budget Fi sca
O ficer

( SBFO),
Locati on Area
O ficer (LAO

Fund Hol der

No

Maj or Construction

AD757- 24E

MO (Ref.)

ML ( Non-
Ref . )

01
01

bl i gation

Facilities
Di vi si on
(FD), NFC
Reporti ng
Section 4
(Rs4) for
Bel tsville
Area (BA) &
Pl um | sl and
Ani ma

Di sease
Cent er

( PI ADC)

SF1442 Signed
Contract

AD757- 01E

PV

01

Payment

FMD, RS4 (BA
& PI ADC)

ARS305 Si gned
& Approved
I nvoi ce

Yes

lUse of an AD-700 is standard practice for
funds within FFIS is optiona
used to automatically liquidate the RQ use of an ML docunent will
docunent. An ML (non-referencing MO will

ARS Spendi ng

and wi ||

all

spendi ng activities.
be used when appropriate.

Page 2

However,
If an RQis entered,
requi re manual
be used whenever an RQ is not appropriate.

entering an RQ docunment to commit
an MO document will be
I'iquidation of the RQ
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Cur r ent Trans Trans - Type ?f Entered B Diourcet Afh Li ne;
Process Code Type ransaction y cunmen pprova
Requi r ed
Property Leases AD757- 24E MO (Ref.) 01 Qol i gation RS4, Pacific Real Property No
West Area Oficer (RPO
ML ( Non- 01 ( PV\A)
Ref.) Sout hern
Pl ai ns Area
( SPA)
AD757- 01E PV 01 Payment RS4, PWA, SPA | Signed Lease Yes
(1 Tine (Direct
Paynent ) Entry)
AD757- 01E PV 01 Payment RS4, PWA, SPA | Signed Lease | Yes
(ReCUrri n (REPV)
9)
Acqui sition of Real N A MO (Ref.) 01 bl igation RS4, PWA, SPA | ------------- No
Property (L e
ML ( Non- 01
Ref .)
AD757-01A NO ( Non- 01 Obligation & | RS4, PWA, SPA | Public Yes
Ref .) Paynent Voucher 1034
AD757- 01E PV (Ref.) 01 Payment RS4, PWA, SPA | Public Yes
Voucher 1034
Tr ai ni ng AD742/ AD757- | MO (Ref.) 01 bl i gation RS4, PWA, SPA | Signed SF-182 | No
05A
ML ( Non- 01
Ref .)
AD742- USDA DD ( OPAC oP Direct NFC GOALS No
and Non- USDA | Federal) Di sbur sement
OPAC & CAPS
AD757- 05A PV ( Non- 01 Payment RS4, PWA, SPA | N A Yes
Fed. Com
mer ci al
ARS Spendi ng Page 3 Cct ober 2001




Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Cur r ent Trans Trans - Type ?f Entered B Diourcet Afh Li ne;
Process Code Type ransaction y cunen pprova
Requi r ed
Contracts — service, AD757- 24E MO (Ref.) 01 bl i gation RS4, PWA, SPA | SF1442, SF30, No
suppl y, equi pment, SF33, SF26
construction ML ('Non- 01 Awar d
Ref.) Document
AD757- 01E PV 01 Paynent RS4, PWA, SPA | ARS305 with Yes
I nvoi ce
AD757- 09A NO AV Paynent RS4, PWA, SPA | ARS305 with Yes
(Advance) I nvoi ce
AD757- 15B NO AV/ 01 Advance RS4, PWA, SPA | ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Payment
Extramural Agreenents AD757- 24E MO (Ref.) 01 bl igation RS4, PWA, SPA | ARS451 Si gned No
and Grants Agr eenent
ML ( Non- 01
Ref .)
AD757- 01E PV 01 Paynent RS4, PWA, SPA | AR305 Yes
w/ Appr oved
I nvoi ce
AD757- 08A NO AV Paynent RS4, PWA, SPA | ARS451 Yes
(Advance)
AD757- 14B NO AV/ 01 Advance RS4, PWA, SPA | ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Paynent
AD757- 16C ND LC No Check RS4 Front - end No
(Letter of Di sbur senment from HHS
Credit) based on HHS

224 Reporting

ARS Spendi ng
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Current Tr ans Tr ans Type of Sour ce On- Li ne
Process Code Type Transaction Ent ered By Docunent Apprpva
Requi r ed
Research Support AD757- 24E MO (Ref.) 01 Qol i gation RS4, PWA, SPA | OF347 No
Agr eenment ( RSA) Approva
ML ('Non- 01 Docunent
Ref .)
AD757- 01E PV 01 Paynent RS4, PWA, SPA | AR305 Yes
w/ Appr oved
I nvoi ce
AD757- 06A NO AV Paynent RS4 ARS451 Yes
(Advance)
AD757- 12B NO AV/ 01 Advance RS4, PWA, SPA | ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Paynent
AD757-16C ND LC No Check RS4 Front - end No
(Letter of Di sbur senent from HHS
Credit) based on HHS
224 Reporting
I nt er gover nirent al AD757- 24E MO (Ref.) 01 bl igation RS4, PWA, SPA | OF69 Approval No
Per sonnel Act Docunent
Agreenent (| PA) ML (Non- 01
Ref .)
AD757- 01E PV 01 Paynent RS4, PWA, SPA | AR305 Yes
w/ Appr oved
I nvoi ce
ARS Spendi ng Page 5 Cct ober 2001




Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Current Tr ans Tr ans Type of Sour ce On- Li ne
Process Code Type Transaction Ent ered By Docunent Apprpval
Requi r ed
Qut goi ng | nt er agency AD757- 24E MO (Ref.) 01 bl i gation RS4, PWA, SPA | AD672 or No
Agreenents Agency
ML (Non- 01 Approval Doc.
Ref .)
AD742- USDA & | DD oP Di rect NFC GOALS No
Non- USDA Di sbur senent
OPAC & CAPS
AD757- 05E PV 01 Paynent RS4, PWA, SPA | I nvoice Yes
DOD & Non-
OPAC
Agenci es
Wor k St udy Agreenent AD757- 24E MO (Ref.) 01 bl i gation RS4, PWA, SPA | Agr eenent No
ML ( Non- 01
Ref .)
AD757- 01E PV 01 Paynent RS4, PWA, SPA | I nvoi ce Yes
Forei gn Service AD757-01A NO 01 Obligation & | R4 SF- 1069 & SF- Yes
Al | owance and Benefits Payment 1170
Payrol | Advance for AD757- 06A NO AV bligation & |[RS4 | --ememamaaam Yes
Rel ocati on Abroad (Advance) 2 Payment | | -------
Nonexpendi t ure AD757- 02A, B2 (SV TO Std. Voucher | RS4, SFBO, ARS- B2 Yes
Tr ansf er 02B, O02E, Cl one) Adj ust nent LAO
02F
Royal ty Payments AD757-01A NO 01 ol igation & | RS4 Request from Yes
Payment O fice of
Technol ogy
Tr ansfer

2 Payroll advances for relocation abroad are liquidated through the ABCO system.

ARS Spendi ng
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Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Cur r ent Trans Trans - Type ?f Entered B Diourcet Afh Li ne;
Process Code Type ransaction y cunen pprova
Requi r ed
Print Orders GPO MO (Ref.) 01 Qol i gation RS4 SF13 No
ML ( Non-
Ref .)
OPAC DD oP Di rect NFC GOALS No
Di sbur senent
M scel | aneous AD757-01A NO 01 bl igation RS4, PWA, SPA | Public Yes
Paynent s* and Paynent Voucher 1034
or any ot her
approval
docunent
M scel | aneous Di sbursement with Cbligation
Di sbursenment by - - -
For ei gn Enmbassi es AD757-24E ML ( Non- 01 Qoligation RS4 Si gned No
Ref .) Agr eenment
AD757- 25E ND FP Di sbursenent | RS4 SF-1221 No
Di sbursement Only
AD757- 28C & D2 (Non oP Non- 224 RS4 SF-1221 No
AD757-17C Ref er enci Di sbur sement
ng DD
Cl one)

3 SF1’s are no longer entered into CAPS. All SF1’s are to go to RS4 (including SPA and PWA.)
4 Miscellaneous payments include public vouchers, one time payments, interlibrary loan costs, U.S. Postmaster, small package couriers (UPS, FedEX),
EEO cash settlements, civil rights claims, MSPB personnel cash settlements (including attorney fees associated with settlement), Tort claims under

