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CEFMS BUSINESS PROCESS GUIDE FOR HQUSACE

CHAPTER 29 – COMMERCIAL CREDIT CARD PURCHASES

1.  PURPOSE

This chapter of the Business Process Guide (BPG) outlines the CEFMS procedures to be followed to request contractual goods and services using credit cards of the Government-Wide Commercial Purchase Card Program (Purchase Card).  It is not a substitute for the credit cardholder and billing official training required by the HECSA Contracting Office.

Procedures are included to create, update, approve, certify, delete, view, print and amend credit card purchase requests.  It also describes how to attach vendor obligation data to a credit card purchase request, how to obligate the funds as purchases are made and how to enter and sign receiving reports, billing statements and invoices.  Also described is how to process credits.  Steps are provided to create and obligate bulk purchase requests, deobligate credit card purchase amounts and generate reports of undisbursed credit card obligations. The final section includes helpful hints to address some of the most frequently raised credit cards users’ questions and comments.

2.  GENERAL

The credit cardholder (often simply called cardholder) is responsible for creating the Purchase Request and Commitment (PR&C) and invoices in CEFMS.  The credit card PR&C must be approved and certified by the normal PR&C approving official.  The credit card billing official (who may be a different person) is responsible for approving the billing statement.  The person who receives the goods and/or services is responsible for entering the receiving report in CEFMS.

Credit card purchases may be recorded in CEFMS using either of two purchase request methods, Individual or Bulk.  Each Directorate/Separate Office (D/SO) determines which method will be used by its cardholders.  Ask your budget POC or CEFMS Oversight Committee representative which method your D/SO is using.

Regulation and policy approval requirements may determine which method is used. Otherwise, the D/SO’s decision should balance the need for control over funds and purchases versus the time that could be saved by reducing the number of purchase requests.  If the D/SO wants to monitor funds closely, the Individual method may be more appropriate.  However, if an estimate is acceptable, the Bulk method saves time by avoiding creation of many purchase requests.  Of course, the D/SO could choose to use both of the 2 methods when appropriate.  

Basically, the differences between the Individual and Bulk methods are related to the reservation of funds and the approval process as follows:  

Individual purchase requests reserve funds as each purchase is to be made.  The purchase request is liquidated as the obligation for the purchase is recorded.  Individual purchase requests should be used when each purchase is to be approved in CEFMS before the purchase is made.  This method gives supervisors and fiscal managers the opportunity to know what purchases are about to be made.  Each purchase is more visible.  However, the time required to create and approve individual purchase requests can delay the purchasing process if the D/SO policy is to approve all purchases before they are made.

Bulk purchase requests reserve an estimated amount of all purchases to be made over a period of time.  As the obligation for each purchase is recorded, the balance of a bulk purchase request is reduced.  Bulk purchase requests streamline the purchasing process by reducing the number of purchase requests to be created.  However, purchases will not be visible in CEFMS to supervisors, fiscal managers or credit card approvers until after the purchase is made and the obligation is recorded.  Also, some required approvals cannot be captured in CEFMS until after the purchase is made.  They must be obtained outside CEFMS and maintained in manual records.

Note: Approvals may be supervisory, technical or financial in nature.  Do not confuse the credit card billing official with the purchase request approver.  These may be different individuals as follows:  

The purchase request approver performs the same role in CEFMS as the supervisor, program manager or technical support person who approves regular contractual purchase requests.

The credit card billing official reviews the credit cardholder’s billing statement and certifies an invoice for payment in CEFMS.  

In CEFMS-GUI, you may often select options on a menu, data screen or report screen by clicking your mouse on a button or on the Standard Toolbar.  BPG Chapter 1, General Information, describes many procedural options for using either a mouse or keystrokes in CEFMS-GUI.

3.  REQUIRED ACCESS PERMISSIONS

a.  INDIVIDUAL PURCHASE REQUESTS:

Although anyone may originate a credit card individual purchase request, it is recommended that the credit cardholders originate their own purchase requests.  The credit cardholder (or other originator) must have Originate PR&C (Orig PR&C) in Screen 10.1 and be given authority by the "responsible employee" to originate a purchase request citing the funding work item.  The credit cardholder also must have Screen 10.1 permissions for Other Purchases Obligator (Other Purchases Obligator Ind).  The role of Authorized Reciever must also be granted by the Systems Office. Although the Invoice Creator permission is not required to create the credit cardholder monthly billing statement or the billing official invoice, it is needed to correct statement errors.

Each Directorate/Separate Office (D/SO) determines who may approve credit card purchase requests.  The approver of individual purchase requests must have Other Purchases Approver (Other Purchases Approver Ind) and Other Purchases Certifier (Other Purchases Certifier Ind) in Screen 10.1.  In addition, the approver of the credit card purchase must be given authority by the "responsible employee" to approve and certify a purchase request citing the funding work item.


b.  BULK PURCHASE REQUESTS:

For bulk purchase requests, the originator of the purchase request must have Originate PR&C (Orig PR&C) in Screen 10.1 and be given authority by the "responsible employee" to originate a purchase request citing the funding work item.

Also, to record an obligation against a bulk purchase request, the credit cardholder must also have Originate PR&C (Orig PR&C), Other Purchases Approver (Other Purchases Approver Ind) and Other Purchases Certifier (Other Purchases Certifier Ind) to obligate.  The credit cardholder must also be given authority by the "responsible employee" to originate, approve and certify a purchase request citing the funding work item. 

Each D/SO determines who may approve bulk purchase requests.  The individual approving the request must have Approve PR&C (Aprv PR&C) in Screen 10.1.  Also, the approver must be given authority by the "responsible employee" to approve a purchase request citing the funding work item.

The certifier of the bulk purchase request is the HECSA Finance and Accounting Branch. The certifier must have Certify PR&C (Cert PR&C) in Screen 10.1.  Also, the individual must be given authority to certify a purchase request citing the funding work item by the "responsible employee.”

4.  ELECTRONIC SIGNATURE REQUIREMENTS

The credit cardholder, the PR&C approver and certifier, the credit card billing official, and the person entering the receiving report must each have electronic signature capability.

5.  DOCUMENT FLOW


a.  FOR PURCHASES USING INDIVIDUAL PURCHASE REQUESTS:

· An individual requests the credit cardholder to make a purchase.

· The cardholder verifies that the purchase is appropriate.  The cardholder obtains approval from the credit card billing official.  This step is not performed in CEFMS.

· The cardholder (or a designated representative) prepares an individual purchase request in CEFMS.

· The credit card purchase request is approved and certified in CEFMS by the person designated by the Directorate/Separate Office (D/SO).

· If technical or logistics approvals are required, the cardholder obtains these approvals before purchasing the item.

· The cardholder makes the purchase.

· The cardholder manually records the purchase on his or her Record of Credit Card Purchases as required by the HECSA Contracting Office.

· The cardholder records an obligation in CEFMS.

· Upon receipt of the goods or services, the cardholder or the receiver prepares a CEFMS receiving report.

· Upon receipt of the credit card company billing official invoice (Billing Account Statement), the billing official must date stamp the document.

· Upon receipt of the credit card company monthly billing statement of purchases (Cardholder Statement of Account), the cardholder enters a billing statement in CEFMS.

· The cardholder forwards the hard copy of the Cardholder Statement of Account with required backup documentation to his or her credit card billing official.

· The credit card billing official reviews the purchases appearing on the Cardholder's Statement of Account and, if necessary, discusses the charges, credits and disputes with the cardholder.

· The credit card billing official compares the hard copy billing statement to the statement entered in CEFMS by the cardholder.  The statement amount in CEFMS should be the total of all charges to be disbursed (paid) to the credit card company.

· Once the billing official has reviewed the billing statements of all their cardholders, he or she certifies an invoice in CEFMS for payment.

· The billing official faxes the invoice (Billing Account Statement) to the USACE Finance Center (UFC) for payment.

· The UFC processes the CEFMS invoice and prepares payment for the credit card company.


b.  FOR PURCHASES USING BULK PURCHASE REQUESTS:

· Determine an estimate of the dollar value of credit card purchases to be made for the period.  (The period is usually a quarter or a fiscal year.)

· The cardholder obtains approval from the credit card billing official.  This step is not performed in CEFMS.

· A bulk purchase request for the estimated amount is originated.

· The approver signs the purchase request after ensuring information is valid and appropriate.

· After approval, the bulk purchase request is certified by the HECSA Finance and Accounting Branch to commit the funds.

· An individual requests the credit cardholder to make a purchase.

· The credit cardholder verifies that the purchase is appropriate.

· If technical or logistics approvals are required, the credit cardholder obtains the approvals before purchasing the item.

· The credit cardholder ensures that sufficient funds are available on the bulk purchase request to make the purchase.

· The credit cardholder makes the purchase.

· The cardholder manually records the purchase on his or her Record of Credit Card Purchases as required by the HECSA Contracting Office.

· The credit cardholder records the obligation in CEFMS against the funds reserved by the bulk purchase request.  CEFMS uses funds from the bulk purchase request to create an individual purchase request and obligation.  Make note of the new purchase request/obligation number.

· Upon receipt of the goods or services, the cardholder or receiver prepares a CEFMS receiving report.

· Upon receipt of the credit card company billing official invoice (Billing Account Statement), the billing official must date stamp the document.

· Upon receipt of the credit card company monthly billing statement of purchases (Cardholder Statement of Account), the cardholder enters a billing statement in CEFMS.

· The cardholder forwards the hard copy of the Cardholder Statement of Account with required backup documentation to his or her credit card billing official.

· The credit card billing official reviews the purchases appearing on the Cardholder's Statement of Account and, if necessary, discusses the charges, credits and disputes with the cardholder.

· The credit card billing official compares the hard copy of the Cardholder’s Statement of Account to the statement entered in CEFMS by the cardholder.  The statement amount in CEFMS should be the total of all charges to be disbursed (paid) to the credit card company.

· Once the billing official has reviewed the Statement of Accounts of all their cardholders, he or she certifies an invoice in CEFMS for payment.

· The billing official faxes the invoice (Billing Account Statement) to the USACE Finance Center (UFC) for payment.

· The UFC processes the CEFMS invoice and prepares payment for the credit card company.

6.  SCREEN NAVIGATION

Most credit card procedures begin with screen navigation (menu options 1, 3, 2, 1 and 5) to Menu ID AACBAC that is shown below.  

Timely Tip: You can Smart Path to the Miscellaneous Purchase Request Menu that is show below by typing AACBAC in the Enter menu ID option, however, you cannot Smart Path to the individual screens

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)
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Figure 29-1.  CEFMS Miscellaneous Purchase Request Menu – Menu ID:  AACBAC


a.  PROCESSES FOR INDIVIDUAL CREDIT CARD PURCHASE REQUESTS



(1) CREATE INDIVIDUAL CREDIT CARD PURCHASE REQUEST

FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


CREDIT CARD CREATE

(3, press Enter)

CEFMS should be at the Purchase Request Create/Update Screen 2.34
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Figure 29-2.   Purchase Request Create/Update Screen 2.34.   Page 1.

Purchase Request No:
Automatically skips this field, which is currently blank.  When data is entered and initially saved, the PR&C number is generated, and this field is populated.

Last Amendment No:
Automatically skips this field, which is blank until the PR&C number is generated.

Queried/New Amendment No:
The cursor begins in this field, which should be zero when originating a purchase request.  Press Enter.

Amend Date:
Automatically populates.   Advances to Organization Issued To field.  Press Enter.  

Planning Ind:
Automatically skips this field.

Priority Code:
Automatically skips this field.

Urgency of Need:
Automatically skips this field.

Buyer Code:
Automatically skips this field.

Buyer Name
Automatically skips this field.

Contract Site ID:
Automatically skips this field.

Contract Status:
Automatically skips this field.

Target Obligation Date:
Automatically skips this field.

Obligation Ref No:
Automatically skips this field.

Requesting Organization:
Automatically populates with the user's organization code and skips to next field.  To change this field, the user must first return to it using Shift-Tab.

Organization Issued To:
Automatically populates with the user's organization code.  If user is not the credit cardholder, change to the organization code of the credit cardholder.  If known, type the organization code.  If unknown, click on List (or press F4), query on the organization’s code or name by clicking on Query/Execute (or pressing F2/F3), place the cursor on the correct organization code, and click on Select (or press Enter).  Press Enter for next screen.

CEFMS should be at the Purchase Request Create/Update Screen 2.34.1.  
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Figure 29-3.  Purchase Request Create/Update screen 2.34.1.  for entry of Technical POC and Financial POC.
Technical Point of Contact
Automatically populates with the user's

ID No:


ID No.  Enter the ID No. of the credit cardholder.  If the cardholder’s ID No. is not known, click on List (or press F4) and query by clicking on Query/Execute (or pressing F2/F3). Place the cursor on the correct ID No. and click on Select (or press Enter). 

Financial Point of Contact
If the user has Screen 10.1 Financial

ID No:


Approver permissions, this field automatically populates with the user's ID No.  Enter the ID No. of the individual within the D/SO who will approve and certify the purchase request.  To find the ID No., click on List (or press F4) and query by clicking on Query/Execute (or pressing F2/F3).

