Funds Reservation User Guide Appendix A

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 FMO030 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
Enter FMO030 for requisition in CFS and approve
Approve FM030 on CFS WF002 Document Approval screen
Print FM030 CD-435 and attach to official CD-435
Send to servicing Acquisitions office

el

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
FMO030.

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

H! Purchase Request (FM030 VER-2.13.0.0)

DOCTYPE | POREQ mon [N
REQ # | [ [ o [smar2006 Fy o5 totaLs | 00
FEEDER SYS: HO | MOD | SOURCE |
DOCDATE | 27-MAR2006 R | FHOTES <[ >
EFFECTIVEDATES | 27-MAR2006 | sTATUS | OPEN  ASOF [ 27-MAR-2006
BUREAU [14 | HOAA COMNT OFC [%%
VENDOR | 933399933 | 999389 | HO SUGGESTED VENDOR FEDSTRIP I_
HOTES |_
atTachs [
[~ RESERVE FUNDS [ OVERRIDE
ROUTING [
[~ APPROVED |

ORIGIHATING OFFICE Im

FORWARD HEXT HREY CANCEL

Figure 1 FM030 page 1

1.

2.

In the DOC TYPE field, type POREQ

Click into the GL field — The current accounting period appears

Click into the FY — The current FY appears

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

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

Click into the BUREAU field — Bureau code 14 for NOAA appears

In the CONT OFC field, always enter XX for purchase order/contract
requisitions
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8. Inthe VENDOR field, always use 9999999999-99999 No Suggested Vendor

9. Inthe ORIGINATING OFFICE field a/ways use NA

10. Click NEXT to go to Page 2

Hﬂ Purchase Request - Line Item {(FMO30 p2) _|Opx |
LINEITEM# CLINZ  ITEM TYPE COMMODITY FEDSTRIP ITBP # STATUS DATE =
| 1 | | SERY] | GS |_ | [oPEN [ 27-maR-2006
PART # STOCK # INVEHTORY EMP HAME EMP #
| | | | | |
DESCRIPTION  [Consulting Services OTHER [X  FHOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| 160.000 | HR | 325.0000 | $52,000.00 ACCS |T
LINEITEM # CLIN#  ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
| | | | . | |
PART # STOCK # INVEHTORY EMP HAME EMP #
| | | | | |
DESCRIPTION | OTHER | FHOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL $
| ACCS |_
H
HEZT: PREV | cANCEL |

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.

HS Other Line ltem Information (FM030D VYER-1.153.2.0)

SUGGESTED BUYER
cobe [ | HAME | PHOHE |

REQUESTED DELIVERY DATE I 31-JUL-2006

POINT OF CONTACT INFORMATIOH

DELIVERY TECHHICAL PROPERTY CUSTODIAH
HAME | F J O CONNOR I |
PHOHE | 301-444 2828 X [ |
Loc  JTURY BLVD, GERMAHTOWH, MD 2 | | |
ID HO 566 [ I CODE |
HEXT PREV CAHCEL

iTigure 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

ﬂ'! Other Line em Information {FM030d p2)

MAHUFACTURER |

ASSET CATEGORY I INDICATOR I Al I
LEASE INDICATOR I REHEWAL DATE I
BANKCARD SURCHARGE: () I (%o} I

DEPRACCS | fld- —

USEFUL LIFE [T] VEARS

Ficure 4 Other Line Item Info noo un
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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

m Purchase Request - Line Item {(FM030 p2)

Figure 5 FM030 Page 2

LINEITEM%Z CLIH#  ITEM TYPE COMMODITY FEDSTRIP ITBP # STATUS DATE E
1 3 [ [ [ OPEN [ 27-mAR 2006
PART # STOCK # INVEHTORY EMP HAME EMP #
| | | | | |
DESCRIPTION  [Consulting Services OTHER [x  FHOTES [
QUAHTITY UHIT UHIT PRICE ITEM TOTAL $
[ 160.000 [ HR [ 325.0000 [ $52,000.00 ACCS |T
LINEITEM#Z CLIH# ITEM TYPE COMMODITY FEDSTRIP ITEP # STATUS DATE
| I | [ | |
PART # STOCK # INVEHTORY EMP HAME EMP #
| | | | | |
DESCRIPTION | OTHER [ FHOTES [
QUAHTITY UHIT UHIT PRICE ITEM TOTAL $
[ accs [
PREV | canceL |

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.

| m Line Item Account Distribution (FM030B VER-2.13.0.0)

MDL % aTY $
1 160.000 | 52,000.00
accs | 14 56H2G00-PO0 01 05-01-08-000 40-04-0000-00-00-00-00 25-27-00-00 000000
FUHDS AVAIL OVERRIDE FHOTES: < | =
ACCEPTANCE EMP [ 566 | © CONHOR, PATRICIA J FMDL#
HESEIMHEIOERIEE [ cams ]| CAMS PROGRAM OFFICE ADDRESS
accs |
FUHDS AVAIL OVERRIDE F HOTES: < =
ACCEPTAHCE EMP | | FMDL#
RECEIVING OFFICE [ [
f100.000 | 160.000 52,000.00 LIHE ITEM TOTALS |
PREV CAHCEL |
Figure 6 ACCS pop up
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19. Double Click in the ACCS field. Enter the ACCS for this reservation.

ACCOUNT CLASSIFICATION CODE STRUCTURE (DBA094 VER-2.21.0.0)

PROJECT/ OBJECT
*BUR *TRSK *FUHD *PROGRAM *QORGAHIZATIOH *CLASS

oz [P0 | T s [ [ oo | o o7 oo oo oo o [ [ oo oo

*USER DEFIHED FIELD

IDDDDDD

MAME  [NOAA

next | prEw | canceL |

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

I :‘ﬂ Line Iterm Account Distribution (FMO30E VER-2.13.0.0)

MDL % arty $

| 1 00.000 | 160.000 | 52,000.00
accs | 14 58H2G00-P0O0 01 05-01-08-000 30-04-0000-00-00-00-00 25-27-00-00 000000
FUHDS AVAIL | OVWERRIDE | F HOTES: < | >
ACCEPTANCE EMP | 568 | 0 CONHOR, PATRICIA J FMDL# |
RECEIVING OFFICE [ cams | CAMS PROGRAM OFFICE ADDRESS |
accs |
FUHDS AVAIL | OVERRIDE | F HOTES: < | >
ACCEPTANCE EMP | | FMDL# |
RECEIVING OFFICE | | SODRESS |

froo.o00 | 160.000 | 52.000.00 LIME ITEM TOTALS ‘

ezt | prev | canceL |

F igure 8 Completed Line Item Distribution
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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.