$25,000.
ARS Spendi ng

Page 7

Cct ober 2001




Type of Spending

ARS Transactions Processed Directly in FFIS -

Spendi ng Chain

Activity Current Tr ans Tr ans Type of Sour ce On- Li ne
Process Code Type Transaction Ent ered By Docunent Appr pval
Requi r ed
Period End Estinmates PC- PEST YE (SV UN Estimate for | RS4, SBFO, LOTS Report Yes
(Undel i vered Orders) Cl one) Undel i ver ed LAO or FFIS
Orders Repor t
I denti fying
RQ(s)
PC- PEST YE (SV DE Estimate for | RS4, SBFQ, LOTS Report Yes
Cl one) Accr ued LAO
Expendi t ures
Gr eenbook Charges Gr eenbook/ Bl ML 01 ol i gation Fi scal G eenbook No
ue Book Oper ati ons Esti mat es
Esti mat es Branch (FOB)
OPAC DD oP Di rect NFC GOALS No
Di sbur senent
Security Cl earances OHRM For m ML 01 bl igation R4 RS4, PWA, SPA | No
OPAC DD oP Direct NFC GOALS No
Di sbur sement
I ndi rect Program Agr eenent B2 TO St andar d SBF Agr eenent Yes
Support Costs (1 PSC) Voucher
Sal e of Assets AD- 742 SYY BV Revenue RS4 Meno or Yes
Bal ance Appropriate
Sheet Docunent ati on
Transfer
Deposit Accounts AD757- 06A NO AV Paynment RS4 St at enment Yes
(Advance)
AD757- 12B NO AV/ 01 Advance RS4 ARS305 with Yes
(Advance Li qui dati on/ I nvoi ce
Li qui dati on) Payment
ARS Spendi ng Page 8 Cct ober 2001




Requi sition Docunent (RQ
FFIS uses this document to:

Record accounting information related to a commitment

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

Draw down funds from available budget authority

This document updates the following tables:
Requisition Header and Accounting Line Tables (REQH, REQL)
Budget Execution tables
General Ledger tables
Document Cross Referencing Table (DXRF)
Vendor Cross Referencing Table (VXRF)

ARS Spendi ng Page 9 Cct ober 2001



Header Screen Required Fields for RQ
Docunent
# Field Dat a COVM\D DOCI D RQ 1
STATUS: BATI D SEC2:
1 | Do D Trans RQ
Code REQUI SI TI ON' DOCUVENT
Sec1l Code Di vi si on Code (Area) RQ DATE: ACTI O\ ACCTG PD. 2 PRICRITY: TRANS TYPE:
(i.e. 01) VENDCR CCDE: 4 DOC TYPE: BUYER  BLANKET #:
Docunent See section on docunent ADDRESS: REQESTEE&E
# nunberi ng schene DEL DATE:
DEL BLDG RM /
An RQ nunber exanple for CONTACT: RESP PERSON:
all types of Spending: PHONE: COWENTS:
FY+Locati on Code+ User BFYS: FUND: PRI NT RQ DOCUMENT TOTAL: 5
Defined or System
Generated Sequential No
If using systemgenerated
nunmber, type the fiscal
year, the | ocation code,
the pound sign (#) and
press Enter.
(i.e. 21235000001)
2 | ACCTG PD Two-digit fiscal nonth and two-digit
fiscal year of the transaction (e.g.,
05 02 for February 2002)
3 | TRANS TYPE 01
4 | VENDOR CODE Vendor Code
Al RQ docunents require a vendor
code (can be mi scell aneous vendor)
M scel | aneous vendor can only be used
on an RQ
5 | DOCUNMENT Docunment total (absolute value of the
TOTAL sum of the lines)
ARS Spendi ng Page 10 COct ober 2001




Line Screen Required Fields for RQ

Docunent

# Field Dat a

1 [ LINE Different 3-digit nunber for each
line fromO00Ol to 999

2 | BUDGET FYS Budget Fiscal Year

3 | PROGRAM Program Code

4 | BCC Budget Obj ect Code

5 | RPTG Reporting Category (if
appl i cabl e)

6 | AMOUNT Total cost of this line item

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

ARS Spendi ng

COMVND: DOC! D: 07/ 14/ 00 10: 26: 48
STATUS: ACCPT BATI D: SEC2: 001-001 OF
001
01-
LINE 1 BUDGET FYS: 2 FUND:
BUDGET ORG COST CRG PROGRAM 3
BOC: 4 JOB NO RPTG 5
AMDUNT: 6 /D
DESCRI PTI ON: 7
02-
LI NE: BUDGET FYS: FUND:
BUDGET CRG OOST CRG PROGRAM
BOC: JOB NO RPTG
ANDUNT: 1/ D
DESCRI PTI O\:
03-
LI NE: BUDGET FYS: FUND:
BUDGET ORG COST CRG PROGRAM
BOC: JOB NO RPTG
ANDUNT: 1/ D
DESCRI PTI O\:
Page 11 Cct ober 2001




Create an RQ Docunent

Step Action
15 I'n BUDGET FYS type in the beginning and ending
budget fiscal years.
16 Tab to PROGRAM and type in program code
17 In BOC type in the appropriate budget object code,
derived fromthe Budget Cbject Code Table (BOCT).
18 Tab to RPTG and type a valid reporting category (if
applicable).
19 Tab to AMOUNT, and type in the total amount for the
l'ine.
20 Tab to DESCRI PTION and type in a description for
this obligation Iine. (optional)
21 Repeat steps 13 -19 for remmining |ines.
22 Press the HOVE key and type E i n COMVND.
23 Press Enter to edit the docunent.
If errors are found the status is REJCT, if no
errors the status is SCHED.
24 If there are no error nessages at the bottom of the
screen, press Hone key and type R in COVM\D.
25 Press Enter to run the document.

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

Step Acti on
1 Type L in ACTION (from any FFI S table screen).
2 In TABLEID field type RQ
3 Press the spacebar twice to clear possible remaining
dat a.
4 Press Enter.
The RQ Header Screen appears. You will see the
pronpt at the bottom of the screen: TYPE BATI DY DOClI D
AND PRESS ENTER.
In the header screen .
5 Tab to the next field, and type the SEC1 code.
6 Tab to the next field, and type the document nunber.
7 Press Enter.
TH S IS A VERY | MPORTANT STEP — YOU MUST PRESS ENTER
AT THI S PO NT BEFORE CONTI NUI NG
8 Tab to ACCTG PD field and enter accounting period.
9 Tab to TRANS TYPE, and type in O1.
10 Tab to VENDOR CODE and enter the appropriate vendor
code.
11 Tab to COWMENTS, and type in comrents for this
requi sition docunent (optional).
12 Tab to DOCUMENT TOTAL and enter total anmpbunt of RQ
13 Press Enter, and the RQ |ine screen appears.
In the line screen .
14 In LINE type a 3-digit nunber for each line from 001
to 999.

ARS Spendi ng

Page 12
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Ref erenci ng M scel | aneous O der Docunent (MO

FFIS uses this document to:

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

This document updates the following tables:

Orders Header, Purchase Order Accounting Line Tables (OBLH, OBLL)
Requisition Header and Accounting Line Tables (REQH, REQL)
Budget Execution tables

General Ledger tables

Document Cross Referencing Table (DXRF)

Vendor Cross Referencing Table (VXRF)

ARS Spendi ng Page 13 Cct ober 2001



Header Screen Required Fields for MO Docunent
# Field Dat a
1 DOCI D Trans Code | MO (type of docunent)
Secl Code Di vi si on Code (Area) COVIMND: DoCD MO 1 06/ 16/ 00 13:27: 00
(i.e. 01) STATUS: ACCPT BATI D SEC2:
Docunent # | 5¢€ Section on - M SCELLANECUS ORDER DOCUNENT
docunent numnbering
schere MO DATE: ACTI O\ ACCTG PD:. 2
VENDCR CCDE: 3 TRANS TYPE 4 DOC TYPE:
An exanpl e for NAME:
mi scel | aneous ADDRESS: EFFECTI VE DATE:
. . END DATE:
spendi ng: NEG PYMI DAYS:
Spending CONTACT: NO CF OPTI ONS:
Typet+Location COMMENTS: RESP PERSON:
Code+FY +Sequenti al ALT PAYEE: / BUYER:
No RCVR REQD: I NV REQD: PURCH METHOD: PRI NT PO
(i.e. TRN 6402 2 TEXT TYPE: CONF ORDER INVI TATION #: 5
00'1)' ASSCC CRDER CONTRACT #: 6
BFYS: FUND: DOCUMENT TOTAL: 7
REF REQ BLANKET NUMBER:
An exanple for a DI SCOUNT % DAYS:
contract: DI SCOUNT % DAYS:
Contract Type+GSA DI SCOUNT % DAYS:
Activity Address Code
+FY+Contract No
(i.e. 53 3K15 2 S
1400) 6 CONTRACT # Contract/agreenment nunber (If
2 | ACCTG PD Two-digit fiscal nonth and two- needed, use | NVITATION # field
digit fiscal year of the f_or any charac_:ters that do not
transaction (e.g., 05 02 for fit in this field)
February 2002) 7 DOCUMENT Docunent total
3 | VENDOR CoDE | Vendor code TOTAL
4 TRANS TYPE 01
5 I NVI TATI ON # Used as spill over for
contract/agreenent number
ARS Spendi ng Page 14 Cct ober 2001




