[image: image1.png]Setup:Journ
Define autopost criteria
Top Ten List
+ Inqui . Requests: Submit
+ Consolidation . Concurrent Requests: View Al {
+ Reports . CrossValidation Rules
- Setup . Key Flexfield Values
+ Financials . AutoPost Criteria
+ Accounts . GL Enter Employees
- Journal . Calendars
Sources . Generate MassAllocations

Categories . Enter Journals

Encumbrances

AutoReverse






      FMS Operations


FMSS Operations Part II

4.7.5 Month End Close Procedures (SLA Metric)

The month end close procedures must be completed by the 2nd business day of the following month.  Month end close will include the following tasks that must be completed in this order and are discussed in detailed in the subsequent sections 4.7.5.1 thru 4.7.5.9:

· Disable AutoPost on the last day of the month

· Hold processing of the Automatic Posting concurrent process on the last business day of the month

· Monitor the interface tables (AP & GL) (ongoing)

· Open AP, AR and GL periods for the next period on the last business day of the month

· Sweep AP Invoice and Payments to next period or transfer activity to the GL on the first business day of the next period

· Clear out AP_INVOICE_DISTRIBUTIONS_ALL table

· Transfer unposted AR transactions to the GL on the first business day of the next period

· Close subledgers (AR & AP) by COB of the first business day of the next period

· Close GL by COB of the second business day of the next period

· Notify the FMS community by COB of the second business day when the month end procedures have been completed

· Re-enable the AutoPost after notifying the FMS community of the month end close

· Remove hold on the Automatic Posting concurrent process (after closing GL) on the third business day of the next period.

4.7.5.1 Disable Posting

On the last business day of the month, disable AutoPost in the General Ledger for FSA FMS AutoPost IF010 and SFA FMS AutoPost. Notify the FSA Accounting Division Contact (see Section 4.7.2 for contact names) once this is done.
· Login as the FSA CFO General Ledger SuperUser (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to Setup> Journal > AutoPost
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· Press Ctrl-F11 to query all records.

· Arrow down to FSA FMS Autopost - IF010 as displayed in the Criteria Set field. Uncheck the Enabled checkbox.  Save the record and then arrow down to the next record, SFA FMS AutoPost, and uncheck the Enabled checkbox.
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On the last business day of the month, place “Program - Automatic Posting” on a "Hold" status in the Concurrent Manager.  Notify the FSA Accounting Division Contact and the FMS/ED Contact (see section 4.7.2 for contact names) for the DLSS processing once this is done.
· To put the scheduled concurrent request on hold, login as the FSA CFO General Ledger SuperUser (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to Other > Requests.
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· Click the Specific Requests radio button

· Enter “%Automatic Posting%” in the Name field

· Click the Find button
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· In the Request window, click the Program – Automatic Posting request records where the Phase =  “Pending”.  

· Click the Hold Request button to place it on hold.  The Phase will change from “Pending” to “Inactive” and the Status will changed from “Scheduled” to “On Hold”. Repeat this step for all pending ‘Program – Automatic Posting’ request.
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4.7.5.2 Monitor Interface Tables

GL Interface Table:

The week prior to close, query the GL_INTERFACE table in TOAD for any outstanding or unresolved items. Create a filter to query only rows that have an error status.  Take appropriate action as required to resolve (for example, working with FSA CFO personnel, correct ACCS segments and re-import the journal entries or delete them from the GL_INTERFACE).
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Typically, COD and CBS journals will error due to the value in Segment14.  For these types of errors run the following update statements (the following sql statements are stored on the FMS Shared Drive (F:\ SFA FMS Production Support\SQL\IPPP GL Interface Errors.sql)):

COD Journals:

1. Run this select statement to obtain the values needed to create the update statements.

SELECT DISTINCT A.SEGMENT14, SUBSTR(A.Reference10, 47, 4), B.FMS_ID, B.COD_DUNS, B.COD_ID, COUNT(*)
FROM GL.GL_INTERFACE A, XVCI.XVCI_INSTITUTION_LOOKUP B

WHERE status LIKE '%EF04%'
AND SUBSTR(A.Reference10, 47, 4) = B.COD_AWARD

AND A.USER_JE_SOURCE_NAME LIKE 'IPPP CODX%'
AND SUBSTR(A.Reference10, 43, 4) > 2001
GROUP BY A.SEGMENT14, SUBSTR(A.Reference10, 47, 4), B.FMS_ID, B.COD_DUNS, B.COD_ID

2. Request the DBA, via Dynamic Help Ticket, to execute these update statements to correct journal(s).  

UPDATE xvci.xvci_institution_lookup

SET COD_duns = {value IN segment14 MINUS the leading x's}
WHERE FMS_ID = {from select statement in step 1}

X rows should be updated
UPDATE gl_interface

SET segment14 = {fms_id prefixed WITH 'SC'}
WHERE segment14 = {CURRENT value}
AND user_je_source_name like 'IPPP CODX%'

X rows should be updated
CBS Journals:

1. Run this select statement to obtain the values needed to create the update statements.

SELECT DISTINCT A.SEGMENT14, A.USER_JE_SOURCE_NAME, SUBSTR(A.Reference10, 47, 4), B.FMS_ID, B.CBS_DUNS, B.CBS_ID, COUNT(*)
FROM GL.GL_INTERFACE A, XVCI.XVCI_INSTITUTION_LOOKUP B

WHERE status LIKE '%EF04%'
AND SUBSTR(A.Reference10, 47, 4) = B.CBS_AWARD

AND A.USER_JE_SOURCE_NAME LIKE 'IPPP CBS%'
GROUP BY A.SEGMENT14, A.USER_JE_SOURCE_NAME, SUBSTR(A.Reference10, 47, 4), B.FMS_ID, B.CBS_DUNS, B.CBS_ID

2. Request the DBA, via Dynamic Help Ticket, to execute these update statements to correct journal(s).

UPDATE xvci.xvci_institution_lookup

SET cbs_duns = {value IN segment14 MINUS the leading x's}
WHERE FMS_ID = {from select statement in step 1}

X rows should be updated
UPDATE gl_interface

SET segment14 = {fms_id prefixed WITH 'SC'}
WHERE segment14 = {CURRENT value}
AND user_je_source_name like 'IPPP CBS%'
X rows should be updated
AP Interface Table:

The week prior to close, query the AP_INVOICES_INTERFACE table via TOAD for any outstanding or unresolved items.  Select the table and then click on the Data table to see if there are any transactions in the interface table.  Take appropriate action as required to resolve (for example, working with FSA CFO personnel, correct invoice lines and re-import them or delete them from the AP_INVOICES_INTERFACE table).
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On occasion an invoice created from the Form 2000 process will be rejected (the source column in the table will have ‘Form 2000’).  The Program Office typically manually enters those that were rejected.  Therefore, if you find an invoice that was rejected, first determine if the invoice has been manually entered.

