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PREFACE

This manual is designed to provide you, the Accounting Technician, with the information
necessary to obligate purchase orders and 1358s, process receiving reports,
amendments, and adjustment vouchers, make General Post Fund transactions, and track
invoices for payment into the Financial Management System (FMS). The Integrated
Funds Distribution, Control Point Activity, Accounting and Procurement (IFCAP) package
automates functions in Acquisition and Materiel Management (A&MM), Fiscal and for all
VA Services that request supplies and services. The goal of IFCAP is to integrate these
three areas and allow users to share procurement and financial information.
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1 Introduction

1.1  The Role of the Accounting Technician

As an Accounting Technician, you have an important role in the way the Department of
Veterans Affairs manages its finances. Accounting Technicians control, coordinate and
direct a variety of financial documents and reports and ensure their timely, accurate
disposition. Accounting Technicians inspect purchase orders and requisitions, obligate
and amend transactions of funds, and review and forward invoices and receiving reports
for payment. Accounting Technicians rely on Control Point Officials and Purchasing
Agents to provide accurate information about the obligations that the Accounting
Technician charges to the Control Point. They also rely on the Warehouse Clerks to
process receiving reports quickly and accurately, and the Purchasing Agents and
Requisition Clerks to process amendments and adjustment vouchers quickly and
accurately. Vendors rely on the Accounting Technician to make sure that the receiving
reports are promptly transmitted for payment and that certified invoices are processed
according to the Prompt Payment Act.

1.2 How to Use This Guide

This guide explains how to perform the role of the Accounting Technician by dividing
that role into small, manageable tasks. The authors of this guide have listed these tasks
in successive order so that each instruction builds on the functionality and information
from the previous instructions. This will allow new Accounting Technicians to use this
guide as a tutorial by following the instructions from beginning to end. Experienced
Accounting Technicians can use this guide as a reference tool by using the index and
table of contents.

Before you plunge into learning about your job as Accounting Technician, please take a
few moments to familiarize yourself with how this guide is put together.

1. Read all of 1. It explains how to interpret the graphics and typestyles used in this guide.

2. If this is your first exposure to using VistA, you should become familiar with
terminology and functions that are used throughout VistA applications. There are
several manuals and guides that provide a foundation for use of Kernel, FileMan,
and MailMan. These documents replace the old DHCP User’s Guide to Computing,
which is obsolete. You will find these at:

Kernel: VA Software Document Library — Kernel
FileMan: VA Software Document Library - FileMan
MailMan: VA Software Document Library - MailMan
IFCAP Version 5.1 1-1 September 2025
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Chapter 1: Introduction

3. Read the remainder of this guide.

1.2.1  Hypertext and Hyperlinks

This document contains "hypertext” that provides links to other parts of this document
or to other related documents. Hypertext is a computer-based text retrieval system that
enables you to access particular locations in electronic documents by clicking on
hyperlinks in those documents. If you are viewing this document on your computer
screen (as opposed to reading a printed copy), you will find certain hyperlinked words or
phrases.

1.

An internal or “cross-reference” hyperlink allows you to “jump” to another part of
this document. Typically, these hyperlinks will be imbedded in sentences like “See
the IFCAP Glossary in 14.” Although such internal cross-references may not be shown
in blue, if you move your mouse over such phrases, a pop-up box will display the
link, like this:

our copy Of‘vVOI“d, J Curre.n.t I:JJcl-cdumE‘mt
ped from. TypicallyClick to follow link
lossary in Chapter 13." Although such

If you have the Web toolbar enabled in your copy of Word, just click the back @ icon
on the toolbar to return to where you jumped from.

Another kind of internal hyperlink uses “bookmarks” to direct you to other locations
in this document. These are normally presented in a blue font. Again, click the back
icon on the toolbar to return to the point where you jumped from.

Links to web pages or Internet sites should open in your web browser (typically Internet
Explorer®). Use the browser's “back” button to return to this document. Since Internet
Explorer and Word are both Microsoft products, do not close the browser window, since
this may (under certain circumstances) also close this document.

Links to some external documents (for example, other Word documents) may
(depending on your system settings) open in Word. Such links are also usually
presented in a blue font. For example, note the shortcut graphic with blue hyperlink
to the other online documents shown in the boxed note below. Use the back icon on
the menu bar to return to where you jumped from.
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In either case, you may click (or, depending on your computer’s operating system or
software version, you may have to hold down the <CTRL> key while clicking) on the link
to see the other document or move to the specified place in this document.

1.2.2 Procedure Steps

Procedures that you perform in an exact order will list the steps involved. Look for
STEP numbers as in the following samples:
1. Select the FMS EXCEPTION option.

2. Enter the latest date that you want to retain entries. IFCAP will delete all
entries recorded before that retention date.
There are also paragraphs that simply discuss a process. In these instances, you do
not need to perform any process discussed using a particular order.

1.2.3 Typographical Conventions

This guide uses a few conventions to help identify, clarify, or emphasize information.

Type: The word “type” is used in this guide to mean straightforward typing at
your terminal keyboard.

Keys: In this guide, computer keys that you press, but which do not result in
words appearing on your screen, are represented inside <ANGLE BRACKETS> using
the COURIER NEW font (examples: <CTRL>+<S>, <ENTER>).

<ENTER>: The term <ENTER> is used to indicate that you must send whatever you
have been typing on your keyboard to the computer. When you have completed
typing your response, you send it to the computer by pressing the return or enter
key once.

Emphasis: Italic text (such as must or not) is used to emphasize or draw your
attention to a situation or process to perform. Pay close attention to statements
containing italic text.

Program and Utility Names: Names of software programs and utilities appear in
bold type (like FileMan).

Menus, Options, File and Field Names: Names of menus, menu options, files,
and similar items are shown in the COURIER NEW font (as in “Select the FMS
EXCEPTION option”).

Alert Icons: Whenever you need to be aware of something important or
informative, the Guide will display a boxed note with an icon to alert you; icons
are shown in Table 1-1. Look for these icons in the left and right margins of the
document.
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Table 1-1lcons Used in Boxed Notes

Icon | Meaning

& Warning: Something that could adversely affect your use of the Query Tool
or of the material available in the IFCAP databases.

Tip: Advice on how to more easily navigate or use the Guide or the software.

&

‘y Information: or Note: Additional information that might be helpful to you
or something you need to know about, but which is not critical to
understanding or use of the software.

Q Technical Note: Information primarily of interest to software developers,
IRM or Enterprise VistA Support (EVS) personnel. Most users can usually
safely ignore such notes.

‘(y Question: A question that might come to your mind (hopefully, followed by
an Answer!)
Y
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1.3 FileMan Date Conventions

Throughout the guide, FileMan date conventions have been used. A date-valued

response can be entered in a variety of ways. The following is a typical help prompt for a
date field:

EXAMPLES OF VALID DATES:

JAN 20 1957 OR 20 JAN 57 OR 1/20/57 OR 012057

T (FOR TODAY), T+1 (FOR TOMORROW), T+2, T+7, ETC.

T-1 (FOR YESTERDAY), T-3W (FOR 3 WEEKS AGO), ETC.

IF THE YEAR IS OMITTED, THE COMPUTER USES CURRENT YEAR. TWO DIGIT YEAR
ASSUMES NO MORE THAN 20 YEARS IN THE FUTURE, OR 80 YEARS IN THE PAST.

Note: If you do not specify the year when you enter a date, IFCAP will assume that you
are referring to the current calendar year. This could cause some confusion around the
fiscal year turnover period when you are more likely to be entering dates for next year

(when the current Fiscal Year is the same as the next Calendar Year).

1.4 Package Management, Legal Requirements and Security
Measures

Only authorized Control Point users are able to enter, edit, or view requests or any other
information for a particular Control Point. This is a security measure that prevents users
from altering the requests of others. Due to the nature of the information being
processed by IFCAP, special attention has been paid to limiting usage to authorized
individuals. Individuals in the system who have authority to approve actions, at whatever
level, have an electronic signature code. This code is required before the documents
pass on to a new level for processing or review. Like the access and verify codes used
when gaining access to the system, the electronic signature code will not be visible on
the terminal screen. These codes are also encrypted so that they are unreadable even
when viewed in the user file by those with the highest levels of access. Electronic
signature codes are required by IFCAP at every level that currently requires a signature
on paper.

1.5 Package Operation

IFCAP automates fiscal, budgetary, procurement, inventory, invoice tracking and
payment activities. To accomplish all of these tasks, IFCAP consists of several functional
components, each responsible for a similar set of tasks:

e Funds Distribution (Fiscal Component)

e Funds Control (Control Point Component)

e Processing Requests (Control Point Component)

e Purchase Orders/Requisitions (A&MM Component)
e Accounting (Fiscal Component)
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e Receiving (A& MM Component)
e Inventory (A&MM/Control Point Component)

Different kinds of IFCAP users have different menus. If the menus in this manual include
options that you do not see on your screen, do not panic! The instructions in this
manual only use the options that you have as an Accounting Technician. If you do not
know what to enter at an IFCAP prompt, enter one, two or three question marks and
IFCAP will list your available options or explain the prompt. The more question marks
you enter at the prompt, the more information IFCAP will provide.

The options you use on IFCAP have been divided into groups based upon the type of
work you do. When you select these options, IFCAP will ask you a series of questions. If
you do not understand the question or are unsure of how to respond, enter a question
mark (?) and the computer will explain the question, or allow you to choose from a list
of responses.

The main menu for the Accounting Technician contains these sub-menus:

e Accounting Utilities Menu - This menu allows you to edit vendor files, clear a
program lock, and review undelivered orders and reports.

¢ Document Processing Menu - This menu allows you to correct errors, and
inspect, forward, or return obligations, receiving reports, amendments, purchase
orders, and service orders.

e FMS Code Sheet Menu - This menu allows you to create, edit, delete, and review
manual code sheets, and determine the status of transmission stacks.

e Receiving Report Transmission Menu - This menu allows you to change the
transmission date of a queued receiving report, retransmit a receiving report, and
delete a report from the transmission queue.

e Reprint Menu - This menu allows you to print receiving reports, purchase orders,
and service orders.
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2 Inspect Purchase Orders and Requisitions

2.1 Introduction

This chapter explains how to inspect purchase orders and requisitions before obligating
funds for purchase from the Control Point.

2.2 Purchase Order Number

Does the purchase order number follow the correct numbering system? If it does not,
return the purchase order or requisition to Acquisition and Material Management
(A&MM). Call the contracting officer listed on the purchase order or requisition and
advise that the purchase order number is incorrect.

2.3 Invoice Address

Does the address in IFCAP in the Mail Invoice To: field correspond to the method of
payment? If not, return the purchase order or requisition to Acquisition and Material
Management (A&MM). Call the contracting officer listed on the purchase order or
requisition and inform them that the invoice address is incorrect. All certified purchase
orders should list Fiscal Service in the Mail Invoice To: field.

2.4 Cost Center

Compare the cost center to the requesting service. The cost center should agree in some
way or other to the function of the service, for example, 822400 would be a valid cost
center for Pharmacy Service. If the Cost Center is wrong, you can change it by following
these three steps:

1. From the Accounting Technician Menu, select DOCUMENT PROCESSING MENU

2. From the Document Processing Menu , select Obligation Processing.

3. Enter the purchase order number. When IFCAP asks if the information on the

purchase order is correct, answer ‘N" and enter the correct cost center. At the
SHOULD THE COST CENTER OR BOC INFORMATION BE EDITED AT THIS
TIME? prompt, answer Y. Change the cost center.

You may also return the purchase order or requisition to the Purchasing Agent. The
Purchasing Agent can return it to the Control Point for correction. If the service
continues to send purchase orders or requisitions with an incorrect cost center, ask the
Budget Analyst to review the list of available cost centers for the Control Point.
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2.5 Fiscal Source Code

Compare the fiscal source code to the vendor. The vendor should have the correct fiscal
source code. If not, return the purchase order or requisition to Fiscal Service or A&MM.
If the service continues to send purchase orders or requisitions with an incorrect source
code, ask the Purchasing Agent in Acquisition and Materiel Management (A&MM) to
change the source code for the vendor.

2.6 Budget Object Code

Compare the Budget Object Code (BOC) number on the purchase order or requisition to
the transaction code descriptions in VA HANDBOOK 4671.2.

The BOC should match the budget object code descriptions. If not, you can change it by
following these three steps:

1. From the Accounting Technician Menu), select DOCUMENT PROCESSING MENU

2. From the Document Processing Menu, select Obligation Processing.

3. Enter the purchase order number. When IFCAP asks if the information on the
purchase order is correct, answer ‘N' and enter the correct BOC.

You may also return the purchase order or the requisition to Acquisition and Material
Management Service for return to the service. If the service continues to send purchase
orders or requisitions with an incorrect budget object code, ask the Budget Analyst to
change the list of available budget object codes for the Control Point.

IFCAP Version 5.1 2-2 September 2025
Accounting Technician User Guide



3 Obligating and Amending Purchase Orders

3.1 Introduction

Purchase orders are orders to a vendor to deliver items. The 2138 has a receipt date and
a single, private vendor. This is different from the 1358 Obligation forms, which are for
services.

3.2 Is there Adequate Funding for the Purchase Order?

Control Points cannot process a request if the request exceeds the amount of their
allotted funds. At the end of a fiscal year, some Control Points are given the authority to
over-commit funds so that they can obtain bids or quotes for next year's purchases. You
should receive a daily report from the Austin Finance Center called the Status of
Allowance Report, listing the funds available for each Control Point. Check this document
closely for availability of funds, especially at the close of a fiscal year.

3.3 Obligating a Purchase Order

3.3.1 Menu Path

From the Accounting Technician’s Menu, select Document Processing Menu. From the
Document Processing Menu, select Obligation Processing.

Figure 3-1 Menu Path

Document Processing Menua _ ..

Becounting Utilities Menn ...

Beprint Menu ...

Beceiving Report Transmission Menu ...

FME Code Sheet Menu . ..

IRS Offset Code Sheet Menu ...

Print Obligated 13G8s

Purchase Card Transactions Print Menu ...
Select Accounting Technician Menu Option: Document Processing Menu

1358 Processing Menu ...

Emendment Processing

GFeneral Post Funds Begquests Processing

Invoice Processing [(RCCTG) Menu - oo

Obligation Processing

Process Feceiwving Beport

Beturn Purchase Order to Supply

Beturn PO BEmendment to Supply

FME Bejected Obligation Document Processing ...

Select Document Processing Menu Option: Okligation Processing
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3.3.2 Select Order Number

Enter a STATION NUMBER and a PURCHASE ORDER NUMBER at the appropriate prompts. If
you do not know the Purchase Order Point, enter three question marks (???) at the
prompt and IFCAP will display the available orders.

Figure 3-2 - Select Order Number

Select STATION NUMEER ('~' TO EXIT): &28/F WASHINGTON, DC
Select Purchase Order Humber: 777
Choose from:
Tooool gR8-000001 02-23-00 5T Pending Fiscal Action
FCP: 081 % 10&€.20

Select Purchase Order Number: U001 &BE-T00001 02-23-00 5T Pending Fiscal Acticon
FCP: 0OB1 % 10e.20

3.3.3 Display Order Information

IFCAP will display the purchase order and ask if the Control Point and cost center
information are correct. If not, answer N to edit the information. Otherwise, enter Y.
IFCAP will display the cost of the order and its effect on the uncommitted and un-
obligated balances of the Control Point. IFCAP will also display the status of funds
balance for the Control Point. The status of funds balance is the funds available to the
Control Point at the time the purchase order is being obligated. If the un-obligated
balance is greater than the net cost of the order, then you can obligate the order.
Otherwise, return the order to the Purchasing Agent or Requisition Clerk.

Figure 3-3 - Display Order Information
Obligation Processing
Purchase Order - GHE-UDOO00L1

COST CENWTER: 228100 CONTROL POINI: 081 SED
BOC: 26E0 LMOUNT : = 10E6._20
Het Cost of Order: 5 106 .20

Justification(s):

HNo Justification Information shown.
The information listed sbove is recorded on this Purchase Order.
Is the akbowe information correct? YES//S

HNet Cost of Order: g 10&_ 20
Control Point Balances

Uncommitted Balance: % 255552 _R0
Unokligated Balance: 3 30000000
Committed, Mot Obligated: 3 T_20

O to Continue? YES//S
Would wou like to review the entire Purchase Order? YES//
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3.3.4 Obligation Date

Enter the date the purchase order is obligated at the SELECT OBLIGATION
PROCESSING DATE: prompt. This date determines the accounting period, fiscal quarter,
etc., of the purchase order for FMS records. IFCAP will ask you if the purchase order is
ready to transmit to FMS. The invoice will be paid when the invoice and the receiving
report are in agreement. Payment occurs 23 to 30 days after the invoice as received or
the goods were received, whichever is later.

Figure 3-4 - Obligation Date

Select Obligation Processing Date: JAN 5, 1554/ ([JARN 05, 1554
This Purchase Order Obligation will now generate the
Original Entry Miscellansous Order (MO) Document. The MO Document
will be marked for transmission to EMS.
Transmit this Document to FME? YES//
The Electronic Signature must now be entered to generate the MO Document.
Enter ELECTRONIC SIGHATURE CODE: Thank you.
-..now generating the FMS Miscellaneous Order (MO) Document. ..
. .EXCUSE ME, HOLD OM...

3.3.5 Post Using Status of Funds Tracker

IFCAP may ask you if you want to post this purchase order to the Fiscal Status of Funds
Tracker, a financial tracking option used at some facilities. If you see this prompt, enter a
Control Point name. If you do not know the Control Point, enter three question marks
(?77?) at the SELECT CONTROL POINT NAME: prompt and IFCAP will display a list of the
available Control Points.

If you do not see this prompt, it is ok. It means your site has opted not to use that
functionality.

Figure 3-5 Post Using Status of Funds Tracker

Do ywou wish to post this information to the Fiscal Status of Funds
Tracker? NHO// 277

If you answer "YES', vou will be asked the information necessary to post
the code sheet to the Fiscal Status of Funds. 2 "HO' or an """ will
zkip the bypass the posting.

Do you wish to post this information te the Fiscal Status of Funds
Tracker? NOSf/ ¥ (¥YES)

BEMEMEER, DO NCOT ENTER TEANSACTICH FOE FUTURE QUARTEERS!

Select CONTROL POINT MAME: 2727
CHOOSE FROM:
33 033 PHARMACY
40 040 BUILDING MANAGEMENT
44 044 FEE BASIS
&8 068 REC M&R
73 073 ENGINEERING
Select CCNTROL POINT MAME: 033 PHABMACY
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3.3.6 Enter Transaction Amount

Enter a TRANSACTION AMOUNT. Enter the amount as an increase if the transaction is a
refund, rebate or some other transaction that returns obligated money to the Control
Point; enter additional expenses as deductions.

IFCAP will show the effect of the transaction on the estimated balance and ask you if
you want to post the transaction now or wait until later.

If this transaction affects additional Control Points, enter another Control Point at the
SELECT NEXT CONTROL POINT NAME: prompt. Otherwise, enter a caret (") at the
prompt. You can print the purchase order to the printer designated for Fiscal Service
and Supply Service, or you can enter N at the DO YOU WISH TO QUEUE THE PURCHASE
ORDER TO ANOTHER PRINTER?: prompt and specify another printer. Enter another
station number at the SELECT STATION NUMBER: prompt if you have another
transaction to enter. Otherwise, enter a caret (") at the prompt to return to the
DOCUMENT PROCESSING MENU.

Figure 3-6 Enter Transaction Amount

ENTER TRANSACTICN AMOUNT: 45.01

(I})ncrease or (D)ecrease to balance? D//277

Enter a <CRB>» or 'D' to DECREASE the bkalance in the =tatus, an 'I' to INCRERSE
the balance, or an """ to ABORT the option.

{I)ncrease or (D)ecrease to balance? Df/S

THE QLD ESTIMATED BALAWCE IS $0.00

THE NEW ESTIMATED BALAWCE IS $-4B.01

OE TO POST? YES// (YES)

POSTED

Select Next Contreol Point Hame:

I'M CCNFUSED ABCOUT WHICH CCNTROL POINT YOU WANT, TRY RGATIHN.

USE AN '~'" TO QUIT

Select CONTROL POINT NAME:

.. HMMM, THIS MAY TAKE R FEW MOMENTS...

...0NowW generating the PHA transacticn...

Do you wish to gueue the Purchase Order to another printer? HO//S
Select STATION WUMBER (""" TO EXIT): &BS//S

3.4 Amend a Purchase Order

3.4.1 Is There Adequate Funding for the Amendment?

Control Points cannot process an amendment if the amendment exceeds the amount of
their allotted funds. At the end of a fiscal year some Control Points are given the
authority to over commit funds so that they can obtain bids or quotes for next year's
purchases. You should receive a daily report from the Austin Finance Center called the
‘Status of Funds Report,' listing the funds available for each Control Point. Check this
document closely for availability of funds, especially at the close of a fiscal year. This
information is also available on an FMS report called the Object Class by Allowance
Report.
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3.4.2 Obligate an Amendment

Amendments add, delete, or adjust items on a purchase order before the item is
received. Amendments are different from adjustments, which adjust the quantity of an
item on a receiving report after it is processed by Fiscal Service.

3.4.2.1 Menu Path

From the Accounting Technician’s Menu, select Document Processing Menu. From the
Document Processing Menu, select Obligation Processing.

Figure 3-7 Menu Path

Document Froceszsing Henu ...

Accounting Utilities Menu ...

Reprint Menu ...

Receiving Report Transmission Menu ...

FMS Code Sheet Menu ...

IRS Qffset Code Sheet Menu ...

Print Okbligated 1358=

Purchase Card Transactions Print Menu ...

Select Accounting Technician Menu Opticon: Document Processing Menu

1358 Processing Menu ...

Amendment Proceasing

General Post Funds Reqgueats Processing

Invoice Processing (ACCTG) Menu ...

Opligation Processing

Process Recelving Beport

Beturn Purchase Order to Supply

Beturn PO IZmendment to Supply

FM3 Rejected Chligation Document Procesaing ...

Select Deocument Processing Menu Option: Okligation Proceszing

3.4.2.2 Enter Electronic Signature

Enter a STATION NUMBER, FISCAL YEAR, and your ELECTRONIC SIGNATURE CODE.
Enter the PURCHASE ORDER NUMBER. If you do not know the purchase order number,
enter three question marks (???) to have IFCAP will list the available purchase orders.
Enter an AMENDMENT. If you do not know the amendment number, enter three question
marks (??7?) and IFCAP will list the available amendment numbers.

Figure 3-8 Enter Electronic Signature

Select STATICON NUMBER (""" TO EXIT): &BS// WASHINGTCN, DC

Select FISCAL YERR (""" to EXIT): 95//

Enter ELECTRONIC SIGHATURE COLDE: Thank wyou.

Select Purchase Order Humber: 83E-A40406 INVOICE/RECEIVING REPCRT Or

dered and Okligated

Select AMENDMENT: 7

Answer with AMENDMENT, or HUMBER:
1 1

Select AMENDMENT: 1

.. .SORRY, JUST & MOMENT PLEASE...
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3.4.23 Display Amendment

IFCAP will show the amendment, the contractor, and the requisition or purchase order
affected by the amendment.

Figure 3-9 Display Amendment

Z. MOD. HO.: 3. EFTECTIVE DETE: [ 4. EEQUISITICR/F.O. EEQ. FC.:
1 3/30/%4 | RB40406
8. NAME AND ADDRESS OF CONTRACTOR | 10%. MODIFICATION OF CONTEACT/ORDER
CENTEAL BUSINESS SERVICES AND SUPFLY | HO.eBE-R40406
4000 RESEEVOIE ROAD | CONTRACT £ 1: 94-123n
SUITE 200 l------
WASHINGTCON, DC 20008 | 10B. DATED (See Item 13) 3/17/9%4

12. ACCOUNTING AND AFPROFRIATION DATA (If required)
3& 0869-2222

IMPORTANT: Contractoer iz not regquired to sign this deocument and return
copies to the igssuing office.
14. DESCRIPTICH OF MODIFICATICH (ocrganized by UCF section heading,
including contract subject matter where feasikle.)

Except as provided herein, all terms and conditions of the document referenced
in Item 102, as heretofore changed, remains unchanged and in full force and
effect.

CONTRACTING OFFICER: IFUSER,CHE

3.4.24 Approve and Obligate the Amendment

At the ARE YOU READY TO APPROVE AND OBLIGATE THIS AMENDMENT?: prompt,
answer "Y" to approve and obligate the amendment. Verify that the Budget Object Code
information is correct. You may also print the amendment.

Enter the date the purchase order is obligated at the SELECT OBLIGATION
PROCESSING DATE: prompt. Answer Y at the TRANSMIT THIS DOCUMENT TO FMS?
prompt. Enter your ELECTRONIC SIGNATURE CODE. Enter another purchase order
number at the SELECT PURCHASE ORDER NUMBER: prompt, or press <ENTER> to
return to the DOCUMENT PROCESSING MENU.
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Figure 3-10 Display Amendment

The information listed above i=z reccorded con this Purchase Order amendment.
Are you ready to approve and obligate this amendment? YES//
Amendment Processing
The fellowing informaticn appears on the criginal and any previously amended
Purchase Order:

FPurchas=ze Order - 623-A404086

COST CENTER: 213400 CONTROL POINT: 2222 FM3 TEST CONM BOINT
Het Cost of Order: 3 63.85
Amendment Processing
Het Cocst of Order: g &8.85

Ho Contrel Point kalances availakle at thisz time.