Line Screen Required Fields for

MO Docunent

# Field

Dat a

1 [ LINE

Different 3-digit nunber for
each line fromO001l to 999

2 | REF REQ LI NE

Transaction code and docunent
nunber of the requisition being
ref erenced, and accounting |line
nunber in the reference docunment
of the line being referenced

3 | AMOUNT Total cost of this line item
4 | PIF Partial / Final indicator
P (for a partial order), or
F (for a final order)
5 | DESCR Description of transaction
(optional)
ARS Spendi ng

COMVIND:
STATUS: ACCPT
01-

02-

1

Docl D MO
BATI D:

REF REQ- LI NE:

CRGE SUB:

BOC / SUB:
CLCSED BFYS:
1/ D

REF REQ-LI NE:
BUDGET ORG SUB:
BOC / SUB:
CLCSED BFYS:
/D

P/ F:

SEC2:

06/ 16/ 00 13:38: 37
001- 001 CF 001

BUDGET FYS:
COST ORG SUB:
RPTG

CLOSED FUND:
ASSCC CRDER:

BUDGET FYS:
COST ORd SUB:
RPTG

CLOSED FUND:
ASSCC ORDER:

Page 15
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Create an MO Document

Step Acti on
In the line screen .

16 In LINE field type a 3-digit number for each line
from001 to 999.

17 In REF REQLINE field type in the trans code RQ
docunent nunber and |ine nunber.

18 Tab to AMOUNT, and type in the total anount for the
l'ine.

19 Tab to P/F, and enter the appropriate indicator.

Type Pif this is a partial order, or
Type Fif this is the final order placed

against the requisition.

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

21 Repeat steps 16 — 20 for remaining |ines.

22 Press Home key, and type E in COVM\D.

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

24 If there are no error messages at the bottom of the
screen, press Hone key and type R in COVM\D.

25 Press Enter to run the docunent.
If there are error nmessages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is ACCPT.

Step Action

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

2 In TABLEID field type MO

3 Press the spacebar twice to clear possible remaining
dat a.

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

In the header screen .

5 Tab to the next field, and type in the SECl1 code.

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

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting period.

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

10 Tab to TRANS TYPE, and type O1.

11 Tab to COMMENTS, and type in coments for this
obl i gati on docunent (optional).

12 Enter contract number in CONTRACT # field.

13 Enter any spill over characters from contract nunber
in INVITATION # field

14 Tab to DOCUMENT TOTAL, and type in the docunent
total (after calculating the |Iine anbunts).

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

ARS Spendi ng
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Non- Ref erenci ng M scel | aneous Order Docunent (M)

FFIS uses this document to:

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

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

This document updates the following tables:

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

General Ledger tables

Document Cross Referencing Table (DXRF)

Vendor Cross Referencing Table (VXRF)

ARS Spendi ng Page 17 Cct ober 2001



Header

Screen Required Fields for

ML Docunent

# Field Dat a
COMMIND: DOCl D ML 1 06/ 16/ 00 13:27: 00
1 DOCl D Trans Code | ML (type of docunent) STATUS:  ACCPT BATI Dx SEC2:
. M SCELLANEQUS ORDER DOCUMENT
Secl Code Di vi si on Code (Area)
(i.e. 01) MD DATE: ACTI ON: ACCTG PD: 2
- VENDCR CCDE: 3 TRANS TYPE: 4 DOC TYPE:
Document # Secremse_chon ﬁn docunent NAME.
numberi ng schene ADDRESS: EFFECTI VE DATE:
END DATE:
An exanpl e for _ NEG PYMI DAYS:
nm scel | aneous spendi ng: CONTACT: NO OF CPTI ONS:
Spendi ng Type+Locati on ALCQ/I;E\%E: / RESP PERSON: BYER
C.OdeJ":TLNJ'S%%eZm |2al No ROVR REQD: I N\V REQD: PURCH METHOD: PRINT PQ
(i.e. TEXT TYPE: CONF ORDER INVI TATION #: 5
001) ASSCC ORDER CONTRACT #: 6
BFYS: FUND: DOCUVENT TOTAL: 7
An example for a REF REQ BLANKET NUVBER:
contract: DI SCOUNT % DAYS:
Contract Type+GSA DI SCOUNT % DAYS:
Activity Address DI SCOUNT % DAYS:
Code+FY+Contract No
(i.e. 53 3K15 2
1400)
2 ACCTG PD T\_No-dl git fiscal nonth and _two-d| git 7 DOCUNVENT Docurent t ot al
fiscal year of the transaction TOTAL
(e.g., 05 02 for February 2002)
3 VENDOR CCDE Vendor code
4 TRANS TYPE 01
5 I NVI TATI ON # Used as spill over for
contract/agreenent nunber
6 CONTRACT # Contract/ agreenent nunber (If
needed, use INVITATION # field for
any characters that do not fit in
this field)

ARS Spendi ng Page 18 Cct ober 2001



COVIVI\D:
13: 38: 37
STATUS: ACCPT
001
01-
LINE 1
FUND:
PG 3
JOB NO
AMOUNT: 5
DESCR 6
02-
LI NE:
FUND:
PGM

DOCI D ML

BATI D

REF REQ-LI NE:
ORG SUB:

BCC / SUB:
CLCOSED BFYS:
/D

REF REQ LI NE:

BUDGET ORG SUB:

BOC / SUB:

P/ F:

/

06/ 16/ 00

SEC2: 001- 001 CF

BUDGET FYS: 2
COST ORG SUB: /
RPTG
CLOSED FUND:
ASSOC CRDER

BUDCGET FYS:
COST ORG SUB: /
RPTG

Li ne Screen Required Fields for ML Docunent
Field Dat a
LI NE Different 3-digit nunber for each
line fromO001 to 999
BUDGET FYS Budget fiscal year
PGM Program accounting code derived from
ARS sour ce docunent
BOC/ SUB Budget obj ect code/ Sub object code
AMOUNT Total cost of this line item
DESCR Description of transaction
(optional)
ARS Spendi ng
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Create an ML Document

Step Action
1 Type L in ACTION (fromany FFIS table screen).
2 In TABLEID field type M.
3 Press the spacebar twi ce to clear possible
remai ni ng dat a.
4 Press Enter.
The ML header screen appears. You will see the
pronpt at the bottom of the screen: TYPE
BATI Y DOCI D AND PRESS ENTER
In the header screen .
5 Tab to the next field, and type in the SEC1 code.
6 Tab to the next field, and type in the document
nunber .
7 Press Enter.
8 Tab to ACCTG PD field and enter accounting period.
9 Tab to VENDOR CODE, and type in appropriate vendor
code, derived fromthe Vendor Reference Tabl e
( VEND) .
10 Tab to TRANS TYPE, and type O1.
11 Tab to COMMENTS, and type in coments for this
obl i gati on docunent (optional).
12 Enter contract number in CONTRACT # field.
13 Enter any spill over characters from contract
number in | NVI TATION # field.
14 Tab to DOCUMENT TOTAL, and type in the docunent
total (after calculating the |Iine anbunts).
15 Press Enter, and the MO |line screen appears.
ARS Spendi ng
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Step Acti on
In the line screen .
16 In LINE field type a 3-digit nunber for each line
fromO001 to 999.
17 In BUDGET FYS field type the budget fiscal year.
18 Tab to PGM and type in program accounting code
derived from ARS source docunent.
19 Tab to BOC/ SUB, and type in the appropriate budget
obj ect code, derived fromthe Budget Object Code
Tabl e (BOCT) Include Sub BOC for extranural
agreenments. For exanple, BOC 2559 requires a Sub
BCC.
20 Tab to RPTG and type a valid reporting category
(if applicable).
21 Tab to AMOUNT, and type in the total anmount for the
l'ine.
22 Tab to DESCR, and type in a description for this
obligation line. (optional)
23 Repeat steps 16 — 22 for renaining |ines.
24 Press Hone key, and type E in COVM\D.
25 Press Enter to edit the document.
If there are error nessages at the bottom of the
screen, docunment status is REJCT, if no errors the
status is SCHED.
26 Press Honme key.
27 If there are no error nmessages at the bottom of the
screen, type R in COVND.