· Login as FSA FFEL GA Payables SuperUser responsibility (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to Invoices > Inquiry > Invoices.
[image: image11.png]Functions | Documents
Invoices:Inquiry:Invoices

View Invoices

- Invoices = TopTenlist
+ Entry 1. Requests: Submit
~ Inquiry 2. Concurrent Requests: View
Invoice Batches

K Invoices
Invoice Overview
Withheld Amounts

Accrual Write-Off

Payments

Suppliers

Employees

Setup





[image: image12.png]X

Name | = Norncer
st [ Taxpayer D

PO Num

|
[
—
]
[
I
]

O Find Invoices.

Supplier

Invoice

Invoice Status Holds
Paid Status.
Accounted Narne,

Status. Reasan

Voucher Audit
Category

Invoice Template
Nurnber

Narne, Period Type

Numbers

G GIE





· Obtain the Invoice number from the AP_INVOICES_INTERFACE table, column “INVOICE_NUM” and enter in the Invoice Number field in the Find Invoices window.
· Click the Find button.
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· Verify that the Invoice Amount in the AP_INVOICES_INTERFACE table, column “INVOICE_AMOUNT” is the same as what appears in the Invoices window.
· After verifying that the rejected invoice in the interface table was entered in Oracle, send a delete statement, via a Dynamic Help Ticket, to the DBA to delete the record in the AP_INVOICES_INTERFACE table and the AP_INVOICE_LINES_INTERFACE table.
Delete

From AP_INVOICES_INTERFACE

Where invoice_id = {invoice_id)

x rows should be deleted

Delete

From AP_INVOICE_LINES_INTERFACE

Where invoice_id = {invoice_id}
x rows should be deleted

4.7.5.3 Open Periods:

On the last business day of the month, open the next accounting period in AP, AR and GL utilizing the FSA CFO Open and Close Period responsibility.
· Login as FSA CFO Open and Closed Period (following the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to AP Open/Close Periods
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· Click in the Period Status field for the next accounting period.  Click the List of Values toolbar button and select “Open”.  

·  Save and close the form

· Navigate to AR Open/Close Periods
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· Click the Open Next Period button

· Close the form and navigate to GL Open/Close Periods.
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· Click the Open Next Period button.  This will kick off a concurrent request job that will take approximately 35 minutes to complete and can interfere with the posting of journals. Therefore coordinate this activity with the FSA Accounting Division contact (see Section 4.7.2 for contact names).
· Close the Open and Close Periods window by clicking on the “X” in the upper right-hand corner.  This will return you to the Navigation Menu.

· Select View > Requests from the menu bar.
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· Click on the Find button.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is Error, review the log file (click on View Log…) to determine why the process errored.  Work with the Development Team (see Section 4.7.2 for contact names) if necessary to resolve issue.  To-date this process has not errored.
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4.7.5.4 AP Invoice and Payment Sweep
Submit the Payable Accounting Process and Unposted Invoice and Payment Sweep Program for each AP Organization. There are currently (9) nine AP organizations: DCS, FFELGA, LEAP, PELL, CBS, DLC, DLO, DLS, LARS.

· Login to one of the 9 AP Organizations Payables responsibility.  The screen shot below shows logging into the CBS organization:  FSA CBS Payables SuperUser (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).  The 9 AP responsibilities include:
FSA CBS Payables SuperUser

FSA DLC Payables SuperUser

FSA DLO Payables SuperUser

FSA DLS Payables SuperUser

FSA FFEL DCS Payables SuperUser

FSA FFEL GA Payables SuperUser

FSA LEAP Payables SuperUser

FSA Lender Payable SuperUser

FSA PELL Payables SuperUser
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· Navigate to Other > Requests > Run
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· Select “Single Request”
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· Click “OK”
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· With the cursor in the Request Name field, type the first few characters of the report name e.g. Payab and press the Tab key. This will shorten the list of reports retrieved by the query to only those which start with words ‘Payab’.

· Select ‘Payable Accounting Process’ and press OK button.

Except for FFELGA and LARS organizations, enter the following parameters in all other OU’s and click OK button on Parameters window.
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Click Submit button to submit the request.

In FFELGA and Lender Payables, in the Document Class field – instead of ‘All’ select ‘Payments’. All other parameters stay the same.

[image: image27.png]© Parameters

account From Date. [ N
account To Date [ | D
Submit Transfer to GL
subrit Journal Import [ve N S
Validate Accounts
sunmarize Report (YD
Run Accounting Repart

{ cear I o |




Click on ‘Refresh Data’ button till the request is Completed Normal.
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Payable Accounting Process will submit a child request – Payables Transfer to General Ledger. If Journal Entries are created another child request (Journal Import) will be submitted. Make sure all jobs are Completed Normal.

· Click on ‘Submit a New Request…’ button.

· With the cursor in the Request Name field, type the first few characters of the report name e.g. Unposted and press the Tab key. This will shorten the list of reports retrieved by the query to only those which start with words ‘Unposted’.
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· Select “Unposted Invoice and Payment Sweep Program” from the list of values

· Click OK.

· In the Parameters window, enter the current accounting period in the From Period, the next accounting period in the To Period field, “Yes” in the Detail field and “No” in the Sweep Now field.  

· Click OK.
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· Click the Submit button.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is “Error”, then click on the View Log …. Button to determine why it errored.  To-date, this process has not errored.

· Click the View Output button to review the report.

· For AP Organizations with unposted distribution lines, email the output file to the FSA Accounting Division contact and obtain approval to either transfer the unposted distribution lines to the GL in the current period or "sweep" them into the next accounting period (NOTE: for Lenders see the Lenders contact; for FFEL GA see the FFEL GA contact; for all the others see the FSA Accounting Division Contact).  
· Save the report output file in the appropriate folder on the FMS Shared Drive (F:\Production\FYxx Month_End_Close\{current month}\Invoice Sweep Results).
· Close the output window by clicking on the ‘X’ in the upper right-hand corner.
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4.7.5.4.1 Transfer to GL

‘Payables Transfer to General Ledger’ is submitted as a part of ‘Payable Accounting Process’. But if you need to run this job independently, follow the steps described below:
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· Click the Submit a New Request… button
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· Select “Single Request”

· Click “OK”

· With the cursor in the Request Name field, type ‘payables’ and then press the Tab key. 
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· From the short list of reports displayed, select Payables Transfer to General Ledger.
·  Click OK.
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· Enter the parameters as shown above. The “To Date” should be set to the last day of the current period.

· Click OK.
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· Click Submit.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is “Error”, then click on the View Log …. Button to determine why it errored.  To-date, this process has not errored.

·  Click the View Output button to review the report.
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· Page through the report and verify that the Accounts Payable Journal Entry Exception Report does not have any invoice distributions or invoice payment exceptions.   To date exceptions have not been noted, however if exceptions are found, work with the Accounting Division Contact (Section 4.7.2) to resolve exceptions.

