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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

Helpful Hints:

Before you begin a Goods Receipt it is important to know the following information:

e The Goods Receipt is prepared by the Contracting Officer's Representative/Receiving Official
(COR/RO) in FBMS when the goods have been received.

e 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).

e 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.

e 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.

o 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.

Let’s Begin:

Use the following portal path to begin this transaction:

e Select Acquisition tab =» Home tab = Receiving folder =% Create Goods Receipt to go to
the Purchase Order screen.
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1) Type the purchase order number in the Purchase Order Number field.

Purchase Order

Purchase Order Number: [ Submit| [ clear| [ Search || Display PO |

Click the Purchase Order -
Number figld
|

MIGO Details

Purchase Order Items

GR Goods Receipt: [101 - Creates Goods Receipt & Acceptance [+]

Purchaze Order tem: | |

Short Text: [ |
Document Header Text: | I
Unit:

Quantity Received:
Quantity:

I |
Scheduled Quantty: | |
I |
I I

2) Click 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.

Purchase Order
Purchase Order Number: [4600000007 | [ Submit| [ Clear| [ Search || Display PO |
Purchase Order ltems

00010 FBMS TOUR PARTY BUS

I}Dﬂﬂ] FBMS H3 HYBRID

[z]=]-] -]=]=]

MIGO Details

GR Goods Receipt: |1EI‘I - Creates Goods Receipt & Acceptance |V|

Purchase Order kem: | |
Short Text: | |
Document Header Text: | I

Unit:

Quantity Received:
CQuantity:

I |
Scheduled Quantity: | |
I |
I I
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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

guantity already received against this line item.

4) Select a movement type from the GR Goods Receipt drop-down menu.

UL AT WU RIS, | P iueeu T | LM || oeerems || smewnsnn || aespiay |

Purchase Order| . Movement Type
ftem Number |autormatically defaults to 101,
l:' 00010 This movement type allows the|, gz
COR to accept the goods
LA receipt at the same time as it
is created. To reverse a goods
receipt or setvice entry sheet,

RDWE use movement type 102,
MIGO Details
GR Goods Receipt; [101 - Creates Goods Receipt & Acceptance [=]
Purchase Order kem: 00020
Short Text: FBMS H3 HYBRID
Document Header Text: |
Unit: EA
Scheduled Quantity: 3
CQuantity Received: 0.0
Quantity:
Delivery Date: 2152008 (7]

Delivery Note:

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

102

103

104

Use to accept the GR at the same time it is being created. This is the default
movement type and is used most often.

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.

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.

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

FUILIG3T WIUSH NUIUGT . [ SUUuuuuuus | ML || emewn || et || URSpay ||

Purchase Order ltems

ltem Number Short Text
D 00010 FBMS TOUR PARTY BUS
;r 00020 FBMS H3 HYBRID
Row/1]of2
MIGO Details
GR Goods Receipt: [101 - Creates Goods Receipt & Acceptance [=]

Purchase Order lem: 00020

Short Text: FBMS H3 HYBRID
Document Header Text:
Unit: EA

Click the Quantity field
Scheduled Quantity: 3

Quantity Received: 0.0
Quantity:
Delivery Date: 8/15/2008 1]

Deiivery Note: L ]
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6) Enter the Document Date and Posting Date fields.

MIGO Details

GR Goods Receipt: [101 - Creates Goods Receipt & Acceptance [=]

Purchaze Order tem: 00020
Short Text: FBMS H3 HYBRID
Document Header Text: | |

Unit: Ea
Scheduled Quantity: 3 F—|
Quantity Received: 0.0 The Document Date field is used
Quantity: [1.0 | |to document the actual date

) i m goodsiservices were received. The
Del Date: BM15/2008 .

FlEny tate e Posting Date field represents the
Delivery Note: | | | date the Goods Receipt was
Document Date: |1|]."21."2|]UB E created. Both dates will default to
Sosting Date: 0212008 s the date you are entering the GR.

pting Uate: 2 Change the Document Date field
as necessary.

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 the Submit button to create the goods receipt.

H
*| [ waterial Document Number = 5000013240 Year = 2008
Purchase Order
Purchase Order Number: 4500000007 | [ Submit]| [ Clear | [ Search|| Display PO |
Purchase Order Iltems 1
ftem Mumber Short Text
|:| 00010 FBMS TOUR PARTY BUS
|:| 00020 FBMS H3 HYBRID
HEQR 0 E=H8
MIGO Details
GR Goods Receipt: |1l]1 - Creates Goods Receipt & Acceptance |v|
Purchase Qrder tem:
| Short Text:

Document Header Text: |

Unit:
Scheduled Quantity:
j Quantity Received:

|l | sl — — — -
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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.
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Create a Service Entry Sheet

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.

Let’s Begin:

Use the following portal path to begin this transaction:

Select Acquisition tab =» Receiving folder =» Create Service Entry Sheet to go to the

Service Entry Sheet screen.

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.

INTERIOR
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1) Select _Otherpurch order | the Other purchase order button to search for the purchase

order number you want to create the service entry sheet against.

