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PROCESS PRIOR TO CREATING A RECEIVING
REPORT (SES or GR)

Housekeeping:
Idaho SES Instructions are posted as follows:
Idaho Intranet/Admin Services/Deena Weber/ldaho SES Instructions

Please ensure that you always have the most up to date instructions, date is in the upper right
hand corner.

Another valuable web site for Tips and Technical Solutions is
http://teamspace/sites/fbms/pub/pages/default.aspx

STEP1

Log into FBMS either by clicking on an ICON provided to you by your IRM folks or at the
following address:

https://www.fbms.doi.net/irj/portal

Login - Example of how the login will look: dweber@blm.gov

Password — This will be the same password as your windows password. Whenever you change
your windows password, it will automatically synchronize with your logon in FBMS so there is
never a need to change your password in FBMS.

STEP 2

Open MY TASKS:
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Click on MY =
TASKS

File Edit View Favorites Tools  Help

w [ @ Home - SAP NetWeaver Portal
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HEWS & INFORMATION | MY TASK: SK | FBMS Settings
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STEP 3

Click on Inbox and then Workflow (WF) as shown in this screen print. As the example shows, |
had three WFs that | must process. There are two types of WF, one requesting that | create a GR
or SES and one that has an Inv. awaiting approval, see examples below.

To open a Workflow - highlight (dark gold color) the workflow you want to open and click on
“EXECUTE?", the icon shown below OR double click on the highlighted WF.
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Workflow 3

] Unread Document s 0
o ind 1 o | 101 content E1. [“Titie Forwasar
| st @ AGR o SES noeds 1o be crealed PO LOTPDOTIAY
[ Ovsraus sntries 2 | 4298800 @ AGR o SES needs lo be crealed PO LOSPRO00IS H H -
B Oeaming essages 0 I 2312820 @ O LOTPDO1142 nas Inv 5200140922 awaiteg soproval | refer to this Un|que number in

¥ Epthibor these instructions as the “52”
[ osumission L S
o ——— | invoice number, which is different

o sisbe il for each invoice submitted by a
vendor and is system generated.

Workflow requesting a GR or SES

Notice the three choices:

- > Dagins & o
Decision Step in Workfiow
s e ] vt ] e | [ itz | v

= CompletEd M AGR or SES nesds Io be created PO LOTPDOT141
- Canceled e — e
- Cancel and keep work item in o

inbox T —

| cagt stysct tha cost camm

T—> Description: Only gives you a

brief overview, “Invoice number
5200151469 (“52” invoice) for
Purchase Order LO7PD01141 has
been received and is awaiting

NOTE: Never click on “CANCELED” or posting for payment.”

“REJECT” without being 100% certain
you do not want this invoice paid. By
clicking on either of these options STOPS
Workflow, requires a rejection text, and
will prevent the vendor from getting paid.
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Workflow awaiting an approval

Notice the three choices:
- Approve
- Reject
- Cancel and keep work item in
inbox

Concrptien T ——
Imoce 5200140324 fr Furchase Onler # LITPDO! 142 nas been recared it it -
e Darrpt Py A § CFAL 13E, sfiows a federal ageeey

NOTE: Keep in mind that if you do GR or SES prior to Denver receiving the Vendor’s
invoice, you will only receive the workflow requesting you to approve an Invoice as the
Accounts Payable (AP) Technician will automatically see the funds available to use for
payment. If you wait to create the GR or SES based on a workflow then both types of
workflow will be initiated and will need to be processed.

STEP 4

At this point, it is important to view the actual invoice from the vendor.

Under Objects and Attachments is a link — Click on “Incoming Invoice 5200151469”

2 | AGR or 3ES needs to be created PO LOTPDO1141

Choose ane of the following alemathes
Complaid

Conceled

Cancal and keep eork e in nbax

Description Qbjects and anachmants
Imvoice # 5200151459 for Purchase Ordet # LOTPDO1141 has been recoied and is
posting for payment Tha invoice cannat ba paid util 3 Goods Recespt or
Serace Entry Sheel s creted The Prompl Pay Act 5 CFR 1315, allows @ federsl
agency only Stwbn days 16 Mject an inveice as imgeoper. Failurd to entor a Goods
receipt er Sevace Entry Shaet wilhin the seven days may subject ihe cost canter
1o incur mtorest chasgos
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MmOy, B El—.
Here is a display of the “52”
invoice from the Basic data tab. o R e e
In order to verify the information, B
you must open up the scanned ' —
copy of the vendor’s invoice. 4
o ——C T — 1
\
=14 | L)
| B men B sascn Torm [ Y =