· Close the output window by clicking on the ‘X’ in the upper right-hand corner.

· Close the Request window by clicking on the ‘X’ in the upper right-hand corner.  This will return you to the Navigator menu.

· Change your responsibility to FSA CFO General Ledger SuperUser by selecting File > Switch Responsibility from the main menu bar.
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· Navigate to Other > Report > Run
[image: image41.png]Functions | Documents | Processes
Other:ReportRun
Submit requests
+ Journals Top Ten List
+ Inqui . Requests: Submit
Consolidation . Concurrent Requests: View Al {
Reports . CrossValidation Rules
Setup . Key Flexfield Values
Other . AutoPost Criteria
Requests . GL Enter Employees

Notifications . Calendars
Profile . Generate MassAllocations

- Report . Enter Journals

Set
SFA Splitter Mapping





[image: image42.png]© Submit a New Request
What type of request do you want to run?
Osingle Request
This allows you to subrmit an individual request

®Request Set

This allows you to subrmit a pre-defined set of
reguests





· Select Single Request
· Click OK.
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· With the cursor in the Name field, click the List of Values button on extreme right of the Name field.

.
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· Select Program – Create Journals from the list

·  Click OK
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· The default parameters are used for running this process.
·   Click OK.
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· Click Submit.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is “Error”, then click on the View Log …. Button to determine why it errored.  To-date, this process has not errored.

·  Click the View Output button to review the report.
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· Verify that a payables batch was created.  If the batch was not created, which has not occurred to-date, then work with the Accounting Division Contact (Section 4.7.2) to resolve.

· Close the output window by clicking on the ‘X’ in the upper right-hand corner.

· Close the Request window by clicking on the ‘X’ in the upper right-hand corner.  This will return you to the Navigator menu.
4.7.5.4.2 Swept to Next Accounting Period

· For accounting distributions to be swept into the next accounting period, run the Unposted Invoice and Payment Sweep Program again for the respective AP Organizations (NOTE: Report Parameters include Period, Sweep = Yes and Detail = Yes).  Save the report output file in the appropriate folder on the FMS Shared Drive (for example, F:\Production\FYxx Month_End_Close\{Current Month}\Invoice_Sweep_Results).
NOTE:  The Sweep should only be done on the second business day of the new month.  Do not sweep earlier than this date as additional AP activity for the closing month will be occurring on the first business day of the new month.
· Login to the appropriate AP Organizations Payables responsibility.  The screen shot below shows logging into the CBS organization (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).  
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· Navigate to Other > Requests > Run
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· Select “Single Request”

· Click “OK”
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· With the cursor in the Request Name field, click the List of Values button (next to the question mark button) in the upper left-hand corner.
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· Select “Unposted Invoice and Payment Sweep Program” from the list of values

· Click OK.
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· In the Parameters window, enter the current accounting period in the From Period, the next accounting period in the To Period field, “Yes” in the Detail field and “Yes” in the Sweep Now field.  

· Click OK.
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· Click the Submit Request button.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is “Error”, then click on the View Log …. Button to determine why it errored.  To-date, this process has not errored. 

· Click the View Output button to review the report.

· The output shows the actual invoice sweep  Save the report output file in the appropriate folder on the FMS Shared Drive (F:\Production\FYxx Month_End_Close\{current month}\Invoice_Sweep_Results).
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4.7.5.5 Transfer Unposted AR Items to GL

Once an email notification is received from the Lenders Contact (see section 4.7.2 for contact names) that AR can be closed, submit the Unposted Items Report to determine if there are any unposted accounting distribution lines.  Save the report output file in the appropriate folder on the FMS Shared Drive (F:\Production\FYxx Month_End_Close\{current month}\Invoice_Sweep_Results).

· Login as the FSA Lender Receivable SuperUser responsibility (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
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· Navigate to Control > Requests > Run.
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· Select “Single Request”
· Click OK
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With the cursor in the Request Name field, click the List of Values button. 
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· Select the Unposted Items Report
· Click OK.
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· In the Start GL Date field, enter the first day of the current accounting period.  In the End GL Date field, enter the last day of the current accounting period.  

· Click OK.
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· Click the Submit Request button.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is “Error”, then click on the View Log …. Button to determine why it errored.  To-date, this process has not errored. 

· Click the View Output button.
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MANULL-LENDER CFO50228PD00S00S Revenue 28-FEB-06 2,272,493.5:
MANULL-LENDER CFO80228PD00S006 Receivable 28-FEB-06 17,495.29
MANULL-LENDER CFO80228PD00S006 Revenue 28-FEB-06 17,495.29
MANULL-LENDER CFO80228PD00S007 Receivable 28-FEB-06 329,499.59
MANULL-LENDER CFO80228PD00S007 Revenue 28-FEB-06 329,499.59
MANULL-LENDER CFO50228PD00S008 Receivable 28-FEB-06 12,006. 64
MANULL-LENDER CFO50228PD00S008 Revenue 28-FEB-06 12,006. 64

Total for Currency: USD 5,940,301.07  5,940,301.07
+ The revenue distributions for this transaction have not been generated by the Revenue Recognition program




Sample output

· Close the output window by clicking on the ‘X’ in the upper right-hand corner.

· Close the Request window by clicking on the ‘X’ in the upper right-hand corner.  This will return you to the Navigator menu.
· If there are unposted distribution lines, obtain approval from FSA Accounting Division Contact and submit the Request Set - FSA LARS FMS Lenders General Ledger Transfer Program-Request Set from the FSA Lender Manager responsibility.

CRITICAL NOTE:  

Do not run the standard Oracle AR to GL Transfer program or required AR accounting activity will not be included.
Running the FSA LARS FMS Lenders General Ledger Transfer Program-Request Set:
· Login as the FSA Lender Manager responsibility (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
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· Navigate to Other > Requests > Run
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· Select “Request Set”

· Click OK
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With the cursor in the Request Name field, click the List of Values button (at the end of Name field marked with three dots (…).
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· Select FSA LARS FMS Lenders General Ledger Transfer Program-Request Set
· Click OK.
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· The required parameters for this process include GL Post Date (the last day of the current period), GL Start Date (the first day of the current period), and GL Post Thru Date (the last day of the current period).  

· Click OK.
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· Click Submit button.
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· Click the Refresh Data button to view the current status of the job.  The job is complete when the Phase is “Completed” and the Status is “Normal”.  If the Status is “Error”, then click on the View Log … Button to determine why it errored.  To-date, this process has not errored. 
· Click the View Log… button.
The Parent Job – FSA LARS FMS Lenders General Ledger Transfer Program-Request Set (Report Set) will kick off the following child jobs:

Child Jobs – 

· General Ledger Transfer Program

· Revenue Recognition

· Revenue Contingency Analyzer

· Update Posting Control

· FSA FMS Lenders AR2 GL Receipts DFF Budgetary Entry Program

· Journal Import (Make sure this completes successfully without any errors.)