- . P - Welcome ZTRNO12

FBMS FBMS Help | Personalize | Log Off
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL PROPERTY
HOME | CONTRACT MANAGEMENT SYSTEM
... Creste Service Entry Sheet > List Service Sheets > Create Service Entry Sheet > Acguisition Home > Create Service Entry Sheet | History , Back Forwa
Service Entry Sheet
| b | System | I| Other Purchase Order\ITree On/Off
a
Entry Sheet -
For Purchase Order o T
Short Text |
CEETIeEe, AcceptData | Vals | Long Tt | History
AcctAssgt Cat. ]
External Number B3 Price Ref
Senice Loc. | @8 PRsp. Intern. |
& Period | | @& PRsp Extam |
Line l.. IP e Ju Jsenice No.  short Text |Quantity Jun Jeross Price [crey [cost Center
10 0.000 0.00 uso =~
20 0.000 0.00 usD
30 0.000 0.00 usp
40 0.000 0.00 usD
50 0.000 0.00 usD
60 0.000 0.00 uspD
70 0.000 0.00 usD _ -
[@ Customizing incorrectly maintained |>|RT1 (110 =]

2) Type the purchase order number and line item in the Purchase Order and Line Item fields.

"“‘E"ﬂ'* . Welcome OSM ACQ COR/Receiving Official i,

FBMS FBMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS PROPERTY
HOME

Home > Acquisition Home > Create Service Entry Sheet | History, Back Forwa:
1000020865 Display Entry Sheet ]
| b | 8ystem ] | | Other Purchase Order | | Tree On/Off | | Display <= Change | | Create Entry Sheet | [ Copy Entry Sheet |

3 II@Se\ect Purchase Order/Entry Sheet
P

II Purchase Order S09FX50180 |10
1 Entry Sheet

[ Always display at start

Accepted

Line Item field

| History

[ Price Ref. 771572009

| —‘ D PRsp. Intern |
[ Period [b7/01/2008 ] - p7/10/2003) @B PRsp Extern |

| Line \ \P \C \u \Semce No |SnonTex1 \Quanmy |Un |Gmss Price

| 710 Janitorial services 1 AU |2100.00 Ul
| |20 0.000 0.00 U
_30 0.000 0.00 u
| 40 0.000 0.00 U~

4 3

Line

/Rt (100)[F]

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

10




FBMS Requisitions Receiving Process (COR) Manual v.1.2
Deployment 4

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.

3) Click the Continue button.

‘*"““2‘* o Welcome OSM ACQ COR/Receiving Ofﬁ:ial e,

FBMS FBMS Help | Personalize | Log Off

ACQUISITION CORE FINANCIALS PROPERTY

Home > Acqguisition Home > Create Service Entry Sheet

| History, Back Forwa
1000020865 Display Eniry Sheet w3
| b | System ] | | Other Purchase Order | | Tree On/Off | | Display <-> Change | | Create Entry Sheet | [ Copy Entry Sheet |
P> 'I@ Select Purchase Order/Entry Sheet by Accepted
I Purchase Order S09EX50120 |10
1 Entry Sheet

| History

[ Always display at start

[ Price Ref. m‘
! E —‘ §p PRsp. Intern |
Period [o7/01/2008] - [o7/20/2008] @i PRsp Extem |

| Line ‘ ‘P ‘C ‘U ‘Semce No. |Shur1Tex1 ‘Quam\ty |Un |Gmss Price

| 10 Janitorial services 1 AU |2100.00 U=~
[ |20 0.000 0.00 Ul
| |20 0.000 0.00 U
[ J40 0.000 0.00 U~
—h o

Line

[/ RQ1 (100 Z]

4) Select the | Create Entry Sheet| o Create Entry Sheet button. The screen defaults to the

Basic Data tab of the sheet.

AIN‘YE:::I . e Welcome OSM ACQ COR/Receiving Officia

FBMS FBMWS Help | Personalize | Log Off
HOME ACQUISITION CORE FINANCIALS PROPERTY
HOME

Home = Acguisition Home > Create Service Entry Sheet

| History, Back Forward
Service Entry Against Purchase Order 10 wa|
| b [ System ] | | Other Purchase Order| | Tree Onidiif | | Create Entry Sheet |
P' Entry Sheet
[ | ForPurchsseOer  [sosExsolz 1o e
Short Text |
Basic Data st Daiz Long Txt |, History
Acet Assgt Cat. a Basic Data
External Number Tab
Senice Loc _ - |
& Period |- | @ PRsp.Bxtern. | |
| Line L. JF lc Ju leeviceno.  [shortText lquantity lun [cross Frice [crey [Cost Center Order
| _10 0.000 0.00 uso =
_20 0.000 0.00 uso =
| |30 0.000 0.00 usD
| |40 0.000 0.00 usp -
1] | v
" Line
@ Customizing incorrectly maintained

[>|Ra1 (100) (]

11
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5) Type a description in the Short Text field to describe the service you are receiving.

‘«TE:: * s Welcome OSM ACQ COR/Receiving Official g8

FBMS EBMS Help | Personal Ly ,
HOME ACQUISITION CORE FINANCIALS PROPERTY EMIS
HOME

Home > Acguisition Home > Create Service Entry Sheet

| History, Back Forward

1000020868 Create Entry Sheet ol
i3 | Cancel | [ system | ||| Other Purchase Order | | Tree OniOf | | Display <+ Change | | Create Entry Sheet | | Copy Entry Sheet | M
Ei Entry Sheet 1000020868 @CO No acceptance
y For Purchase Order
I Short Text Senices rendered

| EEERE RN Accept Data | Vals | Leng Tt History

Acct Assgt Cat Cost center fed}

External Number Price Ref. 07/15/2009

Senvice Loc. | @@ PRsp. Intern |

Feriod ] |- = | @@ PRsp. Edern |

Line .. P |C U |Senvice No. iShort Text (Quantity Un |Gross Price Crcy  [Cost Center WBS
| ush =
| uso —
usp

uso -
| »
1 Senvice Sel Line -

[ Customizing incarrectly maintained

6) Inthe Service Loc. field, type the location where the service was performed.