Amendment Processing

The fellowing inf
Purchas=ze Crder:

ormaticn appears on the criginal and any previously amended

Furchase Order - 833-A40408

CO5T CEWTER: 513400 CONTROL BOINT: 2222 FMS TEST CCN POINT
Het Cost of Order: 3 683.85
Amendment Processing
Het Cost of Order: 2 &3.85

Mo Contrcl Point kbalances availakble at this time.
Amendment Processing
The following informaticon appears on the amended Purchase Order
ag listed in the DESCRIPTICH OF MODIFICATICH:
Ig the above BOC information correct? YES//S
Would yvou like to print this amendment? YES// n NHO
Select Obligation Processing Date: MAR 18,19%95// (MAR 185, 1555)
Thi=z Purchase Order Amendment Obligaticn will now generate the
Modification Entry Miscellanecus Order (MO) Document. The MO Document
will ke marked for transmissicn to FMS3.
Transmit this Document to FM3? YES//
The Electronic Signature must now be entered to generate the MO Document.
Enter ELECTRONIC SIGHATURE CODE: Thank vou.
.. .copving amendment information kack to Purchase Order file...
.S0FRY, LET ME THINE ABOUT THAT & MOMENT...
.now generating the FM3 Miacellaneous Order (MO) Document...
CUSE ME, HOLD ON...
Tt Purchase Order Humber:
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4 Obligating and Adjusting 1358 Transactions

41 Inspect the 1358 for Correctness

Are the cost center and budget object code (BOC) appropriate for this purchase? Is the
Purpose (justification) adequate? Is the Purpose sufficiently explained? If the cost center
or budget object code is wrong, you can correct them during the obligation process. If
the Purpose (justification) is incorrect or inappropriate, return the 1358 to the service.

4.2 Is There Adequate Funding for the 13587

Control Points cannot process a 1358 if the 1358 exceeds the amount of their allotted
funds. At the end of a fiscal year some Control Points are given the authority to over
commit funds so that they can obtain bids or quotes for next year's purchases. You
should receive a daily report from the Austin Finance Center called the 'Status of Funds
Report,' listing the funds available for each Control Point. Check this document closely
for availability of funds, especially at the close of a fiscal year. This information is also
available on an FMS report called the Object Class by Allowance Report.

4.3 Obligate the 1358

4.3.1 Menu Path

From the 1358 PROCESSING MENU, select OBLIGATE 1358.

Figure 4-1 Menu Path

Select Lccounting Technician Menu Opticn: Document Proceszing Hen
Select Document Processing Menu Option: 1353 Processing Menun

Opligate 1353

Adjust (Increase/Decrease) 1353

Liguidate 135E

1353 Print Menu ...

Close 1358

Recalculate 1358 Ealances

Beopen a Closed 1356

Send 1358 kack to Service without action

Select 1358 Processing Menun Opticn: Obligate 1358

4.3.2 Enter Station Number

Enter a STATION NUMBER and a FISCAL YEAR. Enter the TRANSACTION NUMBER of
the 1358 you wish to obligate. You will be able to view the Authority, Sub-authority,
Service Start Date and Service End Date on the screen.

You will be asked to review the 1358 request:
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Would you like to review this request?? No// Y (Yes)

Responding NO will continue with the 1358 Obligating. Responding YES will then display all the
detailed information on the 1358 to ascertain full 1358 compliance prior to obligating. Once the
display has completed you will be asked:

Would you like continue obligating this 1358?? Yes// N (No)

Responding NO will exit the Obligate 1358 option. Responding YES will allow continuation of
the 1358 Obligate processing.

At the WILL THIS 1358 OBLIGATION NEED TO BE ACCRUED IN FMS? prompt,
enter Y if this obligation should be distributed among multiple accounting periods.
Otherwise, enter N. Confirm that the information is correct.

Enter N at the ARE THESE AUTO ACCRUAL VALUES CORRECT? prompt to edit the
Cost Center or BOC. Otherwise, enter Y.

Enter Y atthe IS THE ABOVE INFORMATION CORRECT? prompt to continue.

Figure 4-2 Setup Parameters

SELECT STATION NUMBER ('"' TO EXIT): 688// WASHINGTON, DC
SELECT FISCAL YEAR ('"' TO EXIT): 00//
SELECT CONTROL POINT ACTIVITY TRANSACTION NUMBER:
1358 TRANSACTION - 688-11-1-110-0009
COST CENTER: 842100 AMOUNT: $ 19999.00
BOC #1: 2580 AMOUNT #1: $ 19999.00

AUTHORITY: 2 FEE BASIS

SUB: C HOMEMAKER/HOME HEALTH AID
SERVICE START DATE: OCT 01, 2010
SERVICE END DATE: OCT 31, 2010

MONTHLY HHA COSTS <= THIS IS THE PURPOSE (JUSTIFICATION)

VENDOR: HOLDRENS INC

WOULD YOU LIKE TO REVIEW THIS REQUEST?? NO// Y (YES) YES WILL DISPLAY 1358
NO WILL CONTINUE OBLIGATION

WOULD YOU LIKE CONTINUE OBLIGATING THIS 1358?77 YES// Y (YES) ONLY SEEN IF [JYES[] TO REVIEW
YES, WILL CONTINUE OBLIGATION
NO WILL EXIT OBLIGATION PROCESSING

EDITING AUTO ACCRUAL INFORMATION...

THIS 1358 OBLIGATION APPEARS TO BE FOR SERVICES.

CURRENT VALUES FOR AUTO ACCRUAL FOR 1358:
ENDING DATE FOR SERVICE: OCT 31, 2010
AUTO ACCRUAL FLAG: NO

ARE THESE AUTO ACCRUAL VALUES CORRECT? YES//NO
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CURRENT VALUES FOR AUTO ACCRUAL FOR 1358:
ENDING DATE FOR SERVICE: OCT 31, 2010//
AUTO ACCRUAL FLAG: NO// YES

CURRENT VALUES FOR AUTO ACCRUAL FOR 1358:
ENDING DATE FOR SERVICE: OCT 31, 2010
AUTO ACCRUAL FLAG: YES

ARE THESE AUTO ACCRUAL VALUES CORRECT? YES//

4.3.3 Review Balances

Look at the un-obligated balance of the Control Point. If the amount of the 1358 is less
than the un-obligated balance, enter Y at the OK TO CONTINUE? prompt. Otherwise,
enter N and return the 1358 to Fiscal Service.

Figure 4-3 Review Balances

UNCOMMITTED BALANCE: $ 977607.00
UNOBLIGATED BALANCE: $ 999004.00
COMMITTED, NOT OBLIGATED: $ 21397.00
TO CONTINUE? YES//

4.3.4 Enter Obligation Number

Enter an obligation number for the 1358. Answer Y at the TRANSMIT THIS DOCUMENT
TO FMS? prompt. Enter your ELECTRONIC SIGNATURE CODE. Enter a STATION
NUMBER at the SELECT STATION NUMBER: prompt to obligate another 1358 or enter
a caret (") at the prompt to return to the 1358 PROCESSING MENU.
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Figure 4-4 Enter Obligation Number

ENTER A NEW 1358 OBLIGATION NUMBER OR A COMMON NUMBERING SERIES
1358 OBLIGATION NUMBER: C15 688-C15  ACCOUNTING TECHNICIAN
ARE YOU ADDING '688-C15003' AS A NEW 1358 OBLIGATION NUMBER? Y (YES)

SELECT OBLIGATION PROCESSING DATE: OCT 8,2010// (OCT 08, 2010)

THIS FMS DOCUMENT WILL BE TRANSMITTED ON 10/08/10 AND WILL
AFFECT THE ACCOUNTING PERIOD OF OCTOBER 2010. THE ACCOUNTING
PERIOD AFFECTED IN FMS WILL BE 0111.

IS THIS OK? YES//
THIS 1358 OBLIGATION WILL NOW GENERATE THE

ORIGINAL ENTRY SERVICE (SO) ORDER DOCUMENT. THE SO DOCUMENT
WILL BE MARKED FOR TRANSMISSION TO FMS.

TRANSMIT THIS DOCUMENT TO FMS? YES//
THE ELECTRONIC SIGNATURE MUST NOW BE ENTERED TO GENERATE THE SO DOCUMENT .

ENTER ELECTRONIC SIGNATURE CODE:
SORRY, BUT THAT'S NOT YOUR CORRECT ELECTRONIC SIGNATURE CODE.
ENTER ELECTRONIC SIGNATURE CODE: THANK YOU.

...NOW GENERATING THE FMS SERVICE ORDER (SO) DOCUMENT...
...EXCUSE ME, I'M WORKING AS FAST AS I CAN...

...UPDATING 1358 OBLIGATION BALANCES...

...EXCUSE ME, LET ME THINK ABOUT THIS FOR A MOMENT...

. .CONTROL POINT HAS BEEN NOTIFIED OF THIS TRANSACTION...

4.3.5 Enforcing Segregation of Duties on 1358s

If you select a 1358 transaction for Obligation and you were a Requestor or Approver on
that 1358 transaction, you will be advised of the Role you already performed on the
transaction and will not be permitted to Obligate the 1358.

Figure 4-5 Enforcing Segregation of Duties on 1358s

SELECT 1358 PROCESSING MENU OPTION: OBLIGATE 1358

SELECT STATION NUMBER ('"' TO EXIT): 688// WASHINGTON, DC

SELECT FISCAL YEAR ('"' T0 EXIT): 11//

SELECT CONTROL POINT ACTIVITY TRANSACTION NUMBER:688-11-1-110-0009
1358 TRANSACTION - 688-11-1-110-0009

COST CENTER: 842100 AMOUNT: $ 19999.00
BOC #1: 2580 AMOUNT #1: $ 19999.00
AUTHORITY: 2 FEE BASIS
SUB: C HOMEMAKER/HOME HEALTH AID
SERVICE START DATE: OCT 01, 2010
SERVICE END DATE: OCT 31, 2010

MONTHLY HHA COSTS

You are the Approver on this 1358 transaction.

IFCAP Version 5.1 4-4 September 2025
Accounting Technician User Guide



Chapter 4. Obligating and Adjusting 1358 Transactions

Per Segregation of Duties, the Approver is not permitted to Obligate the 1358
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5 Enforcing Segregation of Duties in Online
Certification System for 1358 Obligation

An interface exists between the IFCAP application and the Online Certification System
(OLCS) located at the Financial Services Center (FSC) in Austin, Texas. The interface will
support the validation of the Certifier of Payment role in the OLCS.

The interface is a one-way data exchange of 1358 Obligation data from the IFCAP
application to the OLCS using VistA MailMan messages. The mail messages support
segregation of duties within OLCS by providing OLCS with the names of the requestor,
approver, and obligator on every 1358 transaction as it is obligated in

IFCAP. Segregation of duties prevents a user from functioning in more than one role on
a 1358. The OLCS will verify that a certifier processing an invoice for a 1358 in OLCS is
not the requestor, approver, or obligator on that 1358 in IFCAP.

IFCAP triggers a VistA MailMan message to the OLCS when a 1358 is obligated (i.e.
Electronic Signature Code is entered). The exchange of 1358 Obligation data from the
IFCAP to the Online Certification System will occur in the background and be
transparent to IFCAP end-users.
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ENTER A NEW 1358 OBLIGATION NUMBER OR A COMMON NUMBERING SERIES
1358 OBLIGATION NUMBER: C15 688-C15  ACCOUNTING TECHNICIAN
ARE YOU ADDING '688-C15003' AS A NEW 1358 OBLIGATION NUMBER? Y (YES)

SELECT OBLIGATION PROCESSING DATE: OCT 8,2010// <ENTER> (OCT 08, 2010)

THIS FMS DOCUMENT WILL BE TRANSMITTED ON 10/08/10 AND WILL
AFFECT THE ACCOUNTING PERIOD OF OCTOBER 2010. THE ACCOUNTING
PERIOD AFFECTED IN FMS WILL BE 0111.

IS THIS OK? YES// <ENTER>

THIS 1358 OBLIGATION WILL NOW GENERATE THE
ORIGINAL ENTRY SERVICE (SO) ORDER DOCUMENT. THE SO DOCUMENT
WILL BE MARKED FOR TRANSMISSION TO FMS.

TRANSMIT THIS DOCUMENT TO FMS? YES// <ENTER>
THE ELECTRONIC SIGNATURE MUST NOW BE ENTERED TO GENERATE THE SO DOCUMENT .

ENTER ELECTRONIC SIGNATURE CODE:
SORRY, BUT THAT'S NOT YOUR CORRECT ELECTRONIC SIGNATURE CODE.
ENTER ELECTRONIC SIGNATURE CODE: THANK YOU.

...NOW GENERATING THE FMS SERVICE ORDER (SO) DOCUMENT...
...EXCUSE ME, I'M WORKING AS FAST AS I CAN...

...UPDATING 1358 OBLIGATION BALANCES... —
...EXCUSE ME, LET ME THINK ABOUT THIS FOR A MOMENT... IFCAP will trigger a VistA
. .CONTROL POINT HAS BEEN NOTIFIED OF THIS TRANSACTION... MailMan message to the -

. OLCS when a 1358 is
5.1 Adjustments to 1358s obligated (No message is
displayed to the user).

5.1.1 Introduction

Control Points may require changes to their obligated 1358 during the month. IFCAP
links the 1358 adjustment to the original 1358 by the obligation number and increases
or decreases the obligated total automatically.

5.1.2 Inspect the Adjustment for Correctness

Is the Purpose of the adjustment sufficiently explained? Decrease adjustments should
have a minus sign preceding the dollar amount; was the adjustment correctly entered as
a decrease or an increase? If not, return the adjustment to the Control Point.

5.1.3 Is There Adequate Funding for the Adjustment?

Control Points cannot process an adjustment if the adjustment exceeds the amount of
their allotted funds. At the end of a fiscal year some Control Points are given the
authority to over commit funds so that they can obtain bids or quotes for next year's
purchases. You should receive a daily report from the Austin Finance Center called the
‘Status of Allowance Report,' listing the funds available for each Control Point. Check
this document closely for availability of funds, especially at the close of a fiscal year. This
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information is also available on an FMS report called the Object Class by Allowance
Report.

5.1.4 Adjust the 1358
5.1.4.1 Menu Path

From the ACCOUNTING TECHNICIAN[S MENU, select DOCUMENT PROCESSING
MENU.

Figure 5-1 Menu Path

Select Accounting Technician Menu Opticn: Document Processzing Menu
Select Document Processing Menu Cption: 1358 Processing Menun

Opligate 1358

Adjust (Increase/Decrease) 1353

Licuidate 135E

1358 Prinmt Menu ...

Close 135§

Becalculate 1353 Balances

Beopen a Cloased 1358

Send 1358 bkack tc Service without action

Select 1358 Processing Menu Opticn: Adjust (Tncrease/Decrease) 1358

5.1.4.2 Enter Station Number

Enter a station number and a fiscal year. Enter the transaction number for the
adjustment. If you do not know the transaction number, enter three question marks at
the prompt and IFCAP will display the available transactions.

Figure 5-2 Setup Parameters

Select STATICH NUMBER (""" TO EXIT): &EBE//S WASHINGTCNW, DC
Select FISCRL YEAR ('"' to EXIT): 11//
Select CONTROL POINT ACTIVITY TRANSACTION NUMBER: 277

1 Cl5001 688-10-4-110-0012 ADJ Cl5001
2 Cl5002 688-11-1-110-0022 AL LCHNG LASTING TELEFHC C15003
3 Cl5006 688-11-1-110-0036 AL LCHNG LASTING TELEFHC C15006
4 Cl5007 &88-11-1-110-0037 ADJ LCONG LASTING TELEFHO C1:5007
3 Cl15008 688-11-1-120-0045 ADT Cl5148

TYEE "~' TO 3TCP, COR

CHOOSE 1-5: 5 Select CONTROL POINT ACTIVITY TRANSACTICNHN NUMEER: Select CONTROL POINT ACTIVITY
TRANSACTICH WUMBER: C13003 €EB85-11-1-110-0022 ADJ C1l35003

...retrieving 1358 information...

...30BRY, I'M WOREING AS FAST AS I CAN...

5.1.4.3 Review Balances

IFCAP will list the service balance, the fiscal balance, and the adjustment amount. The
service balance is the balance on the 1358 after the Control Point Clerk enters
authorizations. The fiscal balance is the balance on the 1358 after Fiscal Service enters
payments (liquidations). IFCAP will also list the cost center and the budget object code
for the original 1358 and for the adjustment, and the auto accrual values. Enter N at the
IS THE ABOVE INFORMATION CORRECT?: prompt to edit the Cost Center or BOC. At
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the WILL THIS 1358 OBLIGATION NEED TO BE ACCRUED IN FMS? prompt,
Enter Y if this obligation should be distributed among multiple accounting periods.
Otherwise, enter N. Confirm that the information is correct.

Figure 5-3 Review Balances

PROCESS 1358 ADJUSTMENT OBLIGATION #: 688-C15003

SERVICE BALANCE: $ 19,999.00
FISCAL BALANCE: $ 19,999.00
AMOUNT OF ADJUSTMENT: $ 777.00

ORIGINAL ADJUSTMENT
COST CENTER: 842100 842100
BOC #1: 2580 2580

EDITING AUTO ACCRUAL INFORMATION...

CURRENT VALUES FOR AUTO ACCRUAL FOR 1358:
ENDING DATE FOR SERVICE: OCT 31, 2010
AUTO ACCRUAL FLAG: YES

ARE

—

HESE AUTO ACCRUAL VALUES CORRECT? YES//

RETURNING TO OBLIGATION PROCESSING...

THE INFORMATION LISTED ABOVE IS RECORDED ON THIS 1358 OBLIGATION ADJUSTMENT.
IS THE ABOVE INFORMATION CORRECT? YES//

5.1.4.4 Enter Electronic Signature

IFCAP will list the transaction number of the adjustment, the current amount obligated
on the 1358, the total amount of authorizations for the 1358, the total liquidations
(payments) for the 1358, the authorization balance (payments authorized by the Control
Point), the liquidation balance (the balance on the 1358 after Fiscal Service enters
payments), and the amount of the adjustment. Enter Y at the OK TO CONTINUE?
prompt. Enter Y at the TRANSMIT THIS DOCUMENT TO FMS? prompt. Enter your
ELECTRONIC SIGNATURE CODE. IFCAP will compute the adjustment and record the
adjustment. Enter a caret (") at the SELECT STATION NUMBER: prompt to return to
the 1358 PROCESSING MENU.

5.1.5 Enforcing Segregation of Duties on 1358 Adjustments

Per Segregation of Duties on 1358s, you will be advised if you already signed the 1358
transaction as a Requestor or Approver and you will not be permitted to Obligate the
Adjustment.
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Figure 5-4 Segregation of Duties on Adjustments

SELECT 1358 PROCESSING MENU OPTION: ADJUST (INCREASE/DECREASE) 1358

SELECT STATION NUMBER ('"' TO EXIT): 688// WASHINGTON, DC

SELECT FISCAL YEAR ('"' TO EXIT): 11//

SELECT CONTROL POINT ACTIVITY TRANSACTION NUMBER: C15002 688-11-1-110-0023 ADJ
IFVENDOR C15002

...RETRIEVING 1358 INFORMATION...

...HMMM, THIS MAY TAKE A FEW MOMENTS...
PROCESS 1358 ADJUSTMENT OBLIGATION #: 688-C15002
SERVICE BALANCE: $ 556.00

FISCAL BALANCE: $ 556.00
AMOUNT OF ADJUSTMENT: $ 111.00

ORIGINAL ADJUSTMENT
COST CENTER: 842100 842100
BOC #1: 2580 2580

VENDOR: IFVENDOR
CONTRACT: GS-98-99827F
CONTRACT ENDING DATE: OCT 31, 2010

EDITING AUTO ACCRUAL INFORMATION...

CURRENT VALUES FOR AUTO ACCRUAL FOR 1358:
ENDING DATE FOR SERVICE: OCT 31, 2010
AUTO ACCRUAL FLAG: YES

ARE THESE AUTO ACCRUAL VALUES CORRECT? YES//

RETURNING TO OBLIGATION PROCESSING...

THE INFORMATION LISTED ABOVE IS RECORDED ON THIS 1358 OBLIGATION ADJUSTMENT.
IS THE ABOVE INFORMATION CORRECT? YES//

ADJUSTMENT TRANSACTION # 688-11-1-110-0023 1358 # 688-C15002

CURRENT AMOUNT OBLIGATED ON 1358: $ 556.00

TOTAL AUTHORIZATIONS: $ 556.00 TOTAL LIQUIDATIONS: $ 556.00
AUTHORIZATION BALANCE: $ 0.00 LIQUIDATION BALANCE: $ 0.00

AMOUNT OF ADJUSTMENT: 111.00

You are the Requestor on this 1358 transaction. Per Segregation of Duties, the
Requestor is not permitted to Obligate the 1358.

No further processing is being taken on this 1358 adjustment obligation.

It has NOT been obligated.
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5.1.6 Enforcing Segregation of Duties in Online Certification
System for 1358 Adjustments

An interface exists between the IFCAP application and the Online Certification System
(OLCS) located at the Financial Services Center (FSC) in Austin, Texas. The interface will
support the validation of the Certifier of Payment role in the OLCS.

The interface is a one-way data exchange of 1358 Obligation data from the IFCAP
application to the OLCS using VistA MailMan messages. The mail messages support
segregation of duties within OLCS by providing OLCS with the names of the requestor,
approver, and obligator on every 1358 transaction as it is obligated in

IFCAP. Segregation of duties prevents a user from functioning in more than one role on
a 1358. The OLCS will verify that a certifier processing an invoice for a 1358 in OLCS is
not the requestor, approver, or obligator on that 1358 in IFCAP.

IFCAP will trigger a VistA MailMan message to the OLCS when a 1358 increase/decrease
adjustment is obligated (i.e. Electronic Signature Code is entered). The exchange of 1358
Obligation data from the IFCAP application to the Online Certification System will occur
in the background and be transparent to IFCAP end-users.

ADJUSTMENT TRANSACTION # 688-11-1-110-0022 1358 # 688-C15003

CURRENT AMOUNT OBLIGATED ON 1358: $ 19,999.00

TOTAL AUTHORIZATIONS: $ 19,999.00 TOTAL LIQUIDATIONS: $ 19,999.00
AUTHORIZATION BALANCE: $ 0.00 LIQUIDATION BALANCE: $ 0.00

AMOUNT OF ADJUSTMENT: 777.00

OK TO CONTINUE? YES//
SELECT OBLIGATION PROCESSING DATE: OCT 8,2010// (OCT 08, 2010)

THIS FMS DOCUMENT WILL BE TRANSMITTED ON 10/08/10 AND WILL
AFFECT THE ACCOUNTING PERIOD OF OCTOBER 2010. THE ACCOUNTING
PERIOD AFFECTED IN FMS WILL BE 0111.

IS THIS OK? YES//

THIS 1358 OBLIGATION ADJUSTMENT WILL NOW GENERATE THE
MODIFICATION ENTRY SERVICE (SO) ORDER DOCUMENT. THE SO DOCUMENT
WILL BE MARKED FOR TRANSMISSION TO FMS.

TRANSMIT THIS DOCUMENT TO FMS? YES//
THE ELECTRONIC SIGNATURE MUST NOW BE ENTERED TO GENERATE THE SO DOCUMENT .

ENTER ELECTRONIC SIGNATURE CODE: THANK YOU.

¥

IFCAP will trigger a VistA

...NOW GENERATING THE FMS SERVICE ORDER (SO) DOCUMENT... MailMan message to the
...HMMM, I'M WORKING AS FAST AS I CAN... ]
. .UPDATING OBLIGATION BALANCES....PLEASE HOLD... OLCS when a 1358 is

.. .ADJUSTMENT COMPLETED...

obligated (No message

wnll ha AicnlavAA +A +thA
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5.2 Display or Print Obligated 1358s

Enter a date range and device to obtain a list of obligated 1358s with a dollar value of
$0 and higher. Your previous entries for the START and GO TO P.0. DATES will
appear as the defaults.

The report includes information such as P.O. #, Authority, Sub-authority, Service Start
and End Dates, Amount and Requestor; and Vendor and Contract information, if it was
entered when the 1358s were created.

This option should be printed at 132 columns.

Figure 5-5 Setup Parameters and Display

* Previpouz sSelection: P.O. DATE from Oct 3, 2010 to Ot 9,2010824:00

START WITH B.Q. DARTE: Oct 3,2010// (CCT 03, 2010)
G0 TQ P.C. DATE: Qct 2,2010// (OCT &, 2010)
DEVICE: HOME// LAT BEIGHT MRARGIN: EBO// 132

PROCUREMENT & ACCOUNTING TRANSACTIONS LIST (OBLIGATED 13583) FEB 6,2006 13:13 PAGE 1

BUSINESS

PURCHASE VENDO
CONTRACT TYPE SOCIOECONCMIC TOTAL

ORDER NUMEER P.J. DATE VENDCR NIHEBER

[FPDS) GROUE (FPDS) AMOUNT EREQUESTOR

Service Start Date Serwvice End Date

Aucthority
Sub-Ruthoricy

686-C05032 OCT 5,2010

1000 TEST,AER

10/01/10 10/31/10

2 FEE BASIS

B FEE MEDICRL/LENTAL (PRE-AUTHCRIZED)

68E-C15001 QCT 55,2010 BEMSC0O1l INTERNATIONAL

SMALL W 3 HZ B.44 IFREQUESTCR, FOUR

10/01/10 11/30/10

20 HON-PROCUREMENT OBLIGATICNS

E CEMETERY GEANTS AND STATE HOME PROGRAM

68E6-C15002 OCT 55,2010 IFVENDOR EIGHT G5-98-908327F SMATL
H 306 IFREQUESTCR, TWO

10701710 10/31/10

3 STANDARDIZED CBLIGATICHS

B COLLEGE OF BMERICAN PATHOLOGY

5.3 Display/Print 1358

You may view a 1358 using the Display/Print 1358 option on the 1358 Print Menu.