Cct ober 2001




St ep Acti on

28 Press Enter to run this docunent.

If there are error messages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is ACCPT.
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Paynment Voucher Docunent (PV)

FFIS uses this document to:
Record authorization of payment to a vendor for goods or services accepted and invoiced

Record contract holdbacks (see contract holdback section)

This document updates the following tables:
Voucher Header and Line Tables (PVHT, PVLT)

Voucher Contract Holdback Table (PVCH)

Unpaid Vouchers Table (UPVT)

Treasury Schedule Header and Line Tables (TSCH, TSCL)

Payment Voucher - Disbursement Document Cross-Reference Table (VXDD)
Requisition Header and Line Tables (REQH,REQL)

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

General Ledger tables

Document Cross Referencing Table (DXRF)

Vendor Cross Referencing Table (VXRF)
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Header Screen Required Fields for PV Docunent
# Field Dat a
1 [ DOCI D Trans Code | PV (type of docunent)
Secl Code Di vi si on Code (Area)
(i.e. 01)
Docunent # See se_cti on on docunent
nunberi ng scheme
A PV nunber exanpl e for
all types of Spending:
FY+Locati on Code+ User
Defined or System
Generated Sequential No
I f using system
gener at ed number, type
the fiscal year, the
| ocation code, the
pound sign (#) and
press Enter.
(i.e. 21235000001)
2 | ACCTG PD Two-digit fiscal nonth and two-digit
fiscal year of the transaction
(e.g., 05 02 for February 2002)
3 [ ACTION E (enter new document)
M (nodi fy a docunent)
X (cancel a docunent)
(defaults to Eif left blank)
4 | TRANS TYPE Transaction type
5 | VENDOR INV # | Vendor invoi ce nunmber (not required
by FFI'S, but reconmended busi ness
practice for ARS)

ARS Spendi ng

COMMENTS TO PRI NT:

6 | LOG DATE Dat e stamped on invoice (required
for Pronpt Pay)
7 | VENDOR CCDE Vendor code
8 DOCUMENT Total anount of paynent
TOTAL
COMWND: DOC D PV 1 06/ 16/ 00 14:00: 11
STATUS: ACCPT BATI D: SEC2:
H
PAYMENT VOUCHER DOCUVENT
PV DATE: ACCTG PD: 2 BUDGET FY: FUND:
ACTION: 3 TRANS TYPE: 4 PROWT PAY TYPE: PV TYPE:
SCHED PYMI DATE: DESCR D. QO FA | ND:
REF DOC #: ACCP/ DEL DATE:
VENDOR I NV #: 5 I NV DATE: LOG DATE: 6
FY: SCHEDULE CAT: SCHEDULE TYP: SCHEDULE NUMBER:
VENDOR CCODE: 7 DOCUMENT TOTAL: 8
NANE: AGREEMENT #:
ADDRESS1: HOLDBACK TOT:
2: PMI SEQUENCE #:
3. I NT REASON:
CHECK TYPE: AGENCY HEAD APPROVAL: DI SC LOST REASON:
DI SCOUNT % [/ AMOUNT: DAYS:
DI SCOUNT % |/ AMOUNT: DAYS:
DI SCOUNT % [/ AMOUNT: DAYS:
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Line Screen Required Fields for PV

Docunent
# Field Dat a
1 LI NE # Different 3-digit nunber for

each line fromO001 to 999

2 TRANS TYPE

Transaction type (not required
if entered on header screen)

3 REF DOC #

Docunent 1D to be referenced
and |ine nunber

4 REF LI NE

Li ne of accounting that is
bei ng referenced

5 AMOUNT

Total anmount of this line item

6 P/ F

P (for a partial paynent), or

F (for a final paynent)

COVMND:
STATUS. ACCPT
01-
LINE # 1
REF DOC #: 3
VENDOR | NV #/ LI NE:

BFY:

COST ORG SUB:
RPTG

G ACCOUNT:

AMOUNT: 5
QUANTI TY
DESCRI PTI O\
RELATED GBL:
DI SCOUNT 9%
DI SCOUNT %
DI SCOUNT %

DOCI D PV 06/ 16/ 00 14:09: 22
BATI D. SEC2: 001- 001 CF 001
TRANS TYPE: 2 LI NE TYPE:
REF LINE: 4 / DATE:
I NV DATE: LOG DATE:
FUND: BUDGET ORG SUB:
PROGRAM BOC/ SUB:
JOB: REV SRCE/ SUB:
CLCSED BFYS: CLCSED FUND:
1/ D P/IF. 6
ADV: I NT REASON:
DI SC LOST REASON:
QUTS REF AM:
|/ AMOUNT: DAYS:
[ AMOUNT: DAYS:
/ AMOUNT: DAYS:

ARS Spendi ng
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Create a PV Docunent

Step Action

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

2 In TABLEID field type PV.

3 Press the spacebar twi ce to clear possible
remai ni ng dat a.

4 Press Enter, and the PV header screen appears.

You will see the pronpt at the bottom of the
screen: TYPE BATI D) DOCI D AND PRESS ENTER
In the header screen...

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

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

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting period.

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

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

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

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

12 Tab to LOG DATE, and type in the date stamped on
i nvoi ce (required for Pronpt Pay).

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

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

15 Press Enter, and the PV line screen appears.
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St ep Action
In the line screen .

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

17 In TRANS TYPE type 01 (not required if on header
screen).

18 Tab to REF DOC # and type in the transaction code
and the docunment nunber that is being referenced.
After the transaction code is entered, the system
will automatically tab over to the field for the
document nunber.

19 Tab to REF LINE and enter the |ine of accounting
that is being referenced.

20 Tab to AMOUNT, and type in the total amount for the
l'ine.

21 Tab to PPF , and type P (for a parti al payment), or
Type F (for a final paynent).

22 Repeat steps 15 — 20 for remaining lines.

23 Press Honme key, and type E in COVM\D.

24 Press Enter to edit the docunent.

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

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

Cct ober 2001




St ep Acti on

26 The person who approves the docunent may be able to
type Rin COYMWND and press Enter to run the
docunent. O herw se, have the person close the

docunent. Open the docunent, type R in COVMN\D, and
press Enter to run the docunent.

If there are error nessages at the bottom of the

screen, docunent status is REJCT, if no errors the
status is ACCPT.
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Non- Ref er enci ng Paynent Docunent (NO
FFIS uses this document to:

Pay for an expense incurred

This document updates the following tables:

Voucher Header and Line Tables (PVHT, PVLT)

Voucher Contract Holdback Table (PVCH)

Unpaid Vouchers Table (UPVT)

Treasury Schedule Header and Line Tables (TSCH, TSCL)

Payment Voucher — Disbursement Document Cross-Reference Table (VXDD)
Budget Execution tables

General Ledger tables

Document Cross Referencing Table (DXRF)

Vendor Cross Referencing Table (VXRF)
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Header Screen Required Fields for NO Docunent
# Field Dat a
1| DO D Trans NO (type of docunent)
Code
Secl Di vi sion Code (Area) (i.e.
Code 01)
Docunen | See section on docunent
t # nunberi ng schene
An NO nunber exanpl e for
all types of Spending:
FY+Locati on Code+ User
Defi ned or System Generated
Sequential No
If using system generated
nunmber, type the fiscal
year, the |ocation code,
the pound sign (#) and
press Enter.
(i.e. 21235000001)
2 | ACCTG PD Two-digit fiscal nonth and two-digit
fiscal year of the transaction
(e.g., 05 02 for February 2002)
3 | ACTION E (enter new docunent)
M (rmodi fy a docunent)
X (cancel a docunent)
(defaults to Eif left blank)
4 [ TRANS TYPE Transaction type
5 | VENDOR | NV # Vendor invoi ce nunber (Not required
by FFI'S, but recommended busi ness
practice for ARS)

ARS Spendi ng

6 | LOG DATE Dat e stanped on invoice (required
for Prompt Pay)
7 | VENDOR CODE Vendor code
8 | DOCUMENT Total anmpunt of payment
TOTAL

COMVND: DOCID NO 1 07/ 13/ 00
11:52: 08
STATUS: ACCPT BATI D: SEC2:
H_
PAYMENT VOUCHER DOCUVENT
PV DATE: ACCTG PD. 2 BUDGET FY: FUND:
ACTION: 3 TRANS TYPE: 4 PROWPT PAY TYPE: PV TYPE:
SCHED PYMI DATE: DESCR: D. O FA | ND:
REF DCC #: ACCP/ DEL DATE:
VENDOR I NV #: 5 | NV DATE: LOG DATE: 6
FY: SCHEDULE CAT: SCHEDULE TYP: SCHEDULE NUMBER:
VENDOR CCDE: 7 DOCUMENT TOTAL: 8
NAME: AGREEMENT #:
ADDRESSL: HOLDBACK TOT:
2: PMI' SEQUENCE #:
3: | NT REASON:
CHECK TYPE: AGENCY HEAD APPROVAL: DI SC LOST REASON:
DI SCOUNT 9% / AMOUNT: DAYS:
DI SCOUNT % / AMOUNT: DAYS:
DI SCOUNT % [ AMOUNT: DAYS:
COWMENTS TO PRI NT:
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Line Screen Required Fields for NO