| HIEONY , HAacK

Click on Services for Object ICON i
shown here to the right - - >

[

B B & - [rags - {FToos -

PROPERTY

| History,, Back
69 2010 @Y
| [Follow-0n Documents Creale

5200151469 | 2010 Private note

I | Click on Attachment list
Note Vendor 0070295610
| | KONICA MINOLTA BUSINESS SOLUTIONS U Workflow 4
= Wy Objects ’
BRI Help for object services
000154234 2120 WASHINGTON BLVD., SUITE 450
ARLINGTON VA 22204-5714
x, 0%) 2 cnganm@kmhs konicaminolta.us

Walcome Deana Weber

EBMS Hets | Preman, L

» Dmplay Fvoice Siates

sAP

i..'i“ﬂ'.'" b [system ]|

Either double click on the S —— =
highlighted attachment or /*E: e

click the eye glasse e o

ICON to display the
scanned copy of the

vendor’s invoice.
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IRIGIN
tnvaicy N WOUTEI SUMMARY INVOICE Payimema Drue Dase: QL2010
Unvaice Duwte: 03392013 Py e Termn wre 1% 30 NET 31

W MRl T 7 Fayers B ]
BUREAL OF LAND MANAGEMENT BUREAU OF LAND MGMT IDANG STATE OFC VEN DOR S I NVOI ( :E

ATTN PAYMENTE SECTION 0CE22 1387 5 VINNELL WAY
DENVER FEDERAL CTR BLDG 50 BOSE I E3708-1657

DENVER CO Bz

Purchune Corder Number
[

Ynvubor Cammesity

STEP S
Verify financial status of Purchase Order.

Open another FBMS session as follows:

1. Highlight URL and copy the link
2. Open New Tab

File Edit  Wiew Favorites  Tools  Help L|nl‘ @Convert - [ Select

{\f ke [ EDisplay Invoice Status - SAP MetWeaver Portal l [} l

11152! - Meve Tab (Ckrl+T)

FBMS

HOME ACQUISITION/FINANCIAL ASSISTANCE CORE FINANCIALS TRAVEL
ACQUISITION | CONTRACT /FA MANAGEMENT SYSTEM | PURCHASE REQUEST

Home = MY TASKS = Acquisition Home > Dieplay Invoice Status
| =8 Display Invoice Document 5200151469 201\
© hroiiinn e (¥ [ Cancel | [ system ] | [ Show PO structure | [ Follow-C

3. Copy URL into new tab and select the URL that ends with “portal”

File  Edit Miew | https:/funma,
hittps:/ femana, Fboms , doi.netfirj/portalapps/com, sap. portal . dsmfimages/empty . gif

q_} by %: hittps:f fumana, Fboms ., doi.netfirj/portalapps/com. sap. portal .navigation. toplewvel fhtmlfchild. html

\:Fl You've opened a new tab
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4. With another FBMS session open, click on Acquisition/Financial Assistance

« Homa Thig weekend (4244/25) is Solany Patchng, thenfone, e system wil not be evailable untl afier 1 pm, MT on
Sundery. 47510 < Apd 2010

*E3 FANS Acenus
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+ FEUS FADy P
+ Hieg on the FRUS Partal EMS has sol been wwdaled wih Specel Lesger 53 yserion Data from C4202010. Oata @ Gadng currenly and € o expecied % nah 4 5 & 7 8 8 W
by 11:00 AMEST, 1" 12 1 u 15 6B 1T
| [Updabed 412000 wpalbiuhinbs. gov | WOl M B} oN M
I There are n2 tema 12 daciey Due to new configuration changes on the DOI NBC Help Desk support team please make sure all 23 2% ¥ 2B 20 N
FAME issues are addimssnd by comacting us 24/7 at 1-866-457-3267 or by email Man-Fri fam 0 pents

ET-/30pm ET ol FEMS_HelpUeskinbe gov. D0 NOT contact the D00 NBC ITSC Help Desk ol f
AT BE0 TTTT =

