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Overview of COR/RO Responsibilities
The FBMS Contracting Officer’s Representative (COR)/Receiving Official (RO) is responsible for receiving and approving goods and services.  The goods receipt (GR) and service entry sheet (SES) transactions are completed in FBMS.  The COR/RO also uses the FBMS workflow system to review and approve invoices.  The purpose of the goods receipt/service entry sheet transactions is to complete the three-way match FBMS requires between the purchase order, the invoice, and the goods receipt/service entry sheet so that invoices from the vendor can be paid.  Without the goods receipt/service entry sheet, the payment process cannot be completed.
Create a Goods Receipt
[bookmark: _Toc233702168]Helpful Hints:
Before you begin a Goods Receipt it is important to know the following information:
[bookmark: OLE_LINK21]The Goods Receipt is prepared by the Contracting Officer’s Representative/Receiving Official (COR/RO) in FBMS when the goods have been received.
The process involves both receipt/acceptance of the goods by the COR/RO (this is done by executing the goods receipt transaction in FBMS) and approval of the invoice (done by using FBMS workflow).   
[bookmark: OLE_LINK13]The goods receipt records the date of delivery for use in accounting and payments; however, the financial system will not be impacted until the goods have been formally accepted.
[bookmark: OLE_LINK8]Once the goods receipt is created, an invoice can be created by accounts payable for that amount.  If the invoice is created prior to the goods receipt being done, the COR/RO will receive a workflow e-mail message informing him/her that the goods receipt must be completed so that the invoice can be approved and payment can be made.  
The DOI has a zero tolerance policy regarding over deliveries. Deliveries made in excess of the purchase order require a purchase order modification before the goods receipt is entered. If this occurs, you must contact the Contracting Officer to request changes to the purchase order.
[bookmark: _Toc233702169]Let’s Begin:
Use the following portal path to begin this transaction:
Select Acquisition tab [image: arrow_R] Home tab [image: arrow_R] Receiving folder [image: arrow_R] Create Goods Receipt to go to the Purchase Order screen.


1)	Type the purchase order number in the Purchase Order Number field.
[image: ]
2)	Click [image: ] the Submit button to display the line items on the purchase order.
3) 	Select the Purchase Order Line Item that you would like to receive against by clicking the box to the left of the item number. You can only receive one line at a time.
[image: ]
[image: j0303657] After you select the line item that you want to receive against, the PO line item information automatically defaults into the MIGO Details section.  Review the Scheduled Quantity and Quantity Received fields before moving on. The Quantity Received field displays the quantity already received against this line item.
4)	Select a movement type from the GR Goods Receipt drop-down menu. 
[image: ]
[image: j0303657] The Movement Type automatically defaults to 101. The movement type is important because it controls the screen layout, adjustment of inventories and the general ledger account for financial purposes. When a goods movement is processed in FBMS, an accounting document and materials document are created. Inventory accounts are increased or decreased as a result of the goods movement.
	101
	[bookmark: OLE_LINK12]Use to accept the GR at the same time it is being created. This is the default movement type and is used most often.

	102
	Use to reverse/correct a GR when the COR/RO originally created a GR using movement type 101. This movement type must be used in order to reverse both if necessary.

	103
	Use when the COR/RO wants to create the GR but accept it later. For example, if seed is purchased, you can create the GR and then accept it once it has been tested and found viable.

	104
	Use when the COR/RO needs to reverse and correct a GR that was created using movement type 103.

	105
	Use to accept the GR when a movement type 103 was originally used to create the GR without acceptance (for example, if seed has been purchased, you tested and found it viable and now wish to accept the GR you originally created).

	106
	Use to reverse and correct the GR acceptance done using movement type 105. If a GR has already been accepted using movement type 105 and later it is determined that it should have been rejected, you use movement type 106 to reverse the acceptance. 