Docunent
# Field Dat a
1 | LINE # Different 3-digit nunber for
each line fromO001l to 999
2 | BFY Budget fiscal year
3 | PROGRAM Program accounti ng code derived
from ARS source docunent
4 | BOC/ SUB Budget object code. BOC cannot
be used for a paynent advance.
5 | RPTG Reporting category (if
appl i cabl e)
6 | AMOUNT Amount of line
7 |1/D I (for an increase)
D (for a decrease)
ARS Spendi ng

COMVIND:
STATUS: ACCPT
01-
LI NE #:
REF DOC #:

BFY:

COST ORG SUB:
RPTG

G ACCOUNT:

AMOUNT:
QUANTI TY:
DESCRI PTI ON:
RELATED GBL:
DI SCOUNT %
DI SCOUNT %
DI SCOUNT %

1

VENDOR | NV #/ LI NE:

2

5

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

REF LI NE: CEL/ ACCP DATE:
I NV DATE: LOG DATE:
FUND: BUDGET CRG SUB:
PROGRAM 3 BOC/ SUB: 4
JOB: REV SRCE/ SUB:
CLCSED BFYS: CLCSED FUND:
1/D 7 P/ F
ADV: I NT REASON:
DI SC LOST REASON:
QUTS REF AM: 0. 00
|/ AMOUNT: DAYS:
| AMOUNT: DAYS:
|/ AMOUNT: DAYS:
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Create an NO Document

Step Acti on

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

2 In TABLEID field type NO

3 Press the spacebar twi ce to clear possible remaining
dat a.

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

In the header screen...

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

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

7 Press Enter.

8 Tab to ACCTG PD field and enter accounting period.

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

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

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

11 Tab to VENDOR I NV #, and type in the appropriate
vendor invoice nunber for which this is a paynent.
(Not required to process the docunent, but
recommended as an ARS busi ness practice.)

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

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

14 Tab to DOCUMENT TOTAL, and type in the total of all
l'i nes.

Step Action
15 Press Enter and the PV line screen appears.
In the line screen...

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

17 In BFY type in the budget fiscal year.

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

19 Tab to BOC/ SUB, and type in the appropriate budget
obj ect code, derived fromthe Budget Object Code
Tabl e (BOCT).

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

21 Tab to AMOUNT, and type in the total anmount for the
l'ine.

22 Tab to I/D and type | for Increase or D for
Decr ease.

23 Repeat steps 15 —21 for remaining |lines.

24 Press Home key and type E in COVMND

25 Press Enter to edit the docunent.

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

26 If the document requires approval, and there are no
error nessages at the bottom of the screen, close
the docunent and have a person w th approval
authority open the document, reviewit, type Ain
COVMMND, and press Enter to approve the docunent.

ARS Spendi ng
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St ep Action

27 The person who approves the document nay be able to
type Rin COYMWND and press Enter to run the
docunent. O herw se, have the person cl ose the

docunent. Open the docunent, type R in COVMND, and
press Enter to run the docunent.

If there are error nessages at the bottom of the

screen, docunent status is REJCT, if no errors the
status is ACCPT.
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Cancel a Docunent

Step Action Step Action

1 Know the document |ID for the document you wish to 10 Tab to ACCTG PD field and enter accounting period.
cancel .

11 Type X in ACTION of the header screen.

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

12 If you are canceling a PV, enter Vendor Code from
3 Tab to TABLEID, and type SUSF. original PV.
4 Press Enter. To cancel other docunents, do not enter Vendor
Code.

Create BATCH I D...

13 Press the Hone key.
5 Type NEWin FUNCTI ON.

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

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

Identification Nunber. 15 Type A in COUMWND if the document requires
i ) approval .
In the BATCH ID field, the transacti on and SECl
(second field of the docunment |1D) codes mnust be Payment vouchers require approval. Press Enter.
the same as the original document. (For exanple: -
if the original docunent used a SEC 1 of 01, use 16 Type RB (run batch) in COYND and press Enter to
the trans code + 01. For exanple, to cancel a run the docunent.
paynent voucher enter [PV 01].
Use user initials (two or three positions) + a
sequential number (three or four positions) for
the rest of the Batch Identification Nunber. (For F .
exanmpl e, to cancel a payment voucher enter PV 01 + » A document cannot be cancelled if it has
LBAOOT] ). been referenced by another document.
7 Enter Document |ID of document to be cancell ed.
8 Press Enter.

A Docunment Batch Ti cket appears.

9 Press Enter.

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

Per f or m docunent cancel | ation...
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Modi fy a Docunent
What can and cannot be changed using a batch modification:

Can Be Changed:

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

Dollar amount on accounting lines increased or decreased

Cannot Be Changed:

The vendor (The exception is an RQ that identifies a miscellaneous vendor)

Accounting information in the detail lines
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Modi fy a Docunment, conti nued

St ep Action Step Action

1 Kno_vv the docunent ID for the docunment you w sh to 12 Tab to VENDOR CODE, and enter valid vendor code.
rodity. Type the nodifications on either the header screen or the

2 Type Nin ACTION (fromany FFI S table screen). l'i nes accordingly.
3 Tab to TABLEID, and type SUSF. 13 Tab to DOCUMENT TOTAL, and enter the total amount.
4 Press Enter. 14 Press ENTER.

Greate BATCHID... Document |ine screen appears...
5 Type NEWin FUNCTI ON. 15 In LINE # field enter a |ine nunber from 001to 999.
6 Tab to BATCH D on LINE 00, and type in the Batch 16 Tab to AMOUNT, and enter the |ine anount.

I dentification Nunber.
17 Tab to I/D, and type | or Dto indicate an increase

In the BATCH D field, the transaction and SECL or decrease if there are changing dollar anounts.
(second field of the docunent ID) codes must be the
sanme as the original document. (For exanple: if the To check for errors and process...

original RQ docunent used a SEC 1 of 01, use |RQ 01].

Use user initials (two or three positions) + a 18 Press the HOMVE key.

sequential nunber (three or four positions) for the ; in COMM

rest of the Batch Identification Nunber. (For 19 Type EB (edit batch) in D-

exanpl e: RQ 01 + [LBAOO]] ). 20 | Press Enter.
! Enter DOCD of document to be modified. 21 Type RB (run batch) in COMND to run the docunent.
8 Press Enter.

22 Press Enter.

A Docunment Batch Ti cket appears.

9 Press Enter again.

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

Per f or m docunent nodification...

10 Tab to ACCTG PD field and enter accounting period.

11 Type Min ACTION of the header screen.
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Di rect Disbursenent O one Docunent (ND)
FFIS uses this document to:

Record payments, which will not be disbursed through FFIS

Record an expenditure in the budget and general ledger

This document updates the following tables:

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

Payment Voucher-Disbursement Document Cross-Reference Table (VXDD)
Requisition Header and Line Tables (REQH, REQL)

Budget Execution tables

General Ledger tables

Document Cross Referencing Table (DXRF)
Vendor Cross Referencing Table (VXRF)
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Header Screen Required Fields for ND Docunent

4 | TRANS TYPE

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

= GOALS Charges = GC

If you enter Trans Type on the Header
Screen, it is not required on the Line
Screen

5 | COMVENTS

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

6 | VENDOR CODE

Vendor code

7 | DRECT D SB

Di sbur senent nunber

# Field Dat a
1 [ DOCI D Trans ND (type of docunent)
Code
Secl Di vi si on Code (Area) (i.e.
Code 01)
Docuren | See section on docunent
t # nunberi ng schene
An ND nunber exanple for all
types of Spending:
FY+Location Code+ User
Defined or System Generated
Sequential No
If using systemgenerated
nunber, type the fiscal year,
the |l ocation code, the pound
sign (#) and press Enter.
(i.e. 21235000001)
2 | DD DATE This field is not required by FFIS.
(ND DATE) However, ARS policy requires the
foll owi ng dates be used:
= Letter of Credit =
Draw down date of LC transaction
= Forei gn Enbassy =
Accounting date on SF-1221
= SF-1081 =
SF- 1081 acconpl i shed date
= GOALS Charges =
Dat e of GOALS charge for the
transaction
3 | ACCTG PD Two-digit fiscal nmonth and two-digit
fiscal year of the transaction (e.g.,
05 02 for February 2002)

