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Quick Guide Instructions for Entering Funds 
Reservations in the Core Financial System (CFS) 

Overview  
The purpose of this Quick Guide is to provide a quick reference to the Process Flows, 
Business Rules, and data entry tips to assist you in entering Funds Reservations in the 
CFS FM030 Purchase Request screen.  Additional detailed information on the FM030 
and the FM014 Purchase Request Change screens can be found in Section 1 and 2 of the 
Funds Reservation User Guide.  

1.  Purchase Order/Contract Funds Reservations 

1A. Process Flow for Purchase Order and Contract Funds Reservation 
Documents 
 
Line Office/FMC Pilot User/Approver 

1. Create official CD-435 requisition  
2. Enter FM030 for requisition in CFS and approve 
3. Approve FM030 on  CFS WF002 Document Approval screen 
4. Print FM030 CD-435 and attach to official CD-435 
5. Send to servicing Acquisitions office 
 

Acquisitions 
1. Award purchase order or contract 
2. Forward Purchase Order and copy of FM030 CD-435 to Finance 
 

Finance 
1. Identify purchase order as Funds Reservation Pilot document by FM030 CD-435 

included with Purchase Order from Acquisitions  
2. Enter FM040 for purchase order pulling in FM030 details entered by LO/FMC. 
 

1B. Business Rules for Entering Reservations for Purchase Orders or 
Contracts during the Pilot 

 
1. The signed CD-435 paper document is the “official requisition.”  The purpose 

of entering the requisition in the FM030 as a Funds Reservation is to record 
certain financial information about the requisition in the Core Financial 
System (CFS) so that it may be used for tracking and planning purposes.  

 
2. Always use vendor 9999999999-99999- No Suggested Vendor  
 
3. Only Enter Reservations for Fiscal Year 2006  
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4. Only Enter Reservations for requisitions that fall within the Funds Reservation 
Pilot LO/FMC’s. For example, you have a requisition for a purchase order 
where the funding will be split between OAR PMEL (50-27) and NMAO 
Marine Operations Center (08-07).  Since this requisition combines a pilot 
LO/FMC and a non-Pilot LO/FMC, you would not enter the reservation in the 
FM030.   

 
However, if that requisition was split between OAR PMEL (50-27), OAR 
NSSL (50-26), and NWS OS&T (20-05) you would enter it in the FM030 
since PMEL, NSSL, and OS&T are participating in the Pilot.  In this example, 
when the FM030 was approved, it would be routed for WF002 approval to the 
designated approvers for PMEL, NSSL, and OS&T.   
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1C. Quick Guide Instructions for Entering Funds Reservations in FM030 for 
Purchase Orders and Contracts 
        

      Figure 1 FM030 page 1 
 

1. In the DOC TYPE field, type POREQ   
 

2. Click into the GL field – The current accounting period appears 
 

3. Click into the FY – The current FY appears 
 

4. In the REF field, enter the CD-435 Requisition Number  
 

5. In the Effective Dates field – The system uses the current date as a default.  
You can change this to reflect a range of dates such as a period of 
performance from 01-Oct-2005 to 30-Sep-2006 or leave the default date 

 
6. Click into the BUREAU field – Bureau code 14 for NOAA appears  

 
7. In the CONT OFC field, always enter XX for purchase order/contract 

requisitions 
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8. In the VENDOR field, always use  9999999999-99999 No Suggested Vendor 
 

9. In the ORIGINATING OFFICE field always use NA 
 

10. Click NEXT to go to Page 2 
 

Figure 2  FM030 Page 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

           
 
 

11. Enter the item type based on the requisition details.  For purchase 
order/contract requisitions, the most frequently used item types are SERV for 
services performed for the government or SUPPLY for purchases for non 
capitalized goods, or EQUIP for capitalized equipment.   For additional item 
types, Double Click in the ITEM TYPE field to retrieve a List of Values. 

 
12. Enter the commodity code based on the requisition details.  The Commodity 

Code defines the Prompt Payment Act rules for this item type.  For purchase 
order/contract requisitions, the most frequently used commodity code is G/S 
for Goods and Services.  For additional commodity codes, Double Click in the 
COMMODITY CODE field to retrieve a List of Values 

 
13. Enter a description of the item based on the requisition details.   
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14. Double Click into the OTHER field to access the pop up. 
 
 

        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
              Figure 3 Other Line Information Pop Up 

 
15. In the REQUESTED DELIVERY DATE field, enter the desired date you 

want to receive the requested goods and/or services. 
 

16. Click in the ID NO field and enter the Employee No of the requisitioner or 
other Delivery Point of Contact or Double Click in the ID NO field to retrieve 
a List of Values.   