1 1
5. Click on Purchasing > Display Purchase Order

- =]
] ! &A= »
Fie Cdt  View Favokes  Took  Melp
R T & Dl x Fov B & v Pages ledss T

L ACOUIETINA INARCIAL ASSISTA
| ACGRSMON | CONTRALT) FA WANASE

I Histery B

Contract Awards LO7PD01141 Created by Janice Haener N |z

ST oS e [ [ G Pahaes ]| Font e sz || e[ e
:::"::'“ Contract Keards mjreTeooiiay] vender 0285410 KORBCAMINOLTA BUSIE Doe dste  [33/30/2008
bzl [EHeader

+ Dapiy Service Oy Purzhase Orer [P fak M A B Maleal Jshon Tedt PO Gusaity P DowDate fwtence _foun Per [0 s Growp Pt

+ Dapay MaieraiDee Lt o0 XD (Convedted Obligaion__| AU DOSR0GTZ | 1005552050 1 AU Equpment KLU

« ot ™ Lo 150 ComERS FoR FYER | 1A DGR | FS20VUSO 1 AU OPERASEOGL

+ anayzs ot veves A Lo Coplelsase 3nd monitiy TAUDOSBOEHD BP0 1 AU OPERLSEOELN

+ Daptey Vienser: Rchsting Dita o Lo FIXOTTT CHARGE COOE| AU Doar0zoog ASE1SSUSD 1 AL CPERLSEOCELM

- Dagiay heics States = 1o ST FOR COPY CONTR. 1A [D0sA0Ze10 | B/raFUSD 1 (ALl OPTR-LSE BOLM

+ gy inrial

+ Dapay PO oy Accasnt imser

- Dapiay PO ty Material Grown i |

= Dapiay PO by Huresr
* Dagy PO by Praest
« Dingy PO by Reqursmset Trackng
- Dy B gy Vereder
- Diaplay Parthase Order
- Gapay Geodn Aecest Forecant
= Evalome Purcrases

» 3 Vanger nster

- Acviaten FAOS

- acten hee

Qi

o | =Ameuntin LG Lar | =ity In 0P| DotCossty (OFUMIGT.. |
241112 USD
N7 USD
268433 UED |
2aT217 UED |
245422 U0
- 10,0555 USD =

) There are oz temm i capay

6. Click Other Purchase Order > click in the Gold Box > type in the Purchase Order number >
hit “enter” on your key board or “Other Document” to view the PO.
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FE = ] e o s et
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7. Review the Line Items — determine if your receiving report will be a GR or SES by looking at
the Items Category (Blank indicates Goods and a “D” indicates Services).

3 R [T —r -

oML ACQUITIONT A
ACOUISITION | CONTRACT 114

0205810 KOMICAMINOLTABUSI Doc dale  09/30/2008

Shen Ten PO Quantity j0.. | Desv Dats st Price

fCur_ Per [0 Mati Group Pint

[10] Convenied Coligation

20| F50 COPIERS FOR FY09

Commried Coliganon 1AL DORGG01E
K30 COPIERS FOR FYDR TAU DOAG02009 252401

10,058552US0 1 AU Equipment RELL =

1 AU OPER-LSE OBLM

Copler lease and morly TAU DosnoR0 35637 S0UED AU OPER.LEE 0BLI
] FIX 0777 CHARGE CODE 1AL DOROMZ009 466155USD 1
50 COST FOR COPY CONTR 14U DORAOED IETAETUED 1
| ]

n 20 | Cogiar lease and monthly maintenancs FY1
! é E [ a0 P 0777 CHARGE CODE 1SSURS
5 WNT Mabey <g | COST FOR COPY CONTRACT FOR THE 150 CORERN coat quaniy 0. |
=00

Use this drop down box to
choose the next Line Item for
review of expenditures.

241112 USD
3172 USD
268429 USD
247217 USD
245432 USD
10,045.52 USD

Review each line item
for remaining funds.
As shown here, Line

~Item 10 had $10,055.52
obligated and shows in
the Item Detail that

—$10,055.52 has been
expended.
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Open another FBMS session as described in the beginning of STEP 5, page 5.

Acquisition/Financial Assistance > Receiving > Create Service Entry Sheet

Create your SES..

....Use other cheat sheets to assist if needed.