#
8 | DOCUMENT Total amount of all lines
TOTAL
COVIVIND: DOCI D 1 07/13/00 13:01:01
STATUS: ACCPT BATI D. SEC2:
H
DI RECT DI SBURSEMENT DOCUMENT
DD DATE: 2 ACCTG PD. 3 BUDCET FY: FUND:
ACTI ON: TRANS TYPE: 4 COWENTS: 5
VENDCR CODE: 6 NAME:

DIRECT DISB #: 7
DI SB OFFI CE:
AGREEMENT #:

I NTR- AGCY SYMBOL
DOCUVENT TOTAL: 8
REF DOC #:

ARS Spendi ng
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Line Screen Required Fields for ND
Docunent

Field

Dat a

LI NE #

Different 3-digit nunber for
each line fromO001 to 999

REF DOC #

Ref erence transacti on code and
docunent nunber of the docunent
bei ng referenced

(Do not enter reference
i nfornati on on non-referencing
NDs)

REF DOC LI NE

Accounting line nunber in the
ref erenced docunent of the line
bei ng referenced

(Do not enter reference
i nformati on on non-referencing
NDs)

TRANS TYPE

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

= GOALS Charges = GC

If you enter Trans Type on the
Header Screen, it is not
required on the Line Screen

AMOUNT

Total anmpbunt of this line item

/D

I ncrease/ Decr ease i ndi cator

P/ F

P (for a partial paynent), or

F (for a final paynent)

(Not required for non-
ref erenci ng NDs)

ARS Spendi ng

COVVND: DOCI D ND 07/13/00 13:01: 15
STATUS: ACCPT BATI D: SEC2: 001- 001 CF 003
01-
LINE #: 1  REF DOC #: 2 REF DOC LINE: 3
ACCP DATE: LCG DATE:
VENDCR | NV #/ LI NE: I NV DATE:
TRANS TYPE: 4  BFY: FUND: BUDGET ORG SUB:
OCST ORG SUB: PROGRAM BOT/ SUB:
JOB NUMBER: RPTG GL ACCOUNT:
REV SRCE/ SUB: CLOSED BFYS: CLOSED FUND:
DESCRI PTI ON:
| NT REASON: AMOUNT: /D 6 PIF: 7
QUANTI TV: ADV:
OUTS REF AMT:
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Create an ND Document

Step Acti on
1 Type L in ACTION (fromany FFIS tabl e screen).
2 In TABLEID field type ND.
3 Press the spacebar twice to clear possible remaining
dat a.
4 Press Enter, and the ND header screen appears.
You will see the pronpt at the bottom of the screen:
TYPE BATI DY DOCI D AND PRESS ENTER
In the header screen...
5 Tab to the next field, and type in the SECl code.
6 Tab to the next field, and type in the docunent
nunber .
7 Press Enter.
8 In the DD DATE field enter:
= Letter of Credit = Draw down date of LC
transaction
= Forei gn Enmbassy = Accounting date on SF-1221
= SF-1081 = SF-1081 acconplished date
= GOALS Charges = Date of GOALS charge for the
transaction
9 Tab to ACCTG PD field and enter accounting peri od.
10 Tab to TRANS TYPE, and type:
= Letter of Credit = LC
= Forei gn Enbassy = FP
= SF-1081 = SF
= GOALS Charges = GC
11 Tab to COMMENTS, and type in the necessary commrent.

(optional)

ARS Spendi ng

Step Acti on

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

13 Tab to DI RECT DI SB #, and type in the disbursement
numnber .

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

15 Press Enter and the ND |line screen appears.

In the line screen...

16 In LINE # field type a 3-digit nunber for each line
fromO001 to 999.

17 Tab to REF DOC#, and type the trans code and
docunent nunber of the obligation docunment being
ref erenced.

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

18 Tab to REF DOC LINE, and type in the docunent |ine
nunmber of the obligation document being referenced.
(Do not enter reference information on non-
ref erenci ng NDs)

19 Tab to TRANS TYPE, and type:

= Letter of Credit = LC

= Forei gn Enbassy = FP

= SF-1081 = SF

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

20 Tab to BFY, and type in the budget fiscal year (not

necessary if referenci ng anot her docunent).
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Step Acti on

21 Tab to FUND, and type in the fund (not necessary if
ref erenci ng anot her docunent).

22 Tab to PROGRAM and type in program accounting code
(not necessary if referencing another docunent).
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Create an ND Docunent (continued)

Step Action

23 Tab to BOC/ SUB, and type in the appropriate budget
obj ect code, derived fromthe Budget Object Code
Tabl e (BOCT) (not necessary if referencing another
docunent) .

24 Tab to AMOUNT, and type in the total amount for the
l'ine.

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

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

Type P if this is a partial payment, or
Type Fif this is the final paynent.

27 Repeat steps 14 — 24 for renmaining |ines.

28 Press Home key and type E in COVMND

29 Press Enter to edit the docunent.
If there are error nessages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is SCHED.

30 Press Home key.

31 If there are no error messages at the bottom of the
screen, type R in COMVND.

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

ARS Spendi ng
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St andard Voucher Docunent (SV)
FFIS uses this document to:

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

Expense previously recorded expenditures
Modify closed documents
Post payroll or other interface transactions

Make revenue and expenditure adjustments

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

This document updates the following tables:

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

General Ledger tables
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Header Screen Required Fields for SV Docunent

# Field Dat a
1 | bOd D Trans Code SV (type of docunent) COVIVND! DOC D 1
STATUS: BATI D SEC2:
. H
Secl Code RVIGSI SE)OOde (Area) STANDARD VOUCHER DOCUMVENT
. SV DATE: ACCOUNTI NG PERI CD: 2
Document # Location Codetsystem ACTI ON EXPENSE(E), REVENUE(R), G.(G, BUDGET(B): 3
gener at ed sequenti al BUDGET FYS: FUND:
nunber REVERSAL PERI OD:
(i.e. 6402 0000001) COMVENT: BUDGET OVERRI DE | ND:
REF TRANS | Dt
2 | ACCOUNTI NG Two-digit fiscal nonth and two-digit
PER OD fiscal year of the transaction DOCUMENT TOTAL: 4
(e.g., 05 02 for February 2002)
DESCRI PTI ON:
3 | EXPENSE (E), E to record a paynent or
REVENUE (R), expendi t ure.
GENERAL LEDCGER
(G, BUDGET
| NDI CATOR ( B)

4 | DOCUMENT TOTAL Total anount of paynent.
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Line Screen Required Fields for SV

Document

# Fi el d

Dat a

1 | LI NE NUMBER

Different 3-digit nunber for
each line fromO001l to 999

2 | TRANS TYPE

Transaction type 01 for
expendi ture

3 | EXP/ REVI G./ BUD

Entry required on the |ine
only if different fromthe
header

4 | BUDCET FYS

Budget fiscal year

5 [ PGM

Pr ogr am code

6 | BOC/ REV SOURCE

Budget obj ect code

7 | RPTG

Reporting category (if
appl i cabl e)

8 | VENDCOR

Vendor code

If ARS cannot specify the
vendor use:

- M SCG (Federal)

- M SCN ( Non- Feder al )

Total amount of this |ine

item

ARS Spendi ng

COMWIND:
STATUS: ACCPT
01-
LI NE NUMBER
BUDGET FYS:
BUDGET OR@E SUB:
BOC/ REV SOURCE:
CLCSED BFYS:
VENDOR: 8
SCHD FI SC YR
D.O:
REF TRAN | D
I N\VO CE NO
AMOUNT: 9
DESCRI PTI ON:

DOC D 06/ 27/ 00 17: 24: 42
BATI D: SEC2: 001- 001 CF 002
1 TRANS TYPE: 2 EXP/ REVI GL/ BUD. 3
4 FUND: DI VI SI ON:
COST ORG SUB: PGV 5
6 SUB BOC/ SUB SRCE: JCB: RPTG 7
CLOSED FUND:
NAME: QUANT:
SCHD CAT: SCHD TYP: SCHD NO
GUEST SYMBQOL:
DCC TYP: AGREE #: ADV:
I N\VO CE DATE: I N\VA CE LI NE:
I NG/ DEC | NDx ACC DATE: CBL FY:
TREAS NO
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Create an SV Document

Step Action
15 Tab to BUDGET FYS and type in the budget fiscal
year.
16 Tab to PGM and type the programcode if applicable.
17 Tab to BOC/ REV SOURCE, and type in the budget object
code.
- A budget object code is required for expenditures.
A revenue source is required for revenue
adj ust nment s.
- A budget object code is not required for a bal ance
sheet transfer
18 Tab to RPTG and type the reporting category if
appl i cabl e.
19 Tab to VENDOR and type in vendor code.
20 Tab to AMOUNT, and type in the total anpbunt for the
l'ine.
21 Repeat steps 12-20 for renmining |ines.
22 Press Home key and type E in COVVND.
23 Press Enter to edit the docunent.
If there are error nessages at the bottomof the
screen, docunent status is REJCT, if no errors the
status is SCHED, if document requires approval the
status is PENDL.
24 If the document requires approval, and there are no

error nessages at the bottom of the screen, close
t he document and have a person with approval
authority open the docunent, reviewit, type Ain
COVMMND, and press Enter to approve the docunent.