INTERIOR ) CQ COl e Yfici o
A 5 .‘* - Welcome O5M ACQ COR/Receiving Official 4 ‘3

FBMS FBMS Help | Per lize | Log Off g
HOME ACQUISITION CORE FINANCIALS PROPERTY EMIS
HOME

Home > Acquisition Home > Create Service Entry Shest

| History, Back Forwa
1000020868 Create Entry Sheet @
| 3 Cancel | | System | | | Other Purchase Order | | Tree On/Off| | Display =-= Change | | Create Entry Sheet| [ Copy Entry Sheet
Ei Entry Sheet 1000020868 @00 Mo acceptance
.| ForPurchase Order sosexsoieo 1o [
I Short Text Services rendered

__MEEETDET, AccepiData | Vals | LongTdt | History

Acct Assat Cat Cost center ]
T - . Price Ref. m‘
Service Loc. Herndan District Office PRsp. Intern |
PRsp. Exern. |

Line P [C |U [Serice No Short Text Quantity Un |Gross Price ICrcy  [Cost Center WBS
‘ - usD - |
‘ = usD |
- usD
& uso =
. | or]
1 Une ho |

@ Customizing incorrectly maintained

[>[Ra1 (100) 2]
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7) Type the dates when the service started and ended in the Period From and Period To fields.

‘4‘:“:2‘* - Welcome OSM ACQ COR/Receiving Ofﬁcial .3

FBMS FBMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS PROPERTY EMIS
HOME

Home > Acquisition Home > Create Service Entry Sheet
1000020868 Create Entry Sheet
|b [Cancel | [ System] | [ Other Purchase Order | | Tree OniOf| | Display <-= Change | | Create Entry Sheet | [ Copy Entry Sheet |

| History, Back

Ei Entry Sheet 1000020868 @CO Mo acceptance
For Purchase Order  [sosexsoiso 10 [&p
II Short Text Senices rendered
|| MY AccestData | Vals | LongTx  History
Acct Assgt Cat Cost center a
External Number FF Price Ref. 07/15/2009
j @ PRsp. Intern |
|
{3 Period - |07/03/2009 §% PRsp. Extern. ‘
Line P IC U |Semwice No Short Text (Quantity Un |Gross Price ICrcy  |[Cost Center [WBS
| usD -
| usD
usD
uso
1 Senice Sel Line -
[>[rRat(100)E

8) In the Line Detail section, type a description of the service in the Short Text field.

Welcome OSM ACQ COR/Receiving Official g
FEMS Help !
HOME ACQUISITION CORE FINANCIALS PROPERTY EMIS

Ei Entry Sheet 1000020868 @C0O Mo acceplance
.| ForPurchase Order sosexsoizafio ]
I Short Texdt Senvices rendered
_ MEEETTEE AcceptiData | Vals | LongTxt | Hisloy
Acct Assgt Cat Cost center e}
External Number B Price Ref. 07/15/2009
Senvice Loc. Herndon District Office | % PRsp. Intemn |
Period 07/01/2009] - [07/03/2008 17| 6% PRsp. Extern |
Line .. P |C U |Senice No. Short Text Duantity Un |Gross Price Crcy  [Cost Center WBS
| 10 Janitorial services usD =]
| 20 usD |
30 usD
40 usD -
4 | 3
1 Semvice Sel. Line -
[>|ra1 (100)F

13
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9) Type the number of units for the quantity, based on the purchase order line item, in the
Quantity field.

InTERIGR Welcome OSM ACQ COR/Receiving Official
A P a g -

FBMS
HOME ACQUISITION CORE FINANCIA PROPERTY
HOME

Home > Acquisition Home > Create Service Entry Sheet

| 1000020868 Create Entry Sheet e

I | b | cancel | [ System ] | | Other Purchase Order | | Tree Onloff | | Display <-= Chanage | | Create Entry Sheet | | Copy Entry Sheet |
E; Entry Sheet 1000020868 @00 No acceptance
] For Purchase Order ISO09PES0180 ||m H“’ﬂdl
I Short Text Senvices rendered
|| _ AT, Accept Data , Vals , LongTxt | History
Acct Assgt Cat. Cost center ]
External Number Price Ref. 07/15/2009
Service Loc Hemdaon District Office | @@ PRsp. Intern |
M Period 7/01/2008| - [07/03/2008| 7] 6 PRsp. Extern |
Line ‘ \P |C |U \Semce Mo |ShnrtText ‘Quamity |L |Grnas Price |Crcy ‘Cnst Center MES
| 710 Janitorial services 1 usD (=
| [ e usD =
| |30 usD
[ 40 usD -
1] | 5
;

>[rRat1 (100

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.

':‘Ex'* e Welcome OSM ACQ COR/Receiving Official
FBMS FBMS Help | Personalize | Log Off
HOME ACQUISITION CORE FINANCIALS PROPERTY
HOME
Home > Acquisition Home > Create Service Entry Shest | History, Back Forwarc
| 1000020868 Create Entry Sheet EL
| [k | Cancel | [ System ] | | Other Purchase Order | [ Tree OniOff | | Display <-= Change | | Create Entry Sheet| | Copy Entry Sheet |
' Entry Sheet m‘ @00 No acceptance
ﬂ, ForPurchase Order  [sogesoizo o ]
I Short Text Senices rendered

sEel AcceptData | Vals | LongTxt | History

Acct Assgt Cat Cost center =}

External Number Price Ref 07/15/2009

Senvice Loc. Herndon District Office ‘ ‘ﬁﬁ PRsp. Intern ‘
| §3 Period 07/01/2008| - [07/03/2008| 7] §6 PRsp. Extern. |

Line | ‘F |C \u |Semce Mo |ShortTexl ‘Guanmy |Un ross Price ‘Cr:y \Cnst Center ’WES

| _10 Janitorial senices 1 AU 1 usD -]
| 20 usD =

| |s0 usD

[ a0 usD =
4 | »

5 & [y Senvice Sel Line 10
[

[>[ra1 (100)E]

14
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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.