 
NOTE:  If the item type is EQUIP and the Object Class begins with ‘31’, Click 
NEXT to enter Page 2 of the Other Line Information Pop Up.  Click into the 
USEFUL LIFE field and enter an estimated number of years. Click PREV to save  
 
 

              
 
 
 
 
 
 
 
 
 
 Figure 4 Other Line Item Info pop up
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NOTE cont’d:  The Useful Life is not required for any other Item Type/Object Class 
combinations. When entering a requisition for other than Item Type EQUIP and 
Object Class 31-XX, you will click PREV to save and exit the OTHER information 
pop up and return to the FM030 Page 2.  

 
17. Enter the QUANTITY, UNIT OF MEASURE, AND UNIT PRICE for this 

Line Item 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 Figure 5 FM030 Page 2 
 

18. Double Click into the ACCS popup.  Enter the Percent (of the total Quantity) 
for this ACCS.  In this example, one ACCS is funding the entire requisition. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Figure 6 ACCS pop up 
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19. Double Click in the ACCS field.  Enter the ACCS for this reservation. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Figure 7 ACCS block
 

 
20. Click SAVE to save the ACCS and return to the Line Item Distribution Page 
   
21. Enter the Requisitioner’s employee number in the ACCEPTANCE 

EMPLOYEE  field 
 
22. Enter the Requisitioner’s office location in the RECEIVING OFFICE field 

 
      
 
 
 
 
 
 
 
 
         
 
 
 
 
 
 
 

     Figure 8 Completed Line Item Distribution        
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23. Click SAVE to return to the FM030 Page 2.   
 

24. To insert a new LINE ITEM Click the GREEN PLUS to add a new record.  .  
Repeat Steps 10 – 22 for each new line item. 

 
 
 
 
 
 
 
 
 

25. When all Line Items have been entered, click PREV to return to the Page 1 of 
the FM030.  

 
26. Review FM030.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Figure 9 Completed FM030 Page 2 
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27. Click into the APPROVED field to approve the document and route to the 
WF002 approver.  

 
 
       

              
 Figu  FM030 showing Req No 

 
        

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

            
re 10 Approved
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1D WF002 Document Approval/Review  
 
To approve a Funds Reservation Requisition: 

1. In the WF002 screen, click on the Funds Reservation Requisition you want to 
approve: 

 

. 

 

 
   Fi  approval 

 
2.  Click on the 

    gure 11 WF002 Showing PO Requisition awaiting

 button and select YES to approve
NOTE

must click into the NOTES field and 

 or NO to disapprove the Funds 
Reservation Requisition.  :  If you choose to disapprove the document, you 

enter the reason for the disapproval. 

3.  Press SAVE to approve the docu e document will no 
nger display in the WF002  

1E. Printing the FM030 Version of the CD-435 
 

Pressing the PRINT 

 
ment.  Once approved, th

lo
 

 button on the toolbar will produce a version of the CD-435.  
 
If the FM030 has not been approved at the WF002 level, the FM030 CD-435 will print 
out as a “DRAFT”.  Once approved on the WF002, the “DRAFT” designation does not 
appear on the print out.   
 
You’ll need to print a copy of the FM030 CD-435 to attach to the “official” CD-435 and 
other supporting documentation that you send to Acquisitions.  Print this copy after the 
WF002 approval is complete.  
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     Figure 12 FM030 CD-4 1 35 Page 
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2.  Funds Reservations for Grants 

2A. Process Flow: 
 

LO/FMC Pilot User/Approver   
1. Enter the FM030 Funds Reservation record before entering the data into 

Grants Online (to generate the FM030 Requisition Number that will need to 
be entered into Grants Online.) 

 
2. Approve the FM030 on the CFS WF002 Document Approval/Review screen 
 
3. Enter the request in Grants Online replacing the Grants Online system 

generated requisition number with the associated CFS FM030 requisition 
number.  The CBS requisition number will alert the "CBS 1st Approver" staff 
in Grants Management Division (GMD) that this procurement request is from 
one of the Pilot FMC’s. 

 
Grants Management Division  

1. When the "CBS 1st Approvers" in GMD get a Grants Online task to "Start 
Initial Data Entry in CBS" they will check to see if the Procurement Request 
is from one of the Pilot Organizations by looking at the Requisition Number. 

  
2. If so, pull up the FM030 for the reservation already entered into CBS by the 

LO/FMC and assign it. 
 
3. Check the Grant, Vendor, and ACCS information. Pull the reservation details 

into the FM041 to create the obligation in CFS and liquidate the reservation. 
 