Step Action

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

2 In TABLEID field type SV.

3 Press the spacebar twice to clear possible remaining
dat a.

4 Press Enter, and the SV header screen appears.

In the header screen...

5 Tab to the next field, and type in the 2-digit SECl
code O1.

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

7 Press Enter.

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

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

9 Tab to EXPENSE (E), REVENUE (R), CGENERAL LEDGER (G,
BUDCGET (B) | NDI CATOR, and enter an E for a paynent
or expenditure.

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

11 Press Enter and the SV line screen appears.

In the line screen...

12 Tab to LINE NUMBER and type in a 3-digit nunber for
each line from001 to 999.

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

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

ARS Spendi ng
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St ep Action

25 The person who approves the docunent may be able to
type Rin COYMWND and press Enter to run the
docunent. O herw se, have the person close the

docunent. Open the docunent, type R in COMMND, and
press Enter to run the docunent.

If there are error nessages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is ACCPT.
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St andard Voucher Docunent (YE)
FFIS uses this document to:

Record Period End Estimates

This document updates the following tables:

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

General Ledger tables
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Header

Screen Required Fields for YE Docunent

# Field Dat a
1 DOCI D Trans Code YE (type of docunent)
Secl Code Di vi si on Code (Area)
(i.e. 01)
Docunent #

Locati on Code+system
gener at ed sequenti al
nunber (i.e. 6402
0000001)

2 | ACCOUNTI NG

Two-digit fiscal nmonth and two-

PERI CD digit fiscal year of the
transaction (e.g., 05 02 for
February 2002)
3 REVERSAL Two-digit fiscal nonth and two-
PERI CD digit fiscal year (e.g., 05 02 for
February 2002) in which the
transaction will be automatically
reversed.
4 | DOCUMENT Total anount of paynent.
TOTAL
ARS Spendi ng

COMWND:
STATUS: ACCPT
H

DCCI D
BATI D

SV DATE

ACTI ON:

BUDGET FYS:
REVERSAL PERI CD. 3

COVMENT:

REF TRANS | D:

DOCUMENT TOTAL: 4

DESCRI PTI O\:

1 06/27/00 17:24:00
SEC2:

STANDARD VOUCHER DOCUMENT

ACCOUNTI NG PERI CD. 2

EXPENSE(E), REVENUE(R), GL(G), BUDGET(B):
FUND:

BUDGET OVERRI DE | ND:
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Line Screen Required Fields for YE

Document

# Field

Dat a

1 LI NE NUMBER

Different 3-digit nunber for
each line fromO001 to 999

2 TRANS TYPE

UN (for undelivered orders)

DE (for delivered orders or
accrued expendi tures)

3 EXP/ REV/ GL/ BUD

E (for expense)

4 BUDGET FYS Budget fiscal year
5 PGM Pr ogram code
6 BOC/ REV SOURCE Budget obj ect code
7 RPTG Reporting category (if
appl i cabl e)
8 VENDOR Vendor code
I f ARS cannot specify the
vendor use:
M SCG (Federal)
M SCN ( Non- Feder al )
9 AMOUNT Total anmpunt of this line item
10 | I NC/ DEC | ND | if the entered amount is an
increase, Dif the anmount is a
decr ease.

ARS Spendi ng

COMVND: DOCI D 06/ 27/ 00 17: 24: 42
STATUS: BATI D: SEC2: 001-001 OF 002
01-
LINE NUMBER 1 TRANS TYPE: 2 EXP/ REV/ GL/ BUD: 3
BUDGET FYS 4 FUND: DI VI Sl ON:
BUDGET ORG SUB: OOST ORG SUB: PGM 5
BOC/ REV SOURCE: 6 SUB BOC/ SUB SRCE: JCB: RPTG 7
CLOSED BFYS: CLOSED FUND:
VENDOR 8 NAME: QUANT:
SCHD FI SC YR SCHD CAT: SCHD TYP: SCHD NO
DO: GUEST SYMBOL:
REF TRAN | D: DOC TYP:  AGREE # ADV:
I N\VOI CE NO | \VOI CE DATE: I N\VOl CE LI NE:
AMOUNT: 9 INC/ DEC IND: 10  ACC DATE: OBL FY:
DESCRI PTI O\ TREAS NO
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Cr eat

e a YE Document

Step Acti on
13 In TRANS TYPE field type the appropriate transaction
type: DE — estimates for delivered orders, or UN —
estimates for undelivered orders.
14 Tab to EXP/ REV/ G./BUD and type E (for Expense).
15 Tab to BUDGET FYS and type in the budget fiscal year.
16 Tab to PGM and type the program code.
17 Tab to BOC/ REV SOURCE, and type in the budget object
code. A budget object code is required for
expendi t ures.
18 Tab to RPTG and type in the reporting category if
applicabl e.
19 Tab to VENDOR and type in vendor code.
20 Tab to AMOUNT, and type in the total amount for the
l'i ne.
21 Tab to INC/DEC IND, and enter | if the entered anmount
is an increase, Dif the anpbunt is a decrease.
22 Repeat steps 12-21 for renmining |lines.
23 Press Home key and type E in COVMN\D.
24 Press Enter to edit the document.
If there are error nessages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is SCHED, if docunent requires approval the
status is PEND1.
25 If the docunment requires approval, and there are no

error nessages at the bottomof the screen, close the
docurment and have a person with approval authority open
the docunent, reviewit, type A in COMWND, and press
Enter to approve the docunent.

Step Acti on

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

2 In TABLEID field type YE

3 Press the spacebar twi ce to clear possible remaining
dat a.

4 Press Enter.

The standard voucher header screen appears. You will
see the prompt at the bottom of the screen: TYPE
BATI D/ DOCI D AND PRESS ENTER

In the header screen...

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

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

7 Press Enter.

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

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

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

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

11 Press Enter and the YE |line screen appears.

In the line screen...

12 In LI NE NUMBER, type in a 3-digit nunmber for each |line

fromO001 to 999.
ARS Spendi ng
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St ep Acti on
26 The person who approves the docunent may be able to

type Rin COMND and press Enter to run the docunent.
O herwi se, have the person close the docunment. Open
the docunent, type Rin COMWD, and press Enter to run
t he docunent.
If there are error nessages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is ACCPT.
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St andard Voucher Docunent (B2)
FFIS uses this document to:

Expenditure/Revenue adjustments
Zero balance adjustments

Transfers between program codes

This document updates the following tables:

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

General Ledger tables
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Header Screen Required Fields for B2 Docunent

# Field Dat a COMMND: 06/ 27/ 00 17: 24: 00
STATUS: SEC2:
1 DOCI D Trans Code B2 (type of H
docunent) STANDARD VOUCHER DOCUNVENT
Secl Code Di vi si on Code SV DATE: ACCOUNTI NG PERI CD: 2
(Area) (i.e. 01) ACTI O\ EXPENSE(E), REVENUE(R), GL(G, BUDGET(B):
BUDGET FYS: FUND:
Docunent # Locat i on REVERSAL PERI CD:
Code+system - TCOVI\/EII\ITD: BUDGET OVERRI DE | ND!
gener at ed DOCUVENT TOTAL:
sequential nunber DESCRI PTI ON:
(i.e. 6402
0000001)
2 ACCCUNTI NG Two-digit fiscal nmonth and two-
PERI CD digit fiscal year of the
transaction (e.g., 05 02 for
February 2002)
3 DOCUMENT Total amount of paynment. ($0.00)
TOTAL
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Line Screen Required Fields for B2

Document

# Field

Dat a

1 LI NE NUMBER

Different 3-digit number for each
line fromO001 to 999

2 TRANS TYPE

TO for expenditure or FlI for
sal es revenue

3 EXP/ REVI &/
BUD

E for expense or R for revenue

4 BUDGET FYS

Budget fiscal year

5 PGM Pr ogram code
6 BOC/ REV Budget object code for expense
SOURCE
Revenue Source Code for revenue
7 RPTG Reporting category (if
appl i cabl e)
8 VENDOR Vendor code
I f ARS cannot specify the vendor
use:
M SCG (Federal)
M SCN ( Non- Feder al )
9 AMOUNT Total ampunt of this line item
10 | I NC/ DEC | ND | if the entered amount is an
increase, Dif the amount is a
decr ease.