· Check Periodic Alert

4.7.5.6 Closing Subledgers

AR:

The FSA Lenders Contact will notify you when the AR period can be closed.  Be sure to run the FSA FMS Lenders AR to GL Transfer (section 4.7.5.5) job before closing the period.
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· Login as FSA CFO Open and Close Period (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to AR Open/Close Periods.
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· Click the current period in the Status field and select Closed from the List of Values.  After selecting Closed, a message window will appear indicating that it is checking for unposted items.  There should not be any unposted items if the steps in section 4.7.5.5 were completed

· Save the record.

· Click on the ‘X’ in the upper right-hand corner to close the window.  This will return you to the Navigation Menu.

AP:

The FSA Accounting Division Contact will notify you verbally to close the accounting period in AP.  Be sure to run the Unposted Invoice and Payment Sweep Program (section 4.7.5.4) before closing the period.
· Login as FSA CFO Open and Close Period (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to AP Open/Close Periods.
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· Click the current period in the Status field and select Closed from the List of Values.   The period will not close if there are unposted distribution lines (section 4.7.5.4 takes care of any unposted distribution lines).

·  Save the record.

· Click on the ‘X’ in the upper right-hand corner to close the window.  This will return you to the Navigation Menu.

Monitor Journal Batches:

Log into Oracle Discoverer and verify that all FMS journal batches have been posted for the period by running the "Attribute1 Report".  

Open a web browser window and enter the following URL to launch discoverer:

http://hpl10.ed.gov:7777/discoverer/plus
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· Fill in the fields as displayed above.

· Click Go.
· Another browser window will be opened to launch java appellate.

· After logging in, the Workbook Wizard will appear.  
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· Select “Open an Existing Workbook” radio button.

· Click on “Browse”.
· ‘Open Workbook from Database’ window will open up.
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· In the ‘Name contains:’ type in first few characters of the ‘Attribute1 Report.DIS report’.
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· Click on + sign next to NGULATI

· Select the Attribute1 Report.DIS report.

·  Click “Open”
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· ‘Edit Parameter Values’ window will open up.

· Enter the current accounting Period Name (Mmm-yy) in the ‘Period Name’ field.

· Click “OK”
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· Wait till the running query is completed and report is displayed on the screen.

· There should be no batches with a Status of "U" (unposted), "S" (selected), "I" (underway), or "A" (funds reservation failed).  Work with the FSA Accounting Division Contact if there are any journals in these Statuses.
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· Send the final FMS "activity" journal batches for the month to FMSS following the 4.7.3 Daily FMSS Send Processing steps discussed previously.
· As applicable, wait for ED CFO to send their final re-allocation journal entry to FMS.

NOTE:  The FSA Accounting Division Contact processes this journal and posts it in FMS.  This typically happens once per quarter as well as at fiscal year end.  It is not a monthly occurrence.

· As applicable, send the re-allocation journal entry to FMSS, following the 4.7.3 Daily FMSS Send Processing steps discussed previously.
4.7.5.7 Close GL

The FSA Accounting Division Contact will notify you when the GL period can be closed.  
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· Login as FSA CFO Open and Close Period (follow the login steps described under Section 4.7.3 Daily FMSS Send Processing).
· Navigate to GL Open/Close Periods.
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· Click the current period in the Status field and select Closed from the List of Values. 

CRITICAL NOTE:  Under no circumstances should you ever select “Permanently Closed”.

· Save the record.

· Complete the FMS_to_FMSS_Batch_Reconciliation spreadsheet for the current month (this spreadsheet was previously discussed in section 4.7.3.1).  A copy of this spreadsheet should be maintained and saved on the FMS Shared Drive (F:\Production\Fyxx Month_End_Close\{current month}).
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4.7.5.8 Month End Close Notification

Log into Oracle Discoverer and run the “MONTH_END_CLOSE_REPORT”. 

Open a web browser window and enter the following URL to launch discoverer:

http://hpl10.ed.gov:7777/discoverer/plus
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· Fill in the fields as displayed above.

· Click Go.
· Another browser window will be opened to launch java appellate.

· After logging in, the Workbook Wizard will appear.  
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· Select “Open an Existing Workbook” radio button.

· Click on “Browse”.
· ‘Open Workbook from Database’ window will open up.
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· In the ‘Name contains:’ type in first few characters of the ‘MONTH_END_CLOSE_REPORT’.
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· Click on + sign next to ANGASSA1

· Select the ‘MONTH_END_CLOSE_REPORT’.

·  Click “Open”
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· ‘Edit Parameter Values’ window will open up.

· Enter the current accounting Period Name (Mmm-yy) in the ‘Period Name’ field.

· Click “OK”
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· Wait till the running query is completed and report is displayed on the screen.

· Convert the output into an Excel spreadsheet by clicking on the Excel icon.  Save it on the FMS Shared Drive (F:\Production\Fyxx Month_End_Close\{current month}).  
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· Prepare and send the monthly period closing email and attach the FMS_to_FMSS_Batch_Reconciliation report and the MONTH_END_CLOSE_REPORT.  Save a copy of the email in the F:\Production\Fyxx Month End Close\{current month}) folder on the FMS Shared Drive.
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Wil Fieena Naik (Emal; Michae Kelr (E-mail; Michel, Candace; Moore, Chaleta; Murphy, Winston; Ngassa, Andy; Patel, Miteshkumar (Cantractor); Patel, Praful Chandra (Contractor); Peaks, Calene; Pete Cave; Raj, v
<o
Subject: FMS Feb-05 Accounting Period Closed and Fully Reconcied

THE FMS FEB-06 GENERAL LEDGER ACCOUNTING PERIOD HAS BEEN CLOSED and FULLY RECONCILED =

“This email is to certify that FSA FMS has completed the 'Feb-06' month-end closing procedures.
‘The following tasks were completed during the closing process in the last three business days

On the last day of above month, open the following month in AP, AR and GL.

Run the AP Invoice Sweep Program for all nine (3) Super User Responsibilty to determine what invoicesfpayments are Unposted that would prevent the closing of AP
Receive approval to sweep any Unposted invoicesfpayments

Close AP,

File Output in the Current Month folder on the shared drive.

Run the AR to GL Transfer Program for the current month.

Close AR,

Verify all applcable batches have been imported and posted successfilly in FMSS

Once verified, close GL.

WA W

‘The following tasks were completed during the month of Feb-06"

Completed all Accounting Division approved FMSS segment value changes in FMS for the current month.

Completed all FMSS summary template changes £ any) in FMS for the current month.

Completed all Accounting Division approved FMSS CVR. changes in FMS for the current month.