4. Verify the information in CBS and mark that Grants Online task as complete. 

2B. Business Rules for Entering Reservations for Grants during the Pilot 
 

1. The Grants Online entry is the official request for the grant. The purpose of 
entering the requisition in the FM030 as a Funds Reservation is to record 
certain financial information about the requisition in the Core Financi
System (CFS) so that it may be used for tracking and planning purposes. 

 
2. Always use vendor 9999999999-99999- No Suggested Vendor  
 
3. Only Enter Reservations for Fiscal Year 2006  
 
4. Only Enter Reservations for requisitions that fall within the Funds Reservation 

Pilot LO/FMC’s. For example, you have a requisition for a grant where the 

al 
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funding will be split between OAR PMEL (50-27) and NMAO Marine 
Operations Center (08-07).  Since this requisition combines a pilot LO/FMC 
and a non-Pilot LO/FMC, you would not enter the reservation in the FM030.   

However, if that requisition was split between OAR PMEL (50-27), OAR 
6), and NWS OS&T (20-05) you would enter it in the FM030 

since PMEL, NSSL, and OS&T are participating in the Pilot.  In this example, 
ved, it would be routed for WF002 approval to the 

 

2C. Quick Guide Instructions for En
Grants

 
 
 

1.  the DOC TYPE

 

NSSL (50-2

when the FM030 was appro
designated approvers for PMEL, NSSL, and OS&T. 

tering Funds Reservations in FM030 for 
 

 

In  field, type GRANT 
 
2. lick into the GL fieldC  – The current accounting period appears 
 
3. lick into the FYC  – The current FY appear 
 
4. In the REF field, enter the Grants On Line grant number 
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5. In the Effective Dates field – The system uses the current date as a default.  You 

 change this to reflect a range of dates such as a period of performance from can
1-Oct-2005 to 30-Sep-2006 or leave the default date. 

 
6. Clic

0

k into the BUREAU field – Bureau code 14 for NOAA appears  

he VENDOR
 
7. In t  field, always use  9999999999-99999 No Suggested Vendor 
 
8.  the CONT OFCIn  field, always enter GT for grant requisitions 
 
9. In the ORIGINATING OFFICE field always use NA 
 
10. Click NEXT to go to Page 2 

 
 
 
 
 
 
 
 
 
 
 
 
 

       Figure 14 FM030 Page 2 
 

11.  In the ITEM TYPE field always use GRANT for grant funds reservations  
 
12. In the COMMODITY field always use GRANT for grant funds reservations 
 
13. In the DESCRIPTION field, enter the purpose for the grant 

Grant Reservations  Page 15 of 56 March 2006 



Funds Reservation User Guide   Appendix A 

14. Double Click into the OTHER pop-up  
 
 
 
 
 
 
 
 
 
 
 
 
       

     op up 

       
15. In the REQUESTED DELIVERY DATE

  
 

         Figure 15 Other Line Item Info p

 field, enter the desired date you want to 
receive the requested goods and/or services 

 
16. Click in the ID NO field and enter the Employee No of the requisitioner or other 

Delivery Point of Contact or Double Click in the ID NO field to retrieve a List of 
Values.  Click PREV to save and exit the OTHER information pop up and return 
to the FM030 Page 2 

 
        
 
 

 
 
 
 
 
 
 
 
              Figure 16 FM030 Page 2 

 
17. Enter the QUANTITY,

 
 
 

 UNIT OF MEASURE, AND UNIT PRICE for this Line 
Item 

 
18. Double Click into the ACCS pop up.  Enter the Percent (of the total Quantity) for 

this ACCS.  In this example, funding for this grant is shared between two ACCS’.  
An ACCS is also known as a Multiple Distribution Line or MDL 
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Figure 18  ACCS block 
 

Figure 17 ACCS pop up showing 2 MDL's 

19. Double Click in the ACCS field.  The ACCS block appears.  Enter the appropriate
ACCS for this MDL.  Press PREV to save the ACCS and return to the Line Item 
Account Distribution. 

20. Enter the employee number of the requisitioner for this MDL in the 
ACCEPTANCE  EMP field or Double Click in the ACCEPTANCE EMP field to 
retrieve a List of Values and query for the employee number. 
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21. Enter the Receiving Office of the requisitioner for this MDL in the RECEIVING 
OFFICE field or Double Click in the RECEIVING OFFICE  field to retrieve a 
List of Values.  Press Enter to go to next MDL. 

22. Repeat Steps 17 – 20 until all MDL’s you have entered all MDL’s.  Check the 
Line Item totals to be sure the distribution percent = 100%, the quantity = the total 
quantity, and the amount = the total amount for this Line Item. 