Click on PR Specific Remarks (or press Page Down).   

The following information is recommended as an audit trail:  the vendor for credit card purchase name, POC name and phone number, GSA contract number, GSA Advantage cart number, or supplier quote number, purchase justification or any approval by Counsel.
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Figure 29-4.  Purchase Request Create/Update Screen 2.34.6.  Remarks Screen.

Click on Save to commit.  

The cursor returns to the first page, Screen 2.34.  The Purchase Request No (PR&C) field automatically populates.  Make note of the purchase request number.  The number will be needed to print, view, or query to amend the PR&C.

From the Purchase Request Create/Update Screen 2.34, click on PR Line Items (or press Ctrl‑F1) to create line items.  

The cursor advances to the Purchase Request Line Item Create/Update Screen 2.36, which is shown below (Figure 29-5).  

Create a separate line item for each type of goods or services.

[image: image5.png][£3+2.1.130 Purchase Request Line Item Create/Update Screen 2.36 -[o]
Action Edit Block Field Record Query ESIG Help

Purchase Request lo: [ Wowo15s5675 Amendtio: [ o] Amend Date:

[e5-auc-zo01

Line ttem Hlo:

Emp1d (SF1164): S8 Line ftem no:

ne ltem Descripti

Wethod of Accompishment; [
Ordering Wor tern: [N
TS tamiver:
ContractUse Indicator: [ ]
Reauire Defvery Dat

Deliver To I:
ofc sym:
Customer Pick Up?
Ship T

_[Returnto Menu | View Line temiistory | iew APPIS bisapprovai Remarics

Prevpane e e B Vi v S ext Page
Eoter seseriplon o7 purchase requsstand sormirent I Hom
Recard 11





Figure 29-5.  Purchase Request line Item Create/Update Screen 2.36.  First page of  line item information.

Line Item No:
Enter 1 for the first line item.  Press Enter.

Emp Id (SF1164):
Automatically skips this field.

S&A Line Item no:
Automatically skips this field.

Line Item Description:
Enter a brief description of goods or services being ordered to include part number, color or any other identifying information.  Press Enter.

Method of Accomplishment:
Automatically populates with C2 and skips to the next field.

Ordering Work Item:
Enter the authorized work item where the cost will be recorded.  Press Enter.  If user clicks on List (or presses F4) to query for the work item, user must click on Execute (or press F3) for the list to appear on the screen.  Place cursor on the correct work item.   Click on Select (or press Enter).
ITIPS Number:
Enter the specific Information Technology Investment Portfolio System (ITIPS) number and press Enter twice if PR&C is to purchase Information Technology-related assets (equipment, software, contract services, etc.).  Otherwise, enter NA and press Enter once.

Contract Use Indicator:
Automatically populates with N.  All credit card purchase requests will be posted manually and not through the Standard Procurement System (SPS – formerly SAACONS).  Press Enter.

Required Delivery Date:
Automatically populates with today's date.  Change the date to a reasonable required delivery date.  Press Enter.

Deliver To ID:
Enter the ID No. of the individual to which the goods or services are to be delivered.   This is usually the credit cardholder.  If the ID No. is not known, click on List (or press F4) and query by typing the last name, placing the cursor on the correct ID No., and clicking on OK (or pressing Enter). 

Ofc Sym:

Automatically populates when the Deliver To ID field is selected.

Customer Pick Up?
Automatically skipped.  This field is designed for warehouse activities.  


Acknowledge Shipping code message.

Ship To:

Automatically populates with the user's organization code.  For goods, change the code to W270S00.  For services, press F6 to clear the field and leave blank.  Press Enter.

CEFMS should be at the Purchase Request Line Item Create/Update Screen 2.36.1.
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Figure 29-6.   Purchase Request Line Item Create/Update Screen 2.36.1, Funding Screen.

Fund Work Item:
You must click on List (or press F4) to select the appropriate funding account to charge.  

[image: image7.png]2130 Funding Account List Screen_ 4.143

fctinn Cit Dlock [iele Decot Guey COIO Liek

Funcing nesountne: [P35 progiam vear: [
appropristion: 56 |[5a [p.__[+202 | cooo [vz Joo]|[z407 [po+as | ResourcePlans| 1
L B T |
Funing ok e | 999956l [ v evstass cysTams surrors omrrze
Mgt Structures [12. [[avervar row corroe
poe— | Costshare Crtife |
Viork catzgorys [ [
Work Cat Bement: | [
woEP Goe:[1x s v onepercentine: [a] __sub pernei o
Projoct Code: [12. Trmosgor voec ] rvoms [
A acatin coves [z [t erieTe N r—
st o J[oor srriscomis T seers o]
Funding Authico e [ 939995535999 ] Custorder o ox [ |

runaype code: b [orwt: suns ]
conoserption: ]

o e or

ity s wot found o Fan

LY A —

-
saoat |

ProrPane rn |t | owmy | i | swe | e st P

[Clok=Calact o a/2es ~ENTER= for salastcn
Record: 171





Figure 29-7.   Funding Account List Screen 4.148 used for selecting Funding Account Information.

Note:  Care should be taken to select the correct funding account if more than one exists.  More than one funding account exists if count field located in the lower left corner of the screen looks like “Record 1/?” Click on Next (or press the Arrow Down) to find the correct funding account.  

Press Enter.

Note:  All fields that pertain to funding will populate when the funding work item is selected.  The cursor will skip to the Resource Code field.

Resource Code:
Type in the resource code.  If unknown, click on List (or press F4) and query by clicking on Query/Execute (or pressing F2/F3).  Press Enter.  Note: If the selected resource code requires an ITIPS number, CEFMS will check to see if a specific ITIPS number has been entered.  If the ITIPS field has NA, the cursor will return to the ITIPS field for the required correction.  Note: If a resource code is not available, contact the HECSA Programs and Budget Branch.  

EOR Code:

If known, enter the EOR Code.  Press Enter. 

Otherwise, click on List (or press F4), query by clicking on Query/Execute (or pressing F2/F3), place the cursor on the correct EOR, and click on Select (or press Enter).  Note: EORs are tied to Resource Codes.  If an EOR is not available, contact the HECSA Business Systems Support Office.

Work Cat:

You must choose the Work Category by clicking on List (or pressing F4) and clicking on Query/Execute (or pressing F2/F3).  After locating correct code, press Enter to select.

Work Cat Elem:
Automatically populates when the Work Category is selected.  

Hand Rec Acct:
Automatically populates with the user's hand receipt account number if the user is a hand receipt account holder. The number should be for the individual who is responsible for the specific property being purchased.  If the number is incorrect, make the change.  If unknown, press F6 to clear the field, click on List (or press F4) and query.  If the items being purchased will be distributed to more than one hand receipt holder, include the additional hand receipt account numbers and an explanation in remarks.  For services, press F6 to clear the field and leave blank.  Contact the HECSA Logistics Supply and Property Management Branch if you are unable to locate a code.  Press Enter.

Travel Cost Code:
Automatically skips this field.

Cost Type:

Automatically populates.  Form will skip to next field.

Foreign Curr:
Leave blank.  Press Enter.

S&A Rate Type:
Automatically skips this field.

S&A Rate:

Automatically skips this field.

CEFMS should be at the Purchase Request Line Item Create/Update Screen 2.36.2.
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Figure 29-8.   Purchase Request Line Item Create/Update Screen 2.36.2.  Screen for entering line item quantity and amount.

Unit of Measure:
Enter the unit of measure or select after clicking on List (or pressing F4).  Press Enter.

Qty:


If LS or LT is entered for unit of measure, form will skip the Qty field.  For other units of measure, enter the quantity to be purchased.

Unit Price:

If LS or LT is entered for unit of measure, form will skip the Unit Price field.  For other units of measure, enter the unit price of the item to be purchased.

Amount:

If LS or LT was entered for unit of measure, enter the amount.  Press Enter.  Note: For other units of measure, the form will automatically calculate the amount.

Click on Save to commit.  

Note:   When the screen populates, the amount of funds for this line item has been subtracted from the Amount Available For Request.

Note:  If a Technical Approval is needed, the following message will appear:
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Figure 29-9.  Technical Approval Notification Message.

Click on OK to acknowledge the message.  

If there are no additional line items to create, click on Return to Menu (or press Ctrl‑F10), and the cursor will return to the first screen, 2.34.  

To create a new line item, press F9 and repeat these procedures starting with Line Item No above.  

TIMESAVING TIP:  To create a new line item without having to retype information, press F7 after pressing F9.  A new line item will be created by duplicating the previous line item.  Enter the next line item number.  You must re-enter several fields and make the necessary changes to others to complete the line item.  

Click on Save to commit where required.  

Click on Exit (or press F10).  The cursor advances to the Misc Purchase Request Vendor/Obligation Data Screen 2.361.  Complete the form in accordance with 6A(5), Attach Vendor Obligation Data to Individual Credit Card Purchase Request.  Or click on Exit (or press F10) to return the cursor to the first screen, 2.34.

After all line items have been entered, the purchase request is now ready for approvals. To facilitate the approval process, make note of the purchase request number before leaving the credit card data screens to return to the menu.

The purchase request may be deleted at any time prior to approval/certification.  However, only the approver can delete the document.  See instructions in the section titled 6A(4), Delete an Unapproved Individual Credit Card Purchase Request. Once approved/certified, the purchase request must be obligated before an amendment can be initiated.  See instructions under 6A(7), Amend Individual Credit Card Purchase Request.  



(2) CHANGE INFORMATION IN AN UNAPPROVED INDIVIDUAL CREDIT CARD PURCHASE REQUEST
Prior to approval/certification of the purchase request, the user may query the document and make necessary changes.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):



FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


CREDIT CARD CREATE

(2, press Enter)

CEFMS should be at the Purchase Request Create/Update Screen 2.34.  
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Figure 29-10.  Purchase Request Create/Update Screen 2.34.   Page 1.  

Click on Query/Execute (or press F2/F3) to query the credit card purchase request to be changed.

Make necessary changes, and click on Save to commit.  Note: Quantity units of measure (such as EA and MO) cannot be changed to non-quantity units of measures (such as LS and LT) and vice versa.  After all desired changes are made and committed, the credit card purchase request is now ready to be approved/certified.



(3) APPROVE AND CERTIFY INDIVIDUAL CREDIT CARD PURCHASE REQUEST
Credit card purchase requests are approved and certified simultaneously.  An individual may approve/certify a purchase request only if he or she has been given authority to do so by the funding work item responsible employee.  At the time of approval/certification, the approver is indicating that appropriation time and purpose requirements have been met.  Accordingly, the approver must ensure the information entered by the originator is valid and appropriate for the appropriation(s) cited, and will be obligated within the time required by the appropriation.

You cannot SmartPath to these screens.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


MISC PURCHASE APPROVE/CERTIFY
(7, press Enter)



CEFMS should be at the Purchase Request Approval/Certification Screen 2.35.01, as shown below:
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 Figure 29-11.  Purchase Request Approval/Certification Screen 2.35.01
· The most common reason that a credit card purchase request cannot be retrieved for approval/certification is incorrect menu selection.  

· Make sure that you follow the menu path shown above and not the one used for regular contractual purchase requests.  

· If the purchase request still cannot be retrieved, view the purchase request status to ensure that it has not already been approved/certified.  

· Follow instructions under 6C(10), View Credit Card Purchase Request Status.  

· If it has not been certified, check to make sure that the purchase request has been completed with at least one line item.  

· This includes amendments.  An amendment needs a line item completed even when the purpose of the amendment is to only add or change remarks.

Purchase Request No:
Query by clicking on Query/Execute (or press F2/F3) to retrieve the desired purchase request. Ensure that the document displayed on the screen is the one to be approved/ certified.  Click on the 2 rows of buttons displayed near the bottom of the screen to review the document.  Or, the Ctrl‑Function relationships still exist and could be used where appropriate as follows:



Purchase Request     -     Ctrl-F1

Commitment              -      Ctrl-F2

Funding Account
  -      Ctrl-F3

Line Item Summary 
  -     Ctrl-F4

Amendments  
   -     Ctrl-F5

Tech Approval View
   -     Ctrl-F7

The approver/certifier must ensure that the purchase request information is correct.

Press Enterafter reviewing the document.

Amendment No:
Automatically populates.

Period:

Automatically populates.

Originator Name:
Automatically populates.

Origination Date:
Automatically populates.

Planning Indicator:
Automatically is skipped.

Release Date:
Use the date populated by the system.  Press Enter.

Foreign Currency Line Items?
Automatically populates.

Have Appropriation Time and 
Automatically populates with Y.  The cursor 

Purpose Requirements been met?
advances to the Certification Ind field.

Certification Ind:
Automatically populates with Y.

To Save:  Click on Save to commit.

This approves and certifies the document in one step.  Once certified, changes cannot be made without creating an amendment to the document.  However, an amendment cannot be initiated until the current purchase request is obligated.  Click on Exit (or press F10).

To Quit:    Click on Exit (or press F10).