You may select the brief version of the 1358 or the standard ‘full’ version of the 1358
form.

SELECT 1358 PRINT MENU OPTION: DISPLAY/PRINT 1358
BRIEF OR STANDARD OUTPUT? (B/S): B//

SELECT STATION NUMBER ('"' TO EXIT): 688// WASHINGTON, DC
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SELECT OBLIGATION NUMBER: C15003 688-C15003 10-08-10 1358 OBLIGATED - 1358
FCP: 110 $ 20776.00

SERVICE START DATE: 10/01/10 SERVICE END DATE: 10/31/10
AUTHORITY: 2 FEE BASIS
SUB: C HOMEMAKER/HOME HEALTH AID

DO YOU WISH TO VIEW THE AUTHORIZATION INFORMATION? NO// NO

DEVICE: TELNET
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OBLIGATION #: 688-C15003
TOTAL AUTHORIZATION: $ 0.00 TOTAL LIQUIDATION: $ 0.00
| AUTHORIZATION/ORDER REC| LIQUIDATION RECORD
DATE/TIME REFERENCE NO|INDIV/DAILY  CUMUL | LIQ. AMT | UNLIQ BAL.

10/08/10 | OBLIGATION | | | 19999.00| 19999.00
10/08/10 | ADJUSTMENT | | |  777.00| 20776.00

DO YOU WISH TO VIEW ANOTHER 13587 YES//NO

BRIEF OR STANDARD OUTPUT? (B/S): B// S
SELECT OBLIGATION NUMBER: C05026 688-10-4-110-0051

WOULD YOU LIKE TO PRINT THE DESCRIPTION FIELD FOR EACH 1358 DAILY RECORD ENTRY? NO// Y
(YES)

WOULD YOU LIKE TO PRINT THE DAILY RECORDS FOR EACH AUTHORIZATION? NO// Y YES

WOULD YOU LIKE TO PRINT DESCRIPTIONS FOR EACH DETAILED DAILY RECORD? NO// Y YES
DEVICE: HOME// TELNET RIGHT MARGIN: 80//
688-10-4-110-0051 OCT 15, 2010@17:52:38 PAGE 1

o

1358 OBLIGATION OR CHANGE: STANDARDIZED OBLIGATIONS
FEE BASIS PURCHASE CARD

ORIGINATOR OF REQUEST:

REQUESTOR: | DATE REQUESTED: | OBLIGATION NO.:
IFUSER, TWO |SEP 23, 2010 | 688-C05026
VENDOR: | CONTRACT NUMBER:

|
NAME AND TITLE APPROVING OFF.: | SIGNATURE : | DATE SIGNED:
IFUSER, FOUR | /ES/IFUSER FOUR |SEP 23, 2010@17:49:27

SERVICE CHIEF | |

FUND CERTIFICATION: THE SUPPLIES AND SERVICES LISTED ON THIS REQUEST ARE
PROPERLY CHARGEABLE TO THE FOLLOWING ALLOTMENTS, THE AVAILABLE BALANCES OF
WHICH ARE SUFFICIENT TO COVER THE COST THEREOF, AND FUNDS HAVE BEEN OBLIGATED.

APPROPRIATION & ACCT. SYMBOLS: | OBLIGATED BY: | DATE OBLIGATED:
688-3600160-110-842100-2580 010042116 |/ES/USER ACCT TECH |SEP 23, 2010

688-10-4-110-0051 688-C05026 PAGE 2

1358 OBLIGATION OR CHANGE: STANDARDIZED OBLLIGATIONS
FEE BASIS PURCHASE CARD

APPROPRIATION & ACCT. SYMBOLS: | OBLIGATED BY: | DATE OBLIGATED:
688-3600160-110-842100-2580 010042116 |/ES/USER ACCT TECH |SEP 23, 2010

AUTHORITY: 3 SUB: F

_SERVICE START DATE: 09/01/10 SERVICE END DATE: 11/01/10

PURPOSE :
MORE APPTS. FOR TWO MONTHS
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ESTIMATED OBLIGATION RECAP

DATE REF# CPA# AMOUNT BALANCE

09/23 0001 688-10-4-110-0051 $ 456.00 $ 456.00

09/27 0002 688-10-4-110-0058 $ 828.00 $ 1284.00

AUTHORIZATION & ORDER RECORD LIQUIDATION RECORD
AUTH. AUTH. CUMULATIVE UNLIQ

DATE SEQ# REFERENCE AMOUNT BALANCE AUTH. AMT. LIQUID BAL

10/15 0003 1ST WEEK COSTS $ 235.50 $ 0.00 $ 235.50 $ 0.00
10/15 0003-1
2 PTS $ 235.50

10/15 0004 2ND WEEKS COSTS $ 275.00 $ 93.25 $ 510.50 $ 0.00
10/15 0004-1

1 PT VISIT $ 181.75
10/15 0005 3RD WEEKS COSTS $ 325.00 $ 325.00 $ 835.50 $ 0.00

TOTALS $ 835.50 $ 418.25 $ 835.50 $ 1284.00

VA FORM 4-1358A-ADP (NOV 1987)
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6 Review and Forward Receiving Reports for
Payment

6.1 Introduction

This chapter explains how to make sure that the information on the received order
report is correct.

6.2 Dollar Amounts

Compare the dollar amounts on the receiving report to the purchase order. To view the
IFCAP record of the purchase order, follow the steps in this section.

6.2.1 Menu Path

From the Accounting Technician Menu, select Document Processing Menu.
From the Document Processing Menu, select Process Receiving Report.
Enter a STATION NUMBER and a FISCAL YEAR.

At the Select PURCHASE ORDER NUMBER: prompt, enter the PAT number for the
receiving report. If you do not know the PAT number, enter three question marks (???) at
the prompt and IFCAP will display the available transactions.

Figure 6-1 Setup Parameters and Display

1553 Processing Menu ...

Amendment Proceasing

General Post Funds Reguests Processing

Invoice Processing (ACCTGE) Menu ...

Opligation Processing

Proceszs Beceiving Report

Deturn Purchase Order to Supply

Beturn PO Imendment to Supply

Stacked Fiscal Documents Menu ...

FMZ Rejected Ckligation Deocument Processing ...

Select Deocument Processing Menu Cption: Procesa Receiving Beport

Select STATION WUMEER ('~" TO EXIT): &B3// WASHINGTCHN, DC

Select Purchase Order Numker: 2?77

CHOOSE FROM:
H40006 07-14-94 5T FPartial Order Received FCP: 1101 § 429,00
H40007 07-14-94 3T Partial Order Receiwved FCP: 1101 5 429.00
H40008 07-14-94 35T Complete Order Received FCEP: 1101 % GEB.00
H40021 07-15-94 5T FPartial Order Received FCP: 1102 $ 123.00
H40024 07-21-94 5T Partial Order Receiwved FCP: 1102 5 113.00

S3elect Purchase Order Number: H40024 633-H40024 07-21-94 3T Partial Order

Received

FCP: 1102 £ 113.00
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6.2.2 Review Order

You may review the purchase order if you like. The purchase order lists the vendor, the
shipping address, the cost center, and each item.

Figure 6-2 Review Order

Do you want to review the Purchase Order and Receiving Report? NO// ¥ (YES)
FURCHASE CRDER: £88-H40024 STATUS: Partial Order Receiwved
M.0.P.: INVCOICE/RECEIVING REFORT ST PARTIAL RECD.: 2 07/21/%4
REQUESTING SERVICE: FISCAL
VENDOR: IFVENDOR BUSINESS SUPPLY SHIF TC: WAREHOUSE
4000 RESERVOIER RORD V.A. Medical Center
SUITE 240 5403 COLESVILLE ROAD
WLASHINGTON, DC 20008 SUITE 200
KUK HEX—HEHX SILVER SPRIN, MD 20810
ARCCT # 2348902348
CELIVERY HOURS:
T-4:40
FCB FOINT: CORIGIN | PROPOSAL: N/&A AUTHORITY:
COST CENTER: BEO0100 | Fon 13
TYDPE: DELIVERY & PURCHASE ORDER| AGENT:
DELIVER CON/BEFCORE 7/31/94 |CONTRACT: IFUSEER, ONE
DISCOUNT TERM: NET320 | DATE: 7/21/%4
RPP: 36X8180-1102 |
| TOTAL 113.00
UOMIT TOTAL
ITEM DESCRIFTICON QTY UNIT CO5T CO5T
1 WIDGET 40 ER 2.00 80.00
QTY FPREW RCVD: 30
PARTIAL MNC.: 1,2
Items per ER: 1
2 EST. SHIPPING AND/OR HANDLING 32.00

6.2.3 Review Receiving Report

You may also review the receiving report. The receiving report lists each time that the
service recorded the partial receipt of an order. This report lists the items that were
received, the amount, and the cost. You may process one of the partial receipts. Enter
your electronic signature code. Transmit the report to Austin. Enter a caret (") at the
SELECT STATION NUMBER: prompt to return to the DOCUMENT PROCESSING MENU.

Tip: If there is a shipping charge, it will appear on the first partial receiving report.
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Figure 6-3 Review Receiving Report

Review a Receiving Report ? RO/, ¥ (TES)

Select FARTIAL DARTE: 1 7-21-19%4
PURCHASE ORDER: &88-H40024 STATUS: Partial Order Receilved

PROCESSING: INVOICE/RECEIVING REPORT PRRTIAL: 1 7/21/94

UHIT OTY TOTATL
ITEM DESCRIPTICON OTY UNIT COST REC COST
1 TEST ITEM W/0 ITEM MASTER MNUMEER 40 EA 2.00 20 40.00
E=ztimated Shipping and/or Handling 33.00
Total Amount: 73.00
Proceased By: fES/IFUSER,ONE
ENTER «<CE» TO CONTINUE
Select PARTIAL DATE:
Partial MNumber toe PROCESS: 277
CHOOSE FROM:
1 07-21-1954
2 07-21-19%4 @ 12:00
Partial Number to PROCESS: 2 7-21-19%4@12:00:00
CBLIGATICH WNUMBER: &B5-H40024-02 PRRTIAT #: 2
TCOTAL AMOUNT OF RECEIVING REFORT: $20.00
TRRNSALCTICN TYPE: RR TEAWSACTION DATE: 072194 REF #: 688-H40024-02

LIQ. CODE: P
Item #: 1 FMS Line #: 001 BOC: 3150 FMS AEmount: 20.00 Lig. Amount: 0.00
LIQUIDATICON CODE: P

Enter ELECTRONIC SIGHWATURE CODE: Thank wyou.
Are you sure vou wish to send this Receiving Beport te Zustin? YES// (YES)
TEZANSMISSION DRTE: T// (JUL 21, 19%94)

Beceiving report placed on transmigssion list.
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7 Process 1358 Invoices for Payment

71 Introduction

After an invoice is sent to the Certifying Official (usually the Control Point Official) to be
certified for payment, the Certifying Official returns it to the accounting office, where the
Voucher Audit Clerk (or Accounting Technician if there is no Voucher Audit Clerk at your
station) records the certification in IFCAP. (See the Voucher Auditor Manual for options
used to process the Certified Invoices).

7.2 Menu Path

From the Accounting Technician Menu, select Document Processing Menu.
From the Document Processing Menu, select Invoice Processing (ACCTG) Menu.

From the Invoice Processing (ACCTG) Menu, select Invoice Processing for Payment.
Figure 7-1 Menu Path

Invoice Processing for Payment
Return Inveice to Voucher Zudit
BV Payment Voucher (PV) Ingquiry
FM5 Payment Voucher Error Processing
WView Certified Inwvoice
Select Invoice Processing (ACCTG) Menu Option: Inmvoice Processing for Payment

7.2.1 Select Station Number

Select a STATION NUMBER. Enter the INVOICE TRACKING ID NUMBER recorded on
the invoice before it was sent to the Certifying Official. Compare the purchase orders on
the invoice and the IFCAP record of the invoice amount to make sure that they are the
same. If the amounts are different, verify that there is no clerical error, then call the
Control Point Official to correct the discrepancy. You may also display or print the 1358.
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Figure 7-2 Select Station Number

Select STATION WUMBEE ('"' TO EXIT): €B3// WASHINGTON, DC

Select INVOICE TEACEING ID NUMBER: 198 EZ123 In Accounting G80-C452
23

Post Liguidation to 1358 Obligation #: 688-C45223

Status: Okligated - 1358
Current amount obligated: § 1,500.00 Authorization Balance: § 1,500.00
Unliguidated Balance: £ 1,500.00
Do you wish to display/print the entire 13587 Neo// YES
Se

lect OBLIGATICOHN MUMEER: &688-C45223 -- 1358 Ckligated - 1336
FCP: 110 % 1500.00
Do you wish to view the Authorization information? Ho// YES
DEVICE: LAT
Obligaticn #: 688-C45223
Total Authorization: 0.00 Total Liguidation: £ 0.00
AUTHORIZATICN/ORDER REC| LIQUIDATICH RECCRD
Date/Time Reference No|Indiv/Daily Curmul | Lig. Zmt | Unlig EBal.
10/13/94 | OBLIGATICHN 1500.00 1500.00] 1500.00| 1500.00
Post Liguidation to 1358 CObligation #: €B8-C45223

Statua: Okligated - 13E8
Current amount cobligated: $ 1,500.00 Authorization Balance: § 1,500.00
Unliguidated Balance: £ 1,500.00
Do vou wish to display/print the entire 1358 again? Ho//
Ok to continue? Yes//

7.2.2  Assign Liquidation Number

IFCAP will assign an entry number to the liquidation. Enter the date that you want the
liquidation to take effect and the amount of the liquidation. Enter a reference for the
liquidation and comments. Enter N at the WOULD YOU LIKE TO ENTER ANOTHER
LIQUIDATION FOR THIS OBLIGATION? prompt if you are finished entering
liquidations. You may also select another 1358.

Figure 7-3 Assign Liquidation Number

This= 1358 Liguidation entry is asszigned entry number &85-C45223-0002.

LIQUIDATION DRATE: OCT 14, 1994@10:00:01// (OCT 14, 1994@10:00:01)

LIQUIDATION AMCUNT: [-995550995,92-929929955,99) : 1300// £1,500.00

EEFERENCE:

COMMENTS: Scme cComments.

.. CExougse me, Let me think about this for a moment... ———-POSTED—-

Would you like to enter another Liguidation for THIS OBLIGATION? No/f/S
Obligaticn #: ©8B-C45223

Amount

1300.00

1500.00

Sequenc
0

B e

oo
Total:

Would you like to select another 1358 (obligation number)? Yesa// NO

7.2.3 Select Budget Object Code

At the SELECT BOC: prompt, enter the BOC for the 1358. If you do not know the BOC
for this item, enter three question marks (???) and IFCAP will list the available budget
object codes. Enter Y at the OK TO PROCESS THIS PAYMENT TO FMS? prompt.

Enter your ELECTRONIC SIGNATURE CODE. Enter another STATION NUMBER at the
SELECT STATION NUMBER: prompt to process another invoice for payment or enter a
caret (") at the prompt to return to the INVOICE PROCESSING (ACCTG) MENU.
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Figure 7-4 Select BOC

Unliguidated ckligation amcunts and BOCz on this order are:
$1,500.00 2515 Syatems RAnalysis & Programming (Comm Supplier)
Total Invoice Ampount Certified for Pavment=51500.00
Select BOC: 2515 Svatems Analysis & Progra
FM5S Line #1
CBLIGATICH AMOUNT: 1500.00
LCCOUNTING LINE AMCOUNT: 1500//
LIQUIDATION AMOUNT: 1425.00//
LIQUIDATICON CODE: EBf/ EARTIAL

Select BOC:

OF to process this pavment to FMS? NO/S v (YES)

Enter ELECTRCNIC SIGHATURE CODE: Thank wveou.
Tranaferring invoice data te IV document for transmis=zsion to FMS.
688C4522301

Status has been changed from 'In Accounting'
to '"Transacticn Completce'.

Select STATICON NUMBER ('~' TQO EXIT): €Bg// ~

7.3  Verifying Payment Transmission

Eventually, a CAPPS report will print, listing the payment transmission you created. Look
at the invoices on the report to see if any of your invoice payments are rejected. If you
have rejects, use the following steps to edit and retransmit corrected payment
information.

7.3.1 Menu Path

From the ACCOUNTING TECHNICIAN MENU, select DOCUMENT PROCESSING MENU.

From the DOCUMENT PROCESSING MENU, select INVOICE PROCESSING (ACCTG)
MENU.

7.3.2  Enter and Verify Transmission

Enter the correct information about the invoice payment at the prompts.
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Figure 7-5 Enter and Verify Transmission

Select Inwvoice Processing (ACCTG) Menu Option: FMS Payment Voucher Error Procesaing
FMS Payment Voucher Errcor Procesasing
Select STATION NUMBER ('"~" TQ EXIT): &B&// WASHINGTCHN, DC
Select one of the following:
BV Payment Voucher
lect Transaction Type: PV Payment Voucher
lect Payment Voucher Number: PV-683C4522301
FMS Document: PV-&53C4522301
Descripticn: Payment WVoucher
Statu=s: TRRNSMITTED
Created: OCT 14, 19%4@10:03:05
This FM3 document has been tranasmitted to FMS.
Press 'RETURN' to continue:
Do you 8till wish to rebuild and retransmit this Payment Voucher? NO// YES
** DONUM=PV-658C4522301
The Certified Inveoice can now be displayved for your review.
Please review the source document very carefully and take
the appropriate corrective action.
Do vou wish to display the source deocument? YES//
.. LEXCUSe me, Just a moment, please...

3
3

a
a

INVOICE TRACKING LIST CCT 14,1954 10:53 FAGE 1
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1358 Invoices for Payment

ID KUMSER: 188 IWVOICESBILL NUMEER: EEl23
DRTE OF IWVOICE: OCT 12, 1o24 DATE INVOICE RECEIVED: OCT 13, 1554
PRCHWET PRY TYEE: HOBMRL PURCHASE CROER PDIMTEER: E£BE-C45222
WENDOR: GHOST PROCGRAEMMERI DISCOUNT DAYI: O
DISCOUNT TEBM3: ITAMNDARD APEROVED SHIFEING AMOUNT: $0.00

AMOUNT CERTIFIED FOR FAYMENT: %1,500.00
ORTE 0003/ SERVICE BECEIVED: OCT 13, 15994

CERTIFICATION REQUIRED?: Y¥E3 STATION NUMGER: &BE

PURCHRSE CORDER MUMEER: &£38-C45223 FARTIAL KOMSEER: 01

FM3 PRYMENT VOUCHER #: 68804522301 GROS3 AMOUNMT OF INVOICE: $1,500.00
STATUI: Tran=action Complete EXFANDED B ROMEER.: E6BE-C45323

CURRENRT IWVOICE LOCRTION: FI3CRAL
0/T CHARGED TO CURRENT LOT: OCT 14, 1984@08:51
DATE BETURMED TO FISCAL: OCT 14, 1254 CERTIFIED FOF. PRYMENT EY: IFUSEER,TWO
COMPLETED IN ACCOUMTING BY: IFUZER,IWC
CERTIFIED BY VALIDARTICH CODE: /EI/IFUSER,TRD
COMPLETED BY VALIDRTICH CODE: JE3/IFUSER, TRO
CHARGED TO CURRERNT LOCATICH BY: IFUIER,IWC
CERTIFIED BY VALIDATICHW VER: 1 CERTIFIED BY ESIG COCDE: 5054
COMPLETED EY VALIDATICN VER: <HIDDEN> COMPLETED BY ESIG CODE: 35054
CERTIFIED BY 3IG DRTE/TIME: OCT 14, 1594@805:53:04
COMPLETED BY 3IG DRTE/TIME: OCT 14, 1994@810:02:53
CERTIFYING JERVICE: INFCEMATION BE3CURCE MGEMT
OARTE,/TIME CHARRGED OUT: OCT 13, 1504@17:-00
CHARGED BY: IFU3ER, TRO
CERTIEYING JERVICE: FI3CAL
ORTE/TIME CHRRGED OUT: OCT 14, 1504@00:51
CHARGED BY: IFU3ER, TRO
BoC: 2515 System= Enalysi= & Programming (Comm Suppli=x)

DISCOUNT DAYZ: 20

Fre=s 'RETUBN' to continue:

Do you wi=h to rebuwild and retran=mit thi= FM3 document? YES//S

G=lect ITATION WOMEER (""' TO EXIT]: EBE//S WASHINGTON, DT

Dom= this invoice nesd to b= processed by Voucher Aodit? HO/ S = [a }]

Jtatus=s ha= been changed from '"Transaction Complets'
to '"In Accounting'.

Do you wish to process thi= invoice at this time? YEIS /S {TES)

Bwitching to "Proca==s Invoice in Acopunting' Module.

Unliquidated obligation amounts and EOCs on this=s order ar=:

$1,500.00 2515 Systems REnaly=is & Programming (Comm Supplierx)

Total Invoice= REmount Certified for Fa.],-':r-e:'.ta:$-15I:I:'.DD

Jelect BOC: 2515 Systems Rnalysis= & Programming (Comm Suppliex)

£
BOZ: 2515 Sy=tem= Analy=is & Frogramming {Cosm Suppli=r]
£

M3 Lin=e #1

OBLIGATICH EMOUNT: 1500.00
AOCOUNTING LINE REMOUNT: 1500/

LIQUIDATION EMCUNT: 14Z5.00/ 1450
LIQUIDATICN CODE: FARTIRLSS

d=lect BOC:

CF to process this= paym=nt to EM3? WO/ ¥ (YES)

Enter ELECTROMNIC SIGHATIURE CODE: Thank you.
Transferring inveice data to FV document for tran=mission to [HS.
E38C452230L
Status has been changed from 'In Acocounting”

to 'Transaction Complete”.

G=lect ITATION WOMEER (""' TO EXIT]: EBE/S =
Beturning to "Process FM3/CAFPS Error Me=ss=age' Hodule.

Pra=s 'RETUBN' to continue:

MME Fayme=nt Voucher Error Processing

Jelect Fayment Voucher W =r: *

Jelect Fayment Voucher W =r: HNOT FOUHD!

Sel=ct one of the followings:

AOCOUNTING LINE RMOUNT: $1,500.00 LIQUIDATION EMOUNT: $1,425.00
LIQUIDATION CODE: PARTIREL FHS LIWE ¥: 1
FROMET PAYMENT TERMI £: 1 DISCOUNT PERCEMNT: S
DISCOUNT DAYSI: 15
INVOICE TRRCEIRE LI3T OCT 14, 1554@10:-%52 PREE 2
FROMET FPAYMENT TERMI £: Z DISCOUNT FERCEMT: HET
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BV FPayment Voucher

Jelect Tran=maction Type: ©
Invoic= Frocessing fox Fayment
Beturn Invoice to Voucher Rudit

T Payment Voucher [(FV) Inguiry

FH3 Fayment Voucher Exrror Processing
View Certified Invoice

J=lect Invoice Froces=ing (ACCIG) M=nu Option:

IFCAP Version 5.1 7-6 September 2025
Accounting Technician User Guide



8 Resolving Error Messages

8.1 FMS Error Processing

FMS documents are generated automatically as a result of certain IFCAP processes. For
example, creation and generation of ceiling transactions in IFCAP results in Sub-
allowance (SA) documents being created and transmitted to FMS. Additionally, when
Accounting obligates purchase orders or invoices for payment, various types of FMS
documents are automatically sent to Austin.

In designing the interface with FMS, IFCAP developers have built-in various edit checks
to prevent rejection of FMS documents. An example of such functionality is the Required
Fields File, explained earlier in this document, which ensures that all fields required for a
given fund and type of FMS document are present on that FMS document before
transmitting it to FMS. Even so, it is impossible to prevent every scenario that might
cause FMS documents to reject. It is far less likely that the documents that IFCAP creates
automatically will reject, compared with the documents that users create manually,

using the FMS Code Sheet Menu's Create a Code Sheet option. That is because the
automatic document processes contain more built-in protection against document
rejection in FMS.

Because rejection of FMS documents is, to some extent, inevitable, there are options in
IFCAP to assist users in correction and retransmission of the rejected documents. IFCAP
will allow the user to correct errors by correcting the source document, then rebuilding
the document and retransmitting it to FMS.

Once FMS has tried to process a document that rejects, it will send an error message
containing all relevant FMS error codes to the appropriate recipients the following day.
Appropriate recipients are those who are defined in the FCP file (420) to receive FMS
notifications for their FCP. When the user has corrected a rejected document, the new
document will automatically transmit to Austin. The only exceptions are the Budget
documents, SA, ST, and AT, which must be generated again with the Generate Budget
Code Sheets option of the Fund Distribution Module.

IFCAP transactions being transmitted to the FMS system in Austin are in the form of a
mail message.
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Figure 8-1 Outgoing Message to FMS

Sukj: GCS TRANSACTION FMS:5C,VR,IV [#213E1] O7 Jul 34 14:55 13
Lines

Froem: POSTMASTER in '"IN' basket. Page 1
CTL"IFC"FM3~6l2°~DOC"50"10 ~€120257§1l2C40011
~199407077135811°001~001"001"~

BAT*~MOO™~ 612029~

DoC ~MO1~30~612C40011 ~10 Y0~

MO2"94 07 QTN NN O~

MOz mossaglosnaneaanannanensnn] 0,000~
LIN™~MOR~0QO1"~""94~~01l&60A1"6€12"~181000"00"0100201B1 2660~ ""10.00
SO

CIL"IFC"FMS~&12°VEQ~ ~ -
~g&l294070010°19940707~1355831~001"001"001 "~
VRO*940707"135930"612"1981"T76E7654568""AMER S0OCIETY COF ADDICTION
MEDI®S5225 WISCCHSIN AVENUE N~SUITE 409 WASHINGICHN DC~20015"~T"Y"C N~RA"~{
CTL~IFC"~FM3~§l2°DOC~IV~10 = ~812T40004
~19940707~140821°001°001"001"~

DoC ~IV1~IV~61l2I40004 ~10 ~Y¥"~
Ivz~g4~gy~gronnncfcEtanaananeanngl411020035340.00"~
LIN*~IVA~001"1B9.60° I " "gl2 " "~ FFCS " 06"~ 04~"0160AL 612"
344100°00"~19ER

402002660 ~IVB 01"~
LIN*~IVA~002"150.40°I"""~"~gl2 "~ "~ FFPR™" 07"~ 84~ "0160A1 612"
344100°00"~19ER

402002660 ~IVB 01"~{

Select MESSAGE Action: DELETE (from IN basket)// S

Select BASEET:

Once a message is received in the FMS system, a mail message is returned to the site
confirming acceptance of the message.