 

 

 
       
 

 

 

 

 
7. Review FM030  

 

 
 

Figure 19 Line Item Distribution Complete 

23. Press Save to save the Line Item Distribution data and return to Page 2. 

24. To insert a new LINE ITEM Click the GREEN PLUS to add a new record.  

25. Repeat Steps 10 – 23 for each new line item you want to enter.  

26. When all Line Items have been entered, click PREV to return to  Page 1 of the 
FM030.  

2
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Click into the APPROVED28.  field to approve the document and route to the WF0
approver.  NOTE:  In Grants Online, replace the 

02 
Grants Online System generated 

requisition number with the FM030 REQ #  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 20 Completed FM030 with Req # circled 
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2D. WF002 Document Approval/Review  
 
To app
 

1. In the WF002 screen, click on the Funds Reservation Requisition you want to 

 

rove a Funds Reservation Requisition: 

approve: 

2.  Click on the 

Figure 21 WF002 Showing Grant Req awaiting Approval 

 button and select YES to approve or NO to disapprove the Funds 
Reservation Requisition.  NOTE:  If you choose to disapprove the document, you 
must click into the NOTES field and enter the reason for the disapproval. 
 
.  Press SAVE to approve the document.  Once approved, the document will no 
nger display in the WF002  

2E. Printing the FM030 Version of the CD-435 
 

To print a hard copy of the Grant FM030, press the PRINT 

3
lo
 

 button on the toolbar. 
 
If the FM030 has not been approved at the WF002 level, the FM030 CD-435 will print 

ut as a “DRAFT”.  Once approved on the WF002, the “DRAFT” designation does not 
appear on the print out.   
o
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3.  Interagency Agreement Funds Reservations 

3A greement Funds Reservation 
Documents 
 
Line Office/FMC Pilot User/Approver

 

3.  Interagency Agreement Funds Reservations 

3A greement Funds Reservation 
Documents 
 
Line Office/FMC Pilot User/Approver

. . Process Flow for Interagency AProcess Flow for Interagency A

 
1. Create official CD-435 requisition 
2. Enter FM030 for requisition in CFS and approve  
3. Approve FM030 on WF002 Document/Review Approval 
4. Print FM030 CD-435 and attach to official CD-435 
5. Forward official CD-435, FM030 CD-435 and any other supporting 

documentation to your servicing Finance Office 
 

Finance 
1. Identify interagency agreement  as Funds Reservation Pilot document by FM030 

CD-435 included  
2. Enter FM040 for interagency agreement pulling in FM030 details entered by 

LO/FMC. 

3B. Business Rules for Entering Reservations for Interagency Agreements 
 
1. The Interagency Agreement will not be awarded by Acquisitions.  For interagency 

agreements that are sent to Acquisitions, follow the steps for a Purchase/Order 
Contract Funds Reservation. 

 
2. The signed CD-435 paper document is the “official requisition.”  The purpose of 

entering the requisition in the FM030 as a Funds Reservation is to record certain 
financial information about the requisition in the Core Financial System (CFS) so 
that it may be used for tracking and planning purposes.  
 

3. Always use vendor 9999999999-99999- No Suggested Vendor  
 

4. Only Enter Reservations for Fiscal Year 2006  
 

5. Only Enter Reservations for requisitions that fall within the Funds Reservation 
Pilot LO/FMC’s. For example, you have a requisition for a interagency agreement 
where the funding will be split between OAR PMEL (50-27) and NMAO Marine 
Operations Center (08-07).  Since this requisition combines a pilot LO/FMC and a 
non-Pilot LO/FMC, you would not enter the reservation in the FM030.   
 
However, if that requisition was split between OAR PMEL (50-27), OAR NSSL 
(50-26), and NWS OS&T (20-05) you would enter it in the FM030 since PMEL, 
NSSL, and OS&T are participating in the Pilot.  In this example, when the FM030 
was approved, it would be routed for WF002 approval to the designated approvers 
for PMEL, NSSL, and OS&T. 
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3C. Quick Guide Instructions for Entering Funds Reservations in FM030 for 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. In the DOC TYPE

 

3C. Quick Guide Instructions for Entering Funds Reservations in FM030 for 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. In the DOC TYPE

Interagency Agreements Interagency Agreements 
  
  
  

 
 