Exit the document without action.  The originator may continue to change the document until it is approved.

Since individual credit card purchase requests are simultaneously approved and certified, the approver does not have the option from this approval screen to delete the document.  A separate menu option must be used.  If a credit card purchase request needs to be deleted, use the instructions shown in the section entitled 6A(4), Delete an Unapproved Individual Credit Card Purchase Request.
If technical or logistics approvals are required, the credit cardholder should obtain all written approvals before purchasing.  If all approvals have been obtained and the purchase has been made, you may click on Tech Approval View (or press Ctrl-F6). To record the obligation, follow the steps under 6A(6), Obligate Individual Credit Card Purchase Request.  Otherwise, click on Exit (or press F10) twice to return to a menu.



 (4) DELETE AN UNAPPROVED INDIVIDUAL CREDIT CARD PURCHASE REQUEST

Because credit card purchase requests are approved and certified simultaneously, the approver does not have the option from the approval screen to delete the document.  If a credit card purchase request needs to be deleted, a separate menu option must be used.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)

     
OTHER MISCELLANEOUS PURCHASE
(5, press Enter)

           DELETE UNAPPROVED MISC PR 
(20, press enter)

CEFMS should be at the Purchase Request Approval/Certification Screen 2.35.01.  
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Figure 29-12.  Purchase Request Approval/Certification Screen 2.35.01.

To delete an unapproved credit card purchase request, the individual must have Other Purchases Approver Ind in Screen 10.1 and must also be given authority by the "responsible employee" to approve a purchase request citing the funding work item. 

Purchase Request No:
Query by clicking on Query/Execute (or pressing F2/F3) to select the credit card purchase request to be deleted.  Only those purchase requests available to the approver can be queried.  To ensure that the document on the screen is the one to be deleted, click on the 2 rows of buttons displayed near the bottom of the screen to review the document.  The previous Ctrl‑Function relationships still exist and can be used where appropriate as follows:


Purchase Request     -     Ctrl-F1

Commitment
  -      Ctrl-F2

Funding Account
  -      Ctrl-F3

Line Item Summary   -      Ctrl-F4

Amendments      
  -      Ctrl-F5

Tech Approval View
  -      Ctrl-F7

After document review, click on Exit (or press F10) to return to Screen 2.35.01.  

Press Enter twice.

The following window message appears:
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Figure 29-13.  Record Deleted Message –  Received when the record is a PR&C instead of an amendment. Notification of delete PR&C with instruction to select Save to Commit.

Or, for an amendment, this message appears:
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Figure 29-14.  Instructions to delete amendment, instructing user to delete the record and then click on save.  

Click on OK to acknowledge the message.

Release Date:
Automatically populates.

Have Appropriation Time and 
Automatically populates with D.

Purpose Requirements been met? 
To delete the document, press Shift‑F5




and then click on Save to commit. 
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Figure 29-15.  Record Deleted Confirmation Message.  Instructs to Press save to commit.

The purchase request will be deleted from the database and cannot be retrieved.



(5) ATTACH VENDOR OBLIGATION DATA TO INDIVIDUAL CREDIT CARD PURCHASE REQUEST

Once the goods or services have been purchased, the credit cardholder must attach the vendor obligation data to the purchase request unless this step was done when PR&C was originated.  Once the vendor information is entered it is difficult to change.  It is recommended to wait until after the goods or services are ordered to be certain of the correct information to enter.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


CREDIT CARD CREATE

(3, press Enter)

CEFMS should be at the Purchase Request Create/Update Screen 2.34.  
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Figure 29-16.  Purchase Request Create/Update Screen 2.34.   Page 1.
Query by clicking on Query/Execute (or pressing F2/F3) to retrieve the desired credit card purchase request.

Click on Other Misc. Purchases (or press Ctrl‑F6).  The following message appears:
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Figure 29-17. Obligation confirmations screen.  Notifies user that obligation is being created.

Acknowledge the message by clicking OK.

CEFMS should be at the Misc Purchase Request Vendor / Obligation Data Screen 2.361.
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Figure 29-18.  Misc Purchase Request Vendor /Obligation Data Screen 2.361.  

Purchase Request No:
Automatically populates with information from Screen 2.34.

Amend No: 
Automatically populates with information from Screen 2.34.

Amend Date:
Automatically populates with information from Screen 2.34.

Obligation / BPA No:
Automatically skips this field.

Delivery Order / BPA Call No:
Automatically skips this field.

Obli Amend:
Automatically skips this field.

Vendor ID:

IMPORTANT!  If vendor ID is already populated, click on Exit (or press F10).  Check to see if it is approved and certified and/or obligated.  Otherwise, if not populated, click on List (or press F4) and click on Next (or press the Arrow Down) to find the correct the approver ID.  Press Enter.

Vendor For Credit Card Purchase:
This is the vendor from which the goods or services were purchased.  The vendor code is unnecessary for credit card purchases. The name of the vendor should be typed without a vendor code.  Press Enter.  The cursor will advance to the next field.

Receiving Org:
Automatically populates with the user's organization code.  Since the user is normally the credit cardholder, this should be correct.  If not, click on List (or press F4), query by clicking on Query/Execute (or pressing F2/F3).  Press Enter.

Employee ID:
Click on List (or press F4) to select the CEFMS ID No of the credit card holder.  Only names of cardholders loaded in CEFMS will appear for the credit card company selected as the vendor.  Locate a name by pressing the Arrow Down or by clicking on Query/Execute (or pressing F2/F3).  After placing the cursor on the desired name, click on Select (or press Enter) to return to Screen 2.361. IMPORTANT! If a name cannot be found, contact the HECSA Contracting Office or the Business Systems Support Office.

Review the information on the screen.  If everything is correct, click on Save to commit.  Click on Exit (or press F10).



(6) OBLIGATE INDIVIDUAL CREDIT CARD PURCHASE REQUEST

Immediately after purchasing goods or services on a credit card, an obligation must be recorded in CEFMS.  Prompt recording of the obligation is important because a receiving report cannot be entered in CEFMS with a received date for goods or services prior to the date the obligation was entered.  Late recording of credit card purchase obligations may delay invoice payment and result in penalty interest charges.  Screen 10.1 permission for Other Purchases Obligator (Other Purchases Obligator Ind) is needed to obligate.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


MISC PURCHASE OBLIGATION

(8, press Enter)

CEFMS should be at the Misc Purchase Request Approval/Obligation Screen 2.360.
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Figure 29-19. Misc Purchase Request Approval/Obligation Screen 2.360.

Query by clicking on Query/Execute (or pressing F2/F3) to retrieve the purchase request to be obligated.  All fields should populate except the approval date.  Verify the information on the screen.  You may view details of the purchase request by clicking on View Purchase Request (or pressing Ctrl-F1).  If the information is correct, exit to return to Screen 2.360 and click on Save to commit.  The obligation will be created and approved in one step.  

A window may appear with a message box stating the last record has been received.  Acknowledge the message by clicking on OK.  

A window appears with the following message: “OTHER MISC. PURCHASE OBLIGATION APPROVED … OBLIGATION CREATED.”  Click on Ok or press Enter to acknowledge message.   Click on Exit (or press F10).
Note:  A purchase request cannot be retrieved to be obligated until after the vendor obligation data has been attached to the purchase request and after the purchase request has been approved and certified.  If your query returns the message: "Query caused no records to be retrieved." the typical problem is related to incomplete vendor obligation data.  Follow the instructions in the last section, 6A(5), Attach Vendor Obligation Data to an Individual Credit Card Purchase Request.  If the goods have already been received, the receiving report can be entered by clicking on Receiving Report (or pressing Ctrl-F6) after the obligation has been approved and before returning to the menu.  Follow the steps under 6C(2), Enter Receiving Report for Credit Card Purchase, beginning with the Line Item No field.



(7) AMEND INDIVIDUAL CREDIT CARD PURCHASE REQUEST

Once approved/certified, a credit card purchase request must be obligated before an amendment can be initiated.  

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


CREDIT CARD CREATE

(3, press Enter)

CEFMS should be at the Purchase Request Create/Update Screen 2.34.  
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Figure 29-20.  Purchase Request Create/Update Screen 2.34.   Page 1.
Purchase Request No:
Query by clicking on Query/Execute (or by pressing F2/F3) to retrieve the purchase request to be amended.

Note: A purchase request amendment is not considered complete until at least one line item is created.  Even if the sole purpose of the amendment is to add or change remarks, at least one line item amount must be re-entered and committed before the purchase request can be approved/certified.

Before doing the amendment you must do the following:

Queried/New Amendment
Enter new amendment number.  Press Enter.

Amend Date
Change to current date.  Press Enter.
Click on Save.

Make changes to Header Page if required.  Click on Save.
Click on PR Line Item.  The cursor advances to screen 2.36.

Click on Next Page (or press Page Down) twice.  The cursor advances to the Unit of Measure field in screen 2.36.2.  Press Enter.



The cursor moves down the screen to the New: Qty/Unit Price/Amount line.  Enter the same quantity and/or amount.  

Press Enter.  The Increase/Decrease line should reflect zero change from the Previous line in the Qty and/or Amount column.

Press Enter.

Click on Save.

Click on Exit (or press F-10).

Click on OK to acknowledge the message.

Click on Exit (or press F10).

Click on OK to acknowledge the message.

Answer Yes to the message asking if you want to close the form.  

The required initial steps have now been taken.  The cursor is on the initial PR&C screen, 2.34.  The amendment changes may now be entered as follows:

Click on PR Line Items (or press Ctrl‑F1) or (for remarks only) click on Remarks (or press Page Down).  

The cursor advances to the Purchase Request Line Item Create/Update Screen 2.36. 
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Figure 29-21.   Purchase Request Create/Update Screen 2.36.

Arrow Down to the desired line item and make the necessary changes.  

To change Qty, Unit Price or Amount, click on Next Page (or press Page Down) twice.  The cursor should now be on screen 2.36.2.  

Press Enter to advance the cursor to the correct field.  

IMPORTANT!  Enter the revised total figures, not the increase/decrease difference.  

Click on Save to commit.  

To add a new line item, click on Exit (or press F10) to return to the Purchase Request Line Item Create/Update Screen 2.36.  Press F9 and follow the procedures in the section above entitled 6A(1), Create Individual Credit Card Purchase Request.
The amendment must be approved, certified and obligated.  See Sections 6A(3), Approve and Certify Individual Credit Card Purchase Request, and 6A(6), Obligate Individual Credit Card Purchase Request.



b.  PROCESSES FOR BULK CREDIT CARD PURCHASE REQUESTS



(1) CREATE BULK CREDIT CARD PURCHASE REQUEST

You cannot SmartPath to these screens.  

From the Main Menu (Menu ID A), mouse click on the button (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


BULK MISCELLANEOUS PURCHASE
(6, press Enter)
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Figure29-22.  Purchase Request Create/Update Screen 2.34.  Page one of Credit Card PR&C. 

CEFMS should be at the Purchase Request Create/Update Screen 2.34.

Purchase Request No:
Automatically skips this field, which is blank until data is initially saved.  Then the PR&C number is generated, and this field is populated.

Last Amendment No:
Automatically skips this field, which is blank until the PR&C number is generated.

Queried/New Amendment No:
Should be at zero when originating a purchase request.  Press Enter.

Amend Date:
Automatically populates.  Press Enter.

Planning Ind:
Leave blank.  Press Enter.

Priority Code:
Priority code 15 is appropriate for bulk purchase requests.  Press Enter.

Urgency of Need:
Urgency of need codes C1 or C2 should be selected.  Press Enter.

Buyer Code:
Leave blank.  Press Enter.

Target Obligation Date:
Leave blank.  Press Enter.

Obligation Ref No:
Leave blank.  Press Enter.

Requesting Organization:
Automatically populates with the user’s organization code.  Enter the code of the organization requesting the goods or services.  Press Enter.  If unknown, click on List (or press F4) and query by clicking on Query/Execute (or pressing F2/F3).

Organization Issued To:
Enter the organization code of the credit cardholder.

CEFMS should be at the Purchase Request Create/Update Screen 2.34.1. 
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Figure 29-23.  Purchase Request Create/Update Screen 2.34.1 Technical Point of Contact and Financial Point of contact screen.

Technical Point Of Contact
Enter the ID No of the credit cardholder.

ID No:



If ID No is not known, click on List (or press F4) and query by clicking on Query/Execute (or pressing F2/F3). 

Financial Point Of Contact
Enter the ID No of the individual in the

ID No:



HECSA Finance and Accounting Branch who will certify the purchase request.  To find the ID No., click on List (or press F4) and query by clicking on Query/Execute (or pressing F2/F3).

Press Page Down to enter remarks, if necessary. 

Click on Save to commit.  The Purchase Request No will automatically populate.  Make note of the purchase request number to assist with printing and future queries.

From the Purchase Request Create/Update Screen 2.34, click on PR Line Items (or press Ctrl‑F1).  The cursor advances to the Purchase Request Line Item Create/Update Screen 2.36, which is shown below.  
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Figure 29-24. Purchase Request Line Item Create/Update Screen 2.36.  First Page  of Line Item Description.

