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1.0 Purpose of SOP

1.1 Intended Audience

All bureaus, Acquisitions staff who need to determine if a document has been zeroed out and completely
paid.

1.2 Collaboration Team

Identify who collaborated on the development of the SOP and organization
Name Organization

1.3 Review Team
Identify who reviewed the SOP, Role, and Approved Date

Name Role Approved Date
Rich Resnick FBMS DOI O&M
Ginger Peltz FBMS BP
Dave Wunder FBMS BP

1.4  Definition of Terms
Include definition of terms if appropriate

Terminology Description
uboO Undelivered Orders
CO Contracting Officer

1.5 Assumptions, Dependencies, and Constraints

This SOP only details running the UDO report for the purpose of determining whether a document is
zeroed out and completely paid.
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1.6 Change / Version Control

Change and version control will be updated by both O&M and Deployment teams. CR's (both PSL and
DSL) that impact the SOP should be captured as well.

No | Date Object Description of change Name

2.0 Standard Operating Procedure

2.1 Process Description

Although Acquisitions staff can view an individual invoice to determine if it has been paid by accessing it
through workflow, in order to determine if an overall document is zeroed out and completely paid, they
must run the UDO by Purchase Order Report in BW/EMIS.

2.2  When the Process is Used

Contracting Officers (COs) use the process to determine what amount of an entire obligation was not
expensed. The report provides them with information if they need to do a modification under the
purchase order and do a de-obligation against the correct line item to de-obligate the remaining balance.

2.3 Related Processes and other References

= SOP: AA-XX Basic Workflow Functionality for Acquisitions and Accounts Payable (related to
payment of invoices)

2.4 Who isinvolved in the Process
= Acquisitions Contracting Officer (ACQ_CO)

2.5 Transactions used in the Process
= N/A: BW/EMIS Query Process

3.0 Process Flow

1. Loginto FBMS and select the EMIS tab.
P

FEMS

ACOUSTON CORE FNANCIALS DATA WANAGEMENRT FINANCIAL ASSISTANCE FLAVE Access Control View PROPERTY Infrastructure Test

Home = Scguistion Home > Home > Y TASKS = EME Home
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2. Select BEx Web Analyzer from the left-hand menu.

S P -

FBMS

HOME ACQUISMON CORE FINAN

Home > Acquistieg Homs > Homs > MY TASKS
§ [
(DetledMavigaton  ~

« LMIS Home 1

L Wed flpatzes .
o)
= GJ Portfoko
« N Discuszions ]

Richard R

Personakzs

ERIIS

Home = BEx Wik Anakyzer

| Hew Anatyss |[ Open || Save 25 | Vanable Screen | Display A8 Tate w | | iInformation || Send || Print Versic | Expa

Tl
Huoo-vz
[ = nrnmeists & seed Garsnd Danort
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5. Click to the left of Funds Management to highlight that line, then click OK.

& E1
Sysen [SEELE] | wefmey = | 4. @
. Sewrcn |, isory " Fueocten TTTY, mioAren |

P

] Axcounts Recevable

) Acasinbion
) Charge Card

) Gensral Ledger
) Hislary Date
) Master Data
] Project System
(] Propery
] Saks And Dairbution
) Special Ledger
T Travel

4

Descnplon 'Fundsh'lnnantm.-!ﬂ
Technical nams 1000000144

6. When the screen indicating the filtering criteria for your report comes up, click on the icon in the
Obligation Number field =..

Awvaimble Varants: | | [Savs] [Bave As.. | [ Geiete Show Varable Personalization

Business Area by Authorization
Dbkgation Mumispr

Frund

Functimnal drea (Optisaat
Funds Center (Optonaly
Funded Program

Fund Type:

PenpdFiacal Year (Seleclion Oplicns, Dplian
Peeting Pariad, (Oatianal. Mlaral

Fimcal Year (Sebsction Opfions, Optional)
‘Vendor Rumber

(o] [chect]

Dooaoao u_u_nTu
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7. On the resulting Select Values for Obligation Number screen, enter the contract number you

wish to check on in the Obligation Number field. Then Click the Add button *# ¥ to add it
to your selections in the right-hand column. Then click OK.

Shiowr Gonl _S'r;¢ vakeps is.h;w.- Wl _.M j

Al Selections
Mazxi=um [1000 [Refresn | oy
Obigatics Number ey > [2] Type  Descripton

H000oen0n
00000001
00000002
300000002
0000004
3100000005
00000008
300000007
I 0000000E
31 0000000%

L=
[ LI TT1T11

EYTIC
]: 4 Remove

S

31 0000acaC

Enler a vakes for

Ctigation Humber: L;-E’M'H-:j

| |
[T 11

El_zl Change Grd E E'

[oK] [ Canesi]

8. When you return to the General Variables screen, your contract number will be populated in the
Obligation Number fields. Click OK to continue.