 
 Figure 22 - FM030 for INTAGR 
  
              

 field, type INTAGR 
 
2. Click into the GL field – The current accounting period appears 
 
. Click into the FY3  – The current FY appears 

4. In the REF
 

 field, enter the CD-435 Requisition Number  
 
5. In the Effective Dates field – The system uses the current date as a default.  You 

can change this to reflect a range of dates such as a period of performance from 
01-Oct-2005 to 30-Sep-2006 or leave the default date 
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6. Click into the BUREAU field – Bureau code 14 for NOAA appears  

7. In the CONT OFC
 

 field, always enter XX for purchase order/contract requisitions 

NDOR
 
8. In the VE  field, always use  9999999999-99999 No Suggested Vendor 
 
9. In the ORIGINATING OFFICE field always use NA 

 

 

 
           
 
 
 
 

 
10. Click NEXT to go to Page 2 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 

Fi re 23  FM030 Page 2 gu

11. Enter INTAGR in the ITEM TYPE field.  Double Click in the ITEM TYPE field 

 
12.

to retrieve a List of Values for additional item types 

 Enter MISC in the  COMMODITY CODE field  

 Enter a description of the item based on the requisition details.   
 
13.
 
 
 
 
 
 
 

Intagr Reservations  Page 23 of 56 March 2006 



Funds Reservation User Guide   Appendix A 

 
 
14. Double Click into the OTHER field to access the pop up. 
 
 
 
 
 
 

      

           

            Figure 24 Other Line Information Pop Up 
 
15. In the REQUESTED DELIVERY DATE

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

  

 
 
  

 field, enter the desired date you want to 
receive the requested goods and/or services. 

 
16. lick in the ID NO field and enter the Employee No of the requisitioner or other 

k in the ID NO
 C
Delivery Point of Contact or Double Clic  field to retrieve a List of 

. 
 
 

      

 

Values.   
 
7 Click PREV to return to Page 2 1
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18. Enter the QUANTITY, UNIT OF MEASURE, AND UNIT PRICE for this Line 

 
 
 
 
 
 
 

Item 

 
 
 
 
 
 
 
 
 
 
 

19. Double Click into the ACCS popup.  Enter the Percent (of the total Quantity) for 
this ACCS.  In this example, one ACCS is funding the entire requisition. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Figure 25 FM030 Page 2 

Figure 26 ACCS pop up 
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Double Click in the ACCS field.  Enter the ACCS for this reservation. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

20. eturn to the Line Item Distribution Page 
 

 
    

 
 

 
 
 
 
 
       
 
 
 
 
 
 
 

Figure 28 Completed Line Item Distribution 

Figure 27 ACCS block

 
 Click SAVE to save the ACCS and r
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21. Click SAVE to return to the FM030 Page 2. 

2.
 
2  Enter the Requisitioner’s employee number in the ACCEPTANCE EMPLOYEE  

3. Enter the Requisitioner’s office location in the RECEIVING OFFICE field  

24. To insert a new LINE ITEM Click the GREEN PLUS to add a new record.    
Repeat Steps 10 – 22 for each new line item. 

 
 

25.  PREV to return to the Page 1 of the 
FM030.  

26.

 

 
 
 
 
 
 
 
 
 
 

field 
 

2
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 29 Completed FM030 Page 2 

 When all Line Items have been entered, click

 
 Review FM030.  
 

 

 

Intagr Reservations  Page 27 of 56 March 2006 



Funds Reservation User Guide   Appendix A 

 
 
 
 
 

27. Click into the APPROVED field to approve the document and route to the WF
approver.  

002 

 

 
       Fi

 
 

      

gure 30 Approved FM030 showing Req No 
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3D. WF002 Document Approval/Review  
 
To approve a Funds Reservation Requisition: 
 

1. In the WF002 screen, click on the Funds Reservation Requisition you want to 
approve: 

       Fi  31 WF002 Showing INTAGR Requisition awaiting approval 
 

2.  Click on the 

gure

 button and select YES to approve or NO to disapprove the Funds 
Reservation Requisition.  NOTE:  If you choose to disapprove the document, you 
must click into the NOTES field and enter the reason for the disapproval.  
 
3.  Press SAVE to approve the document.  Once approved, the document will no 
longer display in the WF002  
 

 of the CD-435 3E. Printing the FM030 Version
 

Pressing the PRINT  button on the toolbar will produce a version of the CD-435.  

 at the WF002 level, the FM030 CD-435 will print 
RAFT”.  Once approved on the WF002, the “DRAFT” designation does not 

ppear on the print out.   

You’ need to print a copy of the FM030 CD-435 to attach to the “official” CD-435 and 
oth
WF 02 approval is complete. 
 