H! Purchase Request - Line Item {(FMO030 p2)

= 9

Figure 9 Completed FM030 Page 2

LINEITEM#Z CLIN#  ITEM TYPE COMMODITY FEDSTRIP ITBP & STATUS DATE =
[ | [ [ es [ ] [ open [ 27-MAR 2006
PART # STOCK # IHVEHTORY EMP HAME EMP #
I | I |
DESCRIPTION  [Consulting Services OTHER [X FHOTES [
QUANTITY uHIT UHIT PRICE ITEM TOTAL %
| 160.000 | HR | 3250000 | $52,000.00 ACCS |T
LINEITEM#Z CLIH# ITEM TYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
I I I [ I I
PART # STOCK # INVEHTORY EMP HAME EMP #
I | I I I I
DESCRIPTION | OTHER [ FHOTES [
QUANTITY uHIT UHIT PRICE ITEM TOTAL %
| | | | aces [
I
nexi | prev | canceL |

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

the FM030.

26. Review FM030.
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27. Click into the APPROVED field to approve the document and route to the

WF002 approver.

MO030 YER-2.13.0.0)

H! Purchase Request (F

Figure 10 Approved FM030 showing Req No
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DOCTYPE | POREQ mon [N
REQ # ( 53 | o0 [ o }L | 31-maR-2006  Fv (06  ToOTALS | 52,000.00
FEEDER S¥S: HO | MOD# | SOURCE |
DOCDATE |  27-MAR-2006 REF | FHOTES <[ =
EFFECTIVEDATES | 27-MAR-2006 | STATUS | OPEN  As OF [ 27-MAR2006
BUREAU [14 | HOAR, CONT OFC [XX
VENDOR | 9999999999 | 999999 | NO SUGGESTED VEHDOR FEDSTRIP |
HOTES |
ATTACHS |
[~ RESERVE FUHDS [ OVERRIDE
_ ROUTING |
W APPROVED: | F 10 CONHOR 27-MAR-2006
ORIGIHATING OFFICE [HA
ForwarD | mWexT | prev | camceL |
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1D. WF002 Document Approval/Review

To approve a Funds Reservation Requisition:

1. Inthe WFO002 screen, click on the Funds Reservation Requisition you want to
approve:

m Documents Requiring Approval (WF002 VER-2.24.0.7)

I DOCUREMT | DATE

MOTES APYD TYPE MLIMEER: TRAMNS MO FY TOTAL (§) REQUESTED REQUESTED BY

f‘l v|[PORER s Of 0 538 [ 2006 52.000.00 [27-MER-2008 [P J O CONNOR |
E A

e 2

g =

Figure 11 WF002 Showing PO Requisition awaiting approval

2. Click on the 2* 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

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

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

If the FMO030 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
WFO002 approval is complete.
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FORH CD-43%-EF (13-F3)
U.d, DEFARTMEWT OF

1- IEMCTCE ADDEE:
OFFECE {F

4 CE

2. REGUE
[ ADHINTSTERTIOH
803 T RED
SRR

FROCUREMENT REGUEST

M|
REQ] 2005

EIHA R
A, FRGE 1 o 2
MEGESTED VENDOR

J. TO: (SELLER]  NRAME:
ADDRESS:

TELIFEIME: HONE
COMTADT ERME: MONE
Ik, SOURCT REFERENTE i.
REALL1I1EALEET ¥

MO =

TIOHES COMTACT

0 TELEFIOHE: FAE
Fao ik 101-4d4-2029 = =
=, . 1. . B LE. 3.
LINE DESCRTPTION DELIYERY QEMTTEY T THIT FRICE MMOTHT
1TEM B TSEUE
1| Ceamaliing Servicas OF S AL 2006 L&D (-3 A2% .00

52, GO0, 2|

852, (00 00

TRCOMM-DC A %-33063

Figure 12 FM030 CD-435 Page 1
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Figure 13 FM030 CD-435 Page 2
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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 Ist 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 FMO030 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 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

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
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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
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.

2C. Quick Guide Instructions for Entering Funds Reservations in FM030 for
Grants

H! Purchase Request (FM030 VER-2.13.0.0) A
DOC TYPE | GRANT MoD |T
REQ# | [ [0 6 [3tmaras  Fy |ﬁ TOTALS | 00
FEEDER $Y5: HO | MoD | SOURCE |
DOCDATE | 2FMAR2006  Rer | FHOTES <[ >
EFFECTIVEDATES | 27-MAR-2006 | sTATUS [ OPEN  ASOF [ 27-MAR-2006
BUREAU W | HOAA CONT OFC |ﬁ
VEHDOR | 9999939999 | 999999 | HO SUGGESTED VENDOR FEDSTR'FI_
HOTES |_
ATTACHS |_
I~ RESERVE FUNDS I~ OVERRIDE
ROUTING |_
[~ APPROVED |
ORIGIHATING OFFICE m
FORWARD | MEXT | Prev | camceL |

1. Inthe DOC TYPE field, type GRANT
2. Click into the GL field — The current accounting period appears
3. Click into the FY — The current FY appear

4. Inthe 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
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. Inthe VENDOR field, always use 9999999999-99999 No Suggested Vendor
8. Inthe CONT OFC field, always enter GT for grant requisitions

9. In the ORIGINATING OFFICE field always use NA

10. Click NEXT to go to Page 2

Iﬂ Purchase Request - Line ltem (FM030 p2) =

I;Ix

LIHEITEM# CLIN®  ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE

[ [ [ZE0 [orar [ | [T OPEN [ 26-MAR2006

PART # STOCK # INVEHTORY EMP HAME EMP 3

DESCRIPTION FH’ZI]I]G FUHDING FOR PROJECT EHTITLED: CREATION OF A ALY OTHER |x_ F HOTES I_

QUANTITY UHIT UKIT PRICE ITEM TOTAL §
1.000 | EA I 405,000.0000 I $505,000.00 ACCS IT

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
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14. Double Click into the OTHER pop-up

| Other Line Item Information (FMO030D YER-1.153.2.0)

SUGGESTED BUYER
CODE | T HAME [ PHOHE |
REQUESTED DELIVERY DATE | 30-SEP-2006
POINT OF CONTACT INFORMATION
DELIVERY TECHHICAL FROFERTY CUSTODIAH

HAME | G E THOMAS |

PHONE | 301-713-0420 X123 | I

LoC [WEST HarY, SILVER SPRING, MD 2 | | I

inuo | 16769 | | coDE |

HEXT | pREv | canceL |

Figure 15 Other Line Item Info 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. Click PREV to save and exit the OTHER information pop up and return

to the FM030 Page 2
H! Purchase Request - Line ltem {FM030 p2) ] |
LINEITEM# CLIN# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE B
[T ] [ S [ oranT [ [ opEN [ 28-MAR2006
PART # STOCK # INVEHTORY EMP HAME EMP #

DESCRIPTION rvzuus FUHDING FOR PROJECT ENTITLED: CREATION OF AH AU OTHER |T F HOTES |_
QUANTITY UNIT UNIT PRICE ITEM TOTAL §
1.000 | EA | £05,000.0000 | $505,000.00 ACCS |x_

Figure 16 FM030 Page 2

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

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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| m Line tem Account Distribution (FM030B VER-Z2.13.0.0)

MDL % ary $
1 i 52700 i 647 [ 326,735.00
accs | 14 D8MS5.113-P00 37 04-04-01-005 20-01-0000-00-00-00-00 41-11-00-00 000000
FUHDS AVAIL OVERRIDE F HOTES: < =
ACCEPTANCE EMP | 16769 | THOMAS, GERALD E FMDL#
HE RS CAAEE | wiomz2 | TECHHOLOGY.FORECAST SYSTEMS ADDRESS
2 [ 35300 [ 353 [ 178,265.00
acces | 14 DEM5IRE-FOD 37 04-04-01-012 20-05-0000-00-00-00-00 41-11-00-00 000000
FUHDS AVAIL OVERRIDE F HOTES: < =
ACCEPTANCE EMP | 22266 | ABAHKWAH, DORA FMDL#
RECEIVING OFFICE [ wwomaz | TECHHOL OGY.FORECAST SYSTEMS ADDRESS

[100.000 [ 1.000 505,000.00 LIME ITEM TOTALS ‘

PREV CANCEL |

"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.