4“:5* - Welcome OSM ACQ COR/Receiving Official S8

FBMS FBMS Help | Personalize | Log Off
HOME ACQUISITION CORE FINANCIALS PROPERTY
HOME

Home > Acguisition Home > Create Service Entry Sheet
| 1000020868 Create Entry Sheet
| i3 | cancel | [ System | | | Other Purchase order | [ Tree On/off | | Display <-= Change | | Create Entry Sheet | [ Copy Entry Sheet |

| History,, Back forws

3

5 Eniry Sheet 1000020868 @00 No acceptance
S| ForPurchase Order  [soesexsolzo o g
I Short Text Senices rendered
| Nmpll)alal\ralslmngmlusmw
Acct Assgt Cat Cost center ]
External Mumber Price Ref. 07/15/2009
| Senice Loc Hemdon District Office ‘ % PRsp. Intern ‘
F Period n7/01/2009] - [07/0372009 |(F| @ PRsp. Extern |
Line | |P ‘C |U ‘SEMCE Mo. |Sh0rlTex1 |Quam|ty |U \Gmss Price rcy |CustCemer MBS
| 710 Janitorial services 1 AR 1,000.00 SD el
|| o SD
| |30 UsD
| lao usD -
4] | v
" iine

[>[RQ1 (100} 2]

On the Line Item detail, the Cost Center and WBS Element will be derived; you do not have
to enter them.

15
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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.

S

FBMS

ACQUISITION CORE FINANCIALS PROPERTY

dome > Acguisition Home = Create Service Entry Sheet
1000020868 Create Entry Sheet
| b | Cancel | [ System | | [ Other Purchase Order | | Tree OniOff| | Display <= Change | | Create Entry Sheet| | Copy Entry Sheet |

| History, Back Forwa

3
i Entry Sheet 1000020868 @00 Mo acceptance
- | ForPurchase Order sosexsoiza 10 [igr]
I Short Text Services rendered
Data Accept. Data I Wals I Long Txt r Histary
Acct Assgt Cat. Cost center ]
External Number B Price Ref. 07/15/2009
Senice Loc. Herndon District Office | ‘ﬁﬁ FRsp. Intern. |
I Period p7/01/2009] - Jo7/03/2008] @ PRsp Extern |
Line |Quamity |Un \Gmss Price |Crcy I|Cust Center ’WES Element L ‘Ed\ - \SSC ltemn
| P 1 AU 1,000.00 uUsD I 5203110000 SX.311 0 =]
| uUsD |—!
usD
usD -
3
i Senvice Sel. Line

[Rat (100)E

13) Click Iﬂl the Accept Data tab and type the actual date the service was received
in the Doc. field.

":52' ‘ - Welcome OSM ACQ COR/Receiving Official

FBMS FBMS Help | Perso Log Off

ACQUISITION CORE FINANCIALS PROPERTY

Home > Acguisition Home > Create Service Entry Sheet
1000020868 Create Entry Sheet
|} | Cancel | [System ] | | Other Purchase Order | | Tree On/Off | | Display <= Change | | Create Entry Sheet | | Copy Entry Sheet |

[Ei Entry Sheet 1000020868 @00 Mo acceptance
| ForPurchase Order sospxsoizaio g
I Short Text Senvices rendered ‘
| BasicData Accept. Data o Ty History
Accept Data
[fz) Posting 07/15/2008 Tab
Reference v 2033277 |
Doc. Text ‘
Line ‘ |P |C \U |Sevvica No |Shur1Tex1 ‘Quantity |Un \Gmss Price |Crcy |Cust Center |WEIS
| 710 Janitorial senvices 1 AL 1100000 USD |S503110000 SH.31~|
| | [e0 usD |
| |30 usD
40 usD -
T ] | E
.

[[rRat (100) 5]

16
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The Doc. field must be changed if the service date was in the past. This is the date that you
received the goods or services. The Posting Date reflects the date the SES is being
prepared. This should be today’s date.

Optionally, you can type the invoice number in the Reference field if you know it. Or you
can type in the Vendor’s own invoice number or copy it from the short-text filed.

14) Click EECRGE (e Long Txt tab to include more detail about the service. This is optional.

*"““::'* P Welcome OSM ACQ COR/Receiving Official (888
FBMS FBMSHelp | Personaize | Log Off W2
HOME ACQUISITION CORE FINANCIALS PROPERTY EMIS
HOME
Home = Acguisition Home > Create Service Entry Sheet | History, Back Forwa
1000020868 Create Entry Sheet k]
| b | cancel | [system | | [ Other Purchase Order | [ Tree © I_Ong Text try Sheet| | Copy Entry Sheet | [ More...]
P’ Entry Sheet 1000020868 @20 Mo acce Tab
.| ForPurchase Order  [sosrxsoieo o [
I Short Text Senices rendered
I BasicData | Accept Data | Vals ISR History
(3¢
Extra services were required for the Holiday celebration and company
picnic.
|
Line | |P |C \U |Service Mo iShort Text ‘Quamiry |Un |Gmss Price |Crcy |Cnst Center |WE|S
| _10 Janitorial services 1 AU |1,000.00 USD (S503110000 SH.31 |~
i [0 usD _
_30 usD
| |40 usD -
4 | 3
0 bne [io |
>[rRat(100)E

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 i Histony” ihe History tab if you wish to review history for receipt against this purchase
order (optional).