 
If the FM030 has not been approved
out as a “D
a
 

ll 
er supporting documentation that you sent to Finance.  This should be after the 
0
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Figure 33 FM030 CD-435 Page 2 
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4.  Mi cellaneous “Placeholder” Reservations 

4A. Process Flow for Miscellaneous Reservations  
 
Lin

s

e Office/FMC Pilot User/Approver 
Enter FM031. 0 for reservation in CFS and approve 

. Approve FM030 on WF002 Document Review/Approval screen 
3. Print FM030 CD-435 (if desired) 
4. Enter FM014 to cancel reservation as appropriate and approve  
5. Approve FM014 on WF002 Document Review/Approval screen 
 

4B. Business Rules for Entering Reservations for Miscellaneous 
Reservations 

 
1. Always use vendor 9999999999-99999- No Suggested Vendor  

 
2. Only Enter Reservations for Fiscal Year 2006  

 
3. Only Enter Reservations for requisitions that fall within the Funds Reservation 

Pilot LO/FMC’s. For example, you have a requisition for a purchase order where 
the funding will be split between OAR PMEL (50-27) and NMAO Marine 
Operations Center (08-07).  Since this requisition combines a pilot LO/FMC and a 
non-Pilot LO/FMC, you would not enter the reservation in the FM030.  

 
 However, if that requisition was split between OAR PMEL (50-27), OAR NSSL 
(50-26), and NWS OS&T (20-05) you would enter it in the FM030 since PMEL, 

 the Pilot.  In this example, when the FM030 
WF002 approval to the designated approvers 

for PMEL, NSSL, and OS&T. 

4. The LO/FMC must cancel the reservation on the CFS FM014 Purchase Request 
Change Screen when the reservation is no longer required (i.e – the expense is 
recorded in CFS) 
 

2

NSSL, and OS&T are participating in
was approved, it would be routed for 

 

Misc Reservations  Page 32 of 56 March 2006 



Funds Reservation User Guide   Appendix A 

4C. Quick Guide Instructions for Entering Funds Reservations in FM030 for 
Miscellaneous Reservations 
        
     

  
Figure 34 FM030 page 1 
 

1. In the DOC TYPE field, type MISC 
 
2. Click into the GL field – The current accounting period appears 
 
3. Click into the FY – The current FY appears 
 
4. In the REF field, enter the LO/FMC designated reference number for this 

placeholder reservation 
 
5. In the Effective Dates field – The system uses the current date as a default.  

can change this to refle
You 

ct a range of dates such as a period of performance from 
01-Oct-2005 to 30-Sep-2006 or leave the default date 

 
6. Click into the BUREAU field – Bureau code 14 for NOAA appears  
 
7. In the VENDOR field, always use  9999999999-99999 No Suggested Vendor 
 
8.  In the CONT OFC field, always enter XX for place holder reservations 
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9. In the ORIGINATING OFFICE field always use NA 
 
10. Click NEXT to go to Page 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
       
 
 

11. Enter the item type based on the reservation details.  For additional item types, 
Double Click in the ITEM TYPE

Figure 35  FM030 Page 2 

 field to retrieve a List of Values. 
 

12. Enter G/S in the COMMODITY CODE field.   
 
13. Enter a description of the item based on the requisition details.   
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14. Double Click into the OTHER field to access the pop up. 
 

 
        Figure 36 Other Line Information Pop Up 

 
15. In the REQUESTED DELIVERY DATE field, enter the desired date you expect 

to receive the requested goods and/or services. 
 
16. Click in the ID NO field and enter your Employee No.   
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17. Enter the QUANTITY, UNIT OF MEASURE, AND UNIT PRICE for this Line 

Item 

 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

18.

 
 
 

 
 

Figure 37 FM030 Page 2 

 Double Click into the ACCS popup. Enter the Percent (of the total Quantity) for 
this ACCS.  In this example, one ACCS is funding the entire reservation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

Figure 38 ACCS pop up 
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19. Double Click in the ACCS field.  Enter the ACCS for this reservation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
20. Click SAVE to save the ACCS and return to the Line Item Distribution Page 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
           
 

 
 

Figure 39 ACCS block

 
 
 

   Figure 40 Completed Line Item Distribution 

21.  Enter your employee number in the ACCEPTANCE EMP field  
 
22. Enter your office location in the RECEIVING OFFICE field 
 
23. Click SAVE to return to the FM030 Page 2. 
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Repeat Steps 10 – 23 for each new line item. 
 

5. When all Line Items have been entered, click PREV to return to the Page 1 of the 
FM030.  

6. Review FM030.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

24. To insert a new LINE ITEM Click the GREEN PLUS to add a new record.  

2

 
2

 

Figure 41 Completed FM030 Page 2
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27. Click into the APPROVED field to approve the document and route to the WF0
approver.  