Confirmation Message returning from Austin:

Figure 8-2 Confirmation Message Returning from Austin

Supj: EDCLI3EL FMS CONFIBMATION [§21382] 07 JUL 94 14:03 CST 2
Lines

From: <POSTMASTER@FOQOC-AUSTIN.VA.GOV> in 'IN' baskst. Page 1
REef: Your FMS message $#21381 with Zustin ID #38883674,

is asgsigned confirmation number 941E8813576648528.

Select MESSAGE Action: DELETE (from IN basket)// 5

Select BASEET:

If FMS rejects a document from IFCAP, the FMS mail group will receive an electronic
mail message from FMS notifying them of the rejected document. The message will
include the FMS error code, along with a brief description of the error. The action the
user must take to correct the rejected document varies according to the type of
document that has rejected. See the FMS Handbook for a list of FMS error codes.

8.2 Stack Status Report

The Accounting Technician Menu has an option to allow inquiry into all documents and
give users the status on each document. The data can be gathered by document type,
status or a group of status. The user can see the document with or without code sheet
information.
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Figure 8-3 Confirmation Message Returning from Austin

Jelect Pund Distribution & Accounting Menu Option: Accounting Techmician Menn
Document Processing Merma ...
Aocounting Utilities Menu ...
Beprint Memo ...
FH3 Code Shest Meno ...

Szlect Rooounting Technician Menn Option: EMI Code Shest Memun
Code Jheet Edit
Create a Code Sheet
Del=ate & Code She=t
HEeypunch a Cod= Jheet
Purge Tran=missiocn Bacords/Code Shests=
Betran=mit Stack Fils Documsnt
Baview 2 Code Shesat
Stack Jtatu= Report

Jelect M5 Code Sheet Mermo Cption: STAECE Status Beport

STRERT with TRAWIACTION CODE: FIRST/S 32

END wish TRAWJACTION CODE: LAST// ST

Frints documsnt= created aftsr DATE: JEW 1,159%3// Ti4 (JOL 04,1594)
Imlact on= of the following:
[ @UEUED FOR TRANSMISIION
M MARFED PCR IMMEDIATE TRRNSMISIICH BY EVENT
T TRRNAMITTED
E ERROPR. DURING TRAMSMISIION
A ACCEFTED BY EM3
E REJECTED BY EMZ
2] TRANIMITTED WITH MO CONEIBMATION ME3ISREE BRETURNED
Jelect 3TATUS (=] to display: REJECIED BY M3
Fm=lect on= of the following:
Q QUEUED PCR TRANSMISIION
M MARFED FCR IMMEDIATE TRANSMISIICH BY EVENT
T TRANIMITTED
E ERRCR DURING TRANSMISSICN
A ACCEPTED BY EMZ
R BEJECTED EY EMZ
2} TERNIMITTED WITH WO COREIRMATICH MESSRGE RETURNED
S=lect ITATUS (=] to di=play:
SELECTED STATU3 (=) to display:
BEJECTED BY M3
Print DESCRIBTION of mwant? MOSS ¥ (YES)
Primnt DOCTMENT code =he=t=7 HO/SS (W0
CEVICE: HOME/S/ TELHET RIGHT MRRGIN: BO0// LAT
<ty pleas= wait <>
&5 STACK FILE 3TATUS BREFCORT JUL 03, 1394@11:40:51 FAGE 1
TC TRRN OODE  BATHNOM ~ DRTEETIME CRERTED STRIUZ
30 €12R40024 JUL 0%, l%54@l2:18:52 REJECTED EY FM3
DESCE: Purchasa Crder Okligation
MATL MSG3: 21281 CONEIRMATION:

TOTRAL CODE SHEET3: 1
S=lect PMS Code Shest M=ro Cption: Stack Status= B=port
ITART with TREHIACTION COOE: FIRST/S PV
END witsh TRAWNIACTION CODE: LAST// FVE
Print documsnt= created sft=xr DATE: JAW 1,1083//6510 (JOW 19, 1504)
Sel=ct one of the following:

u] QUEDED FOR TBRRENIMI3ISTION

M MRRFED FOR IMMEDTATE TRANSMIZIION EY EVENWT

T TRANSMITTED

E ERRCE DURINGZ TRANIMISIION

2 ACCEPTED BY FM3

B BREJECTED BY FM3

H TEENEMITTED WITH KO COMFIRMARTICH MEZ3AGE RETUERMED

Select ITATUS (=] to di=play: BEJECIED BY M3
Sel=ct one of the following:

Q QUEUED FOR. TRAMSMISSICH
H HEPFED FOR IMMEDIATE TEANSMIS3IION EY EVENT
T TRAENSHMITTED
E ERRCE DURING TRANIMIZIIION
A ACCEFTED BY FM3
R EEJECTED Y FM3
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o) TBENSMITTED WITH KO CONFIPMATICH MESIAGE RETIUERMED
Jelect ITATUS (=] to display:
JELECTED STATUZF (=) to display:
BEJECTIED BY IMS
Frint DESCRIFTION of mvant? MO S ¥ (YES)
Print DOCTMENT code shest=? HO// Y (YES)
CEVICE: HOME/,/ LET
<*> pleass wait <

2 STARCE FILE 3TATUS REPORT JUL 25, 1594@15:11:02 PRCE 1
TC-TRAN C0DE —BATHUM DRTEETIME CRERTED JTATUS
EV-€12C4500800 JUH 20, 1294@l4:45:04 REJECTED EY FM3
DESCR: WR3H I3C TE3TIHG FV
MATL MBG3: 18520 CONEIRMATION:
44+ ACTOAL CODE SHEET:
CTIL"IFCTEME"El2"DOC FyV-10 “ElAC4S00E00T12540E207 1442047001 001001

DOC™~PFV1 PV E12T4500E00 10 "~
EvaTogmgstggmmrrghQL s e rTHISISFTARE T~ 007~
R o
LIN™~
EVAT001T30"El2C45008  CO0D1TS4T0ETQn o aessssnsass et pE~ 0T L0000 Q0T BT
40521~
- s W
+++ END OF CODE SJHEET +=+
TOTAL CODE ZHEET2: 1

8.3 FMS Inquiry Rejected Obligation Documents Menu

The FMS Inquiry Rejected Obligation Documents menu allows correction of errors to
any (MO or SO) document by reviewing and editing the original purchase order or 1358

document. Once edited the document is rebuilt and transmitted to FMS.

Figure 8-4 Menu Path and Display

Accounting Technician Heno

Document Procsss=ing Merm ...

Aocounting Utdilities Menu ...

Beprint Memoo ...

Becemiving Beport Tran=smission Menu ...

IHS Code= Jheet Meou ...
Jelect Aocounting Technician MeEno COption: DOCument Procassing Menu

1358 Processing Memao ...

Emendment Processing

Gen=ral Post Funds Bequeasts EFroocss=ing

Invoice Processing (ACCTE) Menuo ...

Obligation Froce=s=sing

Process Receiving Beport

Beturn Purchase Order to Supply

Betorn PO Amendment to Supply

Ztacked Fiscal Doocoments Menun ..

FH3 Bejected Cbhbligation Document Proce=ssing ...
Jelect Document Frooessing Menn Option: FE3I Bejectad Chligation
Document Proce=sing

FH3 Inguiry Re=jected Cbhbligation Documents ...

FHS Bebuild/Tran=mit Rejected Obligation Documents ...
Jelect PMS Rejected Chligation Document Processing Opticn: PHE Inquiry Rejected Chligation
Docum=nta

M2/530 Bejected Document Inguiry for B.O.

30 Bejected Document Inguiry for 135E6s=s
Jzlect FMS Inguiry Bejected Obligation Document= Option: MO/30
Bejectad Dooumeant Inquiry for P.O.
MO/ 30 Aejected Docum=nt Inguiry for P.O.

Jalect ITATICON WOMEBER ("~' TO EXIT): 542/ 612 HRARTINEZ, CA
Select one of the following:
Mo Mi=p=llanepu= Order
20 Service Order

Jelect Transaction Type: 30 JFervics Jrder
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Jelect Itack Document for Inguiry: A40024 S0-6l2A20024
WS Document: I0-E12R40024
Description: Purcha=e Order Cbhligation
Isatus: REJECTED EY EMZ
Cr=ated: JUOL S, 10524p1l2:1E5:350
Thi= FM3 dooument ha= rejeactad do= to on= or more =rrors.
The Certified Invoice will now be displayed for your review.
Flease review the =ource document ve=ry carsfully and take
the appropriate corractive action.
Fre=s "RETURN' to continue

FORCHASE OBDER: Gl2d-240024 JTATUS: Transaction Complete
M.0_F.: CERTIFIED IKVOIZE LAST FARTIAL RECD.:
REQUESTING ZERVICE: EFM
VENDCR: IFVEMDOR LEASE INC SHIF TO: Warchouse
U.3. HIGHWAY $1 V.A. Medical Center
FAIRLE3S HILLZ, PR 15030 8403 Colasville Rd
HHE HEE HXXK Silv=r JEBRING, MD
20810

DELIVERY HOURS:
B:00 2 - 4:20 FM

P05 POIWT: DESTINMATION |FROPOSEL: HfA AUTHOBRITY:
CO0ST CENWTER: 1£1000 | Fam 12
TYPE: PURCHASE CRDER | AGENT:
CELIVER CM/BEFCRE 7/15/94 | CONTRACT - IFU3ER, THREE
DISCCONT TERM: KET30 | DRTE: 7/5/54
AFF: 264/50161.001-120 | ESTIMETED

| TOTAL: 2.00

ENTER """ TO HRLT:

URIT TOTAL
ITEM DESCRIFTIOHN QTY THIT CoaT CO3T
1 TEST 1l ER 2.00 3.00

+++ ESTIMATED PURCHASE OBROER ~*+

Jelect Itack Document for Inguiry:
Jzlect Itack Document fox Inguixry: HOT FOUHD!
Sel=ct one of the following:
M Mi=c=]llaneous Crder
30 Service Ordex

Figure 8-5 Enter Parameters and Display

Select Tran=maction Type:

M2/ 30 Rmjected Documsnt Inguiry for B.O.

30 Bejected Document Inguiry for 1356s
Select PMS Inquiry Bedjected Obligation Documsnt= Cption:
capture 25. FMI Rebuild/Tran=mit Aejectad Cbligation Documsnts. ..
Jelect PMS Bejected Obligation Document Processing Option: FH3
BEbuild/Tran=mit Beje=cted Obligation Docum=nts

MO/30 Bebuild/Tran=mit for P.0.

20 Bebuild/Tran=mit for 1258=

F.O.
M3 30 BEmbuild/Tram=mit for B.0.
J=lect ITATION WUMEER ("' TO EXIT]: 542// 812 HARTINEZ, CR
Sel=ct one of the following:
MO Mi=p=llanepus Crder
20 Service Orderxr

Jelect Tranmaction Type: MO Hiscellan=ous COrd=x
Salmpt Ftack Documeant for Rabuild/Transmit: E40030
1 240020 MO-812R40030
240030 MO-612A40030 -—61203€
240020 MO-612A40020 -—-812038
2400320 MO-612A40020 -612038
5 240030 MO-612A40030 -—612040
CHOOBE 1-5: 1 MC—E12R40030
EMS Documeant: MO-&12240030
Description: Purcha=e Order Obligation Rebuild/Tran=mit
Itatus: REJETTED BY EMZ
Created: JUL 11, 1094@1&:42:54
Thi= FM3 document has rejected duoe to one or more =rrors.
The Purcha=e Order can now be displayed for your revisw.

W D3 B3

Jalect FMS Babuild/Tran=mit Bej=cted Chligation Docums=nts= tiom: MO/50 Babuild/Tran=mit for
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Flease review the =ource document ve=ry carsfully and take

Do you wish to di=play the scurce docume=nt? YES// YE3

FURCHASE OBDER: E12-A40030

ITATUS: Compl=te Order Beceiwved {Emended)

M.0_F.: INVOICE/RECEIVING REPORT LAST PFARTIRL RECD.:

RECUESTIKG ZERVICE:

VEMDOR: IFVENDOR MAENUFACTURINE CO JHIP
23200 A Boad TR

the appropriate corrective action.

1 07411704
IUPFLY

TO: Warshouse
M=dical Cesnter

++¥ill now be AMENDED to r=ad:
Item HMo. 1 Item Ma=ster Fil=
LOT3 OF =000 3TUETE
Items pex E&:- 1
113 ER % L55.5355
EMFNDMENT MUMEBER: 3
+RDDED THROUSH AMEWDMEMWT*
Item Ho. 4 Item Master Fil=
MOBE GOOD ITUEF
Items pex EA

Ho. 5505

WSH: TS10-00-122-T777
£ 17111.11

Ho.

1 H3H:

ROMULTU3, MI 23456 8403 Colasville Rd
HHE HEX HKEK dilvexr Jpring, MD 20210
DELIVERY HOURS:
B:00 2M - 4:30 EM
CELIVERY LOCATICHN: JUFFLY
08 FOINT: ORIGIN |EROPOSAL: H/R AUTHORITY:
C0ST CENTER: £44100 | FAR 12
TYPE: PURCHASE CRIER | AGENT:
DELIVER OH/BEFCRE 7,/Z1/934 | OOMTRACT : IFAGENT 2
DISCCONT TEFM: NET30 | DRTE: 7/11/584

APP: 264016€0.001.01-1102 |
|
EMTER '~' TO HRLT:
URIT TOTRAL
ITEM DESCRIPTION QTY DMIT CO3T CO3T
1 LOT3 OF 00D STTUET 110 ER 155.555% 17111.11
¥EH: T7510-00-122-7777
QTY PREV RBCVD: 100
ERETIAL WNO.: 1
Items per E&: 1
2 00D 3TUEE 10 ER 150.00 1500, 00
Items per E&: 1
4 MORE 00D STUEF 13 ER 25,00 250.00
Items per E&: 1
5 ES3T. 3JHIFFINE RKDSOR HRENDLIKG 10.00
IFCAF Training
V.A. TRANSRCTION HUMEERS:
€12-94-4-1102-0044
EMENDMENT HUMEER: 1 EFFECTIVE DATE: 7/11/04
ERIER """ TOQ HALT:
OKIT TOTAL
ITEM DESCRIPTION QTY UMIT CO3T CO3T
+ADDED THROUGH AMENTMENT-
Item Ho. 2 Item Master Fil= Heo.o
000 STUEE
Items pex EA- H3H:
10 ER at ¥ 150.0000 = §  1500.00
IMENDMENT MIREER: 2 EFFECTIVE DATE: 7/11/54
“*Curzently:
Item Mo, 1 Item Master Fila Heo. 5505
LOTS OF 00D 3TUER
Items pex EA: 1 H3W: TE10-00-123-7777
110 ER at & 150.00 = & 1&500_00
EMTER '~' TO HRLT:
OKIT TOTAL
ITEM DESCRIPTIOHN STY UMIT CO3T CO3T

EFFECTIVE DATE: 7/13/04
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Do you wi=h to rebuild and retran=mit thi= FM3 document? YE3//S
PURCHESE CRDER - El2-R400320

O03T CENRTER: E£44100 OOWIROL FOINT: 1102 MED CRRE TESTZ
BOC §1: ZEE0 EMCINT: & 18861.11
BOC §2: ZE61 EMOUNT: % 0.0
BOC §2:  ZEE0 EMOUNT: & 1000

Ju=tification(=]:

Tran=actiocn Mumber: €12-54-4-1102-00442

Bequired for recrmational activities in =mployes wellness,
The information listed above is recordsd on thi= FORCHASE ORDER.
I= the abovr= information corract? YEIS S RO
Fhould the Co=t Center or BOC information be e=dited at thi= time? NO// YES
. .-now editing the Jo=t Center_ ..
COST CENTER: 844100/
. ..now editing the BOC=_ ..
Do you wis=h to a=m=ign the =ame BOC to ALL item=? HO//
Do you wish to edit specific line items? YES/F

Jelect ITEM: 1 LOTS OF 00D 3TUEE
STE#- H3K: 7510-00-123-7777
BOC: Z6860 Operating Supplies and Ma PBeplace= ... With Z&6&1
Beplaos=

2881 Expendable Furniturs and
26861 Expendable Furniturs and Fixture= and Decoras
Jalect ITEM:
.. -now recalcolating FH3 commodity lines. ..

PURCHRIE CRODER — E€13-A40030

O0ST CENRTER: 244100 COOMTRCL POINT: 1102 MED CRRE TEST2
BOC $1: ZEE0 EMOUNT: & 1750.00
BoC §2: 2661 EMCUNT: & 17111.11
BOC §2: ZEE0 EMOUNT: % 1000

Ju=tification{=]:
Tran=action Bhumber: 612-34-4-1102-0044
Bequired for recr=ational activities= in =employpes
wellness.
The information listed above is recordsd on thi= FORCHASE ORDER.
I= th= abore information correct? YES/S

Wet Co=t of Cxzdex: H BET1.11
Control Point Balanoas

Uncoemitted Balance: % 166062 EBS
Unckbligated Ealance: 5 174239%.3%5
Committed, Kot Chligated: & T43E_ 50

OF to Conmtinu=? ¥YEI/S YES
Jelect Chligation Processing Date: JUL 11,1924,/ / {(JUL 11, 1504}
Thi= Purcha== Jrder Chligation will now gen=rate th=
Original Entry Miscellanscus Order {MJ] Documsnt. The MJ Document
will be marked for tranami==icn teo EM3.
Transmit this Docomsnt o FMS? YEISS
The Electronic Jignaturs must now be entersd to generate the MO Document.
Enter ELECTROMIC SIGEHATURE CODE: Thank wou.
. .-now generating the S Mi=cellanscus Order (MO} Documsnt. .
. ..EMMM, LET ME THINE RBOUT THAT 2 MOMENT. ..
Jalept 3tack Dooumsnt for Fesbuild/Transmit:
Jalerct Ftack Documeant for Fabuild/Transmit: HOT POUND!
Sel=ct one of the following:

10 ER at % 25.0000 = 5 250.00
EMFHNDMENT MUMEER: 4 EFFECTIVE DATE: 7/13/04
EMTER """ TO HAELT:
URIT TOTAL
ITEM CESCRIFTICH 2TY TMIT 33T 23T
“+Currently:
Item Ho. 1 Item Mamter Fil= Ho. 3505
LOT3 OF G000 3TUETD
Item= pexr E&: 1 R3iW: 7510-00-123-7777
100 ER at § 155.56 = &% 15555.55
+*Will now be AMERDED to De=ad:
Item Mo. 1 Itam Mamtar Fil= Ho. 3505
LOTS OF GO0 3TUEE
Items per E&: 1 R3W: 7510-00-123-7777
110 ER % 155_5555 = § 17111.11
Review a Beceiving Report 7 ol s [(ETO}
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MO Hi=gellanepus Crder
30 Service Orderxr

Jelect Transaction Type:
M2/ 50 Bakbuild/Transmit for F.0O.
20 Bebuild/Tran=mit for 1358=

FH3 Inquiry Rejected Cbhbligation Documents ...
FHS Bebuild/Tran=smit Bejected Obligation Documsnts ...
Jelect M5 Pejected Obligation Document Frocessing Option:

Jalect FMS Bebuild/Transmit Rejected Obligation Documsnts tiomn:

8.4 Payment Error Processing

Payment Vouchers (PVs) transmitted to FMS are sometimes rejected by FMS. The
Accounting Technician has two options to help view and correct such documents and

return corrected document to FMS for processing.
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Figure 8-6 Payment Voucher Inquiry

Lecounting Technician Menu

Document Processing Menu

Leocounting Utilities Menu

Reprint Menu

Receiving Beport Tranamission Menu ...

FMS Code Sheet Menu ...
Select Accounting Technician Menu Option: DOCument Processing
Menu
The system can now generate a report that will list the type and
number of each decument that is ready for processing at this
time.
But, it may take a while to complete.
Do you want to run the report at this time? NO//

1358 Processing Menu ...

Imendment Processing

General Post Funds Bequests Processing

Invoice Processing (ARCCTG) Menu ...

Ckligation Processing

Frocess Receiving Report

Return Purchase Order to Supply

FEeturn PO Amendment to Supply

Stacked Fiscal Documents Menu ...

FMS Rejected Obligaticn Document Processing ...
Select Document Processing Menu Option: INVoice Processing
{ACCTGE) Menu

Invoice Processing for Paynent

Esturn Invoice to Voucher Aundit

B Payment Voucher (FV) Inguiry

FMS Payment Voucher Error Processing

WView Certified Inwvoice
Select Invoice Processing (ACCIG) Menu Opticn: PAYment Voucher
(EV) Inguiry
Payment Voucher (FV) Inquiry

Select STATICN NUMBER ("~'" TO EXIT): S42// gl2 MARTINEZ, CR
Select one of the following:
BV FPaynment Voucher

Select Transaction Type: FV  Payment Voucher
Pavment Voucher NumberC40011 PV-£12C4001100
FM3 Document: FV-812C4001100
Deacription: Payment Voucher
Status: REJECTED BY FMS3
Created: JUL 7, 1994@13:55:02
This FMS document has rejected due to one or more errors.
The Certified Invoice will now be displayed for your review.
Pleaze review the zource document wvery carefully and take
the appropriate corrective action.
Prezz '"EETUEN' to continue:
... .BAlright, I'm tired. Please hold on...
INWVOICE TRARCEING LIST JUL 26,1994 0%:09 ERGE 1
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ID HOMBER: 40073
DATE OF INVOICE: JUL
INVOICE TYFE: NOBMAL
WENDOR: IFVENDOR COHSTRUCTICH CO
DISCOUNT TEEMS: STANDARD
DATE GOODS/3ERVICE BECEIVED: JUL 7,

T, 15954 DATE INWVOICE RECEIVED:
FURCHASE ORDER ECINTER

DISCOUNT DAYS: O

1934

CURRENT INWVOICE LOCATICON: FISCAL

DT CHRRGED TO CUBEBENT LOC: JUL 7,
DATE EETUENED TO FISCAL: JUL 7,
COMPLETED IN ACCOUMIING EBY: IFUSER, THREE

1994@13:53

INVOICE/BILL NUMEER: 123

JOL 1334

T

© B12-C40011

BMCOUNT CERTIFIED FOR PAYMENT: £110.00

CERTIFICATICN REQUIRED?: YES STATICON NUMBER: 612

PURCHASE CRODER NUMBER: 6§12-C40011 FMS PAYMENT VOUCHER #: €12C4001100
GROSS AMOUNT OF INVOICE: £110.00 NET DRYS: 30

5TATOS: Transaction Conplete EXFRNDED PO HUMEEER: £12-C40011

1594 CERTTIFIED FOR PAYMENT BY:IFUSER,THREE

CERTIFIED BY VALIDATION CCODE: /ES/IFUSER,THREE
COMPLETED BY VALIDATION CCODE: /ES/IFUSER, THREE
INWVOICE TRACEINE LIST JUL Ze, 1994@0%:0% BLGE 2
CHARGED TS CURBENT LOCATION BY: IFUSER, THREE
CERTIFIED BY VALIDATION WVER: 1 CERTIFIED BY ESIG CODE: 5711
COMPLETED BY VALIDATION VER: <HIDDEN> CCMPLETED BY ESIG CODE: 5711
CERTIFIED BY 5IG DATE/TIME: JUL 7, 1994@13:53:43
COMPLETED BY 5IG DATE/TIME: JUL 7, 1994@13:55
CERTIFYING SEEVICE: FISCAL
DATE/TIME CHARGED OUT: JUL 7, 19%4f13:53
CHARGED BY: IFUSER, THREE
CERTIFYING SEEVICE: FISCAL
DATE/TIME CHARGED OUT: JUL 7, 1994f13:53
CHARGED BY: IFUSER, THREE
BOC: 2660 Operating Supplies and Materials
ACCOUNTING LINE AMOUNT: £120.00 LIQUIDATION AMOUNT: £110.00
LIQUIDATICHN CODE: PARTIAL FMS LINE #: 1
FROMPT PAYMENT TEBMS #: 1 DISCOUNT PERCENT: NET
DISCOUNMT DR&YS: 30
Fregz "EETURN' to continue:
Payment Voucher Nunber
Payment Voucher Number HNOT FOUND!
Select one of the following:
BV Payment Voucher
Select Transacticn Type:
Invoice Processing for Payment
Esturn Invoice to Voucher Aundit
B Payment Voucher (FV) Inguiry
FMS Payment Voucher Error Processing
WView Certified Inwvoice
Figure 8-7 FMS Payment Voucher Error Processing
Select Invoice Processing (RCCTIG) Menu COpticn: FMS Payment
Voucher Error Processing
FMS Payment Voucher Error Processing
Select Payment Voucher Humber: PV-812C4001100
FMS Document: PV-£12C4001100
Deacription: Payment Voucher
Status: REJECTED BY FM3
Created: JUL 7, 1994@13:55:02
This FMS document has rejected due to one or mMore errors.
** PONOM=PV-512C4001100
The Certified Invoice can now be displayed for your review.
Flease review the source document wvery carefully and take
the appropriate corrective acticn.
Do vou wish to diaplay the scurce document? YES/ /S HO
Do you wish to rebuild and retransmit this FM3 document? YES//
Select STATICON NUMBER ('~'" TO EXIT): e8lzZ// MARTINEZ, CA
Does this inveice need to be processed by Voucher Andit? HO// ¥ (YES)

ARE YOO SUREz? YES// [YES)
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Status has been changed from "Transaction Complete’
to "Awaiting Voucher Audit Review'.
Prezs 'RETUEN' to continue:
Select Payment Voucher Humber: PV-512C40011040
FMS Document: PV-£12C4001100
Description: Payment Voucher
Status: BEJECTED BY FMS
Created: JUL 7, 1994@13:55:02
This FMS document has rejected due Lo one or more errors.
* % PONIM=PV-612C4001100
The Certified Inveoice can now be displayed for your review.
Fleasze review the source document very carefully and take
the appropriate corrective action.
Do you wish to display the scurce document? YES//S HO
Do wou wish to rebuild and retransmit this FMS document? YES//
Felect STATICN NUMBER ('~'" TO EXIT): 6lZ2// MARTINEZ, CR
Doez this invoice need to be processzed by Voucher Audit? MO/ [HO)
Etatus has bkeen changed from "Awaiting Voucher Audit Beview'
to "In Accounting'.
Do wvou wish to process this inveice at this time? YES// {YES)
Switching toc "Process Invoice in Accounting' Medule.
Unliguidated ckligation amounts and BOCs on thia order are:
S110.00 2660 Operating Supplies and Materials
Total Inwvoice BRmount Certified for Payment=:110.00
Select BOC: 2660 Operating Supplies and Materials

BOC: 26D Operating Supplies and Materials//

FMS Line #1
RACCOUNTING LINE AMOUNT: 120.040/F 110.00
LIQUIDATICN AMOUNT: 110.00//
LIQUIDATICH CODE: PARTIALSYS

Select BOC:

OK to process this payment to FMS? NOY/S ¥ (YES)

Enter ELECTRCNIC SIGMATURE CODE: Thank you.
Transferring invoice data toc PV document for transmissicn to FMS.
Returning to "Proceszs FMS/CLPPS Error Message' Module.