Verified that all applicable batches for above period have been posted, processed and transferred to ED CFO FMSS. Attached are spreadsheets showing all posted batches that
have been sent to ED CFO FMSS

W

Ifthis period is re-opened in FS.A FMS for any reason going forward, this reconciliation i no longer valid and will have to be redone, Further, management approval s required to re-
open any closed period in FSA FMS

Thanl: wor

FMS_to_F.. MONTH_E.

Ll




4.7.5.9 Procedures if Re-Opening the Period is Necessary

DO NOT REOPEN A CLOSED PERIOD WITHOUT PRIOR APPROVAL.  You must obtain approval from one of the following individuals before proceeding:

Chief Financial Officer



Deputy CFO



Director, Financial Management Group

Once your have re-closed the period you will need to send out a notification indicating that the period had to be re-opened.  See sample email below:
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From:  Reynolds, Teresa (Contractor) Sent: Tue 7/6/2004 7:39 AM

To:  Thomas, Miton; pete.cove@acs-inc.cont; Heath, Cynthia; Marks, Willa; Bollnger, Jon; Langford, Lester; Carrington, Cheryl; Maneki, Reiomand; Basso, Peter; Jordan, Shawna; Hong, Candics;
Faunteroy, Cherlene; Stith, Larry; Johnson, Jeante E; Peterson, Amanda; Murphy, Winston; Gupts, Geeta; Ritchie, June; Riey, Thomasine; Harvey, Maxine; Nouyen, Quang; Wagay, Bart; Peaks,
Colene; Hurt, John Lou, Sue; Mutuku, Adam (Contractor); Crozier, Margo; Cernansky, Marion; Giffre, Anthony; Gardiner, Lars (Contractor); King, Dale; Polhamus, Richard (Contractor)

i Mgassa, Andy; FIS OPERATIONS; Mallck, Stephen; Manchem, Sreeram (Contractor); Feld, Steve (Contractor); Herron, Constance (Contractor); Patel, Praful Chandra (Contractor); Gieseman, David
(Contractor); Krishnan, Gopalak (Contractor); Feld, Steve (Contractor); Raj, Preeti (Contractor)

Sublect: PS5 Jun-04 Accounting Period Closed and Fully Reconcle.....Pert T

The FMS Jun-04 GL period was briefly re-opened yesterday morming (7/5104) to accommodate some additional FMS processing for Jur-04. These joural entries have been
[posted and transferred to ED CFO FMSS. Revised spreadshests showing all posted batches that have been sent to ED CFO FMSS are attached

B m

115 to_FiSs_Batz 0604_MONTH_END
h_Reconcliafl... LOSE_REPORT 2.

Please let me know if you have any questions
Thanks,
FMS Operations Tearn

-Origial Message-

Reynolds, Teresa (Contractor)

Friday, JUly 02, 2004 3:56 PH

Thomas, Miton; pete.cove@acs-inc cor'; Heath, Cyrithia; Marks, Willam; Bolinger, Jon; Langford, Lester; Carington, Cheryl; Manek, Raiomand; Basso, Peter; Jordan, Shana; Hong,
Candice; Faurteroy, Charlene; Smith, Larr; Jahnson, Jeanette E; Peterson, Amanda; Murphy, Winston; Gupta, Geeta; Richie, June; Riey, Thamasine; Harvey, Maxine; Nalyen,
Quang; Waagy, Bart; Pesks, Colene; Hurt, John Lou, Sue; Mutuku, Adam (Contractor); Crozier, Margo; Cernansky, Marion; Giffre, Anthony; Gardiner, Lara (Contractor); Downing,
David; King, Dle

o Ngassa, Andy; FHS OPERATIONS; Malleck, Stephen; Manche, Sreeram (Contractor); Feld, Steve (Contractor); Herron, Constance (Contractor); Patel, Praful Chandra (Contractor);
Géseman, David (Cortractar); Krishnan, Gopalak (Cantractar); Feld, Steve (Conractor); Ral, Preeti (Contractor)

FIM5 04 Accounting Period Closed and Full Reconcled

THE FMS JUN-04 GENERAL LEDGER ACCOUNTING PERIOD HAS BEEN CLOSED and FULLY RECONCILED

“This email is to certfy that FSA FMS has completed the month-end closing procedures checklist below for the Tun-04 period.

1. Onthe last day of the current month, open the following month in AP, AR and GL.
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4.7.5.10 Verification of Month-End and Year-End Procedures

At the end of each Accounting Period, an independent reviewer within FMS Operations will verify the tasks completed for closing the prior period. The preparer will send the following completed checklist via email to the independent reviewer and the independent reviewer will verify the following tasks and reply back via email to the preparer. This would be equivalent to physically signing the checklist and verification.

Month-End Schedule:

	
	TASK
	VERIFICATION TYPE

	1
	Open the next accounting period in AP, AR and GL
	Screenshot or

by querying application or database

	2
	Check for old records in GL Interface table. This should be clean every month.
	Screenshot or

by querying database

	3
	Query the AP_INVOICES_INTERFACE table
	Screenshot or

by querying database

	4
	UnFreeze following Journal Sources: 
DLSS IF010, DLSS IF020, IPPP CBSP GAPS, IPPP CODX ACG GAPS, IPPP CODX LO GAPS, IPPP CODX PELL GAPS, IPPP CODX SMA GAPS, IPPP DLCO GAPS, IPPP DLOR GAPS, IPPP LS GAPS, FFELDCS
	Querying application or database

	5
	Run the Unposted Invoice and Payment Sweep Program for each AP Organization.
From: Last Month       To: Current Month
	Querying application or database

	6
	Close AP in Oracle Applications (Step 3 & 5 are Prerequisites)
	Screenshot or

by querying application or database

	7
	From FSA Lender Receivable SuperUser - run Unposted Items Report
	Querying application or database

	8
	From FSA Lender Manager - run FSA LARS FMS Lenders General Ledger Transfer Pgm. (Request Set)
	Querying application or database

	9
	Close AR in Oracle Applications (Step 7 & 8 are Prerequisites)
	Screenshot or

by querying application or database

	10
	Run GL Journal Batches by Period - Disco Report to ensure there are no more batches Posted after the last send in the month being closed.
	Querying application or database

	11
	Close GL in Oracle Applications (Step 10 is a Prerequisite)
	Screenshot or

by querying application or database

	12
	Run MONTH_END_CLOSE_REPORT in Discoverer
	Included in Month-End email

	13
	Send Month-End email
	Email

	14
	ReFreeze Journal Sources 
	Querying application or database

	15
	Change "Month" in AutoPost Criteria Set
	Querying application

	16
	Add new Schedule to run SFA FMS AutoPost jobs to run @ 11:15, 13:15, 15:15 and 17:15 HRS on the 1st two days of next month
	Querying application or database

	17
	Add new Schedule to run "FSA FMS Autopost - IF010" jobs to run @ 11:20, 13:20 and 15:20 PM on the 1st two days of next month.
	Querying application or database