Several line items may be created for various types of goods or services.  However, only one line item is required per source of funds to be charged.  For example, one purchase request could be created with three line items, one each citing civil funds, military funds and revolving funds. Create a separate line item for each type of goods or services.

Line Item No:
Enter 1 for first line item.  Press Enter.

S&A Line Item no:
Leave blank.  Press Enter.

Line Item Description:
Enter a brief description of goods or services being ordered.  For example: Bulk credit card purchases using civil funds 

Method of Accomplishment:
Automatically populates as C2.  Press Enter.

Ordering Work Item:
Enter the authorized work item where the cost will be recorded.  Press Enter.  You may click on List (or press F4) and query for the work item by clicking on Execute (or pressing F3).  Click on Select (or press Enter).

ITIPS Number:
Enter the Information Technology Investment Portfolio System (ITIPS) number if the PR&C is to purchase Information Technology-related assets (equipment, software, contract services, etc.).  Otherwise, enter NA.  Press Enter.

Contract Use Indicator:
Automatically populated with N since all obligations against a bulk purchase request will be posted manually and not through the Standard Procurement System (SPS - formerly SAACONS).

Required Delivery Date:
Field is automatically populated with today's date.  Change to an estimated date of the final purchase using the bulk purchase request.  Press Enter.

Deliver to ID:
Enter the ID No. of the individual to whom the goods or services are to be delivered.  This is usually the credit cardholder.  If ID No. is not known, click on List (or press F4) and execute an F2/F3 query.

Customer Pick Up?
Automatically skips this field.

Ship To:

Leave blank.  Press Enter.

The cursor moves to the Purchase Request Line Item Create Update Screen 2.36.1.
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Figure 29-25.  Purchase Request Line Item Create/Update Screen 2.36.1.  Funding information screen.

Fund Work Item:
You must click on List (or press F4) to select the appropriate funding account to charge. Care should be taken to select the correct funding account if more than one exists.  More than one funding account exists if the count field located in the lower left corner of the screen looks like “Record 1/?” Click on Next (or press the Arrow Down) to find the correct funding account.  Press Enter.

Resource Code:
Type OTHCONSVC.  Press Enter.

EOR Code:

Type 2520 for Civil and Revolving Fund or 25GZ for Military.  
Press Enter.  Other EORs may be used if more appropriate.  Enter the EOR Code if you know it.  Press Enter.  




Otherwise, click on List (or press F4), query by clicking on Query/Execute (or pressing F2/F3), place the cursor on the correct EOR, and click on Select (or press Enter). 




 Note:  EORs are tied to Resource Codes.  If an EOR is not available, contact the HECSA Business Systems Support Office.

Work Cat:

You must choose the Work Category by clicking on List (or pressing F4) and clicking on Query/Execute (or pressing F2/F3).  After locating correct code, press Enter to select.

Work Cat Elem:
Automatically populates when the Work Category is selected.  

Hand Rec Acct:
If the user is a hand receipt holder, this field automatically populates with the user's hand receipt holder account number.  Press F6 to clear the field.  Leave blank.  Press Enter.

Cost Type:

Automatically populates.  Form will skip to next field.

Foreign Curr:
Leave blank.  Press Enter.

S&A Rate Type:
Automatically skips this field.

S&A Rate:

Automatically skips this field.

CEFMS should be at the Purchase Request Line Item Create/Update Screen 2.36.2.
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Figure 29-26.  Purchase Request Line Item Create/Update Screen 2.36.2.  Quantity andCost Screen. 

Unit of Measure:
Type LS for Lump Sum.  Press Enter.

Qty:


Automatically skips this field.

Unit Price:

Automatically skips this field.

Amount:

Enter an amount which represents the estimate of all credit card purchases to be made against this bulk purchase request line item.  Press Enter.

Click on Save to commit.  Note: when the screen populates, the amount of funds for this line item has been subtracted from the Amount Available For Request.

If you do not have additional line items to create, click on Return to Menu (or press Ctrl‑F10). To create a new line, click on Prev Page (or press Page Up) twice to return to Screen 2.36, press F9 and repeat these procedures starting with Line Item No.  TIP: To create a new line item without having to retype information, press F7 after pressing F9.  A new line item will be created by duplicating the previous line item.  Enter the next line item number.  Make the necessary changes to each field.  Click on Save to commit where required.

After all line items have been entered, the purchase request is now ready for approvals.  To facilitate the approval process, make note of the purchase request number before clicking on Return to Menu (or pressing Ctrl‑F10).
The purchase request may be canceled at any time prior to certification.  However, only the approver can cancel the document.  See instructions in the section 6B(3) Approve/Delete Bulk Credit Card Bulk Request.  Once certified, an amendment must be prepared to reduce the purchase request line item amounts to zero.  See instructions in the section 6B(6) Amend Bulk Credit Card Purchase Request.


(2) CHANGE INFORMATION IN AN UNCERTIFIED BULK CREDIT CARD PURCHASE REQUEST

The originator can make any necessary changes to the document until the purchase request has been approved.  Once the purchase request has been approved, only the approver can make changes.  Once certified, changes cannot be made to the purchase request.  An amendment will be required.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR
(1, press Enter)


BULK MISCELLANEOUS PURCHASE
(6, press Enter)

CEFMS should be at the Purchase Request Create/Update Screen 2.34.  (As seen on page 29-37)

Purchase Request No:
Query for the purchase request to be changed by clicking on Query/Execute (or pressing F2/F3).

On an unapproved purchase requests, the originator may move to any allowable field in the document including line items, make necessary changes, and click on Save to commit.  

Note: Quantity units of measure (such as EA and MO) cannot be changed to non-quantity units of measures (such as LS and LT) and vice versa.  

After all desired changes are made and committed, the credit card purchase request is ready to be approved and certified.



(3) APPROVE/DELETE BULK CREDIT CARD PURCHASE REQUEST

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


APPROVE/CERTIFY PURCHASE REQUESTS
(2, press Enter)


PR APPROVAL/CERTIFICATION
(1, press Enter)


CEFMS should be at the Purchase Request Approval/Certification Screen 2.35.01.
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Figure 29-27.  Purchase Request Approval/Certification Screen 2.35.01.  

Bulk credit card purchase requests are approved and certified by separate actions.  An individual may approve a purchase request only if the end user has been given authority to do so by the responsible employee for the funding work item.  At the time of approval, the approver is indicating that appropriation time and purpose requirements have been met.  Accordingly, the approver must ensure the information entered by the originator is valid and appropriate for the appropriation(s) cited, and will be obligated within the time required by the appropriation.

Click on List (or press F4) to select the purchase request to be approved.  Only those purchase requests available to the approver will be listed.  If the purchase request does not appear or cannot be retrieved, view the purchase request status to ensure that it has not already been approved.  Follow instructions under View Credit Card Purchase Request Status.

Purchase Request No:
Ensure that the document on the screen is the one to be approved.  Click on the 2 rows of buttons displayed near the bottom of the screen to review the document.  Or, the Ctrl‑Function relationships still exist and could be used where appropriate as follows:

Purchase Request      -     Ctrl-F1

Commitment
   -     Ctrl-F2

Funding Account
   -     Ctrl-F3

Line Item Summary    -     Ctrl-F4

Amendments     
   -     Ctrl-F5

Tech Approval View
   -     Ctrl-F7

Approver must ensure that all information in the purchase request is correct.  After reviewing the document, click on Exit (or press F10) to return to Screen 2.35.01.   Press Enter.

Release Date:
Use the date populated by the system.  Press Enter.

Have Appropriation Time and 
Options:

Purpose Requirements been met?





Option 1.  Enter Y.  Click on Save to commit.  

This approves the purchase request.  The document becomes available for the HECSA Finance and Accounting Branch to certify the document.  At this point, only the approver may change information in the document.  However, if the approver makes any changes, the purchase request must be re-approved.  Once certified, changes cannot be made to the purchase request.  An amendment will be required.




Option 2.  Enter D, then press Shift‑F5.


Click on Save to commit.  The purchase request will be canceled and funds are returned to the funding account.  The document is deleted from the database and cannot be retrieved to make changes. 

Option 3.  Click on Exit (or press F10).  Exits document without action.  Only the originator (or press F10) may make changes to an unapproved document.



(4) CERTIFY BULK CREDIT CARD PURCHASE REQUEST

Bulk Credit Card Purchase Requests are certified by the HECSA Finance and Accounting Branch.



(5) OBLIGATE AGAINST A BULK CREDIT CARD PURCHASE REQUEST

A bulk purchase request may not be used to record credit card purchases until it has been approved and certified.  Only the credit cardholder can record credit card obligations.  Use the following to record each purchase as it is made.  

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT


(3, press Enter)


REQUESTS FOR GOODS AND SERVICES

(2, press Enter)


CREATE PURCHASE REQUEST (PR)

(1, press Enter)


OTHER MISCELLANEOUS PURCHASES

(5, press Enter)


OBLIG MISC PURCH USING BULK PR

(19, press Enter)

 CEFMS should be at the Misc. Purchases Obligations Using a Bulk PR&C Screen 2.34.C.

[image: image28.png][£+2.1.8 Misc. Purchases Ol

ions Using a Bulk PRA&C 2.36.C
Action Edit Block Fleld Record Query ESIG Help

AmendDate

Misc. Purchase Type:

Vendor 10 [N
Thva Pry. Vendor: [

SF44 Obigation oz
Receving oro: NN

SaACOIIS it

Reauesting Org: [rzzo000

e temtio: = -
Fund.Work tem: Resource: [N £on Code: [ orier wi IR
Work Ca, ol unit o easure: [I]
& unitprice i
Nowile Previous:
e
e temio: =
(e i o Resource: [N £on Code: [ Order W -
Work Cat. Code: [N Work Cat i CostTyne:
o unitprice
Hew: =
Prev Pase el T e s e ot Pane

Fress <F4> for a list o BUIK PRECS, Or Press <F 2> {0 query an existing PREC.
Record: 171 List of Values





Figure 29-28.  Misc. Purchases Obligations Using a Bulk PR&C 2.34.C

PR&C No:

Automatically populated when obligation is committed.

Bulk PR&C No:
As a Miscellaneous Purchases Obligator, the credit cardholder has access to all bulk purchase requests in CEFMS for which they have PR&C originate and PR&C approve permissions on the funding work item.  However, to complete the obligation process, the credit cardholder must also have PR&C certify on the funding work item. Care should be taken to ensure you are choosing the correct bulk purchase request. Click on List (or press F4) to select a bulk purchase request.  A pop‑up box will appear on the screen.  Move the cursor to the bulk purchase request to be used.  If only one PR&C is available to the user, it will automatically be retrieved into Screen 2.36.C.  The cursor is advanced to the Misc. Purchase Type Field.

Amend:

Automatically populated.

Amend No:

Automatically populated when the obligation is committed.

New:


Automatically populated.

Amend Date:
Automatically populated with the current date.

Bulk Amend No:
Automatically populated when the bulk purchase request is retrieved.

Misc. Purchase Type:
Type CCRD for credit card.  Press Enter.  Changes to CCRD-B when enter is pressed.

SF44 Obligation No.:
Automatically skipped when CCRD is entered in the Misc. Purchase Type field.

Vendor Id.:

Click on List (or press F4) to display a list of credit card companies.  Arrow to the correct Billing Office and press Enter.  (This is the Credit Card Billing Official.)

Cred. Crd. Holder:
To select cardholder click on List (or press F4).  No names will appear unless the user is a cardholder. Select the correct holder and press Enter. 

SAACONS Site ID:
Skipped.

Receiving Org.:
All accountable property items must be delivered to W270S00.  For services, enter the organization code of the individual receiving the services.

Requesting Org:
Credit CardHolders organization code.

Thrd. Prty. Vendor:
This is the vendor from whom the goods or services were purchased.  The vendor code is optional.  If known, type the vendor code or click on List (or press F4) and click on Query/Execute (or press F2/F3).  If the vendor is not found, click on Exit (or press F10).  The cursor will advance to the next field.  Enter the name of the vendor.  The name of the vendor may be typed without a vendor code.  Press Enter.  The cursor will advance to the next field.

Line Item No.:
Automatically populates with 1. If additional line items are added, they should be sequentially numbered.

Description:
Type a brief description of the goods or services purchased.

Fund. Work Item:
Automatically populates from the selected bulk purchase request.

Resource:

Type in the resource code.  If unknown, click on List (or press F4) and query by clicking on Query/Execute (or by pressing F2/F3).  Press Enter.  Note: If the selected resource code requires an ITIPS number, CEFMS will check that the user entered a specific ITIPS number.  If the ITIPS field has NA, the cursor will return to the ITIPS field for the required correction.  Note: If a resource code is not available, contact the HECSA Programs and Budget Branch.  

EOR Code:

Click on List (or press F4) to select an EOR. 

 


EORs are tied to Resource codes.  If an EOR is not available, contact HECSA Business Systems Support.  Select the EOR and click on Select (or press Enter) to pull the EOR back into the obligation screen. If you know the EOR, you may type it directly in the EOR Code field.  Press Enter.