ACCOUNT CLASSIFICATION CODE STRUCTURE (DBAD94 WVER-Z.21.0.0)

PROJECT/ OBJECT

*BUR *TASK *FUHD *PROGRAM *ORGAHIZATION *CLASS

paverts oo | o7 | [+ [or b foos | o [ [ooo oo [0 oo [0 | [e1 [ oo [

*USER. DEFINED FIELD

000000

MARE  [MOAS

PREV CAHNCEL

Figure 18 ACCS block

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.

| ﬂ'! Line Item Account Distribution {(FM030B VER-2.13.0.0)

— |[=

MDL 5 aTy %
[ [ & 647 [ 32673500

accs | 14 D8M5.1 3-P00 37 04-04-01-005 20-01-0000-00-00-00-00 41-11-00-00 000000

FUHDS AVAIL | OVERRIDE | F HOTES: < | >

ACCEPTANCE EMP | 16769 | THOMAS, GERALD E FMDL# |

RECEIVING OFFICE | wiom22 | TECHHOLOGY FORECAST SYSTEMS ADDRESS |
[2 [35300 | 353 | 178,265.00

accs | 14 D8M5.JRE-POD 37 04-04-01-012 20-05-0000-00-00-00-00 41-11-00-00 000000

FUHDS AVAIL | OVERRIDE | F HOTES: < | =

ACCEPTAHCE EMP | 22266 | ABAHKWAH, DORA FMDL# |

RECEIVING OFFICE | wiom22 | TECHHOLOGY FORECAST SYSTEMS ADDRESS |

p—] —mm
</ﬁn_n.mm | 1.000 | 505,000.00 \9.5 ITEM TOTALS
HExT | PREV | CANMCEL

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
FMO030.

27. Review FM030
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28. Click into the APPROVED field to approve the document and route to the WF002
approver. NOTE: In Grants Online, replace the Grants Online System generated
requisition number with the FM030 REQ #

Figure 20 Completed FM030 with Req # circled

Grant Reservations Page 19 of 56

ﬂ'! Purchase Request (FM030 VER-2.13.0.0)
DOC TYPE | GRANT MOD IH
REQ # i 530 | 0 | u>GL | 31-MAR-2006 FY (06 TOTAL & | 505,000.00
FEEDERSYS:HO | MOD | SOURCE |
DoC DATE | 27-MAR-2006 REF | F HOTES = I_ =
EFFECTIVE DATES | 27-MAR-2006 | STATUS | OPEH AS OF | 29-MAR-2006
BUREAU |14 | HOAR CONT OFC |GT
VEWDOR | 9999999999 | 999999 | NO SUGGESTED VENDOR FEDSTRIP |
HOTES |
ATTACHS |
[~ RESERVE FUHDS [~ OVERRIDE
_ ROUTING |
[¥ APPROVED: | P J O COHHOR 20_MAR-2006
ORIGIHATING OFFICE IHA
FORwARD | MEXT | reev | cawceL |
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2D. WF002 Document Approval/Review

To approve a Funds Reservation Requisition:

1. Inthe WFO002 screen, click on the Funds Reservation Requisition you want to
approve:

Iﬁ Documents Requiring Approval (WF002 VER-2.24.0.7)

DOCUMENT | DATE
HOTES APYD THPE MUMEER: TRANS MO FY  TOTAL(H) REQUESTED REQUESTED BY

GRANT Fa3 0] 0 533 2006 505,000.00 {23-MAR-2006 (P O CONMOR jl

T T T
S S {15 SN S (K

e vl
Figure 21 WF002 Showing Grant Req awaiting Approval

2. Click on the i 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

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

i =
To print a hard copy of the Grant FM030, press the PRINT k== button on the toolbar.
If the FMO030 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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3. Interagency Agreement Funds Reservations

3A. Process Flow for Interagency Agreement Funds Reservation
Documents

Line Office/FMC Pilot User/Approver
1. Create official CD-435 requisition
Enter FMO030 for requisition in CFS and approve
Approve FM030 on WF002 Document/Review Approval
Print FM030 CD-435 and attach to official CD-435
Forward official CD-435, FM030 CD-435 and any other supporting
documentation to your servicing Finance Office

ol

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
Interagency Agreements

fﬂ Purchase Request (FM030 VER-2.13.0.0) = EI
DOC TYPE I_M MOD |T
REQX | M | 0 [ 0 6L [ 3MAR200G FY W TOTALS | 25,000.00
FEEDER $Y5: HO | MOD | SOURCE |
DOCDATE |  2-MAR2006  REF | FHOTES <[ »

EFFECTIVE DATES | 19-MAR-2006 | smrus| OPEH A% OFI 20.MAR-2006

BUREAU |ﬁ | HOAA COHT OFC | %%

VENDOR | 9399999399 | 999999 | HO SUGGESTED VEHDOR FepsTR[

[ RESERVE FUHDS [" OVERRIDE
ROUTING |_
[~ APPROVED |

ORIGIHATING OFFICE Iﬁ

ForwarD | mWExT | prev | canceL |

Figure 22 - FM030 for INTAGR

1. Inthe DOC TYPE field, type INTAGR

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

Appendix A

7. Inthe CONT OFC field, always enter XX for purchase order/contract requisitions

8. Inthe VENDOR field, always use 9999999999-99999 No Suggested Vendor

9. In the ORIGINATING OFFICE field a/ways use NA

10. Click NEXT to go to Page 2

LIMEITEM# CLINZ  ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE

H.! Purchase Request - Line ltem (FMO030 p2) !E
-

[+ [ [ [ msc [ | [oPeH [ 29-mAR 2006

PART # STOCK # INVENTORY EMP HAME EMP #
DESCRIPTION  [AGREEMENT WITH HSF OTHER |x_ F HOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| 1.000 | EA | 25,000.0000 | $25,000.00 ACCS |
LINEITEM# CLIN# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE

o | | [ | |

| ACCS |_

PART # STOCK # IHVENTORY EMP HAME EMP #
DESCRPTION | OTHER [ FHOTES |_
QUANTITY UNIT UHIT PRICE ITEM TOTAL §

HEXT PREY | CANCEL |

Figure 23 FM030 Page 2

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

to retrieve a List of Values for additional item types

12. Enter MISC in the COMMODITY CODE field

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

Intagr Reservations Page 23 of 56
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14. Double Click into the OTHER field to access the pop up.