Wamnabie Entry

Ayaiable \Vanants = | [Bave | [Eave As_ | [ Gekcte | Show Variable Personalization
General Varisbles

“arabi= = Eurrent Sxlachon Desoripdinn.

g &rea by Suth

Dby ainn Numssr LS00
Fund

Funcional Area (Oplicasl)

Funds Center {Optonal)

Funded Frogram

Fund Type

PeripdFacal vear (Seeclion Qptiens, Dptiand

Paating Periad, (Oational, mlsrval)

Fsscal vear [Selection Opfans, Oofonal)

endor Rumber

L pAcl Checi]

LOBFNEI0a

[
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9. The resulting report will look as below. On the left-hand menu are different “Free Characteristics”
that you can add to the report. Select Obligation Item from the menu, then click on the Fund
column header to add the information to your report.

uDg -v2

New Analyse || Open | Save As | Vanabls Screen | Qi AE Tame ~| [ intarmation || Send || Arint Version || Expert to Exosl || Commenks
EpkEy

- Coumns (5] s (L] = (c) - i
. Origingl Oalgation ™ TelslUnpakt Expbnsitures ™ Automated Aciwual ™ Ungaid Expen
= Key Fgures P
— Obigaton humber > Fund = Fands Cester®  Funcionalarea™  Funded Program & ) 5
LoeFNn30s IEAF  LLORUDZOCO LE3ICO000 HLOODD  FROEFALLT 553375 n.oe
Cveral Resuk 583375

= Oblgation Humber

= Fund

* Funds Center n.on
= Functicnal area
= Funded Frogram

* Free characteristics
= Amount type
= Applcalion of funds
® Budgel Objecd Clase -
R—— Then click on Fund
= Commiment fem

: Comet oy column header

= Creabed oo

First, select Obligation
Item

= FCOrg. Level1

. Uclgallps;wm
- owa gkt
= Fostng dase

= Posting Dale (per S8L}

9. The resulting report breaks down the information by line item, as seen below.

une -v2

| New Analyss || Open | Save As | Varable Screen | Display As Tave {w| | Informatun [ Send || #rnt Version § Expert to Excat|[ Comments

v Cc'um‘.s rlu) s = . ®) a (c) s s
* Key Figures i ‘ub'":)"

X o Obigation Number > Oblgation fem$  Funds Center =  Functonalarea®  Funded Program $ s
* Obigation Number

i LOZPXD3103 10 LLORMOS000  LF2000CV.JS0000  LFESS1GAN000 2,000.00 0.00
& atcn fem
e cm:« 2 LLORMOS000  LE3200000HLOGO ~ FPOEFAULT 551500 0.00
R 30 LLORMOS000  LB3200000.5L000D ~FPOEFAULT 60.00
« Funded Program @ LLORMOS000  LB3200000HLOCOO FPOEFAULT 25875
v free characteristics Oversd Resut 783378 2.00

= Amount type
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10. Scroll to the right to see the original obligation column, unpaid expenditures, paid expenditures,
and other information. This will show you how much was obligated, how much has been paid,
and each of the payments against the obligated amount.

Export to Excel | Comments

lal = &} a [} = (i} el = (i} 1] ih}
Qriginal Obkgation ™ Tobsl Uegsid Expancitures ™ Aulomace? Accrual ™ Unpak Exgend wip Boorads ©  Paid Exgeediures ™ PR & Unpaid Expesd wi Boorusle & Undugpended Dbl wincerusls = Unexpendes O
(b-ch 1] (=1} (a-d-eh
Frogram = 5 5 3 $ 5 5
GADDID 2,000.00 1] ooo Z.000.00 Z000 .00 [
W 5,515.00 a0 0.00 5219.50 5219.50 295,50
WLT E0.00 &0.00
WLT IR TE 2ERTS
TAMTE (1] b.00 721880 21880 B4

If the unexpended obligations with accruals column shows an amount outstanding, that means the
entire obligation was not expensed. (Your paid expenditures should be the same amount as your
original obligation). If there is an outstanding amount, you will need to do a modification under
the purchase order and do a de-obligation against the correct line item to de-obligate the
remaining balance. (The unexpected obligations show for each line item on the report).

Column B of the report shows items for which the goods receipt or invoice have been completed,
but the item has not yet been paid.

4.0 Troubleshooting/Common Errors

= Error message/Action/Examples — common transaction errors, BP questions

Error Description Resolution
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5.0 SOP Approval

Besides the relevant deployment and O&M team members (approvals noted in previous section), SOP's
should be reviewed and approved by the BP Team lead, and the Production Support lead.

Name Role Approved Date
FBMS PMO - Business
Process Team Lead
FBMS PMO - Production
Support Manager
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