ARS Spendi ng

COMMND:
STATUS: ACCPT
01-
LI NE NUVBER
BUDGET FYS:
BUDGET ORGE SUB:
BOCT REV SQOURCE:
CLOSED BFYS:
VENDOR: 8
SCHD FI SC YR
DO :
REF TRAN | D
I N\vO CE NO
AMOUNT: 9
DESCRI PTI O\

DoCl D 06/ 27/ 00 17: 24: 42
BATI D SEC2: 001- 001 CF 002
1 TRANS TYPE: 2 EXP/ REV/ GL/ BUD: 3
4 FUND: DI VI SI ON:
COST ORG SUB: PGM 5
6 SUB BOC/ SUB SRCE: JOB: RPTG 7
CLCSED FUND:
NAME: QUANT:
SCHD CAT: SCHD TYP: SCHD NO
GUEST SYMBOL:
DOC TYP: AGREE #: ADV:
| N\VO CE DATE: I N\VO CE LI NE:
INC/DEC IND: 10 ACC DATE: OBL FY:
TREAS NO
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Create a B2 Docunent

Step Acti on
1 Type L in ACTION (fromany FFIS table screen).
2 In TABLEID field type B2.
3 Press the spacebar twice to clear possible remaining
dat a.
4 Press Enter.
The standard voucher header screen appears. You
will see the pronpt at the bottom of the screen:
TYPE BATI DY DOCI D AND PRESS ENTER.
In the header screen...
5 Tab to the second field of the DOCID and type in the
2-digit SECL (division code).
6 Tab to the next field, and type in the docunent
nunber .
7 Press Enter.
THIS IS A VERY | MPORTANT STEP — YOU MUST PRESS ENTER
AT THI S PO NT BEFORE CONTI NUI NG
8 Tab to ACCOUNTI NG PERI OD and enter accounting
peri od.
9 Tab to DOCUMENT TOTAL, and type in 0.00 for the
total anount.
10 Press Enter, and the B2 |ine screen appears.
In the |line screen...
11 In the LINE NUVBER field, type a 3-digit nunber for
each line fromO001l to 999.
12 In the TRANS TYPE field type the appropriate
transaction type TO (Expense Adjustments) or FlI
(Sal es Revenue).

St ep Action

13 Tab to EXP/ REV/ GL/BUD and type E for Expense or R
for Revenue.

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

15 Tab to PGM and type the program code.

16 Tab to BOC/ REV SOURCE, and type in the budget object
code or a revenue source code. A budget object code
is required for expenditures and a revenue source
code is used for revenue.

17 Tab to RPTG and type in the reporting category if
applicabl e.

18 Tab to VENDOR and type in the vendor code (if ARS
cannot specify the vendor, use M SCG or M SCN) .

19 Tab to AMOUNT, and type in the total amount for the
l'ine.

20 Tab to INC/DEC IND, and enter | if the entered
anount is an increase, Dif the anbunt is a
decr ease.

21 Repeat steps 11-20 for remaining |lines.

22 Press Home key and type E in COVVN\D.

23 Press Enter to edit the docunent.

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

24 If the document requires approval, and there are no

error nessages at the bottom of the screen, close
t he docunment and have a person with approval
authority open the docunent, reviewit, type Ain
COMMND, and press Enter to approve the docunent.

ARS Spendi ng
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St ep Action

25 The person who approves the docunent may be able to
type Rin COYMWND and press Enter to run the
docunent. O herw se, have the person close the

docunent. Open the docunent, type R in COVMND, and
press Enter to run the docunent.

If there are error nessages at the bottom of the
screen, docunent status is REJCT, if no errors the
status is ACCPT.
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ARS Spendi ng Docunent Nunbering Schene

ARS Spendi ng Docunent Nunbering Schene

FFI S
Type of Payment Docunent s Docunent Nunber
Used
Al types of RO Position 1: FY
conmi t ment s Positions 2 — 5: Location Code
Positions 6 — 11: User Defined or
Syst em Gener at ed Sequenti al
No
I f using system generated
nunber, type the fiscal
year, the | ocation code,
the pound sign (#) and
press Enter.
Example: 2 1235 000001
Al | types of PV, '\D, ND POS_i t| on 1: FY )
payments and direct Positions 2 — 5: Location Code
di sbur senment s Positions 6 — 11: User Defined or
(except REPV System Gener ated Sequenti al
entries, see bel ow No
I f using systemgenerated
nunber, type the fiscal
year, the |location code,
the pound sign (#) and
press Enter.
Exanple: 2 1235 000001
Contracts MO ML Position 1 - 2: Contract Type (see

following table in guide
for contract type codes)

Positions 3 — 6: GSA Activity
Address Code (Issuing
Ofice)

Position 7: FY

Positions 8 — 11: User Defined Contract
No (4 digit, last two
digits are 00)

Exanple: 53 3K15 2 1400

ARS Spendi ng
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ARS Spendi ng Docunent Nunbering Schene
FFI S
Type of Payment Docunent s Docunment Nunber
Used
Indefinite Quantity MO, ML Position 1 - 2: O_ontract Ty_pe (s_ee
Contracts fo!lowngtablelnthls
gui de)
Positions 3 — 6: GSA Activity Address Code
(I'ssuing Ofice)
Position 7: FY
Positions 8 — 9: Contract No (2 digit)
Positions 10 — 11: Task Order No
Exanple: 53 3K15 2 1403
Position 1 - 2: Type 45 PO
Purchase Order Type
4; yp Mo ML Positions 3 — 6: GSA Activity Address Code
(I'ssuing Ofice)
Position 7: FY
Positions 8 — 11: User Defi ned
Sequential No (4 digit)
Exanple: 45 3K15 2 0001
Agr eement s MO, ML Position 1 - 2: A_greerrent T_ype (_see
following table in this
gui de)
Positions 3 — 6: Location Code
Position 7: FY
Positions 8 — 11: User Defined
Sequential No (4 digit)
Exanple: 58 1907 2 0056
Foreign: 58 3625 2 FO028
Position 1: T (Task Order)
Resear ch Support MO, ML Position 2- FY

Agreenment Task
O ders

Positions 3 — 6: Location Code
Position 7-10: User Defined Sequential No
(4 digit)

Exanple: T 2 5310 0089
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ARS Spendi ng Docunent Nunbering Schene
FFI' S
Type of Payment Docunent s Docunment Nunber
Used
M scel | aneous MO, ML Position 1 - 3: Spendi ng Type

Spendi ng

(3 al pha characters, see
following table in this
guide for spending type
codes)

Positions 4 — 7: Locati on Code

Posi tions 8: FY

Positions 9 — 11: User Defined
Sequential No (3 digit)

Exanple: TRN 6402 2 056

Recurring Paynent
Vouchers

REPV. PV, NO Position 1 - 2: Type Cont ract / Agr eenent
Positions 3 — 6: GSA Activity Address
Code (Issuing Ofice)
Position 7: FY
Positions 8 — 9: User Defined

Sequential No (2 digit)
(Can be al pha-nuneri c)
Positions 10 — 11: Do not enter anything
in the last two positions.
When the docunent is
generated, FFIS
automatically inserts the
cal endar nonth (2 digit)

Exanple: 53 3K15 2 01

St andard Voucher
Docunent s

Position 1 - 4: Locati on Code
Positions 5 — 11: Syst emt Gener at ed
Sequential No
(type # to enact)

SV, B2, YE

Exanple: 6402 0000001

Al | Batch Docunents

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

Exanpl e:  LBAOO1

ARS Spendi ng
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ARS Spendi ng Docunment Numbering Schene,

The following contract/agreement types will be used in ARS’s

document numbering scheme.

conti nued

The following spending types will be used in ARS’s document

numbering scheme.

Cont ract / Agr eenent Code
Type

Construction 50

Servi ce 53

Suppl y 54

Lease 57

Agr eement 58

G ant 59

I nt eragency (new 60

format)

| PA (new format) 69

Wor k Study (new) 56

PCs 4X
(40 for
Type 40,
41 for
Type 41,

etc.)
ARS Spendi ng

Spendi ng Type Code
Trai ni ng TRN
Enmbassy EVB
Transacti ons
Security Cd earance SEC
For ei gn Service FSA
Al | owance
Payrol | Advance ADV
(rel ocati on abroad)

Royal ti es ROY
Honorari a HON
Print O der PRN
Pr of essi onal PRF
Liability Ins

Attorney Fees ATT
Settl enent (MSPB, SET
EEQ, etc.)

Tort TRT
Publ i ¢ Voucher PUB
G eenbook GRN
Deposit Accounts DEP
Interlibrary Loans I LL
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