Y Other Line ltem Information {FM030D VER-1.153.2.0)

SUGGESTED BUYER

cone[ [ HAME| PHONE
REQUESTED DELIVERY DATE | 30-AUG-2006
e POINT OF CONTACT INFORMATION ~ eommmms
DELIVERY TECHHICAL PROPERTY CUSTODIAN
HAME | M J AHNIS | |
PHOHE | 301-713-2653 X144 | |
LoC |WEST HWY, SILVER SPRING, MD 2 | |
oHo | 2387 | | CODE

Figure 24 Other Line Information Pop Up

NEXT | PREV | CANCEL |

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.

17. Click PREYV to return to Page 2

Intagr Reservations
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18. Enter the QUANTITY., UNIT OF MEASURE. AND UNIT PRICE for this Line

Item

m Purchase Request - Line Item (FM030 p2) !

LINEITEM# CLINZ  ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
1 MISC [ [ oPEN [ 29-mARz006
PART # STOCK # INVEHTORY EMP HAME EMP #
I I I I I I
DESCRIPTIOH [PGREEMENT WITH HSF OTHER [X FHOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| 1.000 | Ea | 25,000.0000 | $i25,000.00 ACCS |_
LINEITEM# CLIN# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
| | | [ | I
PART # STOCK # INVEHTORY EMP HAME EMP #
I I I I | |
DESCRIPTION | OTHER [ FHOTES [
QUANTITY UNIT UHIT PRICE ITEM TOTAL $
[ accs [
|
PREV | CANCEL |

Figure 25 FMO030 Page 2

[C]~]
|

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.

m Line ltem Account Distribution (FM030B VER-2.13.0.0)

ML % 1Y $
1 00.000 1.000 25,000.00

ACccs | 14 58H2G00-POO 01 05-01-08-000 40-10-0000-00-00-00-00 25-35-00-00 000000
FUNDS AVAIL | OVERRDE | FHOTES: < [ >
ACCEPTANCE EMP | 2387 | AHHIS, MICHAEL J FMDL#
BECEIINGERICE | E0C2 | LABORATORY FOR SATELLITE ADDRESS
accs |
FnpsavaL | ovemme | FHOTES: < [ =
ACCEPTANCE EMP I | FMOL#
RECEIVING OFFICE | |

100.000 | 1.000 | 25,000.00 LINE ITEM TOTALS

| erev | camc |
Figure 26 ACCS pop up

Intagr Reservations
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Double Click in the ACCS field. Enter the ACCS for this reservation.

ACCOUNT CLASSIFICATION CODE STRUCTURE {(DBAD94 VER-2.21.0.0)

PROJECTS OBJECT
*BUR *TASK *FUHD *PROGRAM *ORGAHIZATION *CLASS

EEMZGO0 P00 | [oi | [0 ([07 o= Jooo | J40 04 ([oooo (o0 ([oo (o0 (oo [25 (27 oo [oo |

*USER DEFIHED FIELD

000000

MAME [NOAS

PREV CAHCEL

Figure 27 ACCS block

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

m Line ltem Account Distribution {FM0308 VER-2.13.0.0)

MDL % ary $
T | mmm
accs | 14 58H2G00-POO 01 05-01-08-000 40-10-0000-00-00-00-00 25-35-00-00 000000
FUNDS AVAIL | OVERRIDE [ FHOTES: < [ >
ACCEPTANCE EMP [ 2307 | AHHIS, MICHAEL J FMOL#
SRR LE | EOCZ | LABORATORY FOR SATELLITE ADDRESS
] | !—
accs |
FNDS AVAL | oveRmDE | FHOTES: < [ =
ACCEPTANCE EMP | | oLE [
RECEIVING OFFICE | |
flo0.000 | 1.000 | 25,000.00 LINE ITEM TOTALS

| PREV |anCEL |

Figure 28 Completed Line Item Distribution
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21. Click SAVE to return to the FM030 Page 2.

Appendix A

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

field

23. 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.

I.I'! Purchase Request - Line Item (FMO30 p2)

= 1=
-

LINEITEM# CLINZ  [TEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
[ | [OEEY | [ misc [ ] [ open [ 29-maRr-z006
PART # STOCK # INVENTORY EMP HAME EMP #
I I I | |
DESCRIPTIOH [AGREEMENT wATH HSF OTHER |x_ F HOTES |_
QUANTITY UNIT UNIT PRICE ITEM TOTAL §
| 1.000 | EA | 25,000.0000 | $25,000.00 ACCS |_
LINEITEM# CLINZ ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
I I I [ 1 I I
PART # STOCK # INVENTORY EMP HAME EMP #
I I I | I I
DESCRIPTION | OTHER [ FHOTES |_
QUANTITY UNIT UNIT PRICE ITEM TOTAL §
[ [ accs [
HEXT prev | cancer |

Figure 29 Completed FM030 Page 2

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

FMO030.

26. Review FMO030.
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27. Click into the APPROVED field to approve the document and route to the WF002
approver.

H! Purchase Request (FM030 VER-2.13.0.0)

0OC TYPE | INTAGR MOD | H
REQ # E s [ 0 | 0 >GL | 31-MAR-2006  FY (06 TOTAL§ | 25,000.00
FEEDERSYS:HO | MOI]#I SOURCE |

DOCDATE |  29-MAR-2006 REF | FHOTES <[ =
EFFECTIVE DATES | 29-MAR2006 | status | OPEN  asof [ 20-MAR-2006
BUREAU |14 | HOAR COHNT OFC | XX
VENDOR | [ | HO SUGGESTED VENDOR FEDSTRIP |

HOTES |_
aTTachs [

[~ RESERVE FUHDS [~ OVERRIDE
ROUTING I

[ APPROVED! | P J O COHHOR 29-MAR-2006

ORIGIHATING OFFICE |HA

FORWARD HEXT PREW CAHCEL

Figure 30 Approved FM030 showing Req No
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3D. WF002 Document Approval/Review

To approve a Funds Reservation Requisition:

1. Inthe WFO002 screen, click on the Funds Reservation Requisition you want to
approve:

f.ﬂ Documents Requiring Approval (WF002 VER-2.24.0.7)

DOCUMENT | DATE
MOTES  APYD TYPE MNUMBER TRAMS MO FY TOTAL (F) REGQUESTED REQUESTED BY
FI j IMTAGR Bl 0] 0 241 | 2006 25,000.00 (29-+4R-2006 (P J 0 COMMOR = I

S Il
B B

Fig_ure 31 WF002 Showing INTAGR Requisition awaiting approval

2. Click on the i 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

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

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

If the FMO030 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 sent to Finance. This should be after the
WFO002 approval is complete.
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FOEM CD-415-EF (10-54)
U.4, DEFARTMEWT OF