FM5 Payment Voucher Error Processing

Select Payment Voucher Humber:

Select Payment Veoucher Number: HNOT FOUND!

Select cne of the following:

BV Payment Voucher

Select Transacticn Type:
Invoice Processing for Pavment
Return Invoice to Voucher Andit

BV Fayment Voucher (FV) Inguiry

FMS Payment Voucher Error Processing
WView Certified Inwvoice

Select Invoice Processing (ACCTE) Menu Opticm:
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9 Purchase Card Options

9.1 Purchase Card Transaction Print Menu

The Purchase Card Transaction Print menu has a number of options that assist the
accounting technician with the monitoring of the Purchase Card program.

9.2 Detailed Report of Unpaid PC Transactions by FCP

This option displays the unpaid purchase card total for each control point.

9.2.1 Enter Parameters and Display

Figure 9-1 Detailed Report of Unpaid PC Transactions by FCP

Select Purchase Card Transacticns Print Menu Option: detaeiled Report of Unpaid PC Transactions
by FCP

FPleaze select a device for printing this repcrt.

DEVICE: UCE/TELNET Right Margin: BO//

DETAILED REECRT OF UNPAID FURCHRSE CARD TRANSACTIONS BY FCF FAGE: 1
FCP  PC NUMBER EUYER VENDOR
ZMOUNT PURCHLSE DATE  COST CENTER  BUDGET OBJECT CODE
FIRST LINE ITEM DESCRIPTICH
STATUS
020 BE-EE007E IFUISER, THO K MEDLINE INDUSTRIES INC
70.0 SEP 0z, 1993 B40500 2660 Operating Suppl

HEPARIN SCDIUM INJECTION USE 1000 UNITS PER ML 30ML DERIVED
Ordered (No Fiscal Action Required)

020 6BE-Pg5054 IFVENDOR, TEN ATDRESSOGRAPH FARRINGTCON/DATAC
10887.00 SEP 0Dz, 19318 g40500 2424 Cther Printing
DESCRIPTICH
Ordered (No Fiscal Action Required)
020 6BB-PT75198 IFVENDOR, TEN CERRMIC BREN
180.00 SEP 0Dz, 19318 840500 2220 COther Shipments
EST ITEM

Ordered (No Fiscal Action Required)
CONTROL POINT 20 SUBTOTIAL: 11237.00

03& 6BE-PO517& IFVENDOR, TEN III EHD DVMIEVENDOCE, OME

27.80 MaY 01, 20040 B2B100 2660 Cperating Suppl
WOODEM WIDGETS-PINE-PAINTED
Ordered (No Fiscal Action Required)
036 BBR-PE5010 IFUSER, TWO K GENERRT. MEDTCAL

62.50 QCcT 27, 1937 B2B8100 2632 Cther Medical a
GAUZE, PETRCLATUM, STERILE INDIVIDUAL PACK WHITE ABSCEBENT 1 X 26
Complete Crder Beceiwved

CONTROL POINT 36 SUBTOTAL: 90.50

9.3 Fiscal Daily Review

This option creates a report showing buyer, vendor, and status information for purchase
card orders within a selected date range.
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9.3.1 Enter Parameters and Display

Enter a beginning date and ending date for the report.

Specify whether you want to see Delivery Orders.

Figure 9-2 Fiscal Daily Review

Select Purchase Card Transacticns Print Menu Option: fiscal Daily Rewview
Enter beginning date: 030100 MAR 1,2000
Enter ending date: € JUN 15,2000
Do you want to see delivery corders? vy YES
DEVICE: UCE/TELNET Right Margin: BO//
FISCAL DAILY REVIEW REPCRT PRGE: 1
PURCHASE DATE BUYER VENLDOR AMOTUNT
STATOS TRRANMSACTICH BO NUMBER

DATE: JOW 15, 2000 CONTROL BCINT: 20
APR 04, 2000 IFUJSERUSER, FOUR IFVENDCRL , FIVE 0.75
Ordered and Cbligated 88-A05024
APR 04, Z00O0 IFUSERUSER, FOUR IFVENDCRL , FIVE 225.00
Ordered and Ckligated 88-A0S023
APR 03, 2000 IFUSERUSER, FOUR IFVENDCRL , FIVE 0.0a0
Ordered and Cbligated 88-R050Z2
MRR 30, 2000 IFUSERUSER, FOUR IFVENDCRL , FIVE 151.25
Ordered and Ckligated £88-A09021
DATE: JUNW 15, 2000 CONTROL BCINT: 20
MRR 2%, 2000 IFUSERUSER, FOUR IFVENDCRL, FIVE -450.00
Partial Crder Received 33-A0501%
MRR 28, 2000 IFUSERUSER, FOUR IFVENDCRL , FIVE -700.00
Complete Crder Beceiwved 88-A0S01E
MRR 27, Z000 IFUJSERUSER, FOUR IFVENDCRL , FIVE 120.00
Ordered and Cbligated 688-A09017
MRE 27, Z000 IFUSERUSER, FOUR IFVENDCRL , FIVE 150.00
Ordered and Cbligated £88-A05018
DATE: JUNW 15, 2000 CONTROL BCINT: 20
MRR 23, 2000 IFUSERUSER, FOUR IFVENDCRL , FIVE -310.00
Partial Crder BReceived 38-A05015
MRR 22, Z00O0 IFUSERUSER, FOUR IFVENDCRL, FIVE -350.00
Partial Order Receiwved 35-R0S5014
MRR 22, 2000 IFUSERUSER, FOUR BAXTEER HEARLTHCARE/RENAL D -50.00
Partial Order Beceived §33-A08012
MRR 20, 2000 IFUSERUSER, FOUR IFVENDCRL, FIVE -50.00
Partial Crder Received &33-RA052009
DATE: JUW 15, 2000 COMTROL BCINT: 20
MRR 20, 2000 IFUSERUSER, FOUR IFVENDCRL , FIVE -35.00
Complete Crder Beceiwved 88-A0S00E
MRR 20, 2000 IFUSERUSER, FOUR IFVENDCRL , FIVE 200.00
Partial Order Beceived 83-a08007
MRR 10, 2000 IFUJSERUSER, FOUR BAXTER HERLTHCARE/EENAL D 3600.00
Complete Crder Beceiwved 88-A0%004

CONTROL POINT 20 SUBTOTAL: 2502.00
DATE: JUOW 15, 2000 CONTROL BCINT: 3&
MRY 01, 2000 IFVENDOR, TEN IITI PHD DWVMIFVENDOR, CHE 27.60
Ordered (Ho Fiscal Action Reguired) 8-P0S178

CONTROL POINT 36 SUBTOTAL: 27.a0
JUM 0%, 2000 IFUSER, OHE IEVENDCR , FOUR 150.00
Ordered and Cbligated B8-RODOET
JUN 0%, 2000 IFUSEER, OHE TEVENDCR, FOUR apo.00
Complete Crder Beceiwved 88-A0D0EE
DATE: JUW 15, 2000 COMTROL BCINT: &0
JUN 0%, 2000 IFUSEER, OHE TEVENDCR, FOUR 150.00
Ordered and Cbkligated 88-AODOES
JUM 08, 2000 IFUSER, CHE 5.U.T. Businessz Services 144,00
Pending Fiscal Action 88-A000E4
IFCAP Version 5.1 9-2 September 2025

Accounting Technician User Guide



Chapter 9. Purchase Card Options

9.4 History of Purchase Card Transactions

This option creates a report of purchase card orders sorted by unpaid, paid or both
status, for a selected date range.

9.4.1 Enter Parameters and Display

Enter a BEGINNING DATE and ENDING DATE for the report.

The report can list paid orders, unpaid orders or both types of orders. At the STATUS:
prompt enter P for paid orders; U for unpaid orders; or B for both types of orders.

Figure 9-3 History of Purchase Card Transactions

Select Purchase Card Transacticna Print Menu Option: HIStory of Purchase Card Transacticns
Enter beginning date: 030100 MAR 1,2000

Enter ending date: T JUN 15, 2000
Select ocne of the following:
B Paid
U Unpaid
E Both

STATUS: Both
DEVICE: UCE/TELNET Right Margin: B0//
060 POS1BZ MRY 18, 2000 IFUSER,FIVE IFVENDCERL, FTIVE
250.00 842100 2860 Operating Supplies and Materials
TEST FOR BATCH 253 SAC PRCHET ROUTIME.
Ordered (No Fiacal Action Bequired)
0ed PO51T74 MRY 01, 2000 IFVEMDOR,TEN |
0.00 842100 2660 Operating Supplie= and Ma
WOODEN WIDGETS-PINE-PAINTED
Order Mot Completely Prepared
0ed POS170 APR 1%, Z000 IFUSER,FIVE IFVENDCEL, FIVE
0.00 842100 2631 Drugs, Medicines and Chemical Suppl
MORPHINE NJ TUBEX 8MG (PHG.S5IZE:10 X 1ML) (SCHEDULE IT)
Order Mot Completely Prepared
0&d PRSETO RPR 13, 2000 SUPPLY,USER IFVENDCR, FOUR THC.
8.35 822300 26832 Other Medical and Dental Supplie=
COVER ABMBCLRD % IMCH
Complete Crder Beceived (Rmended)
0ed PO5S157 APR 04, 2000 IFUSER,FIVE IFVENDCRL, FIVE
200.00 820300 2631 Drugs, Medicines and Chem
MORPHINE NJ TUBEX 8MG (PHG.S5IZE:10 X 1ML) (SCHEDULE II)
Ordered (HNo Fiscal Action Required)
0ed PO5154 APR 04, 2000 IFUSER,FIVE IEVENDCRL, FIVE
100.00 820300 2631 Drugs, Medicines and Chem
MORPHINE NJ TUBEX 8MG (PHG.SIZE:10 X 1ML) (SCHEDULE ITI)
Ordered (Mo Fiacal Action Required)
0&d POSBa3 MAR 21, 2000 SUPPLY,USER FEDERAL MRREETING
75.30 820300 2660 Operating Supplies and Materials
BATTERY RAX ATHKALINE 1.5 WOLTS
Ordered (HNo Fiscal Action)-Emended
0&d POSE4S MR 10, Z000 SUPPLY,USER IEVENDCR, FOUR
120.12 822100 2892 Prosthetic Supplies
BATTERY AA% ATKALINE 1.5 WOLIS
Beconciled - Amended
0&ed POODES MRR 10, 2000 SUPPLY,USER nsn
Ba.20 822100 2832 Other Medical and Dental Supplies
RDHESIVE TIES, SURGICAL, WHITE, 7-1/4 INCHES WIDE, 11-1/8 INCHES LONG,
Beconciled - Amended
0ed POODEE MAR 10, 2000 SUPPLY,USER IEVENDCR, TWO
54.00 822100 2631 Drugs, Medicines and Chemical Suppl
2¥2 LITER CONDITIOMER, 1XZ LITER BUFFER ASTRA
Beconciled
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Chapter 9. Purchase Card Options

9.5 Reconciled Purchase Card Transactions

This option creates a report of reconciled purchase card orders sorted by user and card
number. A reconciled order has been paid in full and completed received.

9.5.1 Enter Parameters and Display

Enter a STATION NUMBER, BEGINNING DATE and ENDING DATE for the report. Select
a DEVICE for displaying the report.

Figure 9-4 Reconciled Purchase Card Transactions

Select Purchase Card Transacticna Print Menu Option: reconciled Purchase Tard Transacticna
Select STATION MUMBER ('"~'" TO EXIT): &BB//S WASHINGTON, DC

Enter beginning date: 030100 MAR 1,2000

Enter ending date: ¢ JUN 15,2000

DEVICE: UCK/TELNET Right Margin: BO//S

RECONCILED PURCHASE CARD CRDERS JUH 15, Z000@13:00:14 EAGE 1
F.0. DATE DATE BRECONCILED QELCER # SAMT TYPE(5/D)
VENDOR DESCEIPTION
STATUS
DOC-REF # RECONCILED SEMT EECONCILE VENDCR FINAL CHRRGE
BUYER: IFEUYER 3
APR 28, 1997 JUH 0Z, 20040 a58-PE5024 667.14 D
IFVENDORZ , TWO SDES
Reconciled
Ce8861470012001 150.20 IFVENDORZ, THEEE HC
CEEAR14ATO0LZ006 BET.14 IFVENDORZ , FOUR YE3

RECCONCILED SUBTOTAL - £817.34

BUYER SUBTOTIAL - £4667.14
BUYER: IFVENDCE,TEN
JUM 12, 2000 JUM 12, 2000 #28-P05185 13.08 SIMPLIFIED
IFVENDOR, FCUR Prosthetic Order
Reconciled
Ceaddlezo001001 25.55 YE3

RECCHCILED SUBTCTAL - £25.55
BUYER 3JUBTOIAL - $13.038
BUYER: IFBUYER 1

MLER 0%, 2000 MAR 09, 2000 628-P35834 12.12 DETLILED
IFVENDOR, FCUR BATTERY RAR ATERLINE 1.5 VOLTS
Reconciled - Amended
C-&88000PE5834 6.12 IFVENDOR, FOUR MO
C-e880002PE5834 6.00 IEFVENDOR, FOUR YES
RECONCILED SUBTOTAL - 512.12
BUYEE SUBTOTAL - £12.12
BUYER: IFEUYER 2
NOW 20, 1998 AFR 18, 20040 a58-P95080 13.20
FEDERAL MRREETING TESTING OPTICONS IN MNT (11-20-98).
Reconciled - Amended
C-&33000P25080 5.00 FEDERAL MARKETING HG
C-e830002B935080 B.20 FELERAL MAREKETING YE3
RECONCILED SUBTOTAL - £13.20
MR 10, 2000 MAR 10, 20040 a58-P3584R 10.00
IFVENDOR, FCUR INC. Test item, for £10.00
Reconciled
C-e83000PE5848 10.00 IEFVENDOR, FOUR YES
BUYER: IFEUYER 2
RECCNCILED SUBTOTAL - £10.00
BUYEER SUBTOTAL - £23.20
FPregs return to continue, """ to exit:
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9.6 Unreconciled Purchase Card Transactions
This option creates a report of the unreconciled purchase card orders.
9.6.1 Enter Parameters and Display

Enter a STATION NUMBER, BEGINNING DATE and ENDING DATE for the report. Select
a DEVICE for displaying the report.

Figure 9-5 Unreconciled Purchase Card Transactions

9.7 ET-FMS Document Display

Select Purchase Card Transacticns Print Menu Option: UNReccnciled Purchase Card
Transactions

Select STATICN NUMBER ('~'" TO EXIT): eBEB// WASHINGTCN, DC

Enter beginning date: 030100 MRR 1,2Z000

Enter ending date: <t JUN 15,2000

DEVICE: UCE/TELNET Right Margin: EO//

UNRECONCILED PURCHASE CARD CRLERS JUM 15, Z000@15:27:57 EAGE 1
F.0. DATE CRDER # SAMT TYEE (5/D)
WVENDOR LESCRIFTION

STATUS

COMMENT S

BUYER: IFUSEER,TWO

APR 04, 2000 aB8-P0OS1G0D 165.00 DETATLED
BAXTER/HOSFITAL 3UFPPLY DIV WNEEDLE JAMSHIDI BONE MARRCW 11GR X
Ordered (No Fiscal Action Required)
Teat Document
BEUYER SUBTOTAL - £1&5.00
BUYER: IFUSER,OQHE
MRR 02, 2000 aB88-P0510 144.00
IFVENDOR, FCUR SHAWVING KIT, SURGICAL PREFPARATICH.

Ordered (No Fiscal Action Regquired)
BUYER SUBTQTAL - £144.00

9.7.1  Enter Parameters and Display

Enter a STATION NUMBER. At the TRANSACTION TYPE: prompt, select ET. Enter the
FMS ET DOCUMENT 1ID, or two question marks (??) to see your choices.

IFCAP Version 5.1 9-5 September 2025
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Figure 9-6 ET-FMS Document Display

Chapter 9. Purchase Card Options

Select Transactiocn Type: et Expenditure Tranafer
FM3 ET Document ID: 22
Chooge from:
FMS ET Document ID: ET-6BBHJICE10S95
FMS Document: ET-£88HJCG1095
Degcription: Autoc ET Document
Status: TRRANSMITTED
Created: AFR 27, 1995@15:54:44

Degcription Line #3500 Line #
BEFY: 98 93
BBEY:
FUND: 0160R1 520100
STATICH: G858 &38
SOB STRATICH:
COST CENTER: 220100 320100
SUB COST CENTER: [u]u] aa
FCE/FRJ: 0100E01%8 01&0A1
BOC: 2840 2660
JOB HO:
LINE BMOUINT: 39.15 35.15
LINE ARCTICH: o I
PURCHASE CARARD CRDER: BBB-FE5231

Select STATICON NUMBER ("~' TO EXIT): eBE/S WASHINGTON, DC
Select cne of the following:
ET Expenditure Transfer

9.8 ET-FMS Document Rebuild

This option will rebuild erroneous/rejected ET-documents.

9.9 Purchase Card Transaction Status

This option creates a report listing accounting and item data for a purchase card order.

9.9.1 Enter Parameters and Display

Enter a STATION NUMBER. At the P.0O./REQ. NO.: prompt, enter the Purchase Card

obligation number, or a question mark (?) to see your choices.

IFCAP Version 5.1 9-6
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Figure 9-7 Purchase Card Transaction Status

Select STRTICH HUMEBEER ['~7 TO EXIT) : &BEE/S WASHINGTCH, DT

P.O./BEQ. HO.: PO5027 655-PO5027 11-15-9%9 PC Paid (Noct Receiwved)
FCP: O60 £ 144,00

Transaction Number: &88-F05027 FCF: 080 Fiscal Service

Tranzaction Status: Paid (Mot Beceiwved)

Date of Request: NOV 1%, 1593939 Date Begquired: NOWV 2%, 1559

Vendor: IEVENDOR, FOUR

Committed (Estimated) Cost: 144.00 Dete Committed: WOV 29, 1599

Purchaze Card Amount: 144.00 Date Signed: WOW 19, 19%5%B0%:09:35

Transaction Amcunt: 144.00 Lecounting Data: 3600160

Originator of Beguest: IFUSER,CHE
RBequesting Serwvice: FISCAL
Delivery Location:

Sort Group:

Do you wish to print this repocrt? Yes// [(Yes)

DEVICE: UCK/TELHET Right Margin: BO//

Tranzaction Numker: &88-P0O5027 FCP: 080 Fiscal Service
Tranzaction Status: Paid (Mot Beceiwved)

Date of Recquest: MOV 1%, 1999 Date Bequired: NOW 2%, 1859
Vendor: IEVENDOR, FOUR

Committed (Estimated) Cost: 144.00 Dete Committed: WOV 29, 1599
Purchaze Card Amcunt: 144.00 Date Signed: WNOW 19, 19%5B09:09:35
Transaction Amcunt: 144,00 Lecounting Data: 3600160

Originator of Beguest: IFUSER,CHE

REequesting Service: FISCAL

Delivery Locaticn:

Sort Group:

HNOTE - You canpct yse the FURCHASE CARD HOLDER field for lookums,

9.10 Monitor Reconciled Orders by Card Holder

This option is used to print vendor, accounting element, cost, and status information for
reconciled orders.

9.10.1 Enter Parameters and Display

At the START WITH RECONCILE DATE: prompt, press <ENTER> to accept the
default RECONCILE DATE or to sort in sequence, starting from a certain reconcile date,
type that reconcile date or enter ‘@' to include null reconcile date values. At the START
WITH CARD HOLDER: prompt, press <ENTER> to start with the first card holder and
see all card holders, or to sort in sequence, starting from a certain card holder, type that
card holder or enter '@' to include null card holder values

Select a DEVICE for displaying the report.

IFCAP Version 5.1 9-7 September 2025
Accounting Technician User Guide



Chapter 9. Purchase Card Options

Figure 9-8 Monitor Reconciled Orders by Card Holder

Select Purchase Card Transacticns Print Menu Option: MONITOR RECONCILED ORDERS BY C PRCH
RECONCILE PRINT Mcnitor Reconciled Orders by Card Holder
START WITH RECONCILE DATE: FIRST// <Enter>

START WITH CARD HOLDER: FIRST// <Enter>

DEVICE: UCY/TELNET Right Margin: B80// <Enter>
EURCHASE CARD ORDER RECONCILE LIST JUN 16,2000 15:08 EAGE 1
TRANS DATE MERCHLNT AMOUNT COMM BMT  VARIENCE
FO# VENDOR FCP CC BOC
SUFPLY STATUS ET DOC ID

RECONCILE DATE: OCT 20,1988
CARD HOLDER: SUFFPLY,USER

OCT 19,1998 SCUTHERN OFTICRL 25.00 31.06 26.06
99598128
1788
OCT 20,1988 SCUTHERN OPTICRL 60.83 60.82 -.01
959598126
1787

BECOMCILE DATE: OCT 23,1998
CARD HOLDER: SUFFLY, USER
OCT 23,1988 FEDERAL MARFETING £.80
99598080

.60 0

(=31

1810

9.11 BOC Report for OA&MM/Fiscal

This report will allow users to specify a date and name range to print any Purchase Card
transactions which include BOC numbers 2696 to 2699. It is used by OA&MM/Fiscal to
perform Supply Funds reconciliation.

9.11.1 Enter Parameters and Display
At the START WITH CARD HOLDER: prompt, press <ENTER> to accept the default
FIRST and see all card holders, or enter a specific card holder.

At the START WITH TRANSACTION DATE: prompt, press <ENTER> to start at the
beginning of the file, or enter a specific TRANSACTION DATE.

Select a DEVICE for displaying the report.
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Figure 9-9 BOC Report for OA&MM/Fiscal

Select Purchase Card Transacticns Print Menu Option: boc Report for CReMM/Fiscal
* Previcus selecticn: CARD HOLDER not null
START WITH CRRD HOLDER: FIRST//

* Previous selecticn: TRANSACTION DATE not null

START WITH TRANSACTICON DATE: FIRST//
DEVICE: UCK/TELNET Right Margimn: sn/
PURCHASE CARD/SUPPLY FUND DOC ID RECONCILIATION

JIN le, 2000 15:1%9 EAGE 1

TEANSACTION
BOC DATE ORLCLE DOCUMENT ID PFURCHASE CRDER
COMMITTED
EMOUNT AMOUNT MERCHANT HNAME

CARD HCLDER: IFUSER, TWO

2696 MBR 32,1999 C-662000P%5005 £62-P95005
1.50 1.30 SIMPFLIFIED

2696 MR 32,1999 C-662000B85006 £62-P85006
2.50 2.50 TIFVENDOR, FOUR
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10 Accounting Utilities

10.1 Introduction

This chapter lists the options contained on the Utilities Menu. These options enable the
Accounting Technician to Edit a BOC on an item in the ITEM file, Review VRQs, establish
AR Vendors in the IFCAP Vendor file, edit entries in the Vendor file, clear a lock if
necessary, lookup a vendor ID number in the Vendor file, and print a report of
documents awaiting Fiscal action.

10.2 Update Status of Funds Balances

This option was more useful when IFCAP was not being updated automatically if
adjustments were made to the control point balances in the corporate ( now FMS)
system. It allows the Accounting Technician to manually enter the current balance of the
control point, as listed on the Status of Allowance report, into the IFCAP system thereby
enabling the technician to see the effect of any transaction input into IFCAP against the
actual balance recorded in FMS. To utilize this feature the field STATUS OF FUNDS
TRACKING: in File 411 must be set to YES. This is done by the IFCAP Coordinator using
the Site Parameter option. It would have to be set individually for each station on the
computer system.