Esenvice bninyisheeiosARENetWeavenBontaliWindowsiniernetibxplorer

With the three sessions
opened you can toggle I_
between them to assist in

the creation of a receiving
report. When done, toggle
over to your PO screen.
Refresh this screen by
clicking on Other Purchase
Order > PO number will
already appear in Gold Box

> click Green Check >
display line item that SES
was posted against and
ensure that the SES is
reflected in the total
expenditure.

| =[] hetpsiffomm Foms, doi. netfirifportal

b vView Favorites Tooks  Help Links @Convert + [ Select

Ep- & Create Service Entry She... X ‘ |

InTERIOR

@MY TASKS - SAP Neteaver ... ‘ (& Display Purchase Order - 5A...
- o~

e
FBMS

ACQUISITION/FINAHCIAL ASSISTANCE CORE FINANCIALS
|SITION | CONTRACT / FA MANAGEMENT SYSTEM | PURCHASE REQUEST

Welcome Deena Weber
Log Off

Personalize

FBMS Help

TRAVEL EMIS PROPERTY

“Acquisition Home > Creale Gooos Receipt > Create Serviee Eniry Sheet
1000066761 Display Entry Sheet
b | | Other Purchase Order | | Tree On/off| | Display <= Change | [ Create Entry Sheet| [ Copy Entry Sheet

| Hist

sttion Home
eving & || 48 Entry Sheet [Loooos6761 OCB Accepted
=zate Goods Receipt Purchase Orders/Entry Sheets
ange Material Document » 4 PROFESSIONAL SUBSCRIP | ForPurchase Order  [LO7PG01128 [30
terial Doc. List » &, HOME SALE SERVICES -BUF | ShortText March 2008 Non-Fire Inv.
iplay Material Document » 4\, FEDERAL EXPRESS MAIL SE
eate Service Entry Sheet ¥ & Pitney Bowes Wailing System PEir ey, Accept Data | Vals | LongTxt | History
tService Shests » &Z1JI CREATIVE RESOURCES
e
“hasing , ' External Number FE Price Ref. 04/20/2010
SINVOICE 11, FY10 FOR NINA ]
\dor Master Senvice Loc @3 PRsp. Intern.
» &, Contracted work will tempora
sition FAQS & Add additional funding to cove Period 03/01/2009 | - |03731/2008 % PRsp. Extern
siion Help » Q,MID-LIFE REPAIRS TO 1-420¢
» Q,STREAMLINE TRAINING
. . ¥ 4\, BPACALL FOR LANDING FIE Line [ TP T Ju Jsenice Mo Short Text lauantity lun [Gross Prif]
are no ems o display -4 BackerounD INvESTIGATI| I I larch 2009 Non-Fire Inv. 1 (e [BETEED ﬂ
» QL EMPLOYEE ASSISTANCE PR | |20 0.000 0.00
» ) EMPLOYEE ASSISTANCE PR | |30 0.000 0.00
» 43,1S0 COPIERS FOR FY09 | |40 0.000 0.00
» 40,FIX 0777 CHARGE CODE 1SS |_[50 0.000 0.00 J;l
~ 44, COST FOR COPY CONTRAC 4 U
& FEb 20 Kot e 1
@ JAN 2010 - Konica Minolta
@ December 2009 - Konica I
@ November 2009 - Konica Mi
@ OCTOBER 2009 - Konica M
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STEP 7

Click MY TASKS open session
Note: if the screen timed out, reopen MY TASKS > Inbox > Workflow

Click on “COMPLETED”

R | G vy et e

Descripsien Ctjocts and ataschments
Puraase Order # LETPO0T14 has bees racehed and s .

waerg Soung b dayree 15 incte et e st ] s o Hicot

e

o o

Shiwt it cinate The Proeret Py et 5 CFR 1315 slowns & foderal
‘agency arly sean days ta myect an moce a5 mprepee Fadere 13 enter 8 Goods.
i & sthanth v et the conk Cartn
th incur imasmt chirges

Until “COMPLETED?” is clicked, Denver has no idea the funds are ready to be expended based
on the SES you just completed. Denver’s next step is to post the payment based on your SES
which will then start the last WF.

STEP 8

The last WF is to approve the vendor’s invoice.

Be sure to open the Incoming Invoice link to ensure that you are approving the correct invoice.

Click on “APPROVE”