FROCUREMENT RECQUEST

CE ARD ADMIKTSTREATION
SRR

3. T (SELLER]  HRSE: NO SIMGEE
ADDRESS:

I VENDOR

TRLEFEE: HONE
CONTACT EAME: NONE

. SOURCE REFERENCE
MEIELADEOEA DI

i. BRI
Fa oo

ITTORER COMTACT
HEOF

FEESOH

TELEFIONE =
11

TAK:

Figure 32 FM030 CD435 Page 1
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FORH CO-A34-EF J10-84) ARLLES: M 5 3. BEQUISTTION
0.6, CEFARTMENT OF COMMERCE HOMEEER:=|RE!
¢ SOURCE. REFERENCE: L B FRGE 2
13,
LIHE
ITEE
I | Quanti LABORATORY FOR SAT SFRING, 20310
16, TS 19 0.
WL i ROCOMMT TG CLAESTRECRTTON CIST W LT
1 1 EfDC2 1 08=-003 40=-10=-0000=-00=-00=03=-00 25 Qo0-0d 000

100

21. CLEARMKTES AMD BEMARES

[ CIRTIFY THAT FUNDS ARE AVATLANLE AND TEAT THE AROVE TTEMS ARE KECESS

TELEFICHE
3 x F J O CONMKOR
B, 7. TELEMIHE 20, STEHATURE 2%,
3 b FATRICIA J O COHHOR

USCOHH-2

BL-B20EL

Figure 33 FM030 CD-435 Page 2
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4. Miscellaneous “Placeholder” Reservations

4A. Process Flow for Miscellaneous Reservations

Line Office/FMC Pilot User/Approver

1.

el

Enter FMO030 for reservation in CFS and approve

Approve FM030 on WF002 Document Review/Approval screen
Print FM030 CD-435 (if desired)

Enter FM014 to cancel reservation as appropriate and approve
Approve FM014 on WF002 Document Review/Approval screen

4B. Business Rules for Entering Reservations for Miscellaneous
Reservations

1.

2.

3.

Always use vendor 9999999999-99999- No Suggested Vendor
Only Enter Reservations for Fiscal Year 2006

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.

The LO/FMC must cancel the reservation on the CFS FMO014 Purchase Request
Change Screen when the reservation is no longer required (i.e — the expense is
recorded in CFS)
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4C. Quick Guide Instructions for Entering Funds Reservations in FM030 for

Miscellaneous Reservations

{;-:':1'3 Purchase Request (FM030 YER-2.13.0.0)

29

Figure 34 FMO030 page 1

DOC TYPE | paisc) MOD |N
REQ # | 10 | 0 | 0 GL | 31-MAR-2006 FY |06 ToTAaL$ | 75,000.00
FEEDER SYS: HO | MoD: | SOURCE |
DOC DATE | 30-MAR-2006 REF | F HOTES -:I_ =
EFFECTIVE DATES | 30-MAR-2006 | STATUS | OPEH AS OF | 30-MAR-2006
BUREAL |14 | HOAR CONT OFC |Xx
VEHDOR | | | NO SUGGESTED YENDOR FEDSTRIP |
HOTES |
ATTACHS |
[~ RESERVE FUHDS [~ OVERRIDE
ROUTIHG |
[~ APPROVED |
ORIGIHATING OFFICE |Nﬂ
FORWARD | HEXT | pPrev | canceL |

1. Inthe 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

Misc Reservations

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

Click into the BUREAU field — Bureau code 14 for NOAA appears
In the VENDOR field, always use 9999999999-99999 No Suggested Vendor

In the CONT OFC field, always enter XX for place holder reservations
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9. Inthe ORIGINATING OFFICE field a/ways use NA

10. Click NEXT to go to Page 2

Appendix A4

1‘;':'1'3 Purchase Request - Line Item (FMO30 p2) - ||:I|£I
LINEITEM# CLIN#  ITEM TYPE COMMODITY FEDSTRIP ITBP # STATUS DATE =
| 1 | ; | GiS |_ | [open [ 30-mar-2006
PART # STOCK # INVEHTORY EMP HAME EMP #
| | | | |
DESCRIPTION  [PLACE HOLDER FOR BANK CARD CHARGES - APR 2006 OTHER [X FHOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| 1.000 | EA | 75,000.0000 | $75,000.00 ACCS |x_
LINEITEM# CLIN#  ITEM TYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
| | | | I | |
PART # STOCK # INVEHTORY EMP HAME EMP #
DESCRIPTION | OTHER [ FHOTES [~
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| ACCS |_
E
wesT | PREV | canceL |
1

Figure 35 FMO030 Page 2

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

7 Other Line Item Information (FM030D VER-1.153.2.0) _ O]

T omame[ e[

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
1‘;':'1'3 Purchase Request - Line ltem {FM030 p2) — |I:I| Xl
LIMEITEM# CLIH# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE =
1 5 Gi5 | | OPEH | 30-MAR-2006
PART # STOCK # INVEHTORY EMP HAME EMP #
DESCRIPTIOH Pmce HOLDER FOR BAHK CARD CHARGES - APR 2006 OTHER | ¥ FHOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL %
| 1.000 | EA | 75,000.0000 | $75,000.00 ACCS | 3
LIMEITEM# CLIH# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
PART # STOCK # INVEHTORY EMP HAME EMP
DESCRIPTION | OTHER | F HOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| ACCS |
wesT | PREV | canceL |
1
Figure 37 FM030 Page 2

18. Double Click into the ACCS popup. Enter the Percent
this ACCS. In this example, one ACCS is funding the

(of the total Quantity) for
entire reservation

1‘;:15'3 Line Item Account Distribution (FM0O30B YER-2.13.0.0) _ I I:II XI

MDL % aTY $

| 1 | 1.000 | 75,000.00
accs | 14 58H2G00-PO0 01 05-01-08-000 40-04-0000-00-00-00-00 26-13-00-00 000000
FUNDS AVAIL | OVERRIDE | F HOTES: < | =
ACCEPTANCE EMP | 566 | O COHHOR, PATRICIA J FMDL# |
RECEIVING OFFICE | cams | CAMS PROGRAM OFFICE ADDRESS |
accs |
FUHDS AVAIL | OVERRIDE | F HOTES: < | =
ACCEPTAHCE EMP | | FMDL# |
RECEIVIHG OFFICE | | ADDRESS |

|1l]l].l]l]l] | 1.000 | 75,000.00 LIHE ITEM TOTALS ‘
next | PREv | canceL |
Figure 38 ACCS pop up
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19. Double Click in the ACCS field. Enter the ACCS for this reservation.

ACCOUNT CLASSIFICATION CODE STRUCTURE {(DBA094 VER-Z2.21.0.0)

PROJECT/!