10.2.1 Enter Parameters and Display
At the SELECT FUND CONTROL POINT STATION NAME: prompt, enter the
appropriate Station Number.
At the Select CONTROL POINT: prompt, enter the CONTROL POINT.

At the STATUS OF FUNDS BALANCE: prompt, enter the actual balance of the control
point per the Status of Allowance report from FMS.

Figure 10-1 Update Status of Funds Balances

Select Accounting Utilities Menu Option: update Status of Funds Balances

Select FUND CONTRCL POINT STATION NAME: &E88 WASHINGTCON, DC

Select CONTROL POINT: 025 Radiclogy// 110 MAVIS .01 0le0al 10 0QL00 01004

211e
STATUS OF FUNDS BALANCE: 37513.35

Select CONTROL POINT: (060 Fiscal Service 0lelanl 10 0100 010042100
STATUS OF FUNDS BALANCE: 12312.56

Select CONTROL FOINT:
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10.3 Lookup Vendor ID Number

This option is designed to permit Fiscal Service to lookup the Vendor ID Number,
Alternate Address Indicator and Payment address information for any vendor in the
vendor file.

10.3.1 Enter Parameters and Display
At the SELECT FUND CONTROL POINT STATION NAME: prompt, enter the
appropriate Station Number.
At the Select CONTROL POINT: prompt, enter the CONTROL POINT.

At the SELECT VENDOR NAME OR PO NUMBER: prompt, enter the Vendor Name or
purchase order number.

Figure 10-2 Lookup Vendor ID Number

Select Rccounting Utilities Menu Option: locokup Vendor ID Number
Select Vendor Name or PO Number: IFVENDOR, FOUR

1 IFVENDOR, FOUR EDI PH: xxx xxXx =xxxx NO: e5
FALY ADLD:DEPT LA 21061 FMS: IFVENDCR, FOUR
PASADENA, CL 81185 CODE:33086711305 FLX: XXX XK HKXXX
2 IFVENDCOR, FOUR INC. EDI PH: xxx XXX xXxxx NO: 4017%
FLY RADD:Z424 WEST Z3RD ST FMS: IFCAEVENDOSZ . FIVE
ERIE, PL 1&514 CODE:250320960 FLX: XMX XXM XXX
CHOOSE 1-2: 1 IFVENDOR,FQUR EDI PH: XXX XXX xxxx NO: a5
FALY ADLD:DEPT LA 21061 FMS: IFVENDCR, FOUR
PLSADENA, CL 81185 CODE:93086711305 FLX: =MM HMH MHMNXX
Review current payment information on this Vendor? YES// v YES

Lookup Vendor ID Number
Payment Information
Vendeor Name: IFVENDOR, FOUR
Vendor Number: &5 Non-Recurring/Recurring: RECURRING
FMS Vendor Code: 8930867113
Blternate Address Indicatocr: 05
ARddress: DEPT LA 21061
2424 WEST Z3RD STREET
PLSRDENR, CA 91183
Payment Contact Person: IFUSER, SEVEN
Select Vendor Name or PO Number:

10.4 Vendor File Edit

This option permits the Fiscal Service to edit the VENDOR NAME and PAYMENT
ADDRESS fields of an entry in the Vendor File. In order to edit the VENDOR NAME and
PAYMENT ADDRESS fields for a Medical/Surgical Prime (MSPV) Vendor (vendor
numbers above 949,999), the Fiscal user must hold the PRCHVEN security key.

NOTE: Changes made in this patch to security key permissions have no impact on
the existing VRQ (FMS Vendor Request Document) process.
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10.4.1 Enter Parameters and Display

Enter a STATION NUMBER.

At the VENDOR NAME: prompt, enter the name of the vendor you wish to edit, or enter
two question marks (??) to see a list of those available.

If you changed any critical data fields, IFCAP may ask if you need to send a Vendor
Request (VRQ) to Austin. If so, answer YES to generate a VRQ. If you made no change to
critical fields, IFCAP will not ask you the question.
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Figure 10-3 Vendor File Edit

T

Select STATION NUMBER ('*' TO EXIT): 658
Vendor File Edit

Fizcal may add new Vendors teo the Vendor File.
Select VENDCOR MNAME: 27

L

HINGTON, DC

i

=

Review current payment information on this Vendor? YES//
Vendor File Edit
Payment Informaticn
Vendor Mame: IFVENDOR,ONE
Vendor Number: 41369 Non-Recurring/Recurring: RECURRING
FMS Vendcr Code: 987225873
Blternate Address Indicator: 01
Address: 8 HIGH ST
FLORENCE, MR 01062

Payment Contact Person: IFUSER,EIGHT
Edit the payment information on Vendor reccrd? YES//
Vendor File Edit
NAME: IFVENDOR,ONE /Y
TAX ID/SSN: Q0000000177
SSN/TAY ID INDICATOR: TAY IDENTIFICATICON NUMBER//
FMS VENDOR CODE: 000000001//
ATLT-ADDR-IND: 01//
PAYMENT CONTACT PERSCN: IFUSER,EIGHT i
PLAYMENT PHONE NO.:
ORDERING ADDRESS: 8 HIGH ST

FLORENCE, MASSACHUSETTS 01061

PAYMENT ADDREESS1: & ANY ST// 10 Scuth St.
PAYMENT ADDRESS2: BOX 000//
PLYMENT CITY: FLORENCE//
PAYMENT STATE: MASSACHUSETTS//
PAYMENT ZIP CODE: 010&2//010€l
1089 VENDOR INDICATOR: YES//
VENDOR TYPE: COMMERCIALS/
DUN & BRADSTREET #: 9B7228934//
DOES & VRQ NEED TC G0 TO AUSTIN (YES/NQ)? No// YES
Creating the FMS VENDOR REQUEST.
Fnter RETURN to continue:

1 IFVENDOR, ONE PH:xxx xHxx-x=xxx NO:
PLY ADD:8 HIGH ST FMS:
FLORENCE, MA 010&2 CODE:SB722587301 FLX: XXX XXX XXX
] IFVENCOR, ONE 'S THINGS PH: NO:
FLY ADD:3 HOGH FMS:
FLORENCE, MA 010823 CODE: FR¥:
CHOOSE 1-5: 1 IFVENDOR,ONE PH: xxx xxXX-—xxxx NO:
FLY ADD:Z HIGH ST FMS:
FLORENCE, MA 01082 CODE:SB722587301 FRX: =X XXX—HXxX

413659

41382

41368

10.5 Edit BOC in Item File

This option allows the user to edit the Budget Object Code (BOC) on an item in the Item

File.

10.5.1 Enter Parameters and Display

At the SELECT ITEM MASTER NUMBER: prompt, enter the item number you want to

edit, or enter two question marks (??) to see a list of those available.

At the BOC: prompt, enter the BOC you wish to apply to the item.
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Figure 10-4 Edit BOC in Item File

Select Accounting Utilities Menu Option: edit BOC in Item File
Select ITEM MASTER NUMBER: 100012 2772
Select ITEM MASTER NUMEER: 100

1 100 PROEBE-ELR
2 100-012% 13 THICRRIDAZINE SOL 100MG/ML 4 0Z ET (MELLARIL)
CHOOSE 1-2: 1 100 PROBE-EAR

PROBE-ERR-SROZ 3700
BOC: 2660 Operating Supplies and Materials// 2632 Other Medical and Dental Supplies

10.6 Clear Program Lock

This option allows the Accounting Technician to clear the system if a particular program
lock is set. It might happen that two individuals try to batch documents at the same
time.

10.6.1 Enter Parameters and Display

At the SELECT FISCAL LOCK TYPE: prompt, enter the Lock to be cleared, or enter
two question marks (??) to see a list of those available.

Figure 10-5 Edit BOC in Item File

Select Accounting Utilities Menu Option: clear Program Lock
Select FISCRL LOCE TYFE: 77
Chocse from:

BATCH,/ TRANSMIT

BUDGET RELEASE

CLI BATCH/TRAENSMIT

CLM BATCH/TRANSMIT

I15M BATCH/TRANSMIT

LOG BATCH/TRANSMIT

PHAZ BATCH/TRAENSMIT

PRC BATCH/TRAENSMIT
Select FISCAL LOCE TYPE: batch/TRANSMIT
BATCH/TRANSMIT Lock is mot in use. Mo action taken
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10.7 Undelivered Orders Reconciliation Report

This option generates the 850 Undelivered Orders Reconciliation Report. This report is
very resource intensive and should be scheduled to run in off-hours. The option can be
invoked manually. This report is restricted to purchase orders from a single station and
can be limited to a date range. The default date range is from T-90 days to T.

10.7.1 Enter Parameters and Display

Enter a STATION NUMBER.

At the SELECT BEGINNING DATE: prompt, enter a beginning date, or press <Enter>
to accept the default 90-day period.

At the SELECT ENDING DATE: prompt, enter an ending date, or press <Enter> to
accept the default.

Enter a DEVICE.

Figure 10-6 Undelivered Orders Reconciliation Report

Select Rccounting Utilities Menu Option: undelivered Orders Recconciliaticon Report
Are you sure that you want to manually run this coption? NO// y YES
Select STATION NUMBER ('~' TO EXIT): &88// WASHINGTON, DC
Select BEGINNING DATE: MAR 21, 2000/ (M&aRR 21, 2000)
Select ENDING DATE: JUN 1&, 2000// (Juw 1%, 2000)
DEVICE: HOME// UCH/TELNET Right Margin: 80//
...EXCUSE ME, HOLD ON...B530
UNDELIVERED ORDERS RECONCILIATION FOR STATION 688 FROM MARR 21, 2000 TOo JuUw 1%, 2000
JUN 18,2000 17:54 PAGE 1
TRLNS TERANS SOURCE COST
REF NO DATE CODE FCP CODE REQ DATE CENTER BOC
CBLIGATED ACCRUED UNCELIVERED
AMOUNT EXPENDITURES ORLDERS
APPROFPRIATION: 3600160
n000el 05/01/00 MO.E 0eld 3 05/11/00 842100 2620 318.400
0.00 318.00
n000e> 05/11/00 MO.E Oeld 3 0s5/21/00 542100 2620 216.00
72.00 144.00
n00066 05/12/00 MO.E 0eld 3 0s/2z/00 242100 28860 1728.00
576.00 1152.00
n000e7 05/12/00 MO.E Oeld 3 0s/2z/00 542100 2660 2B8.00
182.00 G6.00
APPROPRIATION: 36XEB180
HOOOD3 05/11/00 MO.E ez 3 05/21/00 282100 2660 216.00
0.00 21e.00
NUMEBER RECORDS 1
SUBTOTRLS $ 216.00 0.00 216.00
TOTAL NUMBEE RECORDS 25
TOTALS § 5655.60 1032.00 4g23.60
Would vou like to run ancther reconciliation report? No// {No)
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This option will print all fiscal pending action 1358 and P.O. for fiscal obligation.

10.8.1 Enter Parameters and Display

Enter a DEVICE.

Figure 10-7 Fiscal Pending Action

Select Rccounting Utilities Menu Optiomn:

Page 1

fiscal Pending ARcticn

DEVICE: HOME// UCK/TELNET Right Margin: 80//

IFCAP OBLIGATIONS FPENDING ACTION REPORT - Purchase Orders

PRINTED ON 18-Jun—-00 AT 1B8:14:00

Press <RET> to continue cor "*' to quit.

F.C. NUMEER FCF AMCOTUNT DATE S5TATUS

e88-R0O0090 110 3 120.00 06-19-00 Pending Fiscal AZction
e88-R0O008% 080 3 150.00 06-19-00 Pending Fiscal AZction
£88-BO004T 0Oe0 s 24.00 06-13-00 Pending Fiscal Zction
6B88-200084 Q&0 E 144.00 06-08-00 Pending Fiscal Zction
EBE-RO007S 110 E 442.00 05-26-00 Pending Fiscal Zction
6BE8-200077 060 S 144.00 05-25-00 Pending Fiscal Zction
6B5-B0O0044 Q&0 S 11.00 05-19-00 Pending Fiscal Zction
6BE-BO0043 0Oe0 s 30.00 05-19-00 Pending Fiscal Zction
6BE-BO0042 080 s 14.00 05-16-00 Pending Fiscal &ction
EBE-RO006E 080 s 290.00 05-12-00 Pending Fiscal &ction

10.9 History - Code Sheet/Obligation (PAT) Number

This option allows the user to view the code sheets which have been prepared for a
specific obligation number/purchase order.

10.9.1 Enter Parameters and Display

At the PURCHASE ORDER NUMBER: prompt, enter the obligation number you wish to

view.

IFCAP Version 5.1
Accounting Technician User Guide

10-7

September 2025




Chapter 10. Accounting Utilities

Figure 10-8 History - Code Sheet/Obligation (PAT) Number

Select Accounting Utilities Menu COpticn: history - Code Sheet/Cbligation (PAT) Number
EURCHASE ORDER NUMBER: a00072 &8B8-A00072 05-23-00 ST Partial Order Received(fLmended)
FCP: 060 3 2B85.12
ANOTHEER CONME:
FURCHASE ORLDER NUMBER: &B8-RO007Z

DATE: 3/23/2000 FCP: 060 Fiscal Service

STATUS: Partial Order Receiwved (Zmende

VENDCE: IFVENDOR, FOUR TOTAL: 285.12
FMS DOCUMENT (S) :

TT/5C TE DRTE EREF SIG DLRTE/TIME SIGNED BY:

MO.E 052300 mO00OTZ2 MARY 23, 2000@10:27:12 IFUSER,CNE

ER.E 052300 n00072 MARY 23, 2000810:28 IFUSER, ONE

MO.M 052400 nod072 MmY 24, 2000811:14:03 IFUSER,CNE

MO.M 052400 00072 MY 24, 2000811:28:27 IFUSER,CNE

MO.M 052400 n00072 MARY 24, 2000813:37:31 IFUSER,CHNE
Would wou like to review the entire purchase crder? NO// v (YES)
PURCHASE ORDER: &8B-Z00072 STATUS: Partial Order Received (Zmended)
M.0.P.: INVOICE/RECEIVING REPORT LAST PARTIAL RECD.: 2 053/24/00

REQUESTING SERVICE: FISCAL
VENDOR: IFVENDOR, FOUR SHIF TO: Washington VAMC
1000 BLVD OF THE ALLIES V.h. Medical Center
IFCAP Version 5.1 10-8 September 2025
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SUITE 510 50 Irving 3trees, N
ROCM S42, DOD 1z Washington, DC 20422
MORCRO3S, R 20071

HHK HEN~KKEK

FM3 Vendor Cod=: S2036711205

P05 BOINT: DESTINATION |FROPOSEL: HfA AUTHOBRITY:

COST CEWTER: 242100 | Fam 12

IYPE: *DELIVERY & PURCHASE CROEER| AGENT:

CELIVER CM/BEFCRE €/Z/2000 | CCHTRACT : IEU3ER, CHE
DISCOONT TERM: WET20 | DEF454444 DARTE: 5/Z3/z000

IAFP: 2600160—0460 |

THIT TOTEL
ITEM CESCRIFTICH QTY TNIT CO3T CO3T
SHAVING FIT, SURGICAL 24 BX 1Z.00 2B8E.00
EREFARRTION. DISPOJASLE.
COOH3ISTI OF PLRSTIC TRAY WITH
SEPARATICHZ FOR RINSE AND 3JCAF
WATEER, WATER REFELLEMNT LINEN
EROTECTCER, DOUBLE EDGE RRECR
WITH SLADE, ANTI-INEFESCIIVE SORF
CR. DETERGENT, CLERN UP MRTERIEL
T DRY JHAVEN RRER. FOR
EREFARRTICN OF 3FIN FRICR TC
CPEFATIONES. (WHS LOC B1l)
STHE: l1l2-8002
WSH: &515-00-103-665%
QTY PREV RCVD: 16
EARTIAL WO.: 1,2
Items per BE: 2%
[UHIT TOTAEL
ITEM CESCRIFTION QTY UNIT COST CO3T
BOC: Z6ED M3 LINE: 001 CONTRACT: DF45444%
2 MAGHESIA AND RLUMINA CORAL 0O C2 ] 0.0o0
SUSFEM3ICH, USP. 5 FL OZ. (1448
ML.} PLASTIC EOTTLE. EACH ML.
CONTATRI MRENEIIA HYDAOHIDE 40
MG AND ALUMINDM HYDROKIDE 45 MG
[MERLOK) 48BT/C3
NDC:-12233-1122-11
HEH: €505-01-3&5-€023
Itams paxr C3: 48
BOC: Z631 FMS LINE: 002
2 1E33 1 & FOR ITEMS: 1 .88

IN CRDER TO RECEIVE PRYMENT VENWDOR MU3T ZIUEMIT INVOITE WITH
EITHER 3JIGHKED BILL3 OF LADING, FREIGHT EILL, FaRCEL PCET
RECEIFT FROM CERRIER. IF VERDOR MRFET SHIFMENT THRODGH
OTHER. THAMN A COMMERCTRI CRRRIE3, OF IF THE VETERRW BECEIVES
ITEMS AT THE VEWDOR'Z BUSINEZZ LOCATICHN, VEMDOR JHOULD 20
INDICATE ON TEE IHWVOICE. VERNDOR I3 TO BEILL ONLY FOR THO3E
ITEMS ZHIPFPED.

EMENDMENT MUMEZR: 1 EFFECTIIVE DATE: 5/24/200
+ADDED THROUEH RMEMDMENT=
Buthority Edit is OTHER (=pe=cify type of modification and authority}

EMENDMENT MIMEER: 2 EFFECTIVE DATE: 5/24/2000
THIT TCTREL
ITEM DEICRIFTICN QTY UHIT 03T SoET

The following line item has been cancelled:

Item Mo. 2 Item Master Fil= He. 103 BOC: 2831
MAGHNEIIA END RLUMINA ORRL SUSPEN3IION, U3IP. 5 FL CZ. {148 ML
.JPLASTIC BOTTLE. EACH ML. CORTAINS MAGNEIIA HYDRCHIDE 40 MG
AND ALUMINOMHYDROXIDE 45 MG (MARRLOH) 438BT/C3
NDC:12233-1122-11

Items pex C3: 48 H3M: &505-01-265—&802E
12 C8 at % 24_0000 = & 288.00
IFCAP Version 5.1 10-9 September 2025
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“RODED THROUGH AMENDMENWT*
Buthority Edit i= OTHER (=p=cify tiype of modification and authority}

AMENDMENT MUMEEZR: 2 EFFECTIVE DATE: 5/24/2000
THIT TOTEREL
\ITEM LESTRIPTION &@TY UHIT C03T COET

ATIMINISTEATIVE CERTIFICATICN 2, DIRECT SHIFMENT RECEIVING BEFORT, has besn ADDED
+ADDED THROUGH AMENDMENT*
Buthority Edit is OTHER (=p=cify tvpe of modification and authority}
EMEMNDMENT MMEER: 4 EFFECTIVE DRTE: 5/24/Z000
+ADDED THROUGH AMENDMENT*
Buthority Edit is OTHER (=p=cify tvpe of modification and authority}
“ADDED THROUGH RMENDMENT=

THIT TOTAL
ITEM CESCRIFTION QT UHIT C03T 03T
1% Di=count For Itemi=]: 1
Bevimw a Beceiving Beport 7 Hof S ¥ {¥E3]
Jelect PARTIAL DATE: 1 5-22-2000
FIRCHASE ORDER: &E3-R00072 ITATOS: Partial Order Beceived [Amended)
FROCES3ING: IMVOICE/RECEIVING REPORT PARTIAL: 1 5/23/2000
URIT QTY TCTAL
ITEM CDESCRIFTICHN QTY UMIT 23T REC Oo38T
1 JHAVING FIT, SURGICAL Z4 EX 12.00 12 144_00
EREFARATION. DISPO3IARLE.
COWN3ISTI OF PLR3ITIC TRAY WITH
JEFARATICNI FOR RIN3E AND 3CRP
WATEE, WATER REFELLENT LIKEN
FROTECTCR, DOUBLE EDGE RAZCR
WITH ELADE, ANTI-INFECIIVE 30&F
CR DETERGERT, CLERN UP MATERTEL
TC DREY JHAVEN RRER. FOR
FREPARATION OF 3FIN PRICE TIC
CPERATICOHNS. (WHS LCC Bll)
IMF #: 104 CONTRACT: DF454444
Total Emoont: 142_00
Proces=ssead By: /E3/IFU3IER,CHE
ENTER. «(CF>» TC CONTINUE
J=lect PARTIAL DATE: ?
Anmmwear with PRRTIEL HUMEER, or DRTE
Thoos= from:
1 MEY 23, Z000
e MEY 24, Z000
J=lect PARTIAL DATE: 2 5-24-2000
FIRCHASE ORDER: &E23-R00072 ITATUS: Partial Crder Beceived [Amended)

FROCESSING: INVOICE/RECEIVING REPORT FARTIAL: I 5/24/2000

1 SHAVING EIT, SURGICAL 24 EX 12.00 4 45.00
EREPARRTION. DISPOZAELE.
COM3IISTI OF PLASTIC THAY WITH
SEFARATICHZ EOR RINSE AMD 3ICAP
WATER, WATER REEELLENT LIKENW
ERCTECTCE, DOUBLE EDGE RRZCER
WITH ELADE, ANTI-INWELCIIVE 30RE
CF DETERZERT, CLELZN UP MATERTRL
TO DRY SHAVEM AREZ. FOR
EREPARATION COF 3FIN PRICR TIC
CPEPATICNE. (WHE LoC Bil)
IMF #: 104 COMTRACT : DF454444
Total Emount: 408 _00

Procm==ad By: JE3/ IFU3ER, OHE

10.10 Review Vendor Request

This option allows Fiscal to review Vendor Requests before they are sent to Austin. This
option was added to reduce the number of VRQs going to Austin. Reviewers are

IFCAP Version 5.1 10-10 September 2025
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expected to check the VENDOR file in FMS, get any information available, and edit the
vendor locally rather than sending a VRQ to Austin.

10.10.1 Enter Parameters and Display

At the SELECT VRQ ACTION: prompt, select the action, or enter two question marks
(??) to see a list of actions.

Figure 10-9 Review Vendor Entry (RE)

Jelect Aocounting Utilities Menn Option: BEVIEN VENDOR BEQUEST

VEHDCER review Jun 21, 2000 13:42:-:086 Fage: L of 3
VEHDOER BEQCUEST= for zevisw

+ Vendor Hame M2 Vendor TAX,/35H
15 IFVENDOR, TRC 00Q000020L
16 IFVEMDOR, THREE 0oooooo02
17 IFVENDOR, POUR 0020000204
1B IEVENMDOR, FIVE QoQa0000s5
158 IFVEMDOR, IIX 0ooo00208E
20 IFVENDOR, JEVER 00Q000207
a1 IEVEMDOR, EIGHT QoQa0000E
22 IFVEMDOR, HINE oogoooo208
22 IFVENDORL, FIVE 0000000215
24 IFVEHMDOR, TEN 0oooooo210
25 IFVENDOR]L, OHE 00o000011L
28 IFVENDORL, TWO

a7 IFVEHMDOR]L , THREE ooooooola
28 IFVENDOR]L , BCUR 00o000014
+ Enter ?7 for more actions

BRE Eeview Entry 0 Se=nd VEKDOR REQUEST FE Frint Entry

EV Edit Vendor Regu==t OE D=let= VENDIR BEQUE3T
Falect VRBQ Acoticm: Hext Scres=n// BE Baview Entzry

Jalect - (15-328)1: 22
Enter BETUBN to contimu= or '"™" to exit:
VENDCOER HEME: IFVENDOR, HINE FPAGE: Z

FMS VENDOR CODE:
ALT-ADDR-IMD:
TEX ID/35H: 000000000
35H/TRX ID IND: SOCIAL SECURITY HUMEER
HOM-RECTRRING,
BRECURRING VERDOR: RECTURRING
100% VENDOR IMDICATOR: YES
VEMDCER TYPE: COMMERCIAL
DON & BRADSTREET: MMK MMX—NMNNK
Enter RETURN to contimue:

10.10.1.1 Edit Vendor Request

If you look up the Vendor in the Austin vendor file and find that the vendor information
is there, you can edit the Vendor entry in IFCAP and enter the necessary data by
selecting the ACTION code EV (Edit Vendor Request):

IFCAP Version 5.1 10-11 September 2025
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Figure 10-10 Edit Vendor Request (EV)

+ Vendor Name FMS Vendor TRX /55N
15 IFVENDCR, TWO poooooog2
1& IFWVENDCR, THREE 0ooo0o0o0a3
17 IFWVENDCR, FOUR pooooooo4
18 IFVENDCR, FIVE pooo0o0oas
19 IFVENDCR, SIX ooooooode
20 IFVENDCR, SEVENR pooooooay
21 IFVENDCR, EIGHT oooooooas
22 IFWVENDCR, NINE oooooooas
23 IFVENDCRL, FIVE 0oo00001s
+ Enter ?? for more acticns

EE EReview Entry 5D Send VENDOR REQUEST FE Frint Entry

EV Edit Vendor Regquest LE Delete VENDCE REQUEST
Select VR ARcticn :Hext Screen// ev Edit Vendor Request
Select @ (15-28): 22
IFVENDOR, HINE
Review current payment informaticon on this Vender? YES//S
Review VENDCR REQUEST
Payment Informaticn
YVendor Hame: IFVERDOR, NINE
Vendor Number: 413687 Hon-Becurring/Recurring: RECTUBRING
FM5 Vendor Code:
Alternate Addreszsz Indicatcr:
Address: 923 ANY LN
ANNARPOLIS, MD 2055%%
Edit the payment information on Vendor record? YES//
Beview VENDCR BREQUEST
TaX IDSSSH: 00000000877
SEN/TAX ID INDICATOR: SOCILL SECURITY NUMBER//
FMS VEHWDOR CCLE:
ALT-ADDR-TIHD:
PAYMENT CCHTACT PERSOM:
PAYMENT PHONE MO.:
ORDERING ADDRESS: %23 ANY 1IN
ENMARPOLIS, MRRYLAMD 20999
PAYMENT ADODRESS1: %23 ANY IN//
PRYMENT AODRESSZ:
PAYMENT CITY: ANNARPOLIS//
PAYMENT STATE: MARYLAMND//
PAYMENT ZTP CCDE: 20085
1099 VENDCR INDICATOR: YES//
VENDOR TYPE: COMMERCIAL//
DUN = BRAOSTREET #:
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10.10.1.2 Delete Vendor Request

If you find that you do not want to send the VRQ to Austin, select the ACTION code DV
(Delete Vendor Request). This will ensure that no VRQ is sent to the Austin Vendorizing
unit.