	18
	Run 'FSA CODX Workflow User Role Maintenance' Program to add email id's of people who have GL Posting responsibility.
	Querying application or database


Year-End Schedule:
For Year End close, in addition to the above tasks, the following tasks will be verified in the Year End close schedule:

	
	TASK
	VERIFICATION TYPE

	1
	Mass Allocation Journals
	Query application or database

	2
	Setups for New Fiscal Year
	

	2.1
	- Build Calendar for FY08 in FMS
	Query application or database

	2.2
	- Add New Institutions (if needed) into FMS
	Query application or database

	2.3
	- Look for any new Value Sets created in the past year that require updates for new year
	Query database

	2.4
	- Update/Enable FFEL_GA_NSLDS_YEAR_Value_Set
	Query application or database

	2.5
	- Update SFA_FFEL_Year_Code value set for new year to enable GA users to process
	Query application or database

	2.6
	- Create new Fund code(s) to designate year-of-budget-authority (i.e., 0231X08)
	Query application or database

	2.7
	- Update account mapping - Change DCS Budget Fiscal Year (BFY) to '08
	Query application or database

	2.8
	- Insert new Budget Fiscal Year (BFY) value in sfalib_fmss_to_fms_lkp table for ABE Processing (if needed)
	Query database

	2.9
	- Insert new Cohort Year value in sfalib_fmss_to_fms_lkp table for ABE Processing (if needed)
	Query database

	2.10
	- Enable BFY-08 segment value
	Query application or database

	2.11
	- Update account mapping - Object Classes, AR Transaction types and AP Distribution Sets (if these change this year)
	Querying application or database

	2.12
	- Identify Funds that need to be moved to Closed, Expired or UnExpired ranges
	Querying application or database

	2.13
	- Identify new accounts added in the past year and include them in the Mass Allocation formula, if needed.
	Querying database


4.7.6 FMS Trial Balance Extract Program

This program has been designed to create a trial balance extract for a pre-defined list of funds and is sent to CheckFree for daily/monthly reconciliation with FMSS. This program is scheduled to run daily. It is also run manually after month-end close. 

· To run the program manually, login under the responsibility FSA FMS Operations User (following the login steps described under Section 4.7.3 Daily FMSS Send Processing)
· Navigate to Requests > Run.  Click “Open”.
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· Select Single Request and click “OK”.
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· With the cursor in the Name field, click on the List of Values button (at the end of Name field – see below).
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· Select “FSA FMS Trial Balance Extract for CheckFree” from the list of values and then click on the OK button.
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· The Parameters window will appear.  It will populate the current open GL period, however we will need to run this for the period we just closed.  Therefore, click on the list of values button and select the previous period.  Click on the OK button.
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· Click OK button.

· Click the Submit button to run the program.
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· In the Request window, monitor the FSA FMS Trial Balance Extract for CheckFree Program and ensure that there are no errors (that is, Phase = “Completed” and Status = “Normal”). 
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· If the program were to complete with a status of Error, this would indicate that an error was encountered in the stored procedure fms_sum_tb_extract_file_sp while generating the extract. An email is generated to notify FMS Operations (see sample below). FMS Operations team will investigate the error and check the error log for the concurrent request submitted and resolve it. FMS Operations team will then re-submit the process to run manually to generate the extract for the day, and notify the user (Bill Joe, Accounting) of the same.  Click on the View Log button to see why the program completed with a Status of ‘Error’

NOTE: When FMSRPT is down, the program will error out. The following email will be sent. FMS Ops team will then check the log for the concurrent request ID mentioned in the email as shown below. The log will display and error message for “No listener”. The FMS Ops team will then contact the DBAs to bring the database up and then re-submit the job to generate the extract files.
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· When the program completes successfully (Status = ‘Normal’), it will send an email indicating whether the program completed successfully.

Sample Emails:

Below is sample email if the process completed successfully or with errors.

Successful Completion – No action required:
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FTP Error – A file was generated, but an error was encountered while transferring it to CheckFree server. FMS Operations will contact the DBA team, via a Dynamic Help Desk Ticket, to have the file transferred manually to CheckFree server (IP 4.20.17.199) using user ID edmlthomas to the folder /FMS_EXTRACTS
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No Data found for extract – No action required
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Error email
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Year End Close Procedures

Beginning in August every year, preparation should begin in planning the schedule for the year-end close activities.  The previous year-end schedule (project plan) can be found in the following folder within the FMS Shared directory:  Production/FYxx Month_End_Close/Sep-xx.  A screen print of the project plan is also provided in Appendix A of this document

The major activities that occur during year-end close, other than the normal month-end activities, are as follows:

	Action Item
	Responsible 

	New Segment Values
	Budget Services

	Place programs on hold
	FMS Operations

	Communicate posting cut-off date
	FMS Operations

	Build new calendar
	FMS Operations

	Send DLS XE transactions to ACS for resolution
	FMS Operations

	Receive and send final payment files
	FMS Operations

	Update account mapping
	FMS Operations

	Enter de-allotment entries
	Budget Services

	Funding entered
	Budget Services

	Load new splitter allocation table and run splitter process
	ED CFO, Budget Services & 

FMS Operations

	Roll-forward allocation for 4000 accounts
	FMS Operations

	Perform reconciliations and batch COD data
	FMS Operations

	Verify mass allocations and year end accounts
	Accounting Division

	Reverse roll forward allocations
	FMS Operations

	Create new fund code
	FMS Operations

	Review and analysis of trial balances
	Accounting Division

	Run CVR Violation Report
	FMS Operations

	
	


Use this schedule as a starting point in planning the schedule for the current year.  Setup a meeting with Accounting, FMS Operations and the Program Offices (LaRS, COD, GAPS, Budget) to review the plan and come to an agreement as to when tasks should be completed.

Here is a sample of invitation for Accounting and the Program Offices which includes the Project Plan from previous year.
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From: Gulati Neil (Contractor) Sent; Th 8{25/2005 10:06 AM
Reaured:  Johnsan, B3; Raca-Baker, Angela; Sinmans, Sandra; Devksch, Pat; Reddy, Jisha (Contractor)

Optional;

Subject Review Year End Schedle - 2005

Location: WDCUICP-C5267

hent Thursday, August 25, 2005 200 PH-3:00 PM,

[

[We have put together a draft year end schedule that is essentially last year's schedule with a few modifications. We would like to meet to discuss the schedule to ensure that it is

laccurate and complete. After the meeting Twill update the schedule accordingly and we will probably meet again to ensure we have incorporated all the changes and make any
additional changes if necessary.

[Below ate some areas we need to consider when reviewing the schedule

Are there tasks included in this schedule that are not applicable?

Are there tasks that need to be tracked that ate not included in the draft schedule?
Do the dates need to be adjusted?

Are the tasks in the proper order?

Have we identified all the dependencies?