*BUR *TASK *FUHD *PROGRAM

*ORGAHIZATION

BN Fezso oo | o5 [ e oo o o e o oo oo [0 | s e o oo

OBJECT
*CLASS

*USER DEFINED FIELD

IUDUDDD

1 IE |NDAA

Hest | PREV

CANCEL |

Fioure 39 ACCS block

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

¥ Line Item Account Distribution (FMO30B YER-2.13.0.1

_ =] ]

MDL % ary $
[ | 1.000 | 75,000.00
accs | 14 58H2G00-P00 01 05-01-03-000 40-04-0000-00-00-00-00 26-15-00-00 000000
FUNDS AvaIL [ OVERRIDE [ FHOTES: < [ =
ACCEPTAHCE EMP [ se6 | 0 COHHOR, PATRICIA J FMoLE [
RECEIVING OFFICE | cams | CAMS PROGRAM OFFICE ADDRESS |
(I | I |
accs |

FUHDS AVAIL l— OVERRIDE l—

FHOTES: < [ »

ACCEPTAHCE EMP I I

FMDL# I

RECEIVIHG OFFICE | | ADDRESS |
f100.000 | 1000 | 75,000.00 LIHE ITEM TOTALS ‘
| prev | canceL |

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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{;:11'3 Purchase Request - Line ltem (FM030 p2) — |I:I| Xl
LIMEITEM# CLIN# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE -
| 1 5 | G5 | | | OPEH | 30-MAR-2006
PART # STOCK # INVENTORY EMP HAME EMP #
DESCRIPTIOH PLACE HOLDER FOR. BAHK CARD CHARGES - APR 2006 OTHER | ¥  FHOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| 1.000 | EA | 75,000.0000 | $75,000.00 ACCS | 3
LIHEITEM# CLIN# ITEMTYPE COMMODITY FEDSTRIP ITBP # STATUS DATE
PART # STOCK # INVENTORY EMP HAME EMP #
DESCRIPTION | OTHER | F HOTES |_
QUANTITY UHIT UHIT PRICE ITEM TOTAL §
| ACCS |
HEXT PREV | CANCEL |

Ficure 41 Comnleted FM030 Page 2

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

Repeat Steps 10 — 23 for each new line item.

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

FMO030.

26. Review FMO030.
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27. Click into the APPROVED field to approve the document and route to the WF002
approver.

*I Purchase Request (FM030 VER-2.13.0.0)

DOC TYPE | MISC MOD |N
REQ # (L‘ 23 [ o [ o )L [ 31-mar-2006 Fy [06 ToTALS | 75,000.00

FEEDER S¥S: HO | MOD | SOURCE |

DOC DATE [ 30-mar-z006 REF PLACE HOLDER ID HO FHOTES <[ =
EFFECTIVE DATES 30-MAR-2006 status [ OPEN  asoF [ 30-MAR-2006

BUREAL |14 I HOAA CONT OFC | XX

VEHDOR | 9999999999 | 999999 | HO SUGGESTED VENDOR FEDSTRIP |

HoTES [T
aTTacHs [

[T RESERVE FUHDS I~ OVERRIDE
. ROUTIHNG “
v APPROY | P J O COHHOR. 30-MAR-2006
ORIGIHATING OFFICE [HA
FORWARD HEXT PREW, CAHCEL

F
Figure 42 Approved FM030 showing Req No
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4D. WF002 Document Approval/Review

To approve a Funds Reservation Requisition:

1. Inthe WFO002 screen, click on the Funds Reservation Requisition you want to
approve:

“I" Documents Requiring Approval (WF002 VER-2.22.0.0)

DOCUMENT DATE

————— 1

MNOTES APYD TYPE MNUMBER: TRARNS MG FY TOTAL () REQUESTED REQUESTED BY

f"l = |MisC 423 0] 0 423 2008 75.000.00 [30-MaR-2006 [PJ O CONNOR - l
r. w,

= =

Fiéure 43 WF002 Showing MISC Requisition awaiting approval

2. Click on the 2* 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

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

- = - -
Pressing the PRINT li== button on the toolbar will produce a version of the CD-435.
If the FMO030 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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FOEH CO-415-5F (19-53) 1. ENGTLR ASOR
U.8, DEFARTMENT OO COMMERCE STRATICH
o o 2803 v MRED CALLER SERVICE #8128
FROCUREMENT REQUEST
3. To: (SELLER)  WAME: NGO SUGGESTED WVENDOR
ADDRESS:
Ak, SCUBCE REFEARNCE TELEFICHE: FAE:
PLACE EOLDER: [0 O 1AT-8d4-7670 x -2
s, 5. 1. . ¥, LE. 13.
LINE DESCRTPTTON DELIVERT QIANTTTY T UHIT FRICE AMOITHT
e i TEEUE
1| Placs helde: for Baskeard chacges = April 2008 04/ 3042006 =) V6, 000, 00 15, OO0, 85
L TOTAL

Figure 44 FM030 CD-435 for MISC req Page 1
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HOOR 3. REQUTSTITON
HUMBER.

K. FBGE

1 Quanti

CRME FROGRAM OFF T EUITE 5, GAITHER!

F J O DONMOR

1%,
L

CFFICE

FULL ACCCMT TG CLAASTFICHTION

13.
CIST

0.
KHCIIST

8 =000

O=00=00=-00-00 Q0=

100

Q00 .0

21. CLEARANTES AHD REMARES

37. TITLE OF FEQUEST ALTHC

24. SDRHNTTRE

4 F J 0 CONROR

r(. TITLE OF FEOURSTER

8. STSHATURE
k. FATRICIA J ©

COMNOR

Figure 45 FM030 CD43S for MISC Req Page 2
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5. Modifying a Requisition Using the FM014 Purchase Request
Change Screen

5A. Overview

The FMO014 screen is used to make changes to existing gpen Fund Reservations. Open
means 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

made by creating a new Funds Reservation which will then be linked to the Undelivered
Order.

With the FM014 you can:

e Increase the quantity or amount of a reservation by changing existing line items
Add new MDL(s) to split the funding between multiple lines of accounting
Add new Line Item(s) to the existing reservation
Decrease the quantity or amount of a reservation by changing existing line items
Cancel the reservation by reducing the quantity and amount to zero
Change an ACCS (project, task, organization, or object class codes) related to a
Line Item or a MDL within a Line Item

5B. Process Flow and Business Rules

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

5C. FM014 Example 1 - Increasing the Quantity of a Reservation and
Changing the ACCS

Using the Funds Reservation Requisition created in Section 1C of this Quick Guide,this
example illustrates how to do a modification to a Funds Reservation to increase the
Quantity from 160 hours to 320 hours and changing the project code from 58N2G00 to
58N2EFC

NOTE: CFS will only allow you to enter FM014 Changes for FM030 Funds
Reservations that you entered.
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Enter POREQ in the DOC: TYPE field
Click into the NO field. A list of your available POREQ Funds Reservation

Appendix A

FMO030 records displays. Double Click on the appropriate POREQ to select and
return to Page 1 of the FM014.