Figure 10-11 Delete Vendor Request (DV)

Select VRO Action :Mext Screen// HEXT SCREEN

VENDOR review Jun 21, 2000 14:01:58 Page: of 3
VENDOR REQUESTs for review

+ Vendor Name FMS Vendorxr TR¥ /550

15 IFWVENDOR, THO poooooooz

1€ IFVENDCR, THREE 000000003

17 IFWVENDCR, FOUR oooo00oo04

13 IFVENDCR, FIVE oooo000oas

13 IFWVENDOR, 51X ooooonooE

20 IFVENDOCR, SEVEN poooonaoa?

21 IFVENDOR, EIGHT ooooo00ooa

22 IFVENDOR, NINE ooooo0oos

23 IFVENDORL, FIVE oooo0000Ls

+ Enter 7?7 for more actions

RE BEeview Entry 5D Send VENDCE REQUEST FE PFrint Encry

EV Edit Vendcocr Request LE Delete VENDCOR REQUEST
Select VRQ Rction :Hext Screen// de Delete VENDOR REQUEST

Select @ (15-28): 22

Do vou want to delete IFVENDOR,HNINE (YES/WO)? HO/Y v YES

VENDOR review Jun 21, Z000 14:02:20 Page: of 3
VENDOR REQUESTs for review

+ Vendor Name FMS Vendoxr TR¥/S55H

15 IFVENDOR, TWO poooonoo2

1€ IFVENDCR, FOUR oooo000o3

17 IFWVENDCR, FOUR oooo00oo04

113 IFVENDOR, FIVE oooo00oos

13 IFVENDOR, 51X poooonooeE

20 IFVENDCR, SEVEN poooonaoa?

21 IFVENDOR, EIGHT poooonooa

22 IFVENDORL, FIVE oooo0000Ls

23 IFWVENDOR, TEN oooooooLa

+ Enter ?? for more actions

RE EReview Entry SD 3Send VEHNDCE REQUEST FE PFrint Entry

EV Edit Vendor Request LE Delete VENDCOR REQUEST
Select VRD Rcticon :Next Screen//

10.10.1.3 Send Vendor Request

If you determine that the Vendor does not exist in the Austin Vendor file, select the
ACTION code SD (Send Vendor Request) to submit the VRQ to Austin.
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Figure 10-12 Send Vendor Request (SD)

Jelect VRO Acticn :MeXt Screen//s NEXT SCREEN

EE BReview Entry 5D  Send VENDCOE REQUEST FE PFrint Entry
EV Edit Vendocr Regquest LE Delete VENDOR EEQUEST

Select VRD Rcticn :Hext Screen/, ad Send VENDOR REQUEST

VENDOR review Jun 21, Z000 14:06:12 Page: of 3
VENDOR REQUESTs for review

+ Vendor Name FMS Vendor TR¥/SS55N
15 IFVENDCR, THO poooonoo2
1€ IFVENDCE, THREE ooooo0oo3
17 IFVENDCR, FOUR ooooo0004
11 IFVENDOR, FIVE ooooonoos
15 IFVENDCR, 3TX ooo00000E
21 IFVENDCE, SEVEN poooonaoa?
2 IFVENDOR, EIGHT oooooooos
2 IFVENDCERL, FIVE 0o000001S
23 IFVENDCER, TEN oooo0000La
+ Enter 7?7 for more actions

Select @  (15-23): 18

DOES A VRO NEED TO GO TCQ AUSTIN (YES/NG)? HO/SS v YES
Creating the FMS WVENDOR REQUEST.
Enter RETUEN to continue:

VENDOR review Jun 21, Z000 14:06:34 Page: 1 of 3
VENDOR REQUESTs for review

15 IFVENDCR, THO 0oooooaoo2

1€ IFVENDOR, FOUR poooonoaod

17 IFVENDCER, FIVE 0oo00000s

113 IFVENDCR, 5TX 0oo000o00e

13 IFVENDOR, SEVEN oooooaaoad

20 IFVENDCR, EIGHT 0o000000a

21 IFVENDCRL, FIVE 0o00000Ls

22 IFVENDOR, TEN 0oooo00oLo

23 IFVENDCRL, SIX 0oooo00oLe

EE BReview Entry SD  Send VENDOER BEQUEST FE Print Entry

EV Edit Vendcocr BReguest LE Delete VENDOR REQUEST
Select VRQ Bcticn :Mewmt Screeny/S

10.10.1.4 Print Vendor Request

To print a copy of the Vendor request, enter PE at the SELECT VRQ ACTION: prompt.

Figure 10-13 Send Vendor Request (SD)

WVENDOE REQUESTs for review

+ Vendor Name FMS Vendor TRY /55N
15 IFVENDCR, TWO poooooooz
1& IEVENDCR, FOUR oooooooo4
17 IFVENDCR, FIVE poooo0ooos
113 IFVENDCR, SIX oooo0000E
1% IFVENDCR, SEVEN pooooooa?
20 IFVENDCR,EIGHT pooooooo
21 IFVENDCORL, FIVE po0O0000LS
22 IFVENDCR, TEN oooo0000L0
23 MICROBIOLOGY LABS oooo0000LE
+ Enter ?7? for more acticns

EE BRBeview Entry SD  Send VENDCR REQUEST FE Print Entry

EV Edit Vendcr Request LE Delete VENDCE REQUEST
Select VRQ Acticn :Hext Screen// pe Print Entry
Select (=): {15-28): 23
Select a printer: af
1 3FCS6e&PRT-10/&/UF S5F CICFO

2 SFCS56sPRI-12/6/0F S5F CICFO

3 SFCSecPRI-1&6/6/0P SF CICFO
Chooge 1-3» 1 SFCS6SPRT-10/6/TF SF CIOFD
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10.10.1.5 Quit from Review Vendor Request

To exit from the review option, enter Q (for Quit) at the SELECT VRQ ACTION:
prompt.

Figure 10-14 Quit Review Vendor Request (Q)

VENDOR review Jun 21, Z000 14:15:41 Fage: 1 of 3
VENDOR. REQUEST3 for review
Vendor Name FMS Vendor TRX/35H
1 ** TFVENDORL , SEVEN oooooooL7
2 ** TFVENDORL , EIGHT ooooooo1a
3 ** TEVENDCORL , NINE oooo000o1s
+ Enter 77 for more acticns
RE Rewview Entry SD  Send VENDCE EEQUEST FE Print Entry
EV Edit Vendocr Bequest DE Delete VENDCOR REQUEST
Select VBD Acticon :Hext Screen// g o

10.11 Setup Accounts Receivable Selected Vendor

This option handles creation and editing of a VRQ for vendor records chosen by
Accounts Receivable users. Once the VRQ is “created,” it will be reviewed by Fiscal or
sent directly to Austin. The CAN FISCAL ADD VENDORS? flag in the ADMIN.
ACTIVITY SITE PARAMETER (#411) file will govern whether Fiscal Service or Supply
Service edits these vendor records. If the flag is set to YES, Fiscal will edit these records.
Otherwise, Supply will have the honor. Fiscal will be able to review the Vendor Request,
edit the Vendor entry, delete the request or send the VRQ to Austin. The option works
the same way as the Review Vendor Request option.

10.11.1 Enter Parameters and Display

At the SELECT EDIT ACTION: prompt, enter ER to edit the record.
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Figure 10-15 Setup AR Selected Vendor

Select Accounting Utilities Menu Option: =setup AR selected wvendors
Edit wvendor selected by AR user
Vendor Name TRY /550 WVEZ DARTA  WRQ SENT
1
2 IFVENDCREL, FIVE 000000015 O SENT
3 IFVENDCEZ , OHME pooooooz2l1 O
4 IFVENDCEL, TWO
Enter ?? for more actions
ER EDIT Record PE Print Entry DR Delete EDIT Reqguest
RR Beview Record 5V Send VRO
Select EDIT Acticn :Quit/, er EDIT Record
Select :(l1-4): 3
Vendeor Mame: IFVENDORZ, OME
RBeview the wendcr selected? YES//
Vendor Mame: IFVENDORZ,OME PAGE: 1
Ordering Address: 1234 THIS STREET
City,5tate,ZIP: CHARLES, MARYLAWND Z20&78
FMS Mame:
* Payment ADORESS: 11175 JEFFERSCH ST
* City,State,ZIP: RCORNOKE, VIRGINIAR 24011
PAYMENT CONTACT FERSOMN:
PAYMENT PHCNE NUMEBER:
* = REQUIRED FIELD
Enter RETUEN tc continne or "' to exit:
Vendcor Mame: IFVENDORZ, OME PRGE: 2
EMS VENDOE CODE:
ALT-ADDR-IHD:
* Ta¥ IDSSSH: 000000021
* SSH/TRX ID IND: SOCIAL SECURITY NUMEBER
HON-RECUBRING/
RECURRUNG VENDOR: RECURRING
10%% VENDCER INDICATOR: YES
* VENDOR TYPE: COMMERCIAL
DUN & BRADSTREET:
* = REQUIEED FIELD
Enter RETURN tc continue:
Edit the Vendcr record? YES//
Setup AR selected wvendors
TAX ID/SSH: 0000000217/
SSN/TRY ID INDICATOR: SOCIAL SECURITY NUMBER//
FM3 VENDOR CODE:
ALT-ATDE-INL:
PAYMENT CONTLCT PERSON:
PAYMENT PHONE NO.: XXX XXN-XXXX //
ORDERING ADDEESS: 1234 THIS SIREE
CHARLES, MABYLRAND 20878
PLYMENT ADDRESS1: 11175 JEFFERSCON ST//
PAYMENT ADDRESSZ:
PAYMENT CITY: RORNOEE//
PAYMENT STATE: VIRGINIL//
PAYMENT ZIF CODE: 240117/
10%% VENDCOR INDICATOR: YES//
VENDOR TYPE: COMMERCIAL//
OUN & BRADSTREET #:
RE Review Reccord SV Send VEQ
PRCO WENDCER EDIT FOR AR Jun 21, Z000 14:23:14 Page: 1 cf 1
Edit wendor selected by AR user
Vendor Name TRX /350 VEQ DATA  VEQ SENT
1 IFWVENDCERL , TEH
2 IFVENLDCRL , FIVE 0ooooaols CK SENT
3 IFWVENDCERZ , OHE ooonono2l OK
4 IFWVENDCERL , TWO
Enter 77 for more actions
ER EDIT Record FE Print Entry DR Delete EDIT Eequest
RE Review Reccrd SV Send VERQ
Splpct FEOTT ctiom =Onpits s
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10.12 Transaction Report — eCMS/IFCAP

This report displays information about HL7 transactions that occur between eCMS and
IFCAP at your station. This option is available to Fiscal users who have the PRCHJFIS
Security Key. The report is generated from data stored in the IFCAP/ECMS
TRANSACTION file (#414.06).

10.12.1 Enter Parameters and Display

A report can be generated for a single 2237, a single eCMS Contact, a date range, a
specific Station Number, a specific fund control point, a specific messaging Event type,
multiple Event types or ALL the records.

Note: if your Station is using the IFCAP sub-station functionality, a report can be
generated for a specific sub-station.

Note: At the pevice: Hove// prompt, the report can either be displayed to the screen or
sent to a printer. The latter choice is appropriate when the report is long.

SELECT ACCOUNTING UTILITIES MENU <TEST ACCOUNT> OPTION: TRANSACTION REPORT - ECM
S/IFCAP
SELECT A SINGLE 2237 TRANSACTION NUMBER? NO//
SELECT A SINGLE ECMS CONTACT? NO//
SELECT ALL DATES: (SEP 04, 2012 - JUL 26, 2013)? NO//
STARTING DATE: TODAY// (JUL 01, 2013)
ENDING DATE: TODAY// (JUL 26, 2013)
SELECT A SINGLE STATION NUMBER? NO//
SELECT A SINGLE FUND CONTROL POINT? NO//
TRANSACTION EVENTS:

1 SENT TO ECMS (INCLUDES RESENT 2237S)
2 RETURNED TO ACCOUNTABLE OFFICER

3 RETURNED TO CONTROL POINT

4 CANCELLED WITHIN ECMS

SELECT ONE OR MORE OF THE ABOVE EVENTS: 1-4// 2,3

DISPLAY EVENT ERROR TEXT? NO//

ALL ECMS 2237S MATCHING YOUR SELECTIONS BELOW WILL BE DISPLAYED:
ALL ECMS CONTACTS
DATES: (JUL 01, 2013 - JUL 26, 2013)
ALL STATIONS AND SUBSTATIONS
ALL FUND CONTROL POINTS
EVENT TYPES SELECTED ARE:
2 = RETURNED TO ACCOUNTABLE OFFICER
3 = RETURNED TO CONTROL POINT

DEVICE: HOME// TELNET RIGHT MARGIN: 80//
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JUL 26, 2013@10:54 ECMS/IFCAP TRANSACTION LOG REPORT P. 1
ECMS 2237: ALL ECMS CONTACT: ALL STATION: ALL

REPORT DATE RANGE: JUL 01, 2013 - JUL 26, 2013 CONTROL POINT: ALL
EVENTS: RETURNED TO AO, RETURNED TO CP

IFCAP REFERENCE MESSAGE EVENT EVENT DATE

886-13-4-013-0034 RETURN TO CONTROL POINT JUL 02, 2013@17:33:10

ACKNOWLEDGED: JUL 02, 2013@17:33:11
ECMS CONTACT: ECMS.USER1@MED.VA.GOV PHONE: 501-234-5678
RETURN/CANCEL DATE: JUL 02, 2013€@16:33:08
REASON: RETURNED TO THE CONTROL POINT LEVEL IN IFCAP

987-13-4-013-0035 RETURN TO CONTROL POINT JUL 02, 2013@18:17:43
ACKNOWLEDGED: JUL 02, 2013@18:17:44

ECMS CONTACT: ECMS.USER2@MED.VA.GOV PHONE: 444-333-2222

RETURN/CANCEL DATE: JUL 02, 2013@17:17:39

REASON: RETURNED TO THE CONTROL POINT LEVEL IN IFCAP

ENTER RETURN TO CONTINUE OR '"' TO EXIT:

JUL 26, 2013@10:54 ECMS/IFCAP TRANSACTION LOG REPORT P.5

ECMS 2237: ALL ECMS CONTACT: ALL STATION: ALL

REPORT DATE RANGE: JUL 01, 2013 - JUL 26, 2013 CONTROL POINT: ALL

EVENTS: RETURNED TO AO, RETURNED TO CP

IFCAP REFERENCE MESSAGE EVENT EVENT DATE

987-13-4-013-0058 RETURN TO ACCOUNTABLE OFFICER JUL 17, 2013@13:55:28
ACKNOWLEDGED: JUL 17, 2013@13:55:29

ECMS CONTACT: ECMS.USER7@MED.VA.GOV PHONE: 987-654-3210

RETURN/CANCEL DATE: JUL 17, 2013@12:55:24

REASON: RETURNED TO THE ACCOUNTABLE OFFICER LEVEL IN IFCAP

THIS RETURN TO ACCOUNTABLE OFFICER HAS ACKNOWLEDGMENT ERROR TEXT.

987-13-4-019-0021 RETURN TO CONTROL POINT JUuL 11, 2013@18:12:48
ACKNOWLEDGED: JUL 11, 2013@18:12:49

ECMS CONTACT: ECMS.USER1@MED.VA.GOV PHONE: 501-234-5678

RETURN/CANCEL DATE: JUL 11, 2013@17:12:47

REASON: RETURNED TO THE CONTROL POINT LEVEL IN IFCAP

ENTER RETURN TO CONTINUE OR '"' TO EXIT:

JUL 26, 2013@10:54 ECMS/IFCAP TRANSACTION LOG REPORT P. 8
ECMS 2237: ALL ECMS CONTACT: ALL STATION: ALL

REPORT DATE RANGE: JUL 01, 2013 - JUL 26, 2013 CONTROL POINT: ALL
EVENTS: RETURNED TO AO, RETURNED TO CP

IFCAP REFERENCE  MESSAGE EVENT EVENT DATE

987-13-4-081-0040 RETURN TO CONTROL POINT JUL 11, 2013@17:10:55

ACKNOWLEDGED: JUL 11, 2013@17:10:56
ECMS CONTACT: ECMS.USER9EGMED.VA.GOV PHONE: XXX XXX-XXXX
RETURN/CANCEL DATE: JUL 11, 2013€@16:10:53
REASON: RETURNED TO THE CONTROL POINT LEVEL IN IFCAP

987-13-4-5082-0027 RETURN TO CONTROL POINT JUuL 11, 2013@16:07:38
ACKNOWLEDGED: JUL 11, 2013@16:07:39

ECMS CONTACT: ECMS.USER11@MED.VA.GOV PHONE: XXX XXX-XXXX

RETURN/CANCEL DATE: JUL 11, 2013@15:07:34

REASON: RETURNED TO THE CONTROL POINT LEVEL IN IFCAP

END OF REPORT
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11 FMS Code Sheet Menu

11.1 Introduction

It is possible to create FMS documents manually using the FMS Code Sheet Menu.
These options should be used only for creating those FMS documents that IFCAP does
not generate automatically (e.g., AO, TO).

Use of the manual code sheet option may mean you have to enter more fields on the
document than you would enter if creating the document directly on-line in FMS.
Although the menu refers to “code sheets,” you are actually creating FMS documents.
Using the options on this menu you may create, edit, delete, review, retransmit and
purge the documents. Documents created using this menu are stored in the GENERIC
CODE SHEET (#2100.1) file and appear on the Stack Status Report in the same way as
the documents generated automatically.

11.2 Menu Choices

Figure 11-1 FMS Code Sheet Menu

Select Accounting Technician Menu Option: FM5 Code Sheet Menu
Code Sheet Edit
Create a Code Sheet
Delete a Code Sheet
Purge Transmission Reccrds/Code Sheets
FEetranamit Stack File Document
Review a Code Sheet
Stack 3tatus Report
User Comments

11.2.1 Transmission Records/Code Sheets

This routine will delete Code Sheets from the Code Sheet file and Batch and
Transmission records from the Transmission Record file. Deletion is based on the date a
batch and a code sheet is created.

11.2.2 Enter Parameters and Display

Enter a STATION NUMBER.
At the Batch Type: prompt, enter FINANCIAL MANAGEMENT.

At the ENTER THE NUMBER OF DAYS YOU WISH TO RETAIN CODE SHEETS:
prompt, enter the number of days you wish to retain code sheets.

IFCAP Version 5.1 11-1 September 2025
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Chapter 11: FMS Code Sheet Menu

Figure 11-2 FMS Code Sheet Menu

Jelect STATION NUMBER (|~ TO EXIT): ALBRNY.VR.GEOV// NY WVaMC 500

Station: RLBANY.VR.GOV ($#500)

Batch Type: FINANCIAL MAWNRGEMENT

Enter the number of days you wish to retain code sheets: (0-999953): 3857/

This program will remowve &ll stack file entries which were created before

JUN 22, 1899. I will now delete all code sheets and associated records which were created before
JUN 22, 18999 for atation 500,

0K to continue? YES//

11.2.3 Retransmit Stack File Document

If you need to retransmit a document, you can use this option to select a document in
the GENERIC CODE SHEET (#2100.1) file and retransmit the document. It will reset
the Current Status to TRANSMITTED.

Note: Documents with a current status of FINAL - NO FURTHER ACTIVITY
ALLOWED cannot be retransmitted.

Figure 11-3 Retransmit Stack File Document

Select FMS Code Sheet Menu Opticn: retransmit Stack File Document
Select Stack Document for Retransmission: ET-&6BJIJ1003
Current Status: REJECTED BY FMS
Do vou want to retransmit this document now? NO// v (YES)
HEW Stetus: TRANSMITIED

11.2.4 User Comments

This option permits you to add text to the FMS document record in the GENERIC CODE
SHEET (#2100. 1) file.

Figure 11-4 User Comments

Select FM3 Code Sheet Menu Opticon: User Comments
Select Stack Doccument: ET-
ET-66BJJJLO0L
ET-66BJIJ1002
ET-66BJIJLO03
ET-66BJIJLO04
ET-66BJJJ100S
Pre=zs <RETURN> to see more, "' to exit this listc, CR
CHOOQSE 1-5: 1 ET-&&BJJJL1001
Current Status: REJECTED EBEY FMS
USER COMMENTS: do not correct or retransmit this document

[ B S OV I ]
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12 The Logistics Data Query Tool

The Logistics Data Query Tool is designed to assist Chief Logistics Officers; Materiel
Managers; Purchasing Agents; and members of the Facility Logistics Staff (including
Inventory Managers; Supply, Processing, and Distribution (SPD) Technicians;
Management Analysts; Warehouse Clerks; or Supply System Analysts). The Query Tool
can be used to quickly access, analyze and verify IFCAP and Prosthetics procurement
data and display it using a graphical user interface to the VistA data. You can sign-on to
VistA, find data, view the data, or easily move the data into a Microsoft® Excel®
spreadsheet.

The Query Tool is a Windows software application that acts as a "front-end” to enable
you to more easily find, display, and export VistA data. The Query Tool is a substitute for
the VA FileMan utility program which has traditionally been used to look directly at the
MUMPS globals (files) which store VistA data. The Query Tool enables you to...

e Search for data and display data by a range of dates
e Sort and rearrange the view of the data; display the data in a custom view
e Export the data into a Microsoft Excel spreadsheet file

Information on what the Query Tool can do for you can be found in the Logistics Data
Query Tool Manual.

*The Logistics Data Query Tool Manual is available online at...

VA Software Document Library - IFCAP.

**NOTE: The PRCHL LOGISTICS DATA TOOL [PRCHL GUI] option has been marked Out of Order
with patch PRC*5.1*247.

IFCAP Version 5.1 12-1 September 2025
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13 Menu Outline

This chapter lists each menu option assigned the standard menu configuration for an
Accounting Technician. Main menu options are flush left. Subordinate options are
spaced to the right. For example, if you wanted to use the “Single Receiving Report
Reprint in Fiscal” option, you would select “Reprint Menu”, then “Receiving Report
Reprint Menu”, then “Single Receiving Report Reprint in Fiscal”.

NOTE: The Fee Basis - IFCAP Code Sheet Menu [PRC FEE GECS MAIN MENU] and all
associated options were removed from the Accounting Technician Menu [PRCFA ACCTG

TECH] as this functionality is no longer necessary.

IFCAP Version 5.1 13-1 September 2025
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Chapter 13: Menu Outline

Figure 13-1 Accounting Technician Menu Outline

Select Accounting Techmician Merm Cptbiom: 2
Document Processing Merm ...
12358 Processing Menao ...
Cbligate 1356
hdjust [(Increass/Decreass=) 1353
Licuidate 1258
135E Print Mema ...
Build Li=st of 12568"s Printed in Fiscal by Date
Print/Beprint 1358a from Ldist
1258 Balance
Display/Print 1258
Close 1358
Becaleoulate 1353 Balances
Feopen a Closed 1356
3and 1358 back to Service without action
Amendment Frocessing
General Post Funds Fequests Processing
Invodice Processzing (ACCTG) Mema ...
Invpice Frocessing for Pagment
Baturn Imvoice to Vouchar RZndit
Payment Voucher (EV} Inguiry
S Fayment Voucher Error Frocessing
View Certified Imvoice
Beview VENDIE FEQUEST
Obligation Processing
Frocess Receiving Reports
Eeturn Purcha=e Order to Jupply
Eeturn BJ Mmendment to Supply
Stacksd Fiscal Doouments Henw ...
Print 3tacked Fiscal Domments
Delete Jtacked Fiscal Doouments
M5 Rejected COhligation Doooment Frocessimng ...
M5 Ingquiry Rejected Obligation Dooumsnts ...
HC/20 Bejected Doomment Imguiry foxr P_O.
30 Bejected Document Inguiry for 1356=
ET-FM5 Document Dis=play
AR Aejected Document Inguiry
FME Reboild/Tran=mit H=jacted Obligation Doooments ...
HC/2D Bebuild/ Tran=mit foxr P.J.
30 Babuild/Tran=mit for 135E=
I Bebuild/Tran=mit for POSL253
ET-FM5 Document Febuild

homoumting Teilitdies Menno ...
Update Status of Punds=s EBalances
Lookup Vendor ID Humber
Vendor File Edit
Edit BOC in Item File
Clear FProgram Lock
Tndelivered Orders Reconciliation Report
Fimcal Pending Actiom
History - Code Shest/Obligaticm (FAT] Humbex
Beview VENDCE BEZUEST
Setup AR sslected vendors
Tranzaction Beport — =3/ IFCAF

Beprint Henun ...