Order WI:

You must click on List (or press F4).  Press F3 and highlight the correct ordering work item, click on Select (or press Enter). 

Work Cat. Code:
You must click on List (or press F4) to choose the work category code.  Click on Query/Execute (or press F2/F3).  Locate the correct code, and click on Select (or press Enter).  Press Enter a second time.

Work Cat. Elem.:
Automatically populates with the work category element when the work category is selected.

Cost Type:

This field automatically populates when the resource is selected.

Unit of Measure:
Enter the unit of measure or click on List (or press F4) to select.  Press Enter.

Qty:


If LS or LT was entered for unit of measure, cursor  will skip the Qty field.  For other units of measure, enter the quantity purchased.

Unit Price:

If LS or LT was entered for unit of measure, cursor will skip Unit Price field.  For other units of measure, enter the unit price of the item purchased.

Amount:

If LS or LT was entered for unit of measure, enter the amount.  Press Enter.  For other units of measure, the form will automatically calculate the amount.

Cursor returns to Line Item number.

Press F9 to create a new line.

Click on Save or Exit.

When Save is selected, the following message appears:
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Figure 29-29.  Bulk PR Operation Complete.

Click on OK.

The following message appears:
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Figure 29-30.  Record your PR&C number message.

It is different from the bulk PR&C number.

Acknowledge the message by clicking on OK.

The form clears and cursor returns to Bulk PR&C no:.

F4 to repeat procedure or F10 to exit.

The cursor returns to the Miscellaneous Purchase Request Menu ID: AACBAC.

 

(6) AMEND BULK CREDIT CARD PURCHASE REQUEST

An amendment to a credit card bulk purchase request cannot be initiated until previous amendments have been certified.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


BULK MISCELLANEOUS PURCHASE
(6, press Enter)

CEFMS should be at the Purchase Request Create/Update Screen 2.34.

Click Query/Execute (or press F2/F3) to query the purchase request to be changed.

Queried/New Amendment No:
Enter new amendment number.  Press Enter.

Amend Date:
Automatically populates.  Press Enter.

Make changes to header information, if necessary.  Click on Save to commit.  

Click on PR Line Items (or press Ctrl‑F1).  Click on Next (or press the Arrow Down) to find the desired line item and make necessary changes.  When changing Qty, Unit Price or Amount, enter the revised figures, not the increase/decrease.  The increase/decrease will be calculated by the system after pressing Enter.  

Click on Save to commit.  

To add a new line item, press F9 from Screen 2.36 and follow procedures above under Create Bulk Credit Card Purchase Request.


c.  RECEIVING REPORT FUNCTIONS



(1) ADDING A RECEIVER TO AN OBLIGATION

In order for an end user to enter a receiving report, the user must be a listed as a receiver on the obligation.

This means that the organization code of the receiver must be on the obligation.

If the receiver attempts to enter a receiving report under the MISC Purchase Receiving Report Screen and the obligation number will not pull up the receiver should take the following steps:



(a) Determine the organization code of the receiver.  If this is not known the receiver can type 10.1 at any Enter ID field on any menu and hit return.  The end user can now click on query, enter their CEFMS USERID (first 4 letters of last name, 1st initial and last 4 digits of social security number) click on query to find their record.  Note the organization code listed.  Then exit the screen.



(b) Enter the organization code into the obligation.  Type 2.40 at any Enter ID field on any menu and press enter.  Query on the obligation number using the F2/F3 query sequence.  When the obligation populates on the screen click on the Receivers button located in the lower left-hand corner of the screen (or press Ctrl F10).  This moves the cursor to the Obligation Receiver Create/Update screen 2.40.4b.



(c) If the organization code of the receiver is not listed, press Arrow Down to the first blank line, type the organization code into the Rec Org Code field and press Enter.  The name of the organization should populate.  Click on Save.  The screen should return to the first page, Obligation Create/Update Screen 2.40.



(d) If problems are encountered or the receiver’s organization is already listed, verify that the receiving report has not been done.  If this is not the case contact the HECSA Business Systems Support Office.



(2) ENTER RECEIVING REPORT FOR CREDIT CARD PURCHASE

After the obligation is recorded, a receiving report should be prepared as soon as possible after the goods or services are picked up or delivered.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS 
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE 
(5, press Enter)


MISC PURCHASE RECEIVING REPORT
(10, press Enter)

CEFMS should be at the Receiving Report Create/Update Screen 2.42.
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Figure 29-31. Receiving Report Create/Update Screen 2.42.

Obli No.:

To create a new receiving report, click on List (or press F4).  CEFMS should be on the Obligation List Screen 4.51D. 
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Figure 29-32. Obligation List Screen 4.51D.

Number:

Press F3 to list all available obligations. 

Place the cursor on the line with the correct obligation and delivery order combination.

Press Query/Execute (or F2/F3) to locate an individual obligation number.  Press Enter.  

The cursor automatically returns to Screen 2.42.

In Screen 2.42, the fields for Obligation No, Order No, Description, Line Item, Receiver Name, Title, Address and Phone automatically populate based on the obligation selected and your login user information.  The RR No populates based on the number of receiving reports already prepared for the obligation.

Reference No:
Optional.  If known, enter the vendor's receiving report, packing slip number or invoice number.  Otherwise, leave blank.  Press Enter.

Goods/Services Received:
Automatically populates with today's date. The cursor normally skips this field.  You can go back and change this field to the actual date that the goods and/or services were received.  Format must be DY‑MON‑YEAR, and this date cannot be prior to the obligation date.  Press Enter.  (If a received date must be entered that is prior to the obligation date, contact HECSA Business Systems Support Office for assistance.) 

Acceptance:
Automatically populates with today's date. The cursor normally skips this field.  You can go back and change this field to the date that the goods and/or services were accepted by the end user.  Format must be DY‑MON‑YEAR, and this date cannot be prior to the obligation date or the goods and services received date.  Press Enter.  The cursor moves to the Line Item field.

Constructive Acceptance:
Automatically populates with the constructive date assigned to the obligation document.  The date is calculated as seven calendar days after the date in the Goods and Services Received field.  Constructive acceptance is assumed if user does not reject the goods or services within seven days.  This date is used to calculate penalty interest, if due to the vendor.

Period:

Automatically populates with the year and month the transaction is being recorded.

Line Item:

To Select the line item click on List (or press F4).  Press Arrow Up/Arrow Down or use Find to select the desired line item.  Click on OK (or press Enter).  Electronic signature verification occurs.  This step may take awhile; please be patient.  Your cursor will return to Screen 2.42.  

The fields for Quantity Ordered, Amount Ordered, and Deliver To are automatically populated from the obligation line item information and purchase request.

Quantity Ordered:
Automatically populates with the quantity obligated.  This field will populate with 0 (zero) if the unit of measure on the obligation is not a quantity type, for example, LS or LT.  

Amount Ordered:
Populates automatically with the obligation amount for the line item selected.  For quantity type units of measure, this will populate with the Quantity times the Unit Price.  For non-quantity (LS or LT) units of measure, the lump sum amount is displayed.

Deliver To:

For services, this field is populated with the Deliver To name on purchase request.

Quantity This RR:
If LS or LT line item, form will skip the Quantity field.  For other units of measure enter the quantity received for this receiving report, if applicable.  Partial receipts can be prepared.  Press Enter.  

Amount This RR:
If LS or LT line item, enter dollar amount received.  For other units for measure automatically populates based on the Quantity received times the Unit Price.  Press Enter.  For all obligation types:
Click on Save.






Quantity All RR:
Automatically populates with the sum of all quantities received to date.

Amount All RR:
Automatically populates with the sum of all amounts received to date.

Signature:

Automatically populates with the electronic signature code of the user who is logged in when the commit takes place.

Final Rpt:

Automatically populates with Y when either the quantity or amount received equals the quantity or amount ordered (obligated).  If this is the final receiving report, enter Y.  Press Enter.

To create additional line items, press F9 then repeat the above procedures starting with Line Item field above.  

Click on Save to commit after each line item.

To create additional receiving reports press F9.  In the Obli No field click on List (or press F4) to select the next obligation.  

After all desired receiving reports have been entered, click on Exit (or press F10).



(3) REVERSE OR CHANGE INFORMATION ON A RECEIVING REPORT

If a receiving report has not been vouchered for payment, the originator or any user with the authorized receiving organization can reverse (zero out), or correct the document.  

If a receiving report has been vouchered for payment, or if the appropriateness of an action is in doubt, contact the HECSA Business Systems Support Office for assistance.

A few appropriate reasons are listed below:  (This is not an all-inclusive list.) 

· The receiving report for a lump sum or lot obligation line item has been created for the full amount of the obligation when the order is received by the end user. And then, when the Cardholder Statement of Account is received, it shows a charge for a lesser amount.

· Incorrect receiving dates are entered.

· When the receiving report should not have been entered at all.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)

MISC PURCHASE RECEIVING REPORT
(10, press Enter)

CEFMS should be at the Receiving Report Create/Update Screen 2.42. 
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Figure 29-33.  Receiving Report Create/Update Screen 2.42. 

Click on Query (or press F2), Enter the Obligation Number.  Click on Execute (or press F3) to locate.

Once the correct receiving report fields populate, page down to the Line Item field.

Press Arrow Down to the correct line item.

Press Enter.  The cursor will move to quantity or amount depending on the type of obligation.  Change date as required.  Press Enter.  Click on Save to commit.  CEFMS will verify that the transaction was saved.

Repeat the above procedures to correct other line items.

Click on Exit or press F10 to exit to the menu.

Note:  To verify that a receiving report has been completed on an obligation, type STAT.1 in the Menu ID Field at any menu.  Query the obligation number.  The “Received Amount” column will be populated if a receiving report has been completed.



(4) VIEW RECEIVING REPORT  

All access permissions and electronic signature requirements apply to the individual viewing the receiving report.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)

CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)

MISC PURCHASE RECEIVING REPORT
(10, press Enter)


The Receiving Report Create/Update Screen 2.42 will appear.
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Figure 29-34.  Receiving Report Create/Update Screen 2.42.

To view data, click on Query (or press F2, enter obligation number, click on Execute (or press F3).

TO exit screen, click on Exit (or press F10).



(5) PRINT RECEIVING REPORT

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


PRINT PR’S

(11, press Enter)

CEFMS will be at the Report Selection Menu 16.000.

Arrow down or highlight CONTRACT Purchase Request and press Enter.
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Figure 29-35.  Report Selection Menu 16.000.

CEFMS will be at Receiving Report Print Screen 2.42.1.
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Figure 29-36.  Receiving Report (dd1155) Print Screen 2.24.1. 

Obligation No:
Screen Populates in Query mode.  Enter

Obligation number, click on Execute or Press F3.

Select: 

Click in select column.  A check mark appears on the record selected to print.  To remove check mark from the Select field, click on check mark.




Click on Print Selected Records, when ready to print.

CEFMS should be at the Report Processing Screen 11.71.
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Figure 29-37.  CEFMS Report Processing 11.7.1.

Print/List When Produced:
Automatically populates with Don’t Print Now.  To change to immediate printing, click on the arrow down on the right side of the field and click on Print When Complete.  (A third option, List to Screen, is also available).  Press Enter.

Note:  The remaining fields automatically populate. (To make changes, see instructions below.)  If no changes are necessary, click on Run, List or Exit.  Click on Run to print the Receiving Report (DD Form 1155).  Click on List to present the data on the screen before printing.  Click on Exit to return to the previous screen.  When the choice is made to Run or List, two messages with appear:


Report processed:  Press OK; and Grant this request? Press Yes.
Printer:

Automatically populates.  To select a different printer, click on List (or press F4).  Begin typing the printer name (e.g. hp for HP_LASER) or press the Arrow Down key to put the cursor on the correct printer.  Click on OK (or press Enter) to select the printer.  Press Enter.
Days to Retain Print File:
Automatically populates.  The print file generated will remain available to print for the number of days specified.  To change the number of days to retain the print file, type the new number in the field.  Press Enter.

Number of Copies:
Automatically populates with 1.  If more than 1 copy is needed, type the desired number of copies to be printed.  Press Enter.

Banner Page:
Automatically populates with No.  If a banner page is desired, click on Yes.


d. CONVERT TRAINING PR&C TO CREDIT CARD PR&C

It has been determined that all commercial company (vendor) training equal to or less than $2,500.00 be purchased using the Commercial Credit Card Purchase Program.

Proper procedures should be followed in accordance with the BPG Chapter 16 Training Requests.  Briefly, these steps are listed as follows:



(1) Prepare the Standard Form (SF) 1556.



(2) Prepare the PR&C.



(3) Attach the SF1556 to the PR&C.



(4) Obtain all signatures in accordance with BPG Chapter 16.



(5) Obligate the training PR&C in accordance with BPG Chapter 16.

IMPORTANT:  Do NOT enter a receiving report or invoice prior to converting the Training obligation.  The training obligation cannot be converted if a receiving report and/or an invoice exist against the obligation.  

