NMO HHS Drawdown

Enter Invoice Data and Park Invoice 
 

If printed, this document is considered an uncontrolled copy to be used for training or reference purposes only.
 

Before the SAP R/3 session:
Run BW Report, COCD Open Balances, or select report bookmark.

Open Report:

The BW Report ‘COCD/Open Balances by Cost Center – FY (EIS 7.40)’ displays available cost for POs.  This report can be used to help determine how to spread the disbursement amount.

https://bwprod01.ifmp.nasa.gov/  

Path: BW – Authorization to view queries/EIS Queries/ COCD/Open Balances by Cost Center – FY (EIS 7.40)

Enter Plant = NMO

Enter Fiscal Year <=2003

Click Execute

Once the report appears click on the first ‘Fund’ icon.  Next, click on the first ‘Document Number’ icon.  Then click ‘WBS Element Group’.  The report will by displayed by Fund by PO by WBS Element Group.

Download Report to Excel:

Click on the excel icon on the toolbar.  Save the report once it appears.  Open the report.

Determine Available Cost and Spread Drawdown Amount:
First, fill in all rows in the Fund and Document Number columns with a fund and a document number.

To determine the available cost, insert a new column after the ‘FY Disb Amt’ column and label it ‘Available Cost’.  Subtract the ‘FY Disb Amt’ column from the ‘FY Cost Amt’ column to obtain the available cost. (Hide any unnecessary columns and rows.)  

Add a column entitled ‘Disbursement’ and spread the drawdown amount by fund until the total drawdown amount is used up.  Next, enter these details in SAP.
During the SAP R/3 session:
I.  Enter and Park Invoice Document.

SCREEN:  SAP Easy Access

            1.  Use Menu Path:
      Logistics
      Materials Management
      Logistics Invoice Verification
      Document Entry       
      Park Invoice
      Enter
or use transaction code MIR7  or MIRO to post directly
 

II. Enter and Park Invoice or Credit Memo Document.

SCREEN: Park Invoice

            2.  Select Transaction (Invoice).
 

Note:  If entering a credit memo user will need to select credit memo at the transaction field.
 

            3.  Enter Invoice date.
            4.  Enter Reference (optional).
 

Note:  Reference field will be used for the vendors invoice number followed by a dash and the obligation document number (e.g., 123-PO/Contract number).
 

            5.  Enter Amount.
            6.  Enter Date of Rcpt (optional).
7. Access the Details tab (if applicable). 

I.
Select ‘HHS Drawdown Invoice’ for document type.
8. Select ‘Vendor’ from the first list box on the PO Reference tab. 

I. Enter vendor number in the next box and press enter.


II. Click ‘Adopt’ on the pop up screen.  All POs associated will be pulled into the invoice.  Lines with available cost will appear selected.  Those without available cost will appear deselected.

Verify that the dollar amount in the balance box equals the total available cost from the BW report.

III. Click ‘Delete All Items Not Selected’  (3rd icon below PO list) to delete lines with no available cost.

IV. Deselect all remaining POs (Click the second icon below the PO list)

9. On the PO Reference Tab Change the Display Variant to ‘All Information’.

10. Enter disbursement details as you outlined in the BW report document.  The available cost from the BW report will match with the available cost displayed in the invoice.  Enter the appropriate Allocation Amount by Purchase Order (corresponds to Document Number in BW Report), WBS Element and Fund.
11. Park the Invoice when all items have been entered by clicking the Save Parked document icon on the top tool bar (it looks like a disk).  Or, if you used t-code MIRO, click the disk icon to post the invoice.

Note:  The system displays a message of the saved document invoice number.  Take note of the invoice number for future reference.
III. Change Park Invoice or Credit Memo Document.  

12. Use Transaction Code: MIR7
13. Go to Invoice Document > Other Invoice Document.

14. Enter Existing Parked Invoice Document Number.

If the contract is NOT a CCR (533) type contract, the system will return a message.
 

III. Post Invoice

  
15.  Open existing invoice

16.  Click the ‘Post invoice’ button on the tool bar.  Note the invoice number that is generated on the bottom of the 

screen.


   

Note:  If invoice amount is less than goods receipt amount, the accounting line item may need to be changed to match the invoice.  End user will need to adjust both the amount and quantity columns and deselect un-invoiced lines on the bottom of the enter invoice screen.
 

Note:  The system displays a message of the saved document invoice number.
 