5)	Enter the quantity you wish to receive in the Quantity field.
[image: ]


6)	Enter the Document Date and Posting Date fields.
[image: ]
[image: j0303657] The Document Date field is used to document the actual date the goods were received. This date can be earlier than the Posting Date. The Posting Date field represents the date the Goods Receipt was created.  Both dates will default to the current date.
7)	Click [image: ] the Submit button to create the goods receipt.
[image: ]
[image: j0303657] FBMS displays the message Material Document Number = XXXXXXXXXX Year = XXXX on the status bar at the top of the screen acknowledging completion of the transaction. 
[bookmark: _Toc233702170][bookmark: _Toc235422226]
Create a Service Entry Sheet
[bookmark: _Toc233702172]Helpful Hints:
Before you begin it is important to know the following information:
The Service Entry Sheet is prepared by the Contracting Officer’s Representative/Receiving Official (COR/RO) in FBMS when services have been performed.
The process to create a service entry sheet is a two-step process.  First the entry sheet is created, and then it must be accepted.  The COR/RO also approves the invoice using FBMS workflow.   
The SES records the date of delivery for use in accounting and payments; however the financial system is not impacted until the services are formally accepted.
Once the service entry sheet is created, an invoice can be created by accounts payable for that amount.  If the invoice is created prior to the service entry sheet being done, the COR/RO will receive a workflow e-mail message informing him/her that the service entry sheet must be completed so that the invoice can be approved and payment can be made.  
[bookmark: _Toc233702173]Let’s Begin:
Use the following portal path to begin this transaction:
[bookmark: OLE_LINK14]Select Acquisition tab [image: arrow_R] Receiving folder [image: arrow_R] Create Service Entry Sheet to go to the Service Entry Sheet screen.
[image: j0303657] When you initially access the Create Service Entry Screen, the For Purchase Order field automatically defaults to the last purchase order number that you used to create a service entry sheet.

1)	Select  [image: o0000027] the Other purchase order button to search for the purchase order number you want to create the service entry sheet against.
[image: ]
2)	Type the purchase order number and line item in the Purchase Order and Line Item fields.
[bookmark: OLE_LINK30] (
Line Item field
)[image: ]
[bookmark: OLE_LINK4][bookmark: OLE_LINK29][bookmark: OLE_LINK5][image: j0303657] The Line Item field represents the line item number that is on the purchase order.  The Line Item field automatically defaults when creating a service entry sheet for a purchase order with 1 line item. When creating a service entry sheet for multiple line items, you will need to use this field to indicate which line item you are referencing.
[bookmark: OLE_LINK15]3)	Click [image: ] the Continue button.
[image: ]
4)	Select the [image: ] the Create Entry Sheet button. The screen defaults to the Basic Data tab of the sheet.
 (
Basic Data Tab
)[image: ]


5)	Type a description in the Short Text field to describe the service you are receiving.
[image: ]
6)	In the Service Loc. field, type the location where the service was performed.
[image: ]

7)	Type the dates when the service started and ended in the Period From and Period To fields.
[image: ]
8)	In the Line Detail section, type a description of the service in the Short Text field.
[image: ]

9)	Type the number of units for the quantity, based on the purchase order line item, in the Quantity field.
[image: ]
[bookmark: OLE_LINK17][image: j0303657] The quantity is based on the number of units purchased based on the line item. For services, you would typically enter 1. 
10)	Type AU in the UN (unit of measure) field.
[image: ]

[bookmark: OLE_LINK23][image: j0303657] The Un field represents unit of measure. Within FBMS, this field requires a 2-digit character. This field should always match the same field on the purchase order. For service items, this should always be AU – Activity Units.
11)	Type the total price of the service in the Gross Price field. This price should not include allowances for discounts or surcharges.
[image: ]
[image: j0303657] On the Line Item detail, the Cost Center and WBS Element will be derived; you do not have to enter them.