If the receiving report has been entered, follow the instructions under section 6C(3), Reverse (Zero Out) or Correct a Receiving a Receiving Report.  If the invoice has been entered, call or contact the HECSA Business Systems Support Office for assistance.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


OBLIGATIONS

(3, press Enter)


CNVT SAACONS OBLI TO CC PURCH
(9, press Enter)

CEFMS should be at the Convert SAACONS Obligation To Credit Card Screen 2.362.
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Figure 29-38. Convert SAACONS Obligation To Credit Card Screen 2.362

Obligation No:
Click on Query or press F2.  (Clicking on List or pressing F4 does not work here.)




Enter the full obligation number.  
Click on Execute (or press F3).  

If the obligation is found, the cursor will move to the Credit Card Vendor field.

Credit Card Vendor:
Click on List (or press F4).  Press the Down Arrow to highlight the correct Billing Official. Press Enter to select the Billing Official.  The cursor advances to the Credit Card Holder field.

Credit Card Holder:
Click on List (or press F4).  Select the correct Cardholder.  (There should only be one.  If more than one exists, press the Arrow Down key to highlight the correct cardholder.)  Press Enter.

Verify that the information on the screen is correct.  Click on Save.  CEFMS will acknowledge that the transaction was saved.

Click on Exit or press F10 to return to the menu.

The obligation will now show in the Credit Card Holder Monthly Statement 2.045.

If it doesn’t appear, contact the HECSA Business Systems Support Office for assistance.

The receiving report can now be entered using the procedures in section 6C(2), Enter Receiving Report for Credit Card Purchase.


e. CREDIT CARD RECONCILIATION 



(1) CREDIT-TYPE DEFINITIONS   (TYPES OF  “CREDITS.”)

There are currently 3 types of credits.  The term ‘credit’ has different definitions, and each credit type requires different procedures.  A cardholder statement of account can include more than one type of credit.



(a) IMPAC rebate credit.  The rebate is given for a history of prompt payment, and the rebate is not related to any specific charge(s)



(b) Charge and its related Credit are on the same  statement.



(c) Credit that applies to an amount paid on a previous bill.



(d) Disputes



(2) PROCEDURES FOR EACH KIND OF CREDIT.



(a) IMPAC REBATE CREDIT 

 Cardholders normally receive a quarterly rebate from U.S. Bank.  The rebate appears on the cardholder’s monthly statement as a credit and should be processed in the same billing period it is received if possible.  

The recommended method is to use the rebate as a discount to a current charge.  In other words, you may “short pay“ a charge (line item).  This works best when the rebate is applied against an obligation line item with a lump sum (LS) unit of measure or an obligation line item with a quantity of only ‘1’.



[1] The cardholder must determine the amount to be disbursed (paid) in CEFMS:  



[a] Total all charges to be paid 



[b] Subtract rebate amount.



[c] Subtract any true CEFMS credits.



[2] Enter this net amount into the Total field.



[3] Choose an obligation line item with an amount that is larger than the rebate amount:



[a] Reduce this line item by the rebate amount.


Example:  



If rebate is $15.00 and charge is $50.00 change the $50.00 to $35.00.  



[b]  Mark the deobligation column with a Y if the following is true:

· The cardholder has obligation authority.

     (If the cardholder does not have obligation authority skip the

     deobligation column and have the difference manually deobligated by

    the person responsible for deobligations.)

· Make sure that an explanation of the rebate transaction is annotated on the Cardholder Statement of Account. 

For example write the following statement:

 “Applied IMPAC rebate in the amount of $15.00 given by US Bank as a discount against CEFMS obligation W802Y912345678, line item #1”



[c] It is recommended that if the rebate cannot be taken in the current billing period, because there are not charges for the period of charges are less than the rebate amount, that the rebate be taken as a discount during the next billing period that fits the suggested criterion.

For any questions or problems contact the HECSA Contracting Office or the HECSA Business Systems Support Office.



(b) CHARGE AND RELATED CREDIT ON THE SAME STATEMENT OF ACCOUNT.

· Example 1: If the statement contains both a $7.44 charge and a $7.44 credit, both amounts are totally ignored.   Do not pay the charge and do not take the credit!  They offset each other.

· Example 2: If the statement contains both a  $25.00 charge and a $10.00 credit, pay the net $15.00  (i.e., $25.00 charge minus the  $10.00 credit).  



(c) CREDIT  FOR A PAYMENT ON A PREVIOUS STATEMENT.



[1] If the answer is yes to the following questions a true CEFMS credit exists:

· Did I include this amount on a previous month’s CEFMS invoice (statement) when I processed it for payment?

· Has payment been disbursed to the bank and does it show up on page 2 of STAT.1 ‘Obligation Line Item Status STAT.1’?  (See form below.)



[2] If the answer is no  to the above questions a true CEFMS credit does not exist. REMEMBER: If it was not paid in CEFMS, it is not a CEFMS credit!  

Definition of a true CEFMS credit: 

· Meeting the above criteria.

· The only credit amount recorded in the CREDIT BOX in screen 2.045.

HELPFUL TIP:  To verify if a charge has been paid check page 2 of Stat.1 ‘Obligation Line Item Status.  Page 2 with show a disbursed amount, DOV no and Check number , and payment method on the Receipt Voucher Line.
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Figure 29-39.  Page2 of Stat.1 Obligation Line ItemStatus STAT.1.  Shows 1st line of Receipt Voucher with all blocks filled in as stated in previous paragraph.



(3) RECONCILE CARDHOLDERS STATEMENT OF ACCOUNT

Each month the credit cardholder receives a Cardholder Statement of Account from the credit card company for purchases charged during the billing period. 



(a) The credit cardholder must verify all purchases in accordance with the rules established by the Purchase Card program.



(b) Before the invoice is entered into CEFMS the cardholder needs to reconcile the statement.

· The term reconciliation means to balance the account by comparing actual charges to what was ordered and adjusting for any discrepancies

· In order to accomplish this task it is recommended the cardholder consider the following guidelines in the reconciliation process:



(c) Verify that all charges are correct and proper (are they really ours).

 

(d) Determine the obligation numbers for each charge.



(e) Check the charges on the statement against the PR&C obligations that have been created. 

· It is up to the cardholder to contact the vendor when necessary to resolve discrepancies involving charges greater than what was originally quoted.



(f) Determine actions to be taken for any overcharges. 

· The policy is that if a company charges an incorrect amount it must be paid 

· or a dispute filed 

· unless the vendor verbally agrees to a credit AND immediately faxes to the cardholder a copy of the credit that will be applied to the cardholders statement the following month. 

· The method of paying and then receiving a future credit is called ‘Pay and Chase’’.  

· This helps to prevent suspended accounts.  This is an acceptable short pay.



(g) Prepare PR&C amendments when additional monies are required.

· If an obligation line item is short of the amount charged prepare an amendment to increase the line item to the correct amount.

· If the obligation line item is more than the amount charged do nothing to the PR&C.



(h) Dispute items deemed not to be the cardholder’s. 



(i)  Prepare the necessary paper work to submit through the proper channels in accordance with policy established by the HECSA Contracting Office.



(j)  Prepare receiving reports, if they have not been done, for all items received.

· It is not necessary to have a receiving report to process a credit card invoice.  The receiving report must be done, however, when the items are received.  It is up to the cardholder to follow up and ensure that any items paid for are eventually received.



(k) Correct any receiving reports for Lump Sum or Lot Units of Measure to reflect the actual amount to be paid.  

· The receiving report amount for a Lump Sum or a Lot must agree with the disbursed amount or the deobligation option on the invoice screen will not allow the screen to be saved.



(l) Determine the amounts of rebates to be taken and where they will be applied in accordance with instructions in the Credit-Type Definitions section.



(m) Determine if true CEFMS credits exist using the guidelines in the Credit-Type Definitions section.



(n) Locate the obligation and line item numbers for any true CEFMS credits.



(o)  Verify any vendor credits that washout, offset or reduce the same vendor’s charge on the statement.



(p)  Adjust the amount to be disbursed to the vendor on the statement and explain the situation.  Use the guidelines in the Credit-Type Definitions Section.



(q)  Total the charges to be paid, subtract any amounts not to be paid that are not already reflected by pencil and ink changes.

THE BOTTOM LINE:

· Determine the amount to be paid to the company.

· Determine the amount of the TRUE CEFMS credits.


f.  CREATE CARD HOLDER MONTHLY BILLING ACCOUNT STATEMENT 

Each month the credit cardholder will receive a Cardholder Statement of Account from the credit card company for the purchases made during the billing period. 

The credit cardholder must verify all purchases in accordance with the rules established by the Purchase Card program.  

The credit cardholder must also enter the Cardholder Statement of Account in CEFMS.  

In the absence of the credit cardholder, the credit card Billing Official or alternate may enter the statement.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)
FINANCIAL MANAGEMENT


(3, press Enter)

REQUESTS FOR GOODS AND SERVICES

(2, press Enter)

CREATE PURCHASE REQUESTS  (PR)

(1, press Enter)


OTHER MISCELLANEOUS PURCHASE

(5, press Enter)

CREDIT CARD MONTHLY STATEMENT

(4, press Enter)

CEFMS should be at the Credit Card Holder Monthly Statement Screen 2.045.
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Figure 29-40.  Credit Card Holder Monthly Statement  2.045.

Credit Card No:
Click on List (or press F4).  

The Employee Credit Card List Screen 4.103E appears.
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Figure 29-41.  Employee Credit Card List Screen 4.102E.

Highlight the correct cardholder.  (There is usually only one person listed unless this function is being performed by the approving or alternate approving official.)

Click on Select (or press Enter), and the following Credit Card Holder Monthly Statement screen 2.045 appears:
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Figure 29-42.  Credit Card Monthly Statement 2.045.

The credit card no, CEFMS user ID, cardholders name, credit Card co, and bill statement number are filled in and the cursor advances to the Statement Date.

Statement Date:
Enter the Billing Account Statement date found on the hard copy document received from the credit card company. 




This date is the 23rd of the month.  The format must be DY-MON-YEAR.  
Press Enter.

Invoice ref Period:
Automatically populates based on the statement date.

Received:

Enter the date the hard copy statement of account was physically received.  If it is not date stamped, default to 5 calendar days after the Statement Date.  The date’s format is DY-MON-YEAR.  Press Enter.
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 Figure 29-43.  Credit Card Holder Monthly Statement 2.045.

Credits:

Enter zero (0) if no credits are used.





Enter zero (0) if a discount or rebate is used.

Press Enter.  

Enter the amount of any true CEFMS credit(s). 

Total:


Enter the total dollar value of charges to be disbursed (paid).  




Do not consider credits or disputes.  Only enter the charges to be paid. 




Press Enter.

If the Credits field is larger than zero (0) the following screen will appear:
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Figure 29-44.  Obligation Credit Candidates.

Query for the first obligation to be credited.

Highlight obligation


Press Enter to select. CEFMS will return to screen 2.045.

Line item will show on screen as seen in the example.
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Figure 29-45.  Credit Card Holder Monthly Statement 2.045 showing 1st  step of credit procedure.

Mark Y next to obligation number.

Statement Amount:
Enter the amount of the credit with a minus sign.  Note:  The Credit Amount field reflects the amount just entered as a negative amount. 

Once the Credits have been applied the screen will look similar to the following:
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Figure 29-46.  Credit Card Holder Monthly Statement 2.045 showing credits applied.

· If the amount of the credit selected does not equal the amount in the Credits field CEFMS will return to the Obligation Credit Candidates screen.  The process is repeated until the total Credits field amount has been satisfied.

· Only undisbursed (unpaid) obligations of the credit cardholder will be displayed. 

· Obligations can be selected for disbursement even if the receiving reports have not been entered. 

· An assumption should be made that the goods or services will be delivered.  

· It is not necessary to wait for an item to be received before the charge can be paid.  

· All items on the statement should be paid unless an item is in dispute.  (Disputed items include over-charges, shipping charges, duplicate orders, etc.)  If problems arise with delivered goods or services, a dispute can still be processed after payment is made to the credit card company. There is a limited period of time (currently 60 days) to challenge disputes.  Refer to the HECSA Contracting Office guidance on disputed items.

Note: Although credit card obligations can be disbursed (paid) from CEFMS without a receiving report, the cardholder is still required to enter a receiving report upon delivery of the goods or services.

Mark each obligation to be paid by entering Y into the first column (to the left of the obligation number).  




Press Enter.  

Correct any corrections in quantity and/or unit cost.

Mark any deobligations that fit the criteria.

Credit Amt:

Represents the total amount of credits that will be included in the Statement Total (the net amount to be paid).  When an obligation is marked for payment and a negative amount is entered into its Statement Amount column, this Credit Amount field is updated with that credit amount.

Statement Total:
As each obligation is marked, the Statement Total field at the bottom of the Statement Amount column is updated with its addition for a charge or subtraction for a credit.  When finished marking all obligations to be paid, the Statement Total amount must agree with the amount entered in the Total field in the top block of the screen.  If the 2 amounts are not equal, CEFMS will not let the user commit the transaction.  Also, if all charges on the hard copy statement of account are being disbursed (paid) and if no credits or disputes are involved, the Statement Total on the screen should agree with the Statement Total on the hard copy Cardholder Statement of Account.