02 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

F
Figure 42 Approved FM030 showing Req No 
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4D WF002 Document Approval/Review  
 
To approve a Funds Reservation Requisition: 
 

1. In the WF002 screen, click on the Funds Reservation Requisition you want to 
approve: 

 

       Figure 43 WF002 Showing MISC Requisition awaiting approval 
 
2.  Click on the 

. 

 button and select YES to approve or NO to disapprove the Funds 
Reservation Requisition.  NOTE:  If you choose to disapprove the document, you 
must click into the NOTES field and enter the reason for the disapproval. 
 
3.  Press SAVE to approve the document.  Once approved, the document will no 
longer display in the WF002  
 

 

Pressin

4E. Printing the FM030 Version of the CD-435 

g the PRINT  button on the toolbar will produce a version of the CD-435.  
 
If the FM030 has not been approved rint 
ut as a “DRAFT”.  Once approved on the WF002, the “DRAFT” designation does not 

appear on the print out.   

 at the WF002 level, the FM030 CD-435 will p
o
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Figure 44 FM030 CD-435 for MISC req Page 1 
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Figure 45 FM030 CD435 for MISC Req Page 2 
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5.   M

 

5A. O

odifying a Requisition Using the FM014 Purchase Request 
Change Screen  

verview 
The FM014 screen is used to make changes to existing open Fund Reservations.  Open  

eans that the reservation has not be converted to an Undelivered Order by the Finance 
Office.  If the reservation has been converted to an Undelivered Order, changes can be 

de by creating a new Funds Reservation which will then be linked to the Undelivered 

ith the FM014 you can: 
Increase the quantity or amount of a reservation by changing existing line item
Add new MDL(s)  to split the funding between multiple lines of accounting  
Add new Line Item(s) to the existing reservation 

m

ma
Order. 
 
W

• s 
• 
• 
•  or amount of a reservation by changing existing line items 
• Cancel the reservation by reducing the quantity and amount to zero 

 a 

 

B. Process Flow and Business Rules   
he Process Flow and Business rules are determined by the type of Funds Reservation.  
or example you would follow the process flow and business rules outlined in Sections 
A and 1B of this Quick Guide when submitting a FM014 change for a Purchase Order 
r Contract Funds Reservation. 

 

C. FM014 Example 1 - Increasing the Quantity of a Reservation and 
hanging the ACCS  

sing the Funds Reservation Requisition created in Section 1C of this Quick Guide,this 
xample illustrates how to do a modification to a Funds Reservation to increase the 
uantity from 160 hours to 320 hours and changing the project code from 58N2G00 to 

C  

OTE:

Decrease the quantity

• Change an ACCS (project, task, organization, or object class codes) related to
Line Item or a MDL within a Line Item 

5
T
F
1
o

5
C
 
U
e
Q
58N2EF
 
N    CFS will only allow you to enter FM014 Changes for FM030 Funds 
Res
 
 
 
 
 
 

ervations that you entered. 
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3. Press Tab or Enter. The FM030 details for this POREQ populate the FM014 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Enter POREQ in the DOC: TYPE field 
2. Click into the NO field.  A list of your available POREQ Funds Reservation 

FM030 records displays.  Double Click on the appropriate POREQ to select and 
return to Page 1 of the FM014. 

 

Figure 46 FM014 No field pop up 

 

Fi re 47 FM014 with “as is” POREQ details gu
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4. o change the QuantityT :  Click into the REVISED QUANTITY field for the Line 

he system recalculates the Item Total. 

 
     
 
 
 
 
 
          
 

5.

 
 

 
 
 
 
 
 
 

   
              Figure 49 ACCS pop up 

Item # 1.  Highlight and delete the 160 and reenter the 320 as the revised 
Quantity.  T

 

Figure 48 FM014 Revised Quantity block 

 To change the ACCS:  Click into the ACCS field for MDL 1 for this Line Item.  
Double click to enter the ACCS pop up.  Highlight and delete project code 
58N2P00 and reenter with project 58N2EFC.  Tab into the Task Code and enter 
P00.  Click PREV to save your changes and return to Page 1 of the FM014. 
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. Review your changes.  Click the YES button to approve this FM014 and route to 

your WF002 Document Approver. You receive the Message “Transaction             
Complete; 1 record applied; all records saved.”  Click OK to acknowledge the 
message. 