400.00
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INTERIOR ) CQ COl P M n <
* iy ‘\ - Welcome 05M ACQ COR/Receiving (fﬁclal

FBMS FBMS Help | Personalize oq Off

HOME ACQUISITION CORE FINANCIALS PROPERTY
HOME

Home > Acquisition Home > Create Service Entry Sheet

| History,, Back Forward
1000020868 Create Entry Sheet . |=a|
| b Cancel | [ System ] | [ Other Purchase Order | | Tree On/Off | | Disglay = HIStOFy Tab |Entry Sheet]
[F: Entry Sheet 1000020868 @00 Mo acceptance
ForPurchase Order  sosexsoienio  [dy]
I Short Text Senices rendered

I BasicData | AcceplData | Vals | LongTnt fTEer

@p Created [zsagroTaREC
& Created m‘

Qﬁ Changed [ZSRQCOTRREC ‘ |achange documents ‘

| B changed jor/as200s] (e Change documens |
Line | |P |C \U |Serv|ce Mo. |ShonTaxt ‘Quamlty \Un |Gr055 Price |Crcy ‘Cost Center MBS
| 10 Janitorial services 1 AU |1,000.00 UsSD Ss03110000 SK.311~|
o [ eo USD _
HE UsD
[ Jao usD -
— 4 | L,_‘

[>[Ra1 (100} F

The | 43 Change documents

| 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 blankscreen will display.

The | &= Change documents

| 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.

Optionally, you can use the @ eye glass icon to review the purchase order information. If

you view the purchase order information, use the Back button to return to the
Create Entry Sheet screen.

16) Click _Save | the Save button to save the service entry sheet.
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M“m‘ - Welcome OSM ACQ COR/Receiving Official S8

- an 3
FBMS

HOME ACQUISITION CORE FINANCIALS PROPERTY

FBMWS Help | Personalize oq Off

Home > Acquisition Home > Create Service Entry Sheet

History , Back Forward
1000926668 Create Entry Sheet
44 No acceptance |
[Menu] || [Save] [Back|[Cancel] [System ] | [ Other Purchase Order | [Tree On/Off | | Diseti Semige | ‘gt light.” HEEL
—
M stop 1 .
[Ei Entry Sheet 1000020868 @00 Mo acceptance p g
ForPurchase Order  sosexsoienio  [dy]
I Short Text Senices rendered ‘
I BasicData | AcceplData | Vals | LongTnt fTEer
@ Created  |252QCOTRREC
& Created [o7/15/2009
Qﬁ Changed [ZSRQCOTRREC ‘ |achange documents ‘
| f8 Changed |o7/15/20039 %Change documents
Line | |P |C \U |SeMce Mo. |ShonTaxt ‘Quamlty \Un |Gr055 Price |Crcy ‘Cost Center MBS
| _10 Janitorial services 1 AU |1,000.00 UsSD Ss03110000 SK.311~|
| [eo UsD =
_30 UsD
40 usD -
L | -
. Line

[>[Ra1 (100} F

The red stop light with the No acceptance message continues to display until the SES has
been approved.
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1000020886 Display Entry Sheet |
[Menu ) [ 4] 1 | System | | [ Other Purchase Order| | Tree On/Off | | Display =—= Change | | Create Entry Sheet | [ Copy Entry Sheet |
H-’ Entry Sheet 1000020886 No acceptance [ Retumns Indicator
~ ¢ | ForPurchase Order snsexso1s1 1o &
- Short Text estforg
e
g
S| AcctAssgtcat Cost center E]
ks External Mumber P2 T3 Price Ref. 12/03/2009]
: Senvice Loc. poswell, pa | @B PRsp. Intern. |
3
s @3 Period 10/01/2009| o |10/30,f2009| §ip PRsp. Extern. |
I3
4
P Line Semvice No.  [Short Text Quantity un |Gross Price Croy  |Cost Center WBS
(e 10 testforg 1 AU (50.00 UsSD 8503110000 SX311~]
b < 20 0.000 0.00 UsD
5 4 30 0.000 0.00 usD
b < 40 0.000 0.00 usD
b < 50 0.000 0.00 usD _|
60 0.000 0.00 uso
70 0.000 0.00 usD
80 0.000 0.00 uso
a0 0.000 0.00 uso
100 0.000 0.00 usD
110 0.000 0.00 uso
120 0.000 0.00 uso
130 0.000 0.00 usD
140 0.000 0.00 usD -
| 0
0|
[ Entry sheet 1000020886 saved I[rRat (100) &
This is a general message that always displays before allowing you to submit the
information.

FBMS displays the message Entry Sheet XXXXXXXXXX saved on the status bar
acknowledging the creation of the SES.

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.
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Approving a Service Entry Sheet
1) Click onthe Display =-= Change | putton.

1000020886 Change Entry Sheet L]

(Menu ) [ 4] | | Cancel | [ System ] | | Other Purchase Order | | Tree On/Off | | Display <-= Change | | Create Entry Sheet | [ Copy Entry Sheet | [ More... |
H ' Entry Sheet 1000020886 @00 Mo acceptance B Returns Indicator
! Faor Purchase Order sogersoielio ]
. Short Text estforg
(33
<
1 Acct Azsot Cat. Cost center fei
y< External Mumber 72 E§| Price Ref. 1270372009
: Senice Loc. boswell, pa | Gﬁ FRsp. Intern. |
: .| | B Period 10/01/2008] - [10s30s2008] G PRsp. Extern. |
(33
¢
¢ Line iService Mo Short Text Quantity Un |Gross Price Croy  |[Cost Center WBS
(33 10 testforg 1 AU 5000 USD 3303110000 SX.311~|
yoef 20 UsD
y el 20 usD
p i 40 usbD
Ve 50 usD |
60 usbD
70 usbD
80 UsD
a0 usbD
100 UsD
110 usbD
120 usD
130 usD |
140 usbD -
| ol
Senvice Sel Ling

2) On the Create Entry Sheet screen, click M the More button on the Change Entry Sheet

screen.