DOCUMENT HUMBERS X

Finc 35%

DOC # REL #

4

MO0 #

BF2

- |

_'|;|

Find |

Cancel |

Figure 46 FM014 No field pop up

3. Press Tab or Enter. The FM030 details for this POREQ populate the FM014

| PURCHASE REQUEST CHANGE ORDER SCREEN (FM014 VER-2.13.0.0)

3-MAR-2006

"Figure 47 FM014 with “as is” POREQ details

Copying a Reservation

TRANS: HO | 12 DATE | 30-MAR-2006 GL EHD DATE FEDSTRIP |
DOC: TYPE POREQ: HO 538 | n| 0 DATE | 27-MAR-2006 HOTES |
HTE $ CURRENT TOTAL § CURREHT 52,000.00
HTE % REVISED TOTAL $ REVISED 52,000.00
ves Ho DIFFEREHCE | a0
APPROVED  (+] | | ROUTIHG | ¥
LIHE ITEM # | 1 QUANTITY UHIT PRICE ITEM TOTAL §
FEDSTRP  DESCR  CURREHT | c | 160.000 | 325.0000 | 52,000.00
| I H REVISED | | | 52,000.00
MODL I 1 FUHDS OVER-
% QUANTITY ACCS AVAIL RIDE MDL TOTAL §
CURREHT 100.000 160.000 | | ¥ | 52,000.00
REVISED | | |
CUR ACCS [1458H2G00-P00 01 05-01-08-000 40-04-0000-00-00-00-00 25-27-00-00 000566
REV ACCS [1458H2G00-P00 01 05-01-03-000 40-04-0000-00-00-00-00 25-27-00-00 000566
OK CANCEL
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4. To change the Quantity: Click into the REVISED QUANTITY field for the Line
Item # 1. Highlight and delete the 160 and reenter the 320 as the revised
Quantity. The system recalculates the Item Total.

LINE ITEM # | 1 QUANTITY UHIT PRICE ITEM TOTAL §

FEDSTRP DESCR C““RE"Tl_ 150000 | 3260000 | 52,000.00

[ v rewse [T | | 10400000

Figure 48 FM014 Revised Quantity block

5. 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 SSN2EFC. Tab into the Task Code and enter
P00. Click PREV to save your changes and return to Page 1 of the FM014.

ACCOUNT CLASSIFICATION CODE STRUCTURE (DBAD94 VER-2.21.0.0)

OBJECT
*CLASS

PROJECT!
*BUR *TASK *FUHD *PROGRAM *ORGAHIZATION

i Faeers o 1 [ 5 o poo [0 i o oo o o [ 5 o7 o

*USER DEFINED FIELD

oooood |
MAWE [NOA&A
HERT! PREV CANCEL |
Figure 49 ACCS pop up
March 2006
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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.

H! PURCHASE REQUEST CHANGE ORDER SCREEN (FM014 VER-2.13.0.0)

TRAHS: HO 12 paTE | 30-MAR-2006 GL ENDDATE | 31-MAR 2006 | FEDSTRIP |
DOC: TYPE POREQ HO 538 o] 1 DATE [ 27-MAR-2006 HOTES |
HTE $ CURRENT TOTAL % CURREHT 52,000.00
HTE % REVISED TOTAL § REVISED 104,000.00
e DIFFEREHNCE 52,000.00
APPROVED (% (| F J 0 COHHOR | 30-mAR-2006 routmG | M
LINE ITEM # | 1 OUAHTITY UHIT PRICE ITEM TOTAL §
FEDSTRP DESCR CURRENT [ C 160.000 325.0000 52,000.00
| I H REVISED | 104,000.00
MDL # I 4 FUHDS OVER-
% QUAHTITY ACCS AVAIL RIDE MDL TOTAL
CURRENT 100.000 160.000 | [¥ | 52,000.00
REVISED | | |
CUR ACCS [14 58H2G00-P00 01 05-01-08-000 40-04-0000-00-00-00-00 25-27-00-00 000566
REV accs [14 58H2EFC-P00 01 05-01-06-000 40-04-0000-00-00-00-00 25-27-00-00 000566
ok | canceL |

Figure 50 Completed FM014

5D. WF002 Document Approval/Review

To approve a FM014 Funds Reservation Requisition:

1. Inthe WFO002 screen, click on the Funds Reservation Requisition you want to
approve — note that the document type for FM014 changes is “REQCHG”

Iﬂ Documents Requiring Approval (WF002 VER-2.24.0.7) XI
DOCUMENT | DATE
MOTES  APYD TYPE MUMBER TRANS MO FY TOTAL () REQUESTED REQLESTED BY
f‘|| v |REOCHE rawf of 1 12[ 2008 52,000.00 [30-4AR-2008 |PJ O CONNOR |
e 5

~ 1
Figure 51 WF002 for FM014 change

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

Copying a Reservation
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5E. Printing a Revised FM030 Version of the CD-435

. = - -
Pressing the PRINT li== 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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FORM CO-4315%-EF (13-54) 1. ISNOTOE ADOGESS
0.3, DEFARTMEWT OF OFFICE ML

2. REQUISITION
CE AKD KDMINTSTRATION
OULEMRED
FROCUREMENT REQUEST

MR ER: [FEC) 20 | -1
e E A, FRGE 1 oF 3
ESTED VENDOR

J. TO: (SELLER]  KAME: MO SIN
ANDRRSS:

TELEFEIME: HONE
COMTACT EAME: NONE
Ih. SOURCE REFIRENCE 4. RECUISITIONER COMTACT FRESOH TAK
ARARL1116A052E P30 CoMsOR -
=, 5. B, 11.
LINE CESCRTPT TON GUAMTITT BMIINT
ITEM
1 Coamaleing Sarvicas a7 31 2008 330 M=

42500 104, GO0, 30

8104, 000 . OO

TSCOMH-TC 453-43161

Figure 52 FM014 Amended CD-435 Page 1
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HT
TRTT

NGO SUGGESTED Y

SOTRCE REFERENCE: ARARL1ILLE

SHIF TO ISTOEMATION

CRMS FPROGRAM OFFIC

FRRAEWRY ,

ITE

3. Lo [N 30
Wl ACOOTHT TG CLMESTFECRT TN eI WMCIEST
1 1 CRMS 14 ¢ a1 4 D=0 = D= D O D0 = (e = O O OO=00 00 100 104, 00,00

Z1. CLEMRRNCES AHD REMARES

ABLE AND THAT THE ABOUE TTEMS ARE KECESSARY FOR

3. TELEPHONE
EL TR

F I O CONKBOR

T FERLTE STANEeT _

37. TELEFHONE
IDA-—EH =T

FATRIC

T O DOHHEOR

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
return to Page 1 of the FM014.

| DOCUMENT NUMBERS

Fimcl 23%

DOoC # REL# MOD # BP4

1

Find | Ok Cancel

Figure 52 FM014 No field pop up

H
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3. Press Tab or Enter. The FM030 details for this POREQ populate the FM014

m PURCHASE REQUEST CHANGE ORDER SCREEN {FM014 VER-2.13.0.0)