 
 
 
 

 

 

 

 

 

 

 

 

5D. WF002 Document Approval/Review  
 
To approve a FM014 Funds Reservation Requisition: 
 

1. In the WF002 screen, click on the Funds Reservation Requisition you want to 
approve – note that the document type for FM014 changes is “REQCHG”   

       Figure 51 WF002 for FM014 change 
 

2. Click on the 

6

Figure 50 Completed FM014 

 button and select YES to approve or NO to disapprove the Funds 
Reservation Requisition.  NOTE:  If you choose to disapprove the document, you 
must click into the NOTES field and enter the reason for the disapproval 

 
3. Press SAVE to approve the document.  Once approved, the document will no 

longer display in the WF002 
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E. Printing a Revised FM030 Version of the CD-435 
 

Pres in T 

E. Printing a Revised FM030 Version of the CD-435 
 

Pres in T 

 

        
  

55

ss g the PRINg the PRIN  button on the toolbar in the FM014 will produce an amended 
version of the CD-435.  
 
If the FM030 has not been approved at the WF002 level, the FM030 CD-435 will print 
out as a “DRAFT”.  Once approved on the WF002, the “DRAFT” designation does not 
appear on the print out.   
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             Figure 52 FM014 Amended CD-435 Page 1  
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Figure 53 FM014 Amended CD-435 Page 2 
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5F  Canceling a Funds Reservation on the FM014  
 
Using the Funds Reservation Requisition created in Section 4C of this Quick Guide, this 
example illustrates how to cancel Funds  
 
NOTE:   CFS will only allow you to cancel FM030 Funds Reservations that you 
entered 
 

1. Enter MISC in the DOC: TYPE field 
2. Click into the NO field.  A list of your available MISC Funds Reservation FM030 

records displays.  Double Click on the appropriate MISC reservation to select and 
he FM014. 

 

 

 

 

 
 
 
 
 

return to Page 1 of t
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 

 
 

Figure 52 FM014 No field pop up 
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3. Press Tab or Enter. The FM030 details for this POREQ populate the FM014 

 
 
 
 

     
 
 
 
 
 
          

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

e 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

         
  

 

4. To cancel the reservation:  Click into the REVISED Quantity field.  Highlight th
existing quantity and enter 0.  Tab or Click into the REVISED Unit Price  
Highlight the existing Unit Price and enter 0. 

Figure 53 FM014 with “as is” POREQ details 

Figure 54 Line Item Block with Revisions 
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5. Click into the REVISED % field in the MDL Block.  Highlight the existing 

percentage and enter 0.  Click into the Quantity field and enter 0. 
 

 
 
6. Review your changes.  Click the YES button to approve this FM014 and route to 

your WF002 Document Approver. You receive the Message “Transaction             
Complete; 1 record applied; all records saved.”  Click OK to acknowledge the 
message. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Figure 55 Revised MDL block 

 

 

Figure 56 Completed FM014  
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5G. WF002 Document Approval/Review  
 
To approve a FM014 Funds Reservation Requisition: 
 

. In the WF002 screen, click on the Funds Reservation Requisition you want to 
approve – note that the document type for FM014 changes is “REQCHG”   

      
2. 

1

 
Figure 57 WF002 with FM014 change 

Click on the  button and select YES to approve or NO to disapprove the Funds 
Reservation Requisition.  NOTE:  If you choose to disapprove the document, you 
must click into the NOTES field and enter the reason for the disapproval 

Press SAVE to approve the document.  Once approved, the document will no 
longer display in the WF002 

 
3. 
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6.  

6A. C
 
This is a tip to use if you are entering multiple reservations with the all the same or 
sim

g. 

Tips  

opying a FM030 Funds Reservation Document  

ilar information. The source FM030 can be approved, disapproved or unapproved. 
The copy will be unapproved, so you can make any required changes before approvin

To copy a FM030: 

 Click into any field in the control (top) block of the FM030  
 

1.
 
 

  

Figure 58 Source FM030 
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2. Press the F4 Key.  The Copy Purchase Request Box pop up appears 

 
 
 
 
 
 
 
 
 
 

      

3. Press the SAVE button.  You receive the message “Copying Purchase 
Requisition”  Click OK 

 

 
4. The message “Copy Successful” appears in the bottom left hand corner of the 

screen.  Click OK  
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

Figure 59 Copy Requisition pop up box 
 
 

 
 
 
 
 
 
 
 
 Figure 60 Copying Requisition Message 
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5. The Copy Requisition Block displays the source FM030 document number and 
the new, copied FM030 document number 

 
 
 
x 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Click EXIT to go to the new copy of the FM030 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

F
Figure 62  FM030 created by Copying Source Req 

Figure 61 Copy Pop up with old and new req nos 
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