PO ‘- —

FBMS

Welcome OSM ACQ COR/Receiving Official g
FBMS Help \

Personalize | Log Off

ACQUISITION

CORE FINANCIALS

PROPERTY

Home > Acguisttion Home > Create Service Entry Sheet

1000020868 Change Entry Sheet

b | cancel | [ System ) | | Other Purchase Order | [ Tree On/0ff | | Display <-= Change | | Create Entry Sheet | | Copy Entry Sheet

' Entry Sheet 1000020868 @00 No acceptance R Tree On/Off Clrl+Shifi+F1
l. For Purchase Order soopxsnien 10 |G Display <= Change F5
I Short Text \Semices rendered Create Entry Sheet Shift+F1

Copy Entry Sheet Shift+F9
Accept Cirl+F1
SetFinal Entry Ctrl+F5
¥ Created |ZSAQCOTRREC Delete Shift+F2
S Created |07/15/2009
K m Changed ZSAQCOTRREC ‘ 43 Change documents |
| ‘ 8 Changed 0?/15/2009‘ ‘ @gchange documents |
Line P |C U |Service Mo Short Text Quantity Un |Gross Price ICrcy |Cost Center (WB3
| 10 Janitorial services 1 AU |1,000.00 USD 5503110000 SK.311~]
| usD ]
usD
usD _,_[
| 3
Il Senice Sel Line

[@ Customizing incorrectly maintained
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3) Select Accept from the drop-down menu.

o

INTERIOR ) CcQ COl = Yfici A
S “ - Welcome O5M ACQ COR/Receiving Cfﬁclal ‘1
Log Off

FBMS FBMS Help | Personaliz

HOME ACQUISITION CORE FINANCIALS PROPERTY EMIS

Home = Acquisition Home > Create Service Entry Sheet | History, Back Forwa
1000020868 Change Entry Sheet
| b Cancel | | Systern ] | [ Other Purchase Order | [ Tree On/Off | [ Display <-= Change | [ Create Entry Shest | [ Copy Entry Sheet L]

b Other Purchase Order Shift+F5
gl Entry Sheet 1000020868 @00 Mo acceptance Tree On/Of Ctrl+Shift+F1
3 For Purchase Order S09EX50180 Hlu ||6E{>| Display <=-= Change F5
I Short Text Services rendered Create Entry Sheet Shift-F1
| BasicDala | AcceplData ; Vals | Long Tui TFER) D ”E-I
Set Final Entry Ctrl+F5
@ Created  [zsRQCOTRREC Delete Shift+F2
f3 Created |o7/15/2009
§p Changed [zsaprorReeC | [ 4@ Change documents |
|
& Changed [07/15/2008 | | e Change documents |
Line P T U |Semnice No Short Text ‘Quantity Un |Gross Price Crcy  [Cost Center WBS
| 10 Janitorial services 1 AU |1,000.00 USD 5503110000 SH.31 =]
| usD —
UsD
usD -
| »
i Service Sel.
[@ Customizing incorrectly maintained I>‘ RQ1 (100) 5]
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Upon clicking Accept, the stop light will change from Red to Yellow. The new message will
read Will be accepted.

4) Click 53| the Save button to accept the approval.

INTERIOR
* Py * a
FBMS
ACQUISITION CORE FINANCIALS PROPERTY

Welcome OSM ACQ COR/Receiving Official
FBMS Help | Personalize | Log Off

Home > Acquisition Home > Create Service Entry Sheet

1000020868 Change Entry Sheet

| Cancel | [ System ] | | Other Purgf >Afder | | Tree OniOff | | Display <= Change | | Create Entry Sheet | | Copy Entry Sheet | [ More_ ]
P Entry Sheet 1000020868 CoO Will be accepted
= | ForPurchase Order  [sosexsoizo 10 s
1 Short Text Senvices rendered

I BasicData | Accept Data , Vals | LongTxt ITET

{# Creatsd  |zsagcoTRREC
M8 Created |07/15/2009

@7 Changed jzsagcoteeec [[H] [ 4@ Change documents |

B Changed [n7/15/2008 [ & Change documents |
Line | |P |C ‘U |Servme No |ShunTex‘t |C1uam|ty |Un ‘Gmss Price |Crcy ‘Cusl Center MEIS
| _10 Janitorial senvices 1 Al 11,000.00 USD 8503110000 8X.311+|
| _20 0.000 0.00 UsD -
_30 0.000 0.00 UsD
| |40 0.000 0.00 usD ~
| v
0 Line

[>[Rat (100)E]

"“‘E"“:'A -~ Welcome OSM ACQ COR/Receiving Official 48
FBMS FBMS Help | Personalize | Log Off ¥
ACQUISITION CORE FINANCIALS PROPERTY
Home > Acquisition Home > Create Service Entry Sheet | History, Back Forwar
1000020868 Change Entry Sheet kel
| b | Cancel | | System | | | Other Purchase Order | | Tree Onloff | | Display <> Change | | Create Entry Sheet | | Copy Entry Sheet |
4 (= Entry Sheet 1000020868 accepted
P
= Mo message record could
II be found for output of
message
! fl
@ Save anyway?
| Yes || Mo || 3 Cancel |
b= |
' fs |
Line | |P |C \U |Serwce Mo, [Short Text \Guam\ty |Un |Grc|ss Price ‘Crcy |CUSI Center IWEIS
I | |10 Janitorial services 1 AU |1,000.00 USD |5503110000 SK.31 ~]
I _20 0.000 0.00 UsD —
_30 0.000 0.00 usD
| [40 0.000 0.00 usD -
4 | »
!
[>|Rat (100)E
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Upon success, the yellow stop light changes to green and displays the message Accepted.