· After all obligations to be disbursed have been marked on the screen, and the totals agree, click on Save to commit.

· If the user clicks on Save to commit and the Total and Statement Total amounts do not agree, an error message will appear.  

· The user will be asked: Do you want to commit the changes you have made? 

· Answer by clicking on No.  

· Exit and reenter the screen in order to redo the invoice. 

· Manual documentation is required.  The credit cardholder must do the following:

· Write on the Cardholder’s Statement of Account the obligation and line item number that correspond to each item on the statement of account.

· Sign the back of all copies of the Cardholder Statement of Account.

· Then the cardholder must distribute the documents as follows:

· Forward to the Billing Official the original Cardholder Statements of Account with back-up documentation.

· Maintain a copy of the signed Cardholder Statement of Account and backup documentation.


g. CREATE AND CERTIFY BILLING OFFICIAL INVOICE

Each month the credit card billing official will receive an invoice from the credit card company for the purchases made during the billing period by their cardholders.  

Before the billing official creates the invoice in CEFMS, all of his or her cardholders should enter their statement of accounts in CEFMS and forward their hard copy statements and supporting documentation to the billing official.  

Before certifying the invoice, the billing official must verify all purchases in accordance with the rules established by the Purchase Card program.  

In absence of the billing official, the alternate billing official may enter and sign the invoice.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):

FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)
FINANCIAL MANAGEMENT

(3, press Enter)

REQUESTS FOR GOODS AND SERVICES
(2, press Enter)

CREATE PURCHASE REQUESTS  (PR)
(1, press Enter)


OTHER MISCELLANEOUS PURCHASE
(5, press Enter)


CREDIT CARD APPROVING OFFICIAL
(5, press Enter)

A window appears with the following message:
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Figure 29-47.  Message indicating that an invoice exists.

Click on OK.  

The cursor advances to the Approving Official Credit Card Invoice Approval Screen 2.046.
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Figure 29-48.  Approving Officials Credit Card Invoice Approval Screen 2.046.

Bill Statement No:
Because a billing official may also be an alternate to another approver, the billing statement number must be queried by clicking on List (or pressing F4).  The cursor advances to the Billing Statement Numbers selection screen, as shown below:  
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Figure 29-49.  Billing Statement Numbers Screen.

No names appear; only the Bill Statement Numbers, Approver IDs and Alternate Approver Ids are listed.  Be careful to select the Billing Statement Number that applies to the billing official whose invoice is being created. 

Begin typing the Billing Statement Number.  As soon as you identify the correct line, place the cursor on it.  

Click on OK (or press Enter).  

The cursor returns to the Approving Official Credit Card Invoice Approval Screen 2.046. 

Press Enter.

Approver ID:
Automatically populates.

Invoice Ref Period:
Click on List (or press F4).  The cursor advances to the Valid Invoice Reference Period screen.
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Figure 29-50.  Valid Invoice Reference Periods Screen

Type the year and month or press the Arrow Down to place the cursor on the correct year and month.  Click on OK (or press Enter).  The cursor returns to the Approving Official Credit Card Invoice Approval Screen 2.046.  Press Enter.

Inv Revcd Date:
Type the date the billing official physically received the hard copy invoice from the credit card company.  The format is DY-MON-YEAR.  Press Enter.  Note: This date must be accurate.  It is crucial for payment scheduling and computation of associated penalty interest.

Approval Date:
Automatically populates with today’s date.

Total Charges:
Temporarily skipped.

Credits:

Enter 0 (zero) or the amount of the credits being processed.  Press Enter.

Total:


Enter the total combined amount of all cardholder statements to be paid.  Press Enter. 

· If the amount entered matches the cardholder monthly statement amounts, the cursor will advance to the Credit Card Em field.

· If the amount entered does not equal the sum of charges entered by the cardholders on their monthly statements, the following window appears:
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Figure 29-51.  Invoice charges do not = Sum of the charges processed by Cardholder message.

· Click on OK (or press Enter). 

· The Total field will be set to zero, and the cursor will return to the Inv Revcd Date field.  

· You must advance to the Total field, press F6 to clear, then enter the correct amount.  

· To determine the correct amount, the user may need to generate a Credit Card Obligation Status Report.  See section 6C(k), Generate Credit Card Obligation Status Report, for instructions.  

Credit Card Em:
If the billing official is responsible for more than one cardholder and more than one cardholder made purchases for the billing period, the user may click on Next (or press the Arrow Down) to display the statements of each.  Compare each cardholder hard copy statement of account to CEFMS to verify that all purchases to be paid have been identified.  If a cardholder made numerous purchases, the user may need to click on Next Page (or press Page Down) to the obligation field and click on Next (or press the Arrow Down) to display the remaining transactions.

· If all transactions have been verified, click on Approve Invoice (or press Ctrl-F1) to approve invoice.  The following approval screen should appear:
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Figure 29-52.  Approving Officials Credit Card Invoice Approval Screen 2.046.

· If the approval screen appears, read the text.  

· To approve, type Y and click on Save to sign and to commit the invoice.  

· The command line at the bottom of the screen will show a message that the transaction has been saved.  

· Click on exit to return to the menu. 

· If you choose not to sign, click on Exit (or press F10).  You will be returned to a menu.

· If an error message appears, click to clear the message, and then click on Exit (or press F10).  

· If a window appears to ask the question: Do you want to save the changes you have made?, click on the answer No.  The cursor returns to the menu. Again select CREDIT CARD APPROVING OFFICIAL, option 5, to access Screen 2.046 and carefully follow the instructions for the Bill Statement No field above.

· After billing official signs the Billing Account Statement (blue sheet), enters the amount being paid, signs on the back and writes the FOA Code on the front of the bill (usually above the statement ‘PAYMENT DUE IN ACCORDANCE’ a copy should be FAXed to the Finance Center.  

· IMPORTANT!  FAX, do not mail.  Be sure to make a copy of the blue statement before faxing, so copy is not too dark at the Finance Center.  In the FAX transmission be sure to include a transmittal cover sheet, your FOA code (designation of your database, S0), and FAX to the Finance Center POC. 


h.  DEOBLIGATE CREDIT CARD AMOUNTS

Use the following to cancel a credit card obligation document or to return remaining undisbursed balances of a credit card obligation to the funding account.  

Screen 10.1 permission for Other Purchases Obligator (Other Purchases Obligator Ind) is needed to deobligate.

Starting from the Main Menu (Menu ID A), mouse click on the following options (or type the number and press Enter):

FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)

FINANCIAL MANAGEMENT

(3, press Enter)

OBLIGATIONS

(3, press Enter)


DEOBLIGATE CONTRACT OBLIGATIONS
(2, press Enter)

CEFMS should be on the Contract De-obligation Screen 7.2.7.

[image: image55.png]fcfon Edi Block Eole Raccrd Cuery ESI3 Holp

PrevPane Prov | e [ oven | vist | swe | mit Hest Pane
Frooc -F2~ Enfora query,tron Frooc <Fa~1o ‘chicvs an Chligation




Figure 29-53.  Contract Deobligation Screen 7.2.7.

To select a document to de-obligate, click on List (or press F4).

CEFMS should be on the Contract De-obligation List Screen 7.2.7A.
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Figure 29-54. Contract Deobligation List Screen 7.2.7A.

The obligations available to select are based on the access permissions held by the user.  Unless the cardholders have permissions related to the obligation of other types of documents such as travel and training, only credit card obligations can be retrieved for deobligation.  Also, no documents can be retrieved which have been fully received, invoiced, vouchered or disbursed.

Obligation No:
Type the obligation number to be deobligated and press F3 to execute the query. Once the document number appears, press Enter to return to Screen 7.2.7.

All information about the obligation will populate the screen, including the amounts available to deobligate.  

Note that the screen is automatically populated to deobligate the remaining amounts of all line items on the obligation.

Mark each line item to deobligate with Y.  

If it is necessary  to change the dollar amount to be de-obligated, press Enter to advance to the Deobligation Amount field.  

Adjust the amount as desired.  The amount cannot be deobligate for more than the amount available.  

If the amount is not what is expected to be available, check the document for receiving reports, invoices or disbursement vouchers that may need to be reversed.  

Once all line items have been marked and/or adjusted, click on Save to commit.  

Obligation amendments will automatically be generated and processed by CEFMS.  

Dollar amounts are returned directly to funding accounts.  

No purchase request amendments are generated.  

However, the purchase request under the View Commitment Status Screen 3.8 will reflect a deobligated amount.

Click on Exit (or press F10) to return to a menu.


i.  VIEW CREDIT CARD PURCHASE REQUEST STATUS

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


VIEW PRs

(6, press Enter)



VIEW PURCHASE REQUEST STATUS
(1, press Enter)



CONTRACTUAL

(4, press Enter)

CEFMS should be at the View Purchase Request Status Screen 2.35.6.
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Figure 29-55.  View Purchase Request Status Screen 2.35.6.

Prac No:

Query the credit card purchase request to be viewed by clicking on Query/Execute (or pressing F2/F3).  If it cannot be retrieved, verify the purchase request number and try again.  

Click on the buttons (or press the Ctrl-function keys) listed at the bottom of the screen to view details of the purchase request.  The button name/Ctrl-function relationships are as follows: 




Purchase Request Line Item
Ctrl-F1




Commitment


Ctrl-F2





Line Item Summary


Ctrl-F3





Amendment Summary

Ctrl-F4





Technical Approval View

Ctrl-F5





Return to Menu


Ctrl-F10




After clicking on one of the buttons (or pressing Ctrl and a function key), some of the next screens also have buttons to review other data.  Also click on Next Page (or press Page Down) to advance to other screens and/or click on Next (or press the Arrow Down) to advance to the next record.  Once the document review has been completed, click on Exit (or click on Menu or press F10) to return to the menu.

Approval and certification of a credit card individual purchase request are simultaneous.  If the document has not been approved/certified, contact the approver within your Directorate/Separate Office (D/SO) for more information.  If funds are not available in the funding account, contact your D/SO Budget POC or the appropriate program manager to obtain funding guidance.


j.  PRINT CREDIT CARD PURCHASE REQUEST

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter)


REQUESTS FOR GOODS AND SERVICES
(2, press Enter)


PRINT PRs

(11, press Enter)

CEFMS should be at Report Selection Menu Screen 16.000.

[image: image57.png]Report processed.
=




Figure 29-56.  Report Selection Menu 16.000.

Click twice on the line having Report Title CONTRACT PURCHASE REQUEST and Report ID da3953co (or press the Arrow Down to place the cursor on the line having Report Title CONTRACT PURCHASE REQUEST and Report ID da3953co and press Enter).

CEFMS should be at the Contract Purchase Request Print Screen 2.34.7.
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Figure 29-57. Contract Purchase Request Print Screen 2.34.7.

The screen has 2 lines for each PR&C, and the headings for both lines are shown at the top of the screen.  You may query on any field (or combination of fields) that has a heading.  The screen is already in Query mode.  The Purchase Request No., if known, is the best and most common field to query.  Type the desired purchase request number.  Then, after entering the Purchase Request No. or other query parameter(s), click on Execute (or press F3).  If the query produces more than a full screen of records (the lower left-hand corner of the CEFMS screen will read Record: 1/?), click on Next (or press Arrow Down) to bring the correct PR&C to the screen.

Click in the first column next to each purchase request to be printed.  As you click in the Select column, a check mark appears, and the number of Selected Purchase Requests To Print field is updated near the bottom of the screen.  To remove a check mark in the Select field, click on the check mark.

To view the selected purchase request, click on View Purchase Request (or press Ctrl-F6).  After viewing the PR&C, click on Exit (or press F10) to return to the Contract Purchase Request Print Screen 2.34.7.  

When you finish the process of selecting and reviewing PR&Cs to print, click on Print Selected Purchase Requests.  

CEFMS should be at the Report Processing Screen 11.7.1.
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Figure 29-58.  Report Processing Screen 11.7.1.

Print/List When Produced:
Automatically populated with Don’t Print Now.  To change to immediate printing, click on the Arrow Down on the right-hand side of the field and click on Print When Complete.  (A third option, List To Screen, is also available.)  Press Enter.

Note: The remaining 4 fields automatically populate.  If you do not want to change those parameters, you may go directly to click on Run, List or Exit.

Printer:

Automatically populates.  To select a different printer, click on List (or press F4).  Begin typing the printer name (e.g., hp for HP_LASER) or press the Arrow Down to put the cursor on the correct printer.  Click on OK (or press Enter) to select the printer.  Press Enter.

Days To Retain Print File:
Automatically populates.  The print file generated will remain available to print for the number of days specified.  To change the number of days to retain the print file, simply type the number in the field.   Press Enter.

Number of Copies:
Automatically populates with 1.  If more than 1 copy is needed, type the desired number of copies to be printed.  Press Enter.

Banner Page:
Automatically populates with No.  If a banner page is desired, click on Yes.  