12)	To populate the Cost Center and WBS Element fields, place your cursor in the Cost Center field and press the Enter key on your keyboard.
[image: ]
13)	Click [image: ] the Accept Data tab and type the actual date the service was received in the Doc. field.
 (
Accept Data Tab
)[image: ]
[bookmark: OLE_LINK25][bookmark: OLE_LINK26][bookmark: OLE_LINK22][image: j0303657] The Doc. field must be changed if the service date was in the past.  The Posting Date reflects the date the SES is being prepared. 
[image: j0303657] Optionally, you can type the invoice number in the Reference field if you know it.
14) Click [image: ] the Long Txt tab to include more detail about the service.  This is optional.
 (
 Long Text Tab
)[image: ]
 (
400.00
)[image: j0303657] The Long Txt tab provides you an opportunity to record additional information regarding the receipt of the service for the Contracting Officer or Accounts Payable to review. 
15) 	Click [image: ] the History tab if you wish to review history for receipt against this purchase order (optional).
[bookmark: OLE_LINK33] (
History Tab
)[image: ]

[bookmark: OLE_LINK3][bookmark: OLE_LINK6][bookmark: OLE_LINK32][image: j0303657]  The [image: ] Change documents button allows you to display previous changes made to the Header of this current service entry sheet. If no previous changes exist, a blank[image: ]screen will display.
[bookmark: OLE_LINK24][bookmark: OLE_LINK7][image: j0303657]  The [image: ] Change documents button allows you to display previous changes made to the Line Items of this current service entry sheet. If no previous changes exist, a blank screen will display.
[image: j0303657] Optionally, you can use the [image: ] eye glass icon to review the purchase order information. If you view the purchase order information, use [image: ] the Back button to return to the Create Entry Sheet screen.
16) 	Click [image: ] the Save button to save the service entry sheet.
 (
No acceptance “stop light.”
)[image: ]
[image: j0303657] The red stop light with the No acceptance message continues to display until the SES has been approved.


17)	Click [image: ] the Yes button to continue saving your SES.
[image: ]
[image: j0303657] This is a general message that always displays before allowing you to submit the information. 
[bookmark: OLE_LINK18][image: j0303657] FBMS displays the message Entry Sheet XXXXXXXXXX saved on the status bar acknowledging the creation of the SES.  
[image: j0303657] The message ‘No acceptance’ is displayed next to the red stop light in the middle of the screen. The SES has been successfully created, but it has not been officially accepted/approved.
[bookmark: _Toc233702175][bookmark: _Toc235422228]
Approving a Service Entry Sheet
1)	On the Create Entry Sheet screen, click [image: ] the More button on the Change Entry Sheet screen.
[image: ]
2)	Select Accept from the drop-down menu.
[image: ]


[image: j0303657] Upon clicking Accept, the stop light will change from Red to Yellow. The new message will read Will be accepted. 
3)	Click [image: ] the Save button to accept the approval.
[image: ]
4)	Click [image: ] the Yes button.
[image: ]


[image: j0303657] Upon success, the yellow stop light changes to green and displays the message Accepted.
[image: ]

[bookmark: _Toc233702176][bookmark: _Toc235422229][bookmark: OLE_LINK37]
Manage Invoices
[bookmark: _Toc233702178]Helpful Hints:
Before you begin to manage invoices using FBMS workflow, it is important to know the following information:
FBMS workflow is used to facilitate the flow of documents and information among people working together on complex assignments. It is a way of ensuring that information flows where it needs to and in an order that allows for the logical progress of the work.
FBMS uses workflow to route invoices through the approval process.  Accounts Payable (AP) inputs the invoice, then the COR/RO reviews the invoice and approves or rejects it.  If approved by the COR/RO, workflow then proceeds to the Contracting Officer, who must complete the final approval on the invoice before payment can be made.
There are two scenarios possible for the COR/RO invoice approval process:  
1) The invoice is received for approval after you have completed the goods receipt or service entry sheet.  The process for this scenario is:
[bookmark: OLE_LINK20]You will receive an e-mail notification in your bureau e-mail inbox that an invoice is awaiting your review and approval.
[bookmark: OLE_LINK19][bookmark: OLE_LINK27]You will access your FBMS Business Workplace inbox to access this work task and either accept or reject the invoice. 
If the invoice is accurate, it should be accepted. 
If the invoice is inaccurate, it should be rejected and a reason for the rejection should be stated.    
If you accept the invoice, an e-mail is sent to the responsible Contracting Officer for final approval of the invoice. 
Once the Contracting Officer has approved, the invoice will be paid.  
2)  The invoice is received for approval before you have completed the goods receipt or service entry sheet.  The process for this scenario is:
[bookmark: OLE_LINK31]You will receive an e-mail notification in your bureau e-mail inbox that a goods receipt or service entry sheet needs to be created.  This indicates that the invoice is in the system because the Accounts Payable tech has created it in FBMS and parked it.  You cannot approve the invoice until you complete the GR/SES.  
You then either complete the GR or SES if the item or service was received, or do not complete it if you have not yet received it.