Purchase Crder Reprint Henm ...
Besend FP.O. to Fimecal
Build List of PJs Frinted in Fiscal by Date
Print PO's in Fiscal from List by Date
Singl= P.J. Reprint in P&C

Receiving Beport Reprint Memu ...
Singles Eeceiving Report Reprint in Fiscal
Build List of Recv. HEeports to Reprint by Date
Reprint Becv. Beport in Fiscal from List
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List Receiving Reports not Proceased by Fiscal
History of Tran=smdttsd Reosiving Reports
1358 Print Memm ..
Build List of 1353's Printed in Fiscal by Date
Frint/Beprint 12582 from Li=t
1353 Balance
Displag/Print 125
Display 2237 Request
Receiving Beport Tran=smossion Menm ...
Change Tranmmission Date of Queuasd Receiving Bpt
De=l=te Recsiving Report From Transmission List
Print Becmiving Report Tran=mission List
Cu=ne Single Receiving Report for Transmis=s=ion
##%> Jut of order: HNo longer available, partial filing non-compliant
Re-tran=mit Jingle Receiving Report
Tran=mit Receiving Beports on Tran=missjom List
M3 Code 3heet Henu ...
Code Sheet Edit
Create a Code Sheet
Delete a Code Sheet
Purge Tran=mis=ion Becords/Code Jheests
Betran=mit Stack File Doouomsnt
Eeview a Code Sheet
Stack Statusr Report
TUser Comments=
IR2 Offmet Code Shest Menu ...
Batch and Print Code Shests
Eetran=mit Code 3hests Batch to Rustin
Iran=mit Code Shests So hustin
Frint Obligated 135E=
Purchase Card Tran=actions Print Merm ...
Detailed Report of Unpaid PC Transactions by PCP
Fiscal Daily Review
History of Purchase Card Transactions
Beconciled Purchase Card Transactions
Threconoilsd Purchas=e Card Transactions
EI-FM5 Document Dis=play
EI-FMS Documsnt Rebuild
Purchase Card Tran=action Jtatus
Honitor Reconciled Orders by Card Holder
BOC Report for CASMM/Fimcal
Select Accounting Technician Merm Cption:z 7




14 Glossary

This glossary defines terms in this manual that users might find unfamiliar.

0-9

Term Definition / Discussion

1358 VA Form 1358, Estimated Obligation or Change in Obligation

2138 VA Form 90-2138, Order for Supplies or Services (first page of a
VA Purchase Order)

2139 VA Form 90-2139, Order for Supplies or Services (Continuation)
(continuation sheet for Form 90-2138)

2237 VA Form 90-2237, Request, Turn-in and Receipt for Property or
Services (used to request goods and services)

A

Term Definition / Discussion

A&MM See Acquisition and Materiel Management (Service)

AACS Automated Allotment Control System—Central computer
system developed by VHA to disburse funding from VACO to
field stations.

Accounting Fiscal employee responsible for obligation and payment of

Technician received goods and services.

Acquisition and
Materiel

VA Service responsible for contracting and for overseeing the
acquisition, storage, and distribution of supplies, services, and

Management equipment used by VA facilities

(Service) (A&MM)

Activity Code The last two digits of the AACS number. It is defined by each
station.

ADP Security Officer | The individual at your station who is responsible for the security

of the computer system, both its physical integrity and the
integrity of the records stored in it. Includes overseeing file
access.

IFCAP Version 5.1
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Term

Definition / Discussion

Agent Cashier

The person in Fiscal Service (often physically located elsewhere)
who makes or receives payments on debtor accounts and issues
official receipts.

ALD Code

Appropriation Limitation Department. A set of Fiscal codes
which identifies the appropriation used for funding.

Allowance table

Reference table in FMS that provides financial information at
the level immediately above the AACS, or sub-allowance level.

Coordinator

Amendment A document which changes the information contained in a
specified Purchase Order. Amendments are processed by the
Purchasing & Contracting section of A&MM and obligated by
Fiscal Service.

AMIS Automated Management Information System.

Application The individuals responsible for the implementation, training and

trouble-shooting of a software package within a service. IFCAP
requires there be an Application Coordinator designated for
Fiscal Service, A&MM Service.

Approve Requests

The use of an electronic signature by a Control Point Official to
approve a 2237, 1358 or another request form and transmit said
request to A&MM/Fiscal.

Approving Official

A user that approves reconciliations to ensure that they are
correct and complete.

Authorization

Each authorization represents a deduction from the balance of a
1358 to cover an expense. Authorizations are useful when you
have expenses from more than one vendor for a single 1358.

Authorization

The amount of money remaining that can be authorized against

Balance the 1358. The service balance minus total authorizations.
B
Term Definition / Discussion

Batch Number

A unigue number assigned by the computer to identify a batch
(group) of Code Sheets. Code Sheets may be transmitted by
Batch Number or Transmission Number.
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Term

Definition / Discussion

Breakout Code

A set of A&MM codes which identifies a vendor by the type of
ownership (e.g., Minority-owned, Vietnam Veteran Owned,
Small Business Total Set Aside, etc.).

Budget Analyst

Fiscal employee responsible for distributing and transferring
funds.

Budget Object Code

Fiscal accounting element that tells what kind of item or service
is being procured. Budget object codes are listed in VA
Handbook 4671.2

Budget Sort

Used by Fiscal Service to identify the allocation of funds

Category throughout their facility.
C
Term Definition / Discussion
CcC Credit Charge entry identifier used by FMS and CCS for charges
paid to Vendor thru Credit Card payment process.
CCS The Credit Card System. This is the database in Austin that

processes the credit card information from the external Credit
Card Vendor system (currently CitiDirect), and then passes
information on to FMS and IFCAP.

Ceiling Transactions

Funding distributed from Fiscal Service to IFCAP Control Points
for spending. The Budget Analyst initiates these transactions
using the Funds Distribution options.

Chief Logistics Office
(CLO)

The Chief Logistics Office (CLO) develops and fosters logistics
best practices for the Veterans Health Administration. Through
the VHA Acquisition Board the CLO develops the annual VHA
Acquisition plan that forms the basis for VHA's acquisition
strategy. This strategy seeks to procure high quality health care
products and services in the most cost-effective manner. This
includes the attainment of socio-economic procurement goals.
The CLO also develops and implements a comprehensive plan
for the standardization of healthcare supplies and equipment.
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Definition / Discussion

This includes the development and administration of clinical
product user groups.

The CLO is also responsible for developing improvements to
supply chain management within VHA. This includes the
establishment and monitoring of logistics benchmarking data.
The CLO serves as liaison for logistics staff in each of the 21
VISNs.

The head of CLO is the Chief Prosthetics and Clinical Logistics
Officer (CPCLO).

Chief Prosthetics
and Clinical Logistics
Officer (CPCLO)

The official in charge of the VHA Chief Logistics Office (CLO),
also called the Clinical Logistics Office.

CLA

See Clinical Logistics Analyst

Classification of
Request

An identifier a Control Point can assign to track requests that
fall into a category (e.g., Memberships, Replacement Parts, Food
Group Il1).
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Term

Definition / Discussion

Clinical Logistics
Analyst (CLA)

Logistics refers to how resources are acquired, transported and
stored along the supply chain. By having an efficient supply
chain and proper logistical procedures, an organization can cut
costs and increase efficiency. Clinical logistics refers specifically
to resources used for clinical purposes. A CLA is a person who
examines processes, methods and data for clinical logistics
operations.

Clinical Logistics
Office

See Chief Logistics Office (CLO).

Clinical Logistics
Report Server (CLRS)

The CLRS project allows the extraction of selected procurement
and inventory data from VHA facilities to a centralized Clinical
Logistics Report Server. The server supports the collection,
tracking, and reporting of National Performance Measures,
assisting the Under Secretary for Health (USH) in evaluating
facility performance in the areas of consolidation of high tech
equipment, standardization, socioeconomic goal
accomplishment, acquisition, and inventory management.

CLRS

See Clinical Logistics Report Server (CLRS).

Common
Numbering Series

This is a pre-set series of Procurement and Accounting
Transaction (PAT) numbers used by Purchasing and Contracting,
Personal Property Management, Accounting Technicians and
Imprest Funds Clerks to generate new Purchase
Orders/Requisitions/Accounting Transactions on IFCAP. The
Application Coordinators establish the Common Numbering
Series used by each facility.

Control Point

Financial element, existing ONLY in IFCAP, which corresponds to
a set of elements in FMS that include the Account Classification
Code (ACC) and define the Sub-Allowance on the FMS system.
Used to permit the tracking of monies to a specified service,
activity or purpose from an Appropriation or Fund.

Control Point Clerk

The user within the service who is designated to input requests
(2237s) and maintain the Control Point records for a Service.

Control Point Official

The individual authorized to expend government funds for
ordering of supplies and services for their Control Point(s). This
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Definition / Discussion

person has all the options the Control Point Clerk has plus the
ability to approve requests by using their electronic signature
code.

Control Point
Official’s Balance

A running record of all the transactions generated and
approved for a Control Point from within IFCAP. Effects changes
to the control point that are initiated directly from within the
FMS system. Provides information that shows the total amount
of funds committed, obligated and remaining to be spent for a
specified fiscal quarter.

Control Point
Requestor

The lowest level Control Point user, who can only enter
temporary requests (2237s, 1358s) to a Control Point. This user
can only view or edit their own requests. A Control Point Clerk
or Official must make these requests permanent before they can
be approved and transmitted to A&MM.

Cost Center

Cost Centers are unique numbers which define a service. One
cost center must be attached to every Fund Control Point. This
enables costs to be captured by service. Cost centers are listed
in VA Handbook 4671.1.

D

Term

Definition / Discussion

Date Committed

The date that you want IFCAP to commit funds to the purchase.

Default

A suggested response that is provided by the system.

Deficiency

When a budget has obligated and expended more than it was
funded.

Delinquent Delivery
Listing

A listing of all the Purchase Orders that have not had all the
items received by the Warehouse on IFCAP. It is used to contact
the vendor for updated delivery information.

Delivery Order

An order for an item that the VA purchases through an
established contract with a vendor who supplies the items.

Direct Delivery
Patient

A patient who has been designated to have goods delivered
directly to him/her from the vendor.
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Definition / Discussion

Discount Item

This is a trade discount on a Purchase Order. The discount can
apply to a line item or a quantity. This discount can be a
percentage or a set dollar value.

E

Term Definition / Discussion

eCMS The VA's electronic Contract Management System hosted at the
Austin Information Technology Center in Austin, Texas.

EDI See Electronic Data Interchange (EDI).

EDI Vendor A vendor with whom the VA has negotiated an arrangement to
submit, accept and fill orders electronically.

EDI X12 “X12" is the U.S. standard ANSI ASC X12, which is the

predominant standard used in North America. Thus, "EDI X12"
refers to electronic data interchanges which meet the X12
standard. Also seen as “X12 EDL."

Electronic Data
Interchange (EDI)

Electronic Data Interchange is a method of electronically
exchanging business documents according to established rules
and formats.

Electronic Signature

The electronic signature code replaces the written signature on
all IFCAP documents used within your facility. Documents going
off-station will require a written signature as well.

Expenditure Request

A Control Point document that authorizes the expenditure of
funds for supplies and/or services (e.g., 2237, 1358, etc.).

F

Term

Definition / Discussion

FCP

Fund Control Point (see Control Point).

Federal Tax ID

A unique number that identifies your station to the Internal
Revenue Service.
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FileMan

The FileMan modules are the "building blocks” for all of VistA.
FileMan includes both a database management system (DBMS)
and user interface.

Source: http://www.hardhats.org/fileman/FMmain.html

Fiscal Balance

The amount of money on a 1358 and any adjustments to that
1358 that have been obligated by Fiscal Service. This amount is
reduced by any liquidations submitted against the obligation.

Fiscal Quarter

The fiscal year is broken into four three-month quarters. The
first fiscal quarter begins on October 1.

Fiscal Year

Twelve month period from October 1 to September 30.

FMS

Financial Management System, the primary accounting system
for administrative appropriations. FMS has a comprehensive
database that provides for flexible on-line and/or batch
processing, ad-hoc reporting, interactive query capability and
extensive security. FMS is concerned with budget execution,
general ledger, funds control, accounts receivable, accounts
payable and cost accounting.

FOB

Freight on Board. A FOB of "Destination” means that the
vendor has included shipping costs in the invoice, and no
shipping charges are due when the shipper arrives at the
warehouse with the item. A FOB of “Origin” means the Vendor
has paid shipping costs directly to the shipper and then will
include them on their Invoice.

FPDS

Federal Procurement Data System.

FTEE

Full Time Employee Equivalent. An FTEE of 1 stands for 1 fiscal
year of full-time employment. This number is used to measure
workforces. A part-time employee that worked half days for a
year would be assigned an FTEE of 0.5, as would a full-time
employee that worked for half of a year.

Fund Control Point

IFCAP accounting element that is not used by FMS. See also
control point.

Funds Control

A group of Control Point options that allow the Control Point
Clerk and/or Official to maintain and reconcile their funds.
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Funds Distribution

A group of Fiscal options that allows the Budget Analyst to
distribute funds to Control Points and track Budget Distribution
Reports information.

G
Term Definition / Discussion
GBL Government Bill of Lading. A document that authorizes the
payment of shipping charges in excess of $250.00.
GL General Ledger.
Globals Globals are variables which are automatically and transparently

stored on disk and persist beyond program, routine, or process
completion. Globals are used exactly like ordinary variables, but
with the caret character prefixed to the variable name.

Globals are stored in highly structured data files by MUMPS and
accessed only as MUMPS globals. VistA file definitions and data
are both stored in globals.

Term Definition / Discussion

|dentification A computer-generated number assigned to a code sheet.
Number

IFCAP The VA's Integrated Funds Distribution Control Point Activity,

Accounting and Procurement system.

Imprest Funds

Monies used for cash or 3™ party draft purchases at a VA
facility.

Integrated Supply
Management
System (ISMS)

ISMS is the system which replaced LOG | for Expendable
Inventory.

ISMS

See Integrated Supply Management System.

[tem File

A listing of items specified by A&MM service as being
purchased repetitively. This file maintains a full description of
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the item, related stock numbers, vendors, contract numbers and
a procurement history.

Item History Procurement information stored in the Item File. A history is
kept by Fund Control Point and is available to the Control Point
at time of request.

Item Master Number | A computer-generated number used to identify an item in the

Item File.
J
Term Definition / Discussion
Justification A written explanation of why the Control Point requires the
items requested. Adequate justification must be given if the
goods are being requested from other than a mandatory
source.
K
Term Definition / Discussion
Kernel The Kernel is the software “scaffolding” that supports all VistA

applications. The Kernel system permits any VistA software
application to run without modification to its base structure no
matter what hardware or software vendor the application was
built on.

The Kernel includes several management tools including device,
menu, programming, operations, security/auditing, task, user,
and system management. Its framework provides a structurally
sound computing environment that permits controlled user
access, menus for choosing various computing activities, the
ability to schedule tasks, application development tools, and
numerous other management and operation tools.

Source: http://hardhats.org/kernel/KRNmain.html
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Liquidation

The amount of money posted to the 1358 or Purchase Order as
a payment to the vendor. They are processed through
payment/invoice tracking.

LOG |

LOG I is the name of the Logistics A&MM computer located at
the Austin Automation Center. This system continues to support
the Consolidated Memorandum of Receipt.

Term

Definition / Discussion

The Massachusetts General Hospital Utility Multi-Programming
System, or alternatively M, is a programming language
originally created for use in the healthcare industry. M is
designed to make writing database-driven applications easy
while simultaneously making efficient use of computing
resources. The most outstanding, and unusual, design feature of
M is that database interaction is transparently built into the
language. Many parts of VistA are written in M.

MailMan

Mailman is an integrated data channel in VistA for the
distribution of:

e Patches (Kernel Installation and Distribution System or
KIDS builds)

e Software releases (K/IDS builds)

e Computer-to-computer communications (HL7 transfers,
Servers, etc.)

e Person-to-person messaging (email)

Source: http://www.hardhats.org/cs/mailman/MMmain.html

Mandatory Source

A Federal Agency that sells supplies and services to the VA,
Defense Logistics Agency (DLA), General Services Administration
(GSA), etc.

MSC Confirmation
Message

A MailMan message generated by the Austin Message
Switching Center that assigns an FMS number to an IFCAP
transmission of documents.

MSPV

Medical/Surgical Prime Vendor
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MUMPS See M.
(o)
Term Definition / Discussion
Obligation The commitment of funds. The process Fiscal uses to set aside

monies to cover the cost of an Order.

Obligation (Actual)
Amount

The actual dollar figure obligated by Fiscal Service for a
Purchase Order. The Control Point’s records are updated with
actual cost automatically when Fiscal obligates the document
on IFCAP.

Obligation Number

The 6-character number assigned to orders, requisitions and
1358s. (i.e. C prefix number that Fiscal Service assigns to the
1358.)

Option

A Vista Option is an application component defined in VA
Kernel to control user and remote server access to VistA
applications. Options can appear on menu “trees” of options,
through which the user navigates to execute application
software. Types of options include menu (to allow grouping of
options); edit (to edit application files via VA FileMan); inquire
(to query the database via VA FileMan); print (to execute reports
via VA FileMan); run routine (to execute custom application
software); server (to process remote procedure calls via
MailMan); and Broker (to process GUI remote procedure calls
via Kernel Broker).

Organization Code

Accounting element functionally comparable to Cost Center but
used to organize purchases by the budget that funded them,
not the purposes for spending the funds.

Outstanding 2237

A&MM report that lists all the IFCAP generated 2237s pending
action in A&MM.
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Partial A Receiving Report (VA document that shows receipt of goods)
for only some of the items ordered on a Purchase Order.

Partial Date The date that a warehouse clerk created a receiving report for a
shipment.

PAT Number Pending Accounting Transaction number — the primary FMS

reference number. See also Obligation Number.

Personal Property
Management

A section of A&MM Service responsible for screening all
requests for those items available from a Mandatory Source, VA
Excess or Bulk sale. They also process requisitions for goods
from Federal Agencies and equipment requests. In addition,
they maintain the inventory of Warehouse stocked items and all
equipment (CMRs) at the facilities they support.

POA

Purchase Order Acknowledgment. The message received
electronically from an EDI vendor acknowledging the placement
of an order.

PPM

Personal Property Management, now referred to at most sites as
Acquisition and Materiel Management Service.

Program Code

Accounting element that identifies the VA initiative or program
that the purchase will support.

Prompt Payment
Terms

The discount given to the VA for paying the vendor within a set
number of days (e.g., 2% 20 days means the VA will save 2% of

the total cost of the order if the vendor is paid within 20 days of
receipt of goods).

Purchase Card

A card, similar to a credit card, that Purchase Card Users use to
make purchases. Purchase Cards are not credit cards but debit
cards that spend money out of a deposited balance of VA funds.

Purchase Card
Coordinator

A person authorized by a VA station to monitor and resolve
delinquent purchase card orders, help VA services record, edit
and approve purchase card orders in a timely manner, assign
purchase cards to IFCAP users, and monitor the purchase card
expenses of VAMC services.

Purchase Card
Orders

Orders funded by a purchase card.
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Purchase Card User

A person who uses a purchase card. Purchase Card Users are
responsible for recording their purchase card orders in IFCAP.

Purchase History
Add (PHA)

Information about purchase orders which is automatically sent
to Austin for archiving. This same transaction is also used to
send a PO for EDI processing.

Purchase History
Modify (PHM)

Information about amendments which is automatically sent to
Austin for archiving.

Purchase Order

A government document authorizing the purchase of the goods
or services at the terms indicated.

Purchase Order
Acknowledgment

Information returned by the vendor describing the status of
items ordered (e.g., 10 CRTs shipped, 5 CRTs backordered).

Purchase Order
Status

The status of completion of a purchase order (e.g., Pending
Contracting Officer’s Signature, Pending Fiscal Action, Partial
Order Received, etc.).

Purchasing Agents

A&MM employees legally empowered to create purchase
orders to obtain goods and services from commercial vendors.
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Quarterly Report

A Control Point listing of all transactions (Ceilings, Obligations,
Adjustments) made against a Control Point’s Funds.

Quotation for Bid

Standard Form 18. Used by Purchasing Agents to obtain written
bids from vendors. May be created automatically and
transmitted electronically within the Purchasing Agent’'s module.

R

Term

Definition / Discussion

Receiving Report

The VA document used to indicate the quantity and dollar value
of the goods being received.

Reconciliation

Comparing of two records to validate IFCAP Purchase Card
orders. Purchase Card Users compare IFCAP generated purchase
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card order data with the CC transaction sent from the CCS
system in Austin.

Reference Number

Also known as the Transaction Number. The computer-
generated number that identifies a request. It is comprised of
the: Station Number-Fiscal Year-Quarter - Control Point — 4-
digit Sequence Number.

Repetitive (PR Card)
Number

See Item Master Number.

Repetitive Item List

(RIL)

A method the Control Point uses to order items in the Item File.
The Control Point enters the Item Master Number, the quantity
and vendor and IFCAP can sort and generate 2237 requests
from the list. A RIL can be created by using the Auto-Generate
feature within the Inventory portion of the package.

Requestor

See Control Point Requestor.

Requisition

An order from a Government vendor.

Running Balance

A running record of all the transactions generated and
approved for a Control Point. Provides information that shows
the total amount of funds committed, obligated, and remaining
to be spent for a specified fiscal quarter.
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Section Request

A temporary request for goods and/or services entered by a
Control Point Requestor. These requests may or may not be
made permanent by the Control Point Clerk/Official.

Service Balance

The amount of money on the on the original 1358 and any
adjustments to that 1358 when created by that service in their
Fund Control Point. This amount is reduced by any
authorizations created by the service.

SF-18

Request for Quotation.

SF-30

Amendment of Solicitation/Modification of Contract.

Short Description

A phrase which describes the item in the Item Master file. It is
restricted to 3 to 60 characters and consists of what the item is,
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the kind of item, and the size of item (e.g., GLOVE-SURGICAL
MEDIUM).

Site Parameters

Information (such as Station Number, Cashier’s address, printer
location, etc.) that is unique to your station. All of IFCAP uses a
single Site Parameter file.

Sort Group An identifier a Control Point can assign to a project or group of
like requests. It is used to generate a report that will tell the cost
of requests.

Sort Order The order in which the budget categories will appear on the

budget distribution reports.

Special Remarks

A field on the Control Point Request that allows the CP Clerk to
enter information of use to the Purchasing Agent or vendor.
This field can be printed on the Purchase Order.

Stacked Documents

The purchase orders, receiving reports, and 1358s which are
sent electronically to Fiscal and stored in a file for printing at a
later time rather than being printed immediately.

Status of Funds

Fiscal's on-line status report of the monies available to a Control
Point. FMS updates this information automatically.

Sub-control Point

A user defined assignment of all or part of a ceiling transaction

to a specific category (sub-control point) within a Control Point,
Transactions can then be posted against this sub-control point

and a report can be generated to track use of specified funding
within the overall control point.

Sub-cost Center

A subcategory of Cost Center. IFCAP will not utilize a 'sub-cost
center’ field but will send FMS the last two digits of the cost
center as the FMS 'sub-cost center’ field.
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Tasked Job A job, usually a printout, that has been scheduled to run at a
predetermined time. Tasked jobs are set up to run without
having a person watching over them.

TDA See "Transfer of Disbursing Authority.”

Total Authorizations

The total amount of the authorizations created for the 1358
obligation.

Total Liquidations

The total amount of the liquidations against the 1358
obligation.

Transaction Number

The number of the transaction that funded a Control Point (See
Budget Analyst User’s Guide). It consists of the Station Number
— Fiscal Year — Quarter — Control Point — Sequence Number.

Transfer of
Disbursing Authority

The method used to allocate funds to a VA facility.

Transmission

A sequential number given to a data string when it is

Number transmitted to the Austin DPC; used for tracking message traffic.
Type Code A set of A&MM codes that provides information concerning the
vendor size and type of competition sought on a purchase
order.
U
Term Definition / Discussion
Unit of Issue A description of the quantity/packaging combination in which

the item is issued to the end user; it may be different from the
Unit of Purchase, which is the combination used when the item
is procured from the vendor. For example, a vendor may sell an
item in cases of 24 cans, but the end user receives individual
cans from that case.

Unit of Purchase

A description of the quantity/packaging combination in which
VA purchases the item from the vendor; it may be different from
the Unit of Issue, which is the combination used to issue the
item to the end user. See also Unit Conversion Factor.

Unit Conversion
Factor

A number which expresses the ratio between the unit of
measure and the unit of issue. Among other things, the
conversion factor (which is part of the vendor data) is used at
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order release to calculate the due-ins and due-outs. Supply
stations receive the conversion factor at the time of order
release and use it to translate the order quantities into supply
station amounts. If an item is procured, stocked and issued
using the same units, then the conversion factor would be 1.

\"
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Vendor file An IFCAP file of vendor information solicited by the facility. This

file contains ordering and billing addresses, contract
information, FPDS information and telephone numbers. The
debtor’s address may be drawn from this file but is maintained
separately. If the desired vendor is not in the file, contact
A&MM Service to have it added.

Vendor ID Number

The ID number assigned to a vendor by the FMS Vendor unit.

VRQ

FMS Vendor Request document. When a new vendor is added
to IFCAP a VRQ message is sent electronically to the Austin FMS
Vendor unit to determine if the vendor exists in the central
vendor system. If the vendor is not in the system, Austin will
confirm information and establish the vendor in the central file.
If vendor exists in central file already, Austin will verify the data.
See also VUP.

VUP Vendor Update Message. This message is sent electronically
from the FMS system to ALL IFCAP sites to ensure that the local
vendor file contains the same data as the central vendor file in
Austin. This message will contain the FMS Vendor ID for the
vendor and the Alternate Address Indicator if applicable. See
also VRQ.

X
Term Definition / Discussion

X12 EDI

See EDI X12.
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