T

[T have attached the 2005 year end schedule. Please try to review the schedule prior to the meeting if possible,

[Regards,

|Ned Gutart
(7025 Operations
|2023773473

)

FY08 Year End
Close Scheduiem.





Once all parties agree to the schedule, the plan should be updated weekly and the updated plan should be emailed on Wednesday as part of the FMS Operations Status Meeting Agenda.  The plan should be reviewed as part of the status meeting to ensure that all activity status is current and accounted for.
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Ensure that activities with respect to running jobs are coordinated so that processing can be completed without disruption.  For example, when running the Add/Delete Summary Accounts Program, other programs that conflict with this should not be run at the same time.  The comments section of the year-end schedule discusses this in detail and should be addressed each year in coordinating activities.

Closing of Sub-Ledgers:

Do not close Receivables (A/R) on the last day of the month. This can cause the lockbox file, which is processed at 21:00 hours (9:00 PM) to error out. If you must close A/R then place all related processes e.g. FSA FMS Lenders LockBox Master Wrapper Program and FSA LARS FMS Lenders General Ledger Transfer Program-Request Set on hold so these programs would not try to post transaction in a closed period.

Mass Allocations:

Mass Allocation Journals are generated to transfer the ending account balances of a Fiscal Year to the beginning balances of the next Fiscal Year for Budgetary Accounts. Part of the year-end close is performing the mass allocation activities (this is a task in the year end close schedule).  Ensure that other programs that affect the GL are not running concurrently with the mass allocation process.  This process may have to be done several times before it is considered complete.  The previous year’s mass allocation schedule (excel spreadsheet) can be found in the following folder within the FMS Shared directory:  Production/FYxx Month_End_Close/Sep-xx.  This spreadsheet details the mass allocations that need to be run.  This spreadsheet will also give you an idea as to how long it will take to run.  The FSA Accounting Division contact will direct you on when these jobs should be run.

Refer to Appendix ‘B’ and ‘C’ for details involved in generating Mass Allocation Journals.

CVR Updates:

One of the last activities for the year-end close will be to run the Cross Validation Rule Violation Report for each rule.  The previous year’s schedule can be found in the following folder within the FMS Shared directory:  Production/FYxx Month_End_Close/Sep-xx.  This schedule will help you plan accordingly as some of these rules only take a few minutes and some will take all day to run.  This process must be done on the weekend so that daily processing is not disrupted.  To run the process for an individual rule, you must disable all the rules except the one you want to run.  Create a new worksheet and record the date each rule was processed along with the start and end times.  File this worksheet under the Production/FYxx Month_End_Close/Sep-xx folder for the current year.

Below is a snapshot of time taken to run the CVR Violation report when only one rule was enabled. 

	
	Rule Name
	Time Taken to run CVR Violation Report

	1
	BFY APPROP

	2:40

	2
	BFY DPFD

	0:13

	3
	BFY MISC

	1:30

	4
	BFY_0000

	0:19

	5
	FUND CAT

	0:12

	6
	GL 000000

	0:15

	7
	GL APPROP

	1:20

	8
	GL CONV

	4:05

	9
	GL DPFD

	0:47

	10
	GL LIM

	0:21

	11
	GL MISC

	0:42

	12
	GL_BDCL

	0:20

	13
	GL_LIM_A10

	0:30

	14
	GL_OBJECT

	This rule is not Enabled in PROD

	15
	GL_SECTOR

	0:17

	16
	LIM CFDA
	Report did not complete

	17
	LIM_CAT
	Report did not complete

	18
	LIM_FUND
	9:26

	19
	LIM_OBJECT
	1:12

	20
	LIM_ORG AUG03
	Report did not complete


CVR Violation report for rules LIM CFDA, LIM_CAT & LIM_ORG AUG03 take very long time to complete. At the end of FY-04 & FY-05, CVR Violation Reports for these rules did not complete in the PROD environment. 

Per tests done in TSTING environment, it took approximately 65 hours to complete the report. The report output is still under review and a decision will be made about how should this report be run and completed in PROD environment.

If the report can not be run in PROD (due to time constraints), then Accounting department would determine which of the CCID’s listed in the report output (from TSTING), should be disabled in PROD via  updates.

NOTE: When the CVR Violation Report is run for the GL MISC rule, it disables certain CCID’s that violate this rule but are needed in PROD. After the CVR Violation report is run, submit a Help Desk ticket to re-Enable these CCID’s so they wouldn’t disrupt processing in PROD. See HD Issue # 6187 for an example of  update statement. 

Account Mapping Changes:

The Budget Fiscal Year needs to be changed to new Fiscal Year in the Account Mapping Tables. Coordinate with AD contact and seek approval before updating the Account Mapping Tables. For FY05, mapping for DCS sub-system was scheduled for change on Oct 3, 2005 pending last file received from Raytheon. For GA sub-system, some mappings were updated to new BFY in Nov-05 and some were updated in Dec-05 (Calendar Months). For Monthly sub-system the mappings were updated on Nov 17, 2005. Changes for Lender sub-system were scheduled for Dec 31, 2005.

Refer to Appendix ‘D’ for details of changes for Lender sub-system.
Summary Template Changes:

Log into FSA CFO General Ledger SuperUser responsibility:
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Click OK button.

Navigate to Setup – Accounts – Summary 
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Click on Open button

Press Ctrl+F11 on the ‘Summary Accounts’ window that opens up.
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List of existing Templates is displayed.

Scroll to the right to see rest of columns:
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Click on File – Export 

[image: image120.png]Fallz Taalz

save
Saye and Proceed

Erint

Close Form

Exit Oracle Applications
Obligation Unpaid
Obligation Paid

SPIRDDB&

b.D.Allotment.LEVEL 2.D.N(
T.Apport., Avail T.T.T.T.T.
T.Apport.. Unavail. T.T.T.T
T.Appropriation.T.T.T.T.T,

b.D.Commitments.D.D.T.T.T

b.D.Dwnwrd Adj PY Pai

D.D.Expenditures P

b.D.Expenditures Unpaid.LE
D.D.D.Obligations Unpaid.LEV
D.D.D.Obligations Paid.LEVEL

[Allotment Template (46{Sep-98
[Apportionment Availabl[Sep 98
[Apportionment Unavail{Sep-98
[Apprpriation Template (Sep-98
Ommitment Template (/Sep98
Dwnwerd Adj PY PD Exp[Sep96
Expenditure Paid Temp|Sep-96
Expenditure Unpaid Tei|Sep-98
Obligation Unpaid Tem(Sep96
Obligation Paid Templa|Sep96

Current
Current
Current
Current
Current
Current
Current
Current
Current

Current




The following dialogue box opens up:
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Click on Open button to export the template summary to MS Excel sheet:
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Keep this report for reference. It would be useful when the templates are recreated.
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Now with cursor in the row you want to delete, click on Edit – Delete to delete the row. 
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Click the “Yes” button to proceed with deletion.