[bookmark: OLE_LINK11]You access your FBMS Business Workplace inbox to access this work task and select either:
Completed – use this option if you have completed the goods receipt or service entry sheet.   FBMS prevents you from selecting the Completed option until the GR/SES is completed.   
Cancel – use this option if you do not intend to complete the GR/SES because the item or service has not been received. The cancellation workflow message is then sent to Accounts Payable.
Cancel and keep work item in inbox – use this option if further research is required and you do not want to take immediate action. You can also use this option if you need to create the GR or SES before returning to the FBMS workplace and completing the work item.
Upon completion of the GR/SES, Accounts Payable can then post the invoice.  A new e-mail notification is sent to the COR that the invoice is awaiting your review and approval. 
You will access your FBMS Business Workplace inbox to access this work task and either accept or reject the invoice. 
If the invoice is accurate, it should be accepted. 
If the invoice is inaccurate, it should be rejected stating a reason for rejection.  
If you accept the invoice, an e-mail is sent to the responsible Contracting Officer for final approval of the invoice. 
The Contracting Officer’s final approval removes the block on the invoice, and the invoice will then be paid.  
[bookmark: _Toc233702179]Let’s Begin:
Use the following portal path to access Workflow:
Select Home tab [image: arrow_R] My Tasks tab [image: arrow_R] Inbox to go to the Business Workplace screen.
[bookmark: OLE_LINK1][image: j0303657] For the purposes of this example, you are starting from the Home page where the My Task link is readily accessible. Keep in mind that if you are in the live FBMS environment and working on another tab, you must click the Home tab in order to be able to access the My Task link.
 
[bookmark: _Toc233702180][bookmark: _Toc235422230]Approving and Rejecting Invoices with Existing Goods Receipts/Service Entry Sheets
[bookmark: OLE_LINK36][bookmark: OLE_LINK38]In this scenario, you have received an e-mail notification in your bureau e-mail inbox that an invoice is awaiting your review and approval.  After logging in to your FBMS workflow inbox:
1)	Select the Workflow link to display the workflow notifications in your Inbox.
[bookmark: OLE_LINK39]2)	Select the notification for the task you need to act upon in the Inbox pane.  The task will have the same title as the e-mail you received.
 (
Select task
) (
Workflow Link
)[image: ]
[image: j0303657] The Decision Step in Workflow screen provides instructions on how to execute the specific action you would like to perform.
[image: ]
[bookmark: OLE_LINK40][bookmark: OLE_LINK41][image: j0303657] In the Description field you will see general information regarding the invoice to approve. This is the same information that you saw in the e-mail notification that you initially received.
3)	Select the link for the Incoming Invoice to see the details of the invoice.
[image: ]

4)	Review the invoice details.
[image: ]
[image: j0303657] Reviewing the invoice information carefully allows you to determine if an invoice should be approved or rejected.
5)	Click [image: ] the Back button to return to the Workflow screen.
[image: ]