Near the bottom of the screen are three options: Run, List and Exit.  Clicking on Exit returns the cursor to the last screen.  Clicking on List will present the report data on the screen, and you can then choose whether to print it.  To generate and print the report, click on Run.

A popup screen appears with the following message:
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Figure 29-59.  Report Processed message.

Click on OK.  The cursor returns to the Contract Purchase Request Print Screen 2.34.7.  After awhile, the following message appears:
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Figure 29-60.  WinSig Print Utility.

Click on Yes.  The print file will now be sent to the designated printer.


k.  GENERATE CREDIT CARD OBLIGATION STATUS REPORT
The Credit Card Obligation Status Report provides information regarding the status of credit card obligations.  Credit cardholders and billing officials should generate and use this report to monitor the status of their credit card obligations and to correct problems that prevent their obligations from being financially complete.  Comments at the end of this section define what conditions must be met for the obligation to successfully “drop off” the vstat report.

Starting from the Main Menu (Menu ID A), mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS
(1, press Enter)


FINANCIAL MANAGEMENT

(3, press Enter


OBLIGATIONS

(3, press Enter)


REPORTS

(8, press Enter)

CEFMS should be on Report Selection Menu Screen 16.000.
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Figure 29-61.  Report Selection Menu Screen 16.000.

Click twice on the line that has the Report Title of CREDIT CARD OBLIGATION STATUS REPORT and the Report ID of vstat.  (Or press the Arrow Down key to move the cursor to that line and press Enter.)

CEFMS should be on Credit Card Obligation Status Screen 2.1VS.01.
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Figure 29-62.  Credit Card Obligation Status Screen 2.1VS.01.

Org Code:

This field is automatically populated with the user’s organization code.  The user can change the organization code.  Press Shift‑Tab from the Vendor ID field.  Press F6 to clear the field.  Enter an organization code or click on List (or press F4) and execute an F2/F3 query.  




Press Enter.

Vendor ID:

Click on List (or press F4) to display a list of credit card companies.  Using the Arrow Down key, place the cursor on US Bank. 




Press Enter.

Credit Card Cd:
Automatically populates with US (for US Bank VISA based on the vendor selected in the previous field) and skips to next field.

Employee ID: 
Type the CEFMS ID No of the cardholder.  If unknown, click on List (or press F4) to display a list.  Begin typing the first 4 characters of the cardholder’s last name. Press the Arrow Down to move the cursor to the correct CEFMS ID No.  Click on OK or press Enter to return to Screen 2.1VS.01. 




Press Enter

Ok To Proceed?
Enter Y.

The cursor advances to screen 11.7.1.
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Figure 29-63. Screen 11.7.1.  Report Processing Screen.

Print/List When Produced:
Automatically populates with Don’t Print Now.  To change to immediate printing, click on the Arrow Down on the right-hand side of the field and click on Print When Complete.  (A third option, List To Screen, is also available.)  Press Enter.

Printer:

To select the printer, click on List (or press F4).  Begin typing the Report Printer name (e.g., hp for HP_LASER) or press the Arrow Down to put the cursor on the correct printer.  Click on OK (or press Enter) to select the printer.  




Press Enter.

Days To Retain Print File:
Automatically populates with 3.  The print file generated will remain available to print for the number of days specified.  To change the number of days to retain the print file, type the number in the field.  Press Enter.

Number of Copies
Automatically populates with 1.  If more than 1 copy is needed, type the desired number of copies to print.  Press Enter.

Banner Page:
Default is No.  If a banner is preferred,  click on Yes.  

Near the bottom of the screen are three options: Run, List and Exit.  Clicking on Exit returns the cursor to the last screen.  Clicking on List will present the report data on the screen, and you can then choose whether to print it.  To generate the report, click on Run.

After clicking on Run, a window appears with the following message:
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Figure 29-64.  Report Processed Message.

Click on OK.  The cursor returns to Report Selection Menu 16.000.  

To print, the user must either click twice on the first line of this screen, the PRINT / LIST / DELETE GENERATED REPORTS (print_del) line or press the Arrow UP key to move the cursor to the PRINT / LIST / DELETE GENERATED REPORTS (print_del) line and press Enter.
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Figure 29-65.  Report Print/View/Delete Screen 11.7.

The cursor advances to the Report Print/View/Delete Screen 11.7.  

To select your vstat report, click on Query/Execute (or press F2/F3) to query on the report name (vstat) in the Report column or press the Arrow Down to place the cursor on your vstat report line.  

Once the cursor is on the correct report, click on Next Page (or press Page Down).  The cursor advances to the Printer field.

Report Status:
This field indicates the status of the report generation.  The generation step must finish successfully before the report may be printed.

Report Params:
Lists the report parameters that you queried.

Requestor:

Identifies that name of the user who was logged on when the report was generated.

Pages:

Shows the number of pages in the report.

Mins:


Represents the number of minutes elapsed to generate the report.

Printer:

Identifies which printer has been selected for printing the report.  If blank or inappropriate, click on List (or press F4) and select the printer. Begin typing the Report Printer name (e.g., hp for HP_LASER) or press the Arrow Down to put the cursor on the correct printer.  Click on OK (or press Enter) to select the printer. Press Enter
Copies:

Automatically populates with 1.  If more than 1 copy is needed, type the desired number of copies to print.  Press Enter.

Banner Page:
Default is No.  If a banner is preferred, click on Yes.  

Near the bottom of the screen are 4 options:  Print, View, Delete and Show All Reports.  Ensure that the cursor is on the correct report to be printed and that all fields in the bottom half of the screen are appropriately entered.  Click on Print. A window appears with the following message:
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Figure 29-66.  Starting Print Process message.

Click on OK.  After a while, the following message appears:

Figure 29-67.  WinSIg Print Utility.   

Click on Yes.  The print file will now be sent to the designated printer.

The report has a title (centered at top of page) and other top-of-page information as follows:

CREDIT CARD OBLIGATION STATUS BY EMP ID: (CEFMS ID NO of cardholder)

vstat.2.1.13  211
The report name, vstat, is located in the top, left-hand corner of the report.  The version number (2.1.13 in this example) follows the name.  The sequence number (211 in this example) is shown in the second column in Report Print/View/Delete Screen 11.7 to distinguish this vstat report from other vstat reports.

FOA Code:

Located in the top, left-hand corner of the report (just below the report name).  This field populates with S0 for HQUSACE.

Page:


Located in the top, right-hand corner of the report.

Date:


Located in the top, right-hand corner of the report (just below the Page number).  Represents the date the report was generated.

PRAC NUMBER:
Represents the PR&C number originated for the goods/services.  The PRAC NUMBER is located on the left-hand side of the page below the FOA Code.

The body of the report has columns that are totaled.  The descriptions of the columns are as follows:

LI NO:


Represents the PR&C line item number.

CERT DATE:
Represents the date the PR&C was certified.

OBLIGATION NUMBER:
Represents the obligation number.  For US Bank obligations, this should be the same as the PR&C number unless a bulk purchase request was used.

DEL ORDER NO:
Represents the obligation’s delivery order number.

UOM:


Represents the unit of measure for the PR&C/obligation line item.

PRAC AMOUNT:
Represents the total certified and committed dollar amount of the PR&C line item.

OBLIGATED AMOUNT:
Represents the total dollar amount obligated for the line item.

RECEIVED AMOUNT:
Represents the total dollar amount entered on receiving reports for the line.

INVOICE REFERENCE:
Represents the invoice reference number.

INVOICED AMOUNT:
Represents the total dollar amount invoiced on the obligation each line.

VOUCHERED AMOUNT:
Represents the total dollar amount vouchered for payment for the obligation line item.

DISBURSED AMOUNT:
Represents the total dollar amount disbursed for the obligation line item.

TOTAL FOR: (PRAC NO)
Represents the total dollar amount of all line items of the PR&C/Obligation.

TOTAL FOR:  (VENDOR ID)
Represents the total dollar amount of all PR&Cs/obligations of the cardholder.

TOTAL FOR:  (EMPLOYEE ID)
Also represents the total dollar amount of all PR&Cs/obligations of the cardholder.

Once the vstat report is printed, review each line.  An item will “drop off” the vstat report when all of the committed, obligated, received, invoiced, vouchered, and disbursed amounts are equal.  Thus, all items will remain on the report until the obligation amount equals the disbursed amount as well as all amounts in the other columns also.  If the invoice has been completed for 45 days but the item has not been disbursed, call your POC at the UFC to see if there is a disbursement problem.  

If the obligation has been disbursed and still appears on the report, then it is because all amounts are not yet equal (do not agree).  The typical correction required is to reduce the receiving report and then to deobligate the remaining balance to match the invoice amount.  Of course, the specific corrective steps will vary depending on which column amounts do not agree.  For help with correcting the amount differences (including understanding automatic deobligations), see the notes earlier in this BPG or contact either the HECSA Programs and Budget Branch or HECSA’s Business Systems Support Office.

7.  HELPFUL HINTS.

This section includes some helpful hints which attempt to address some of the questions and comments most frequently made by CEFMS users regarding credit cards.


a.  My purchases cost more than the amount I reserved on my purchase request, but CEFMS won’t let me create an amendment.  To amend an individual credit card purchase request, you must first follow through and obligate the current, approved/certified amount.  Once obligated, CEFMS will let an amendment be created. A  bulk purchase requestcannot be amended.  It is  recommended the user de-obligate the document and reestablish it for the correct amount.


b.  I can't delete my unapproved purchase request.  Since individual credit card purchase requests are approved and certified simultaneously, the approver does not have the option from this approval screen to delete the document.  A separate menu option must be used.  Use the screen navigation from the Main Menu (Menu ID A) as follows: 1-3-2-1-5-20.  Use the instructions in section 6A(4) Delete an Unapproved Credit Card Purchase Request.

c.  I'm trying to change something in the line item but I get an error message that says "FRM-40403: A calling form has un-posted changes.  Commit not allowed."  Typically, this message occurs when the user has proceeded to the next screen without committing the previous screen.  Click on Exit (or press F-10) to return to the menu.  Then reenter and try again being careful to commit as each screen is completed.


d.  I’m trying to approve a purchase request but it won't query up in the approval screen.  Check to make sure you used the right menu path to get to the approval screen.  Credit card purchase requests must be approved and certified through the Create Purchase Requests option on the Requests for Goods and Services, Menu ID AACBAC.  The screen path from the Main Menu is 1-3-2-1-5-7.  The approver must have permissions to approve and certify on the work item.


e.  I’m trying to record an obligation against a bulk purchase request, but CEFMS won’t let me identify the cardholder.  You must be the cardholder or the cardholder’s billing official or alternate to record an obligation using a bulk purchase request.


f.  I get an error message when I try to certify my billing official invoice.  It says I must query in a billing statement number to approve even though all my cardholders’ statements appear on the screen.   When selecting a billing statement number, you must click on List (or press F4).  When the Billing Statement Numbers window appears, no names appear (only the statement numbers with the Approver ID and the Alternate Approver ID).  So be careful to select the number with the correct billing official whose invoice is being created.  Place the cursor on the desired number and click on OK (or press Enter).  Press Enter.


g.  I can’t retrieve an obligation to complete a receiving report.
Make sure that you are selecting the obligation by clicking on List (or pressing F4).  Using a Query/Execute (or F2/F3) query will only find receiving reports that have already been created.  If it doesn’t appear on the list, check to see if the receiving report has already been done by executing a Query/Execute (or F2/F3) query from the receiving report screen.  Another possibility is that the purchase request was created by an individual who has a different organization code than the cardholder. Check the receiving organizations under the obligation to make sure that the receiver’s organization code is listed


h.  I’ve made a mistake on my billing statement, but CEFMS won’t let me retrieve it to correct through the monthly statement screen.  Once an obligation has been marked for disbursement, it cannot be retrieved through the cardholder’s monthly statement screen.  The only way to correct it is through the Credit Card Invoice Update screen used by the USACE Finance Center (UFC).  You can access the invoice screen yourself as long as you have been given Invoice Creator permission in Screen 10.1 and are the Cardholder, Approving Official or Alternate Approving Official.  The menu path from the Main Menu (Menu ID A) is 1-3-2-1-5-13.  Once in the Invoice Create/Update Screen 2.44.2, query to retrieve the invoice by clicking on Query/Execute (or pressing F2/F3).  Enter the obligation number and invoice number.  Make the necessary corrections and click on Save to commit.  

Figure 29-68.  Invoice Create/Update Screen 2.44.


i.  I can’t deobligate a credit card amount.  Only individuals with Other Purchases  Obligator (Other Purchases Obligator Ind) in Screen 10.1 can retrieve credit card documents to de-obligate.  Also, no documents can be retrieved which have been fully received, invoiced, vouchered or disbursed.  For bulk purchases, make sure you are using the obligation number generated during the obligation process, not the bulk PR&C number.


j.  The amount available for me to deobligate isn’t as much as I expected.  Check the document for receiving reports, invoices or disbursement vouchers that may need to be reversed.


k.   Why doesn’t my Credit Card Obligation Status Report show all my purchases?  The report only shows obligations with undisbursed amounts.  Fully disbursed obligations are not included.
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