Note: The Status column will change from Current to Deleting.
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Press Ctrl+F11 to query the form again.
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Press the “Yes” button to proceed.
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Click OK button.

TIP: Do not close the Summary Accounts window, if you are going to recreate the Summary Templates immediately after deleting them. It would be easier to enter values at the time of recreating the templates.

Click on View – Requests to view the concurrent request.
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Click the “Find” button to retrieve all requests.
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Your concurrent requests would be displayed as follows:
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Keep clicking on Refresh Data button till all requests are completed normally.
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Come back to the Summary Accounts window and click in the line that you just deleted above.
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Click on the New button on the toolbar to add a new row.

[image: image133.png]S8SPILDDERI LB 25

Narne Template

=
Period

[Apportionment AvaillD.T.T.Apport.. Avail.T.T.

|Current

[Apportionment Unav[D.T.T.Apport. Unavail T.T.T.T

[Apportionment Unavail

|Current

|D.T.T.Appropriation.T.T.T.T.T.

[Apprpriation Template (Sep98

[Deleting

Commitment |D.D.D.Commitments.D.D.T.T.T}

lOmmitment Template 1A|Sepﬂﬂ

|Current

Dwnwrd Adj PY PD E[D.D.D.Dwnwrd Adj PY Paid E

Dwnwrd Adj PY PD Exp|Sep 98

|Current

|D.D.D.Expenditures Paid.LEVI

re Paid Temp|Sep-98

|Current

iture Unpaid Tei|Sep 98

|Current

Obligation Unpaid Tem(Sep 98

|Current





A new blank row would be inserted.
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Copy the record above by clicking Shift+F6

OR, 

If you had to exit from the Summary Accounts window and the deleted row is not displayed anymore, then type the template name in the Name column and press the Tab key to fill out rest of values in this row.
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In the SFA COA window, enter the values for this template and click OK button.

Hint: refer to the MS Excel sheet that was saved before the templates were deleted.

Enter all the other fields as shown below (refer to the saved MS Excel worksheet)
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Save your changes
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View the concurrent request window. 
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Keep clicking on Refresh Data button till the request completes normally.
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Press Ctrl+F11 to re-query the Summary Accounts. 
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Note that the Status has changed from Adding to Current. Your new template is now added.

For reference, the following table is provided with the details of time taken to rebuild the templates in Dec-05 after the 11i upgrade.

	 
	
	Rebuilt in 11i in Dec-05
	 

	 
	Summary Template Name
	Start-Finish Time
	Total Time
	 

	 
	Allotment
	10:46 - 15:41
	05:00 Hrs
	 

	 
	Apportionment Available
	20:37 - 21:34
	01:00 Hrs
	 

	 
	Apportionment Unavailable
	06:58 - 08:18
	01:20 Hrs
	 

	 
	Appropriation
	20:00 - 20:03
	00:03 Hrs
	 

	 
	Commitment
	20:10 - 20:11
	00:01 Hrs
	 

	 
	Dwnwrd Adj PY PD Exp
	20:23 - 20:27
	00:04 Hrs
	 

	 
	Expenditure Paid
	08:56 - 11:34
	02:38 Hrs
	 

	 
	Expenditure Unpaid
	12:56 - 14:33
	01:37 Hrs
	 

	 
	Obligation  Unpaid
	12:59 - 17:20
	04:21 Hrs
	 

	 
	Obligation Paid
	17:01 - 19:42
	02:41 Hrs
	 

	 
	Obligation Paid DL
	20:31 - 20:34
	00:03 Hrs
	 

	 
	
	Total
	18:48 Hrs
	 


4.7.6.1 Error Handling
· If there are any issues with the FMS-to-FMSS Interface, review the Log files for the various processes and validate the following System Profile Options using the System Administrator responsibility:
· SFALIB_FMS_TO_FMSS_HOST = 165.224.216.200
· SFALIB_FMS_TO_FMSS_OUTDIR = /sfad06/APPLCSF/sfalib/outgoing/fmss_file
· SFALIB_FMS_TO_FMSS_PASSWORD = (user specific)
· SFALIB_FMS_TO_FMSS_REMOTE_DIR = EDCAPS/FMSS/DATAIN/SFA/ACCOUNTING
· SFALIB_FMS_TO_FMSS_USER = (user specific)
· If the FMS-to-FMSS Interface FTP process is run manually, the following additional parameters will also need to be provided:
· CMD = put
· TRANSFERMODE = ascii
· If a journal batch was rejected by FMSS for invalid ACCS segment values, work with the FSA Accounting Division Contact to resolve the issue.
NOTE:  The journal entry in question will likely be reversed and a "new" or “replacement” journal entry created (typically from a "reversal of the reversal") to be posted in FMS and sent to FMSS.

NOTE:  The original journal entry and its reversal journal entry will need to be marked as “FSA Only” so that they are not sent over to FMSS.  FMSS cannot handle reversals.  This is done through SQL scripts that are sent to the FMS DBA team for execution via a Dynamic ticket submitted through ClearQuest.  For example:

update        gl.gl_je_batches

set              attribute1 = ‘SFA SOB’,

                  attribute4 = ‘X’

where        je_batch_id = (Batch ID*)

*Obtain the batch id by running the following query:


Select batch_id

From gl.gl_je_batches

Where name =’ {name of your journal batch}’

· If a journal batch was rejected by FMSS because it failed FMSS funds reservation, work with the FSA Accounting Division Contact to resolve the issue and resend the journal batch to FMSS.  This is done through SQL scripts that are sent to the FMS DBA team for execution via a Dynamic ticket submitted through ClearQuest.  For example:
update        gl.gl_je_batches

set              attribute4 = NULL

where        je_batch_id = (Batch ID)

· If a journal batches fails FMS edits because line Attributes are missing, work with the FSA Accounting Division Contact to populate the proper values in these fields.  This is done either through manual data entry or via SQL scripts that are sent to the FMS DBA team for excecution via a Dynamic ticket submitted through ClearQuest.  For example:

update        gl.gl_je_lines

set              attribute1 = (Schedule Number),

                  attribute2 = (ALC),

                  attribute3 = (Confirmation Date)

where        je_header_id = (Header ID)

· If the ‘FMS to FMSS Interface Notification Script’ program does not start, the notification email will not be sent out. The program is designed to purge all records in the SFALIB_FMS_TO_FMSS_INTERFACE table after the ‘FMS to FMSS Interface Notification Script’ program is completed successfully. 

If the notification program does not start at all or complete successfully, subsequent purging of data from the above referenced interface table will not happen and the interface table will contain records from previous send. These old records will be included in any subsequent reports that are generated in future sends, thereby not matching with the numbers in data file.

If for any reason, ‘FMS to FMSS Interface Notification Script’ program does not complete successfully – apart from fixing the issue which caused the program to not start or complete with error, make sure to purge all data in sfalib_fms_to_fmss_interface table before starting any subsequent sends.
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