InTERIOR Welcome OSM ACQ COR/Receiving Official
‘« P g |

FBMS

HOME ACQUISITION CORE FINANCIAL! PROPERTY
HOME

FBM; Personalize | Log Off

Home > Acguisition Home > Create Service Entry Sheet
1000020868 Display Entry Sheet
¥ Systern | | | Other Purchase Order| [ Tree g/ Display == Change

Create Entry Sheet | | Copy Entry Sheet

»

P Entry Sheet 1000020868 OC@ Accepted
For Purchase Order ISO9EXS0180 ||10 ”6‘00‘

I Short Text Senices rendered

| BasicData | Accept Data , Vals | LonaTxt fTTETRA)

iy Created |ZSAQCOTRREC
@ Created |07/15/200%

@ Changed |zsagcorseec ] [ 4B Change documents |

[ Changed [n7/15/20039 ﬁ; Change documents
Line | |P ‘C |U |Service Mo |Shnr1Text |Quantiry \Un |Gmaa Price ‘Crcy |Cnst Center |WES
| 10 Janitorial services 1 Al 11,000.00 UsD 5303110000 SH31~|
[ Teo 0.000 0.00 usD | |
20 0.000 0.00 usp
40 0.000 0.00 usb -
= hl | _’,_‘

JJ Line

[ Customizing incorrectly maintained

>[rRa1 (100} [Z]
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Manage Invoices

Helpful Hints:

Before you begin to manage invoices using FBMS workflow, it is important to know the following

information:

25

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:

¢ You will receive an e-mail notification in your bureau e-mail inbox that an 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.
o If the invoice is accurate, it should be accepted.

o |If the invoice is inaccurate, it should be rejected and a reason for the rejection

should be stated.
¢ |f you accept the invoice, an e-mail is sent to the responsible Contracting Officer for final
approval of the invoice.
e 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:

e 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.

e 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.
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e You access your FBMS Business Workplace inbox to access this work task and select
either:

e 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.

e 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.

e 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.

o If the invoice is accurate, it should be accepted.

e 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.

Let’s Begin:

Use the following portal path to access Workflow:

e Select Home tab =% My Tasks tab =¥ Inbox to go to the Business Workplace screen.

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.

26
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Approving and Rejecting Invoices with Existing Goods

Receipts/Service Entry Sheets
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.

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.

Erwironrment  Seflings  Svslem  Hela

Workflow JH e DHR anon BE @R

Link of Richard Resnick
B8 Fina totcer |[(H0 Fing dacument] o st |
Selecttask |
IR, Richard Resnick i [ El 2] [Ho[@=]-8 ] [ S]S==]F [ F =[]
[ &d Documanis 0 Inbox
Eﬁ i Time [Date rcei.. Tauthor [atta. [stat.]
ice 5200067910 against FO TES . 02237008 w

b3 Grouped accordng 1o fask

b 0] Grouped accarding o contart

I L] Grouped according to content fpe
I (3 Grouped accorging to sort key

B overdue entries 0

B Deadline Maszages 0

[ mncarect ertries 0

The Decision Step in Workflow screen provides instructions on how to execute the

specific action you would like to perform.

| Decision Step in Workflow
I|I‘u1enu] |4 || | cancel| | system ] | | Workflow | | Create |

PO LOBPX00037 has Inv 5200050201 awaiting approval

Choose one of the following alternatives

Approve

Reject

Cancel and keep work item in inbox

Description Objects and attachments

Invoice 5200050201 for Purchase Order # ¢ Incoming Invoice: 5200050201
LOBPX00037 has been received and is

> Ra
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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.

| Decision Step in Workflow

I| Menu | | 4] ||| cancel | [ system ] | | Warkflow | | Create |
Description Objects and attachments
Invoice 5200050201 for Purchase Order # "Wlincoming Invoice: 520005020

LOBPX00037 has been received and is
waiting your review. The Prompt Pay Act,
5 CFR 1315, allows a federal agency only
seven days to reject an invoice as =elect the invoice link
improper. Failure to approve or reject the

invaice within the seven days may

subject the cost center to incur interest

charges.

| RQ:
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4) Review the invoice details.

| Display Invoice Document 5200050201 2009

I| Menu | | 4] || [Back]| | cancel| | System | | [ Show PO structure |

date lm :

ite Reference  [CBT | FO Box 999

e tos23/2008 | CITYONE V¢
5,000.00 pso | [T Calculate tax |:|

int 0.00 10 (AP sales tax, 0%) = stanley.s
CET DEMO |

ms 30 Days net

Date 1072372008

'Code 1400 Dept of the Interior U.S.A -

erence

Lay
mrmount Cluantity G... |0... Furchase ... |ltem |Procuremn
1 5,000.00 | [T LOSPX00037 10
4
@ Displaying Incoming Invoice "52000502017 .. |>| R

Reviewing the invoice information carefully allows you to determine if an invoice should be
approved or rejected.