TRAHS;  HO | 13 DATE [ 30MARZ006  GLENDDATE | 31MAR2005  FEDSTRIP [

DOC: TYPE | MISC HO | @) Q[ o oam [ somar2006  wotes [

HTE § CURRENT | TOTALS CURREHT | 75,000.00
HTE S REVISED | TOTAL$ REVISED | 75,000.00
ves Ho DIFFERENCE | A0
APPROVED (¥ I| | ROUTING |T
LINETEM # [7q QUANTITY UNIT PRICE ITEM TOTAL §
FEDSTRP DESCR CURRENT [P | 1000 | 75,000.0000 | 75,000.00

[ [0 rewse e | | 76,000.00

MOL # 1 FUHDS OVER-
i QUANTITY ACCS AVAIL RIDE MDL TOTAL §

CURRENT [ 100.000 | we [ v [ ] 75,0000
REVSED | | = [ [ |

CUR ACCS |14 58H2G00-P00 01 05-01-08-000 40-04-0000-00-00-00-00 26-15-00-00 000566
REV ACCS |14 58H2G00-P00 01 05-01-08-000 40-04-0000-00-00-00-00 26-15-00-00 000566

ok | canceL

Figure 53 FM014 with “as is” POREQ details

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

LINEITEM# I 4 QUANTITY UNIT PRICE ITEM TOTAL §

FEDSTRP DESCR CURREHT [P | 1000 | 75,000.0000 | 75,000.00

| [" rewsen 3 | | 00

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.

FUHDS
AVAIL

OVER-
RIDE

[ r [
[ [

MDL TOTAL %

74,000.00

4 58H2G00-P00 01 05-01-03-000 40-04-0000-00-00-00-00 26-18-00-00 V00566

MO |1_ % QUANTITY ACCS
CURRENT 100.000 1.000

REVISED

CURACCS

REY ACCS

4 58H2G00-PO0 01 05-01-08-000 40-04-0000-00-00-00-00 26-18-00-00 000566

Figure 55 Revised MDL block

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.

| ﬂ'! PURCHASE REQUEST CHANGE ORDER SCHREEN

(FM014 VER-2.13.0.0)

TRANS: HO 14 DATE | 30-MAR-2006 GL ENDDATE [ 31.mMAR 2006 | FEDSTRIP [
DOC: TYPE MISC HO 423 o 1 paTE [ 30-MAR-2006 HOTES |
HTE $ CURRENT TOTAL $ CURREHT 75,000.00
COTTE 65 (T TOTAL § REVISED .00
T DIFFERENCE 75,000.00
APPROVED (= (| [P J O COHHOR | 30-MAR-2006 RouTING [N
LINE ITEM # | 1 QUAHTITY UHIT PRICE ITEM TOTAL §
FEDSTRP DESCR  CURRENT [P 1.000 75,000.0000 75,000.00
| I H REVISED | 00
MDL & I L] FUHDS OVER-
% QUANTITY ACCS  AVAIL RIDE MDL TOTAL §
CURRENT 100.000 1.000 I [¥ [ 75,000.00
REVISED | | ¥ |
CUR ACCS [1458H2G00-PO0 01 05-01-05-000 40-04_0000-00-00-00-00 26-15-00-00 000566
REV ACCS (14 56H2G00-PO0 01 05-01-08-000 40-04-0000-00-00-00-00 26-15-00-00 000566
! | cancer |
Figure 56 Completed FM014
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5G. WF002 Document Approval/Review

To approve a FM014 Funds Reservation Requisition:

1. Inthe WFO002 screen, click on the Funds Reservation Requisition you want to
approve — note that the document type for FM014 changes is “REQCHG”

Iﬂ Documents Requiring Approval (WF002 \VVER-2.22.0.0)

COCUMENT ) DATE
WOTES APYVD TYPE WUMBER TRANS NO  FY TOTAL (§) REQUESTED REGUESTED BY
f‘l v |[REACHG a7y o[ 1 14[ 2008 75,000.00 [30-MAR-2006 |PJ 0 COMNOR |
- 4
i~ 1

Figure 57 WF002 with FM014 change

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
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6. Tips

6A. Copying a FM030 Funds Reservation Document

This is a tip to use if you are entering multiple reservations with the all the same or
similar information. The source FM030 can be approved, disapproved or unapproved.
The copy will be unapproved, so you can make any required changes before approving.

To copy a FM030:

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

A Purchase Request (FM030 VER2.13.0.0) A
L h—
DOC TYPE I_m_ MoD |T
REQ # | 5H | 0 | 0 GL | 3-MAR-2006 | FY W TOTAL § | 25,000.00
FEEDER S¥S: HO | MoD# | SOURCE |
DOCOATE |  20MAR2006 e | FHOTES <[
EFFECTIVEDATES | 20-MAR2006 | STATUS | OPEN  ASOF | 20-MAR-2006
BUREAU |W| HOAA CONT OFC [XX
VENDOR | 9999993089 | 999999 | HO SUGGESTED VENDOR reosTRP [
noes [
ATTACHS |_
I~ RESERVE FUNDS [~ OVERRIDE
ROUTING |_
V' APPROVED | P J O COHNOR 29.MAR-2006

ORIGINATING OFFICE IH

FORWARD | MEXT | Prev | camceL |

Figure 58 Source FM030
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2. Press the F4 Key. The Copy Purchase Request Box pop up appears
[corv  runcrase reousmon ewgoAvER Tz

FROM: DOCUMEHNT #
RELEASE #

%

o
o

MOD #

HEW: BUREAU CODE l‘-l4

FISCAL YEAR Fl]l]li

DOCUMENT #
RELEASE #

_IW

MOD #

Figure 59 Copy Requisition pop up box

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

| Forms

0 Copying Purchase Reguistion.....

i*’igure 60 Copying Requisition Message

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

Forms

Q Pleaze acknowledoe.
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5. The Copy Requisition Block displays the source FM030 document number and

the new, copied FM030 document number

COPY A PURCHASE REQUISITION {(FM430A VER-1.153.2.0)

X

FROM: DOCUMENT #
RELEASE #

MOD #

BUREAU CODE
FISCAL YEAR
DOCUMENT #
RELEASE #
MOD #

Figure 61 Copy Pop up with old and new req nos

[0
[

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

I Purchase Request (FM030 VER-2.13.0.0)

poc TvPE | LIGGER mon [N
REQ # | 5% | 0 [ 0 GL [ 30-APR2006 Fv¥ [06  TOTALS | 25,000.00
FEEDER $¥5: HO | MOD | SOURCE |
DOC DATE |  03-APR-2006 REF | FHOTES <[ =
EFFECTIVE DATES | 03-APR-2006 | STATUS | OPEH  ASOF | 03-APR-2006
BUREAU [14 | HOAA CONT OFC [XX
VENDOR | 9999999999 | 999999 | HO SUGGESTED VENDOR FEOSTRIP [
HOTES [
atTachs [
[~ RESERVE FUHDS [~ OVERRIDE
ROUTING [
[~ APPROVED |
ORIGINATING OFFICE |
FORWARD |  HEXT CANCEL
" F
Figure 62 FMO030 created by Copying Source Req
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