6)	Select the appropriate link to take action on the invoice:
Approve: Choose Approve if the invoice was correct.  This action approves the invoice and brings you back to your workflow inbox. Upon your approval, the workflow will send an e-mail notification to the Contracting Officer requesting him or her to review the invoice and take action to approve or reject.  Once the CO gives final approval, the invoice will be paid.
Reject: Choose Reject if the invoice is incorrect.  The next screen you go to will ask for a "title". This means you need to enter a brief title for your rejection reason. After entering a title and clicking Continue, the next screen you go to provides you with a space to give a detailed reason as to why it is being rejected. Enter your reason and click Save. After saving, you click the Back button once to return to your Workflow Inbox. Accounts Payable receives a notification that the invoice has been rejected.
Cancel and keep work item in inbox:  Select Cancel and keep work item in inbox if you wish to cancel the action for the moment (and keep notification in your inbox).  You may need to do further research before coming back to the notification and providing approval or rejection.
 (
Select the appropriate alternative in the Decision Step in Workflow screen.
)[image: ]

[image: j0303657] Once you return to your workflow inbox, you may select another work item. You should always click the update icon [image: ] to refresh your inbox when you return to it.  This will ensure that you have the most current view of your tasks. 
[image: ]
[bookmark: _Toc233702181][bookmark: _Toc235422231]
Completing or Canceling Invoices without Existing Goods Receipts/Service Entry Sheets
In this scenario, you have received an e-mail notification in your bureau e-mail inbox that a goods receipt or service entry sheet needs to be created.  This indicates that the invoice is in the system because the Accounts Payable tech has created it in FBMS and parked it.  You cannot approve the invoice until you complete the GR/SES.  However, you can still review the invoice.  After logging in to your FBMS Workflow Inbox:
1)	Select the Workflow link to display the Workflow notifications in your Inbox.
2)	Select the notification for the task you need to act upon in the Inbox pane.   
[image: ]
[image: j0303657] Since there is no Goods Receipt or Service Entry Sheet, the Decision Step in Workflow screen provides different choices than you see when GR/SES currently exists for an invoice.


[image: j0303657] In the Description field you will see general information regarding the invoice to approve. This is the same information that you saw in the e-mail notification that you initially received.  It will state that a goods receipt or service entry sheet must be created before the invoice can be paid.  
[image: ] 
3)	Select the link for the Incoming Invoice to see the details of the invoice.  Review the invoice and then click   [image: ]  the Back button to return to the workflow screen.
[image: ]



4)	Select the appropriate link to take action on the invoice:
Completed: You CANNOT click the Completed link until the GR/SES has been created and accepted. Click Cancel and keep work item in inbox, then complete the GR/SES before returning to your FBMS Business Workplace Inbox and selecting Completed. Upon selecting Completed, Accounts Payable will receive notification that the GR/SES has been completed and will post the invoice.
Canceled: Take this action when you want to reject the invoice. The next screen you go to will ask for a "title". This means you need to enter a title for your rejection reason (i.e. Invoice Rejection). After entering a title and clicking Continue, the next screen provides you with a space to give a detailed reason as to why you are rejecting the invoice. Enter your reason and click Save. After saving, you click the Back button once to return to your Workflow Inbox. Accounts Payable will receive a notification that goods/services have been canceled.
Cancel and keep work item in inbox:  This action allows you to cancel the action for the moment (keeping the notification in your inbox) if further review is necessary before coming back to the workflow notification and providing final approval/rejection.
[image: ]


[image: j0303657] Once you have selected an action, you are brought back to your workflow inbox.
[image: ]
[image: pe03085_]For additional detailed information on FBMS Workflow between accounts payable and acquisitions, refer to the FBMS Standard Operating Procedure (SOP) Accounts Payable and Acquisitions Workflow.  This document is on the PMO Portal at: 
D4 Home (D4 Bureau) > D4 Training > SOPs > SOP AP & ACQ Workflow.doc
Your FBMS Bureau Lead and/or Training Lead can also assist you with obtaining this document.
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