5) Click the Back button to return to the Workflow screen.

29

| Display Invoice Document 5200050201 2009

I| Menu | | 4] ||I Back I| Cancel | [ System | | | Show PO structure |
teference EI P "
gy Click the Back buttan
5D [T Calculate tax
1 (AP sales tax, 0%) e stanIey.s.mate@accenture.com
SA -
Layout All infarmation

G... |0... Purchase ... |term |Procurement Doc.

~ [~ LOBPX00037 10
1
[@ Displaying Incoming Invoice "5200050201" ... [>| RQ:
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6) Select the appropriate link to take action on the invoice:

e 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.

e 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.

e 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.

| Decision Step in Workflow
I| Menu | | 4] || | cancel | | system ] | | Workflow | | Create |

PO LOBPX00037 has Inv 5200050201 awaiting approval

Choose one of the following alternatives

IAp prove
Reject Select the _app_ropriate
alternative in the
Decision Step in

Workflow screen.

Cancel and keep work item in inbox

Description Objects and attachments

Invoice 5200050201 for Purchase Order # « |ncoming Invoice: 5200050201
LOBPX00037 has been received and is
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Once you return to your workflow inbox, you may select another work item. You should

always click the update icon to refresh your inbox when you return to it. This will

ensure that you have the most current view of your tasks.

| Business Workplace of Nicholas Lokshin
I| Menu ] [4] || [Back|[cancel| [systern] | [ New message | [ M

¥ o Waorkplace: Nicholas Loks E]I@I O |E|| QI@I@ |E|IE I RT3 |E||[H|
Inbox

| Unread Documents 0

&r| Documents 1 Cla... Title |"Date rec
v [ Workflow 3 A GR or SES needs to be created PO LI10/24/20(
Overdue entries 0 A GR or SES needs to be created PO LO10/24/200
Deadline Messages 0 PO LOBPX00006 has Inv 5200050200 a10/23/20(
Incorrect entries 0 E Asset 101 is in your SAP 07/14/20(

¥ £z 0utbox

» (B Resubmission

» @ Private folders

¥ @ Shared folders

¥ cHiFolders subscribed to
[ Trash
[ Shared trash

B|Ra
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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.

| Business Workplace of Nicholas Lokshin
[Menu | [ 4] || [Back|[cancel| [ System ] | [ New message | [M

~ o Workplace: Nicholas Loks || & | | )| ||| TF| 2] @] 1t =] & 2 | 2

¥ Ealnbox = - =
| Unread Documents 0 ﬁl'ﬁllﬂ?l? |IJ|['|5|']|
#r] Documents 1 Workflow 2

Ex... Title
Overdue entries 0 # AGR or SES needs to be created PO LOSPX00004

Deadline Messages 0| | @ A GR or SES needs to be created PO LOSPX00004
Incorrect entries 0

b £ Outbox
¥ ¢BResubmission | Select the notification
¥ ¢ Private folders you need to review

¥ B Shared folders
¥ ¢fFolders subscribed to
T Trash
T Shared trash

[:|RQ

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.
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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.

Decision Step in Workflow

[menu ] | 4] || [cancel| [ system ] | | Workflow | [ Create |
Description Objects and attachments
Invoice # 5200050203 for Purchase Order » Incoming Invoice: 5200050203

# L08PX00004 has been received and is
waiting posting for payment. The invoice
cannot be paid until a Goods Receipt or
Semvice Entry Sheet is created. The
Prompt Pay Act, 5 CFR 1315, allows a
federal agency only seven days to reject
an invoice as improper. Failure to enter a
Goods receipt or Service Entry Sheet
within the seven days may subject the
cost center to incur interest charges.

Ry
3) Select the link for the Incoming Invoice to see the details of the invoice. Review the invoice

and then click the Back button to return to the workflow screen.

| Decision Step in Workflow
|| Menu | | 4]l || [cancel] [ System ] | | Workflow | [ Create |

A GR or SES needs to be created PO LOS8PX00004

Choose one of the following alternatives

Completed

Canceled

Cancel and keep work item in inbox

Description Objects and attachments

Invoice # 5200050203 for Purchase Order e [ncoming Invoice: 5200050201
# LOGPX00004 has been received and is

I rRa
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4)

34

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 natification 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.

| Decision Step in Workflow
[menu] [ 4] || [cancel | | system ] | | workilow | | Create

A GR or SES needs to be created PO LOS8PX00004

Choose one of the following alternatives

ICumpIeted

Canceled

Cancel and keep work item in inbox |Select the Completed

Description Objects and attachments

Invoice # 5200050203 for Purchase Order s Incoming Invoice: 5200050203
# L08PX00004 has been received and is

[ RQ:
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Deployment 4

Once you have selected an action, you are brought back to your workflow inbox.

Business Workplace of Nicholas Lokshin

[Menu ) [4]

||/ [Back] [ cancel| [system ] | | Mew message | [ mc

- _1!' ‘Workplace: Micholas Lo =

~ Ealnbox
| Unread Documents
| Documents 1
b 1 Grouped according
b CIGrouped according
b [JGrouped according
» [ Grouped according
Owverdue entries 0
[¥] Deadline Messages
[®] Incorrect entries 0

¥ Ez0utbox

¢ (BResubmission

¥ 2 Private folders -

&1| <= | = | ¢ =6l

Workflow 1

Ex...[Title

4 4

@b A GR or SES needs to be created PO LOSPX00004

@For additional detailed information on FBMS Workflow between accounts payable and
acquisitions, refer to the FBMS Standard Operating Procedure (SOP) Accounts Payable

[